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National Institute of Fashion Technology
Head Office

Foreword

Rules, Regulations, Policies and Clearly laid down Procedures play an important role in good corporate governance as
well as to bring transparency and fairmess in every aspect of the Organization.

| am very glad to note that the Establishment Department has come up with the Establishment Manual comprising of
Rules, Regulations, Recruitment Procedures, Reservation Policies for SC,ST, OBC & PH, Immovable Property Returns,
Annual Confidential Report, Conduct Rules, Perquisites given to employees, Assured Career Progression Scheme, General
Service Rules, Manual of Office Procedures, Record Retention Schedule, Rules related to grant of lease accommodation
and Training Policies which have been the result of constant attempts in streamlining the establishment work across the
Centres.

I hope all the concerned will find this Establishment Manual as a useful source and would ensure careful compliance
and implementation of the instructions and guidelines.

]Q/____

Gauri Kumar
Dated 15" March, 2007 Director General



National Institute of Fashion Technology
Head Office

Preface

National Institute of Fashion Technology is an autonomous body set up in 1986 under the aegis of the Ministry of Textiles,
Government of India. Instructions and guidelines have been issued from time to time by the Ministry for the proper
functioning of the Institute. A number of policy orders have been issued during the last five years relating to establish-
ment matters keeping in view the revision of various instructions received from Government of India. These Instructions
and guidelines supplement the basic rules, regulations, orders governing Financial and General Service rules etc.

A number of references are received from the Centres seeking clarification regarding implementation of the rules. Due to
change in incumbency the new incumbents are normally not aware of the instructions on the subject. Therefore need has
been felt to consolidate all these instructions and guidelines. Basic Rules instructions and guidelines have now been
synthesized to cover the entire gamut of establishment and administration by drafting establishment manual under 12
broad chapters. Extraordinary labour, extensive research, extreme care and erudite collation has been exercised in drafting
of the Establishment Manual.

We are sure that this Establishment Manual stands out as a unique reference for the Executives/Officers/ Faculties and
will also enable Heads of Departments to exercise their powers and discharge their responsibilities in conformity with the
instructions and guidelines issued by the Government from time to time. This Establishment Manual will also guide
Heads of Divisions in running their offices with propriety.

The manual is bound to provide the invaluable aid to the employees of the Institute for a lucid appreciation of their rights
and responsibilities. Suggestions for improvement and for rectification of errors and omissions in the Establishment

Manual will be gratefully accepted.
L\EQ@/

Kalpana Swamy Munish Girdhar
Director, Head Office Registrar (Establishment)

Dated 15" March, 2007
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SECTION — |

Chapter ONE
Overview of NIFT

National Institute of Fashion Technology was set up in 1986 under
the aegis of the Ministry of Textiles, Government of India. It has
emerged as the premier Institute of Design, Management and
Technology, developing professionals for taking up leadership
positions in fashion business in the emerging global scenario.

The Institute is a pioneer in envisioning and evolving fashion business
education in the country through a network of Eight professionally
managed centres at New Delhi, Bangalore, Chennai, Gandhinagar,
Hyderabad, Kolkata, Mumbai & Rae Bareli.

NIFT conducts continuing education programmes, in-house training
programmes, seminars and workshops for the industry on emerging
concerns and current developments. The institute also undertakes
research and consultancy projects for the industry with its expertise
in design, management and technology at strategic and operational
levels.

NIFT is committed to place India on the centre stage of international
fashion. The institute’s alliances with Fashion Institute of Technology,
New York; Nottingham Trent University, UK and Royal Melbourne
Institute of Textiles, Australia have provided both institutes extensive
opportunities for exchange of ideas and information, thereby mutually
benefiting each other. NIFT is also a founding member of International
Foundation of Fashion Technology Institutes (IFFTI) —a council of 22
fashion schools. NIFT Faculty regularly participates in international
trade fairs, exhibitions, seminars and conferences, which significantly
enhances the guality of their experience and in turn enriches their
students.

The classrooms of NIFT are equipped with audio-visual equipment
like LCD, VCR, Slide Projector, Television etc. to acquaint students
with the latest technologies.

Each NIFT centre has an independent, fully operational Department
of Information Technology with the qualified and experienced IT pro-
fessionals. The computer labs are well equipped with the state-of-
the-art hardware & software.

The network of NIFT Resource Centre is the only Fashion Information
System in India serving the fashion professionals, would-be profes-
sionals and fashion educators. The Resource centres also provide

information services to the design community, industry practitioners
and entrepreneurs.

Through its endeavours and enterprise over the years, NIFT’s role has
evolved beyond the capacity of a catalyst in the fashion industry.

© 2003-2007, National Institute of Fashion Technology (NIFT)
Hauz Khas, New Delhi - 110016, India.
For restricted use within NIFT only.



Chapter TWO

Organisational Set-up
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Chapter 12
Preliminary

GENERAL SERVICE RULES ‘2004
(corrected upto 19th June, 2004)

1. SHORT TITLE AND COMMENCEMENT

(1)

(if)

These rules may be called the National Institute of Fashion
Technology General Service Rules’2004.

These rules shall come into force with effect from the 19"
June 2004.

2. APPLICATION

(1)

These rules shall apply to all the employees of the National
Institute of Fashion Technology.

(@) Provided that a Government servant or an employee
of a local body/ authority, whose services have
been or may be obtained on deputation or on
foreign service by the Institute, may be governed
by such termsand conditions as may be settled
by the Institute in consultation with the Government
or the local body/ authority concemed;

(b) Provided also that an employee appointed on
retainership or daily wages may be exempted from
these rules unless otherwise provided.

(c) Provided further that an employee appointed on
contract basis may be exempted from these rules to
such an extent and subject to such conditions as
may be specified by the Institute.

Notwithstanding anything contained in Clause (1), these
rules will not apply to employees on foreign service terms
or deputation unless specifically indicated as applicable
in his/ her terms & conditions of service.

Notwithstanding anything contained in Clause (1), the
Board of Governors may, by agreement with any employee,
make such special provisions regarding his/ her conditions
of service, as it may consider necessary and, thereupon,
these rules shall not apply to such an employee to the
extent to which the special provisions are inconsistent
therewith. The Sub Committee of the Board of Governors
may also, to the extent empowered, exercise these powers.

Where any rule or benefit has not been expressly included
herein, all rules and benefits applicable/ admissible to
employees of the Central Government mutatis mutandis,
shall be applicable / admissible to the employees of the
Institute.

© 2003-2007, National Institute of Fashion Technology (NIFT)
Hauz Khas, New Delhi - 110016, India.
For restricted use within NIFT only.

3. DEFINITIONS

Unless there is anything repugnant in the subject or context,
the terms defined in this chapter are used in the rules in the
sense here explained -

(@)

(b)

(i)

“Institute” means the National Institute of Fashion
Technology with its Head Office at New Delhi, and all its
Centres.

“Board of Governors” means the Board of Governors of
the Institute as constituted under the Memorandum of
Association and Rules and Regulations of the Institute.

“Chairman” means the Chairman of the Board of Governors
of the Institute. Wherever the word “Chairman” appears,
the word “Chairperson” may also be used.

“ Sub Committee of Board of Governors™ means the Sub
Committee of Board of Governors nominated by the Board
of Governors.

“Director General” means the Director General of the
Institute as per the Rules and Regulations of the Institute.

“Director” means the Director(s) of NIFT Campuses
including Directors(s) of Head Office.

“Chief Admn. Officer” means Registrar of the Institute.

“Appointing Authority’, in relation to any post under the
Institute, means the authority competent to make
appointments to that post.

“Faculty” means full time academic / professional
personnel employed by the Institute to impart instruction/
training/teaching.

Part-Time faculty means faculty hired on a part-time basis
by the Institute.

(i) “Group of posts” means the groups as specified in Chapter-

(j) “Employee” means a person serving the Institute as either

(k)

permanent / regular or contract employee.

“ Foreign Service” means service in which an employee
of NIFT receives his pay with the approval of the Director
General, from any source other than the funds of the
Institute. Foreign service also means service in which an



employee of any other organization or Government
department is appointed to work with the Institute.

“Duty”
(@) duty includes:-

(i) service as a probationer or apprentice provided that
such service is followed by confirmation; and

(i) Joining time.
(b) Anemployee may also be treated on
a course of instruction or training.

duty during

(m) “Probation” — An employee on probation in a post is one

who has been appointed to that post for determining his
fitness for eventual substantive appointment to that post.

“ Joining time “ means the time allowed to an employee
in which to join a new post or to travel to or from a
station to which he is posted.

“Officiate” means an employee of the Institute who
officiates in a post when he performs the duties of a post
on which another person holds a lien. The Institute may,
if it thinks fit, appoint an employee of the Institute to
officiate in a vacant post on which no other employee of
the Institute holds a lien.

“Lien” means the title of an employee to hold on regular
basis, either immediately or on the termination of a period
or periods of absence, a post, including a tenure post, to
which he has been appointed on regular basis and on
which he is not on probation.

Provided that the title to hold a regular post shall be
subject to the condition that the junior-most person in
the grade will be liable to be reverted to the lower grade if
the number of persons so entitled is more than the posts
available in that grade.

“Deputation” means service for which an employee of
NIFT receives, with the approval of the Director General,
his pay from any source other than the funds of the Institute.
Deputation also means service for which an employee of
any other organization is appointed to work with the
Institute.

“ Pay” means the amount drawn monthly by an employee
of the Institute as —

(i) pay, other than special pay or pay granted in view
of his personal qualifications, which has been
sanctioned for a post held by him substantively or
in an officiating capacity or to which he is entitled
by reason of his position in a cadre;

(i)  overseas pay, special pay and personal pay; and

(i) any other emoluments which may be specially
classified as pay by the Board.

general service rules

(s)

“Overseas pay” means pay granted to an employee of the
Institute in consideration of the fact that he is serving in a
country other than the county of his domicile.

“Special pay” means an addition, of the nature of pay, to
the emoluments of a post or of an employee of the Institute,
granted in consideration of

(@) specially arduous nature of the duties; or
(b) a specific addition to the work or responsibility.

“ Substantive pay” means the pay other than special pay,
personal pay or emoluments classed as pay in Rule 3 (r)
to which an employee of the Institute is entitled on account
of a post to which he has been appointed substantively or
by reason of his substantive position in a cadre.

“ Presumptive pay of a post”, when used with reference
to any particular employee, means the pay to which he
would be entitled if he held the post substantively and
were performing its duties ; but it does not include special
pay unless the employee performs or discharges the work
or responsibility, in consideration of which the special
was sanctioned.

“ Personal pay” means additional pay granted to a an
employee of the Institute to -

(i) save him from a loss of substantive pay in respect
of a permanent post other than a tenure post due to
a revision of pay or to any reduction of such
substantive pay otherwise than as a disciplinary
measure; or

(i) in exceptional circumstances, on other personal
considerations.

“Time scale of pay” means

(@) pay which, subject to any condition prescribed in
these rules, rises by periodical increments from a
minimum to a maximum. It includes the class of
pay hitherto known as progressive.

(b) Time scales are said to be identical if the minimum,
the maximum, the period of increment and the rate
of increments of the time scales are identical.

(c) A post is said to be on the same time-scale as
another post on a time —scale if the two time-scales
are identical and the posts fall within a cadre, or a
class in a cadre, such cadre or class having been
created in order to fill all posts involving duties of
approximately the same character or degree of
responsibility, in a service or establishment or group
of establishments, so that the pay of the holder of
any particular post is determined by his position in
the cadre or class and not by the fact that he holds
that post.

© 2003-2007, National Institute of Fashion Technology (NIFT)
Hauz Khas, New Delhi - 110016, India.
For restricted use within NIFT only.



(y) “Leave salary” means the monthly amount paid by the

@)

Institute to its employees on leave.

“Permanent / Regular post” means a post carrying a

definite rate of pay sanctioned without limit of time.

(aa) “Temporary post” means a post carrying a definite
rate of pay sanctioned for a limited time.

(bb) “Tenure post” means a permanent post which an
individual employee of the Institute may not hold
for more than a limited period.

NOTE: In case of doubt, the Institute may decide whether
a particular post is or is not a tenure post.

(cc) “Honorarium” means a recurring or non- recurring
payment granted to an employee from the funds of
the Institute as remuneration for special work of an
occasional or intermittent character. This shall also
include fee/ consultancy fee for special work such
as consultancy, technical assistance etc.

(dd) “Fee” means a recurring or non- recurring payment
made to an employee from a source other than the
funds of the Institute whether made directly to the
employee or indirectly through an intermediary of
the Institute but it does not include unearned income,
such as, income from property, dividend and
interests on securities and income from literary,
artistic, cultural, scientific and technological efforts.

(ee) “ Compensatory allowance” means an allowance
granted to meet personal expenditure necessitated
by the special circumstances in which duty is
performed. It includes a travelling allowance but
does not include a sumptuary allowance nor the
grant of free passage by sea to or from any place
outside India.
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(f) “Travelling Allowancfe “ means an allowance
granted to an employee to cover the expenses which

he incurs in travelling in the interests of the Institute.

(gg) 7 Subsistence Allowance” means a monthly
allowance made to an employee of the Institute who
is not in receipt of pay or leave salary.

(hh) *Month™ means a calendar month. In calculating a
period expressed in terms of months and days,
complete calendar months, irrespective of the
number of days in each, should first be calculated
and the odd number of days calculated
subsequently.

(i) Contract Employee : means an employee of the Institute

who is appointed on a fixed tenure for a specific
assignment on consolidated emoluments or ina time scale
of pay.

(i) All'words and expressions used, but not defined in these

Service Rules and defined in the Rules of the Institute and
Memorandum of Association, shall have the meaning
respectively assigned to them in the said Rules.

(i) Unless the context otherwise requires, the masculine shall

include the feminine also in all cases.



GENERAL CONDITION OF SERVICE

4,

CREATION OF POSTS

(1) The posts in the Institute shall be of the grades and
categories as may be specified by the Board of Governors
from time to time.

(2) The Board of Governors may :
(a) create any new grade or category of posts; and

(b) transfer any category of posts from one grade to
another.

(i) Provided that no permanent post carrying a
maximum salary of more than Rs13,500/- per month
shall be created without the prior approval of the
Central Government.

(i)  Provided further that the appointment to the post of
Director General shall be made with the approval of
the Central Government on such terms and
conditions as the Central Government any decide;

QUALIFICATIONS FOR APPOINTMENT

(@) The age, qualification and method of recruitment etc. for
appointment to various posts in the Institute shall be such
as may be prescribed in the relevant Recruitment Rules,
approved by the Board of Governors.

(b) Nothing in these rules shall affect reservation, relaxation
of age — limit and other concessions required to be
provided for SCs/STs, OBCs and other special categories
of persons in accordance with the orders issued by he
Government of India, from time to time, in this regard.

(c) Ifany question as to the interpretation of these Rules arises,
it shall be decided by the Board of Governors, whose
decision shall be final.

AGE

A person below 18 years and over 35 years of age may not
ordinarily be admitted into the service of the Institute as a direct
recruit.

Provided that in the case of a person appointed to a post
in grades A & B the age limit of 35 years shall not apply.

Provided further that in case a higher age limit has been
prescribed in the Recruitment Rules, the age limit of 35
years shall not apply.

general service rules

Provided further that in the case of SCs/STs and candidates
of other special categories, age relaxation, as prescribed
from time to time by the Government of India, will be
applicable.

METHODS OF RECRUITMENT

Appointment to a post in the Institute shall be made as per
Recruitment Rules specified by the Board of Governors, from
time to time.

(1) Recruitment to a post under the Institute may be made:
(i) By Promotion, or
(i) - By direct recruitment, or
(iif) By transfer, or
(iv)  On Contract, or
(v) By appointment on deputation / foreign service
terms, as per Government of India’s orders /
decisions.

MODE OF PROMOTION.

(i)  Appointment to a post in any grade by promotion
shall be made, whether in a substantive or officiating
capacity, from amongst employees eligible for
promotion to the grade as per Recruitment Rules of
the Institute.

(i) Every appointment by promotion shall be by
selection on the recommendation of Selection
Committee/Departmental Promotion Committee
(DPQC).

DIRECT RECRUITMENT.

Appointment by direct recruitment to a sanctioned or
vacant post under the Institute shall be made as per the
following procedure.

(@) Allappointments to posts, except those that are part-
time and casual, should be suitably advertised.

(b) On receipt of applications in response to the
advertisement and on the basis of applications
already available at NIFT, if any , of the candidates
eligible as per qualifications required for the post,
shall be called to appear before the Selection
Committee.
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APPOINTMENT OF EMPLOYEES ON DEPUTATION /FOREIGN

SERVICE.

(a)

An employee may be appointed to any post with the
approval of a Selection Committee on Foreign
Service or Deputation terms on such terms and
conditions as the Director General may agree in
consultation with the organisation from whom the
services are obtained on deputation/ foreign service
terms.

An appointment can be made under the provision
4(a) to posts required to be filled up by direct
recruitment and / or promotion as per the
Recruitment Rules whenever required.

The Chairperson of Selection Committee/ DPF or
DG, NIFT shall nominate the members for Selection
Committee from time to time.

The Selection Committee/Departmental Promotion
Committee (DPC) for various administrative,

FORM

technical and faculty posts shall be as prescribed
in the Recruitment Rules.

In the case of Administrative or Technical posts in
grades C & D, the Director General shall be
competent to constitute a Selection Committee for
recruitment.

On the recommendations of the Selection
Committee, the appointment is made by the Director
General in all cases of employees in grade of A,
B,C &D.

MEDICAL FITNESS

(i) No person shall be appointed to a post by direct
recruitment without a certificate of health in the form given
below to be signed by a Medical Officer authorised by the
Institute for this purpose.

Medical Fitness Certificate

(A medical certificate of fitness for appointment in NIFT shall be in the following forms)

“ | hereby certify that | have examined Mr../Ms.

(name of the employee), a candidate

for employment in the National Institute of Fashion Technology, and cannot discover that

disease (communicable or otherwise), constitutional weakness or bodily infirmity except

has any
| do not

consider this a disqualification for employment in the office of National Institute of Fashion Technology.
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Signature of the Medical Officer
With Office seal



10.

11.

VERIFICATION OF CHARACTER AND ANTECEDENTS.

No person shall be appointed to any post in the Institute unless
his character and antecedents have been got verified from the
appropriate authorities and he has been found to possess good
moral character and antecedents.

PROBATION

(i) Every person appointed on regular basis to a post in the
Institute, whether by promotion or by direct recruitment,
shall be on probation in that post for a period as provided
in the Recruitment Rules, provided that the appointing
authority may, in any individual case, extend the period
of probation for a further period not exceeding one year,
the reasons thereof to be recorded in writing.

(i) Where a person appointed to a post in the Institute on
probation is, during the period of probation, or extended
period of probation, as the case may be, found unsuitable
for holding that post or has not completed his period of
probation satisfactorily, the appointing authority may-

(@) Inthe case of a person appointed by promotion,
revert him to the post held by him immediately
before such appointment; and

(b) in the case of a person appointed by direct
recruitment, terminate his services under the Institute
without notice.

(iv) Periodical reports about the performance of the employee
shall be made by the Appointing Authority during the
period of probation. If, at the end of the probationary period,
or such period as may be extended, the performance of
an employee is found to be satisfactory, he shall be eligible
for confirmation in that post in the Institute and a separate
letter of confirmation will be issued to him.

(v) A decision on the question as to whether an employee
should be deemed to have completed the period of
probation satisfactorily or whether his probation should
be extended, should ordinarily be taken and communicated
to the employee, in writing, within ~ a reasonable time
after the expiry of initial or extended period of probation.

TEMPORARY AND PERMANENT SERVICE

(1) An employee shall be a temporary employee of the
Institute until he is confirmed in a post under the Institute.

(2) Anemployee confirmed in a post under the Institute shall
be a permanent employee of the Institute.

(3) No employee shall be confirmed in any post unless the
service of the employee under the Institute is approved
by the Appointing Authority.

12.

13.

general service rules

(4) No employee shall be confirmed in any post under the
Institute unless such post is a permanent one and no other
employee has been confirmed in it.

SENIORITY

(i) The seniority of all direct recruits in a particular grade
shall be determined by the order of merit in which they
are ranked by the Selection Committee for such
appointment; persons appointed as a result of earlier
selection being senior to those appointed as a result of a
subsequent selection.

(ii) In the case of promotion by selection, the seniority will
be decided by the order in which recommended by the
Departmental Promotion Committeg (DPC).

(i) In the case of promotion made on the basis of seniority,
subject to the rejection of the unfit, the seniority of persons
considered fit for promotion at the same time shall be the
same as the relative seniority in the lower grade from which
they are promoted.

Provided that where a person is considered unfit for
promotion and is superseded by a Junior, such person
shall not, if he is subsequently found suitable and
promoted, take seniority in the higher grade over the junior
persons who had superseded him.

Provision under (i), (ii) &(iii) shall be administered under
detailed instruction contained in GOI(DOPT) orders on the
subject.

ASSURED CAREER PROGRESSION SCHEME

The provisions of the Assured Career Progression Scheme, for
employees other than faculty as amended from time to time
applicable to the employees of Government of India, shall apply
to the employees of the Institute.
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PAY

24 Steno Grade-Il 5500-175-9000

25 Research Assistant 5500-175-9000

26 Assistant Librarian 5500-175-9000

27 JE (Electrical) 5500-175-9000
(GROUP -C)

28 Steno Grade-Ill 4000-100-6000

29 Assistant Warden 4000-100-6000

30 Assistant 4000-100-6000

31 Assistant (Accounts) 4000-100-6000

32 Machine Mechanic 4000-100-6000

33 Jr. Assistant 3050-4590

34 Library Assistant 3050-4590

35 Lab Assistant 3050-4590

36 Drivers 3050-4590

37 Electrician 3050-4590

38 Plumber 3050-4590
(Group-D)

39 Attendants/Record Keeper 2550-3200
Faculty (Group-A)

1. Senior Professor 16,400-450-22,400

2. Professor 14,300-400-18,300

3. Associate Professor 10,000-325-15,200

4, Assistant Professor 8000-275-13500

14. STANDARD PAY SCALE
(@)  The scales of pay for the posts under the Institute shall be as
specified, from time to time, and subject to such revisions as
decided by the Board of Governors. Provided, however, that an
employee in permanent employment in a post before such
revision of pay shall have the option to retain the existing scale
of pay in the said post.
(b)  The scales of pay for the various posts in the Institute are given
below —
ADMINISTRATIVE POSTS
SL.No | DESIGNATION Pay Scale
(GROUP-A)
1. Director General 18400-500-22400
2. Director 14300-400-18300
3. Director (F&A) 14300-400-18300
4, Director (IT) 14300-400-18300
5. Chief Admn. Officer 12000-375-16500
6. Chief Account Officer 12000-375-16500
7. Project Engineer 12000-375-16500
8. Deputy Registrar 10000-325-15200
9. Deputy Registrar (F&A) 10000-325-15200
10. Deputy Director(NRC) 10000-325-15200
1. Building Engineer 10000-325-15200
12. Accounts Officer 8000-275-13500
13. Head Resource Centre 8000-275-13500
14. PS 8000-275-13500
(Group -B)
15. Hindi Officer 7500-250-12000
16. Assistant Registrar 6500-200-10500
17. Steno Grade-1 6500-200-10500
18. Computer engineer 6500-200-10500
19. Estate Officer 6500-200-10500
20. Project Consultant 6500-200-10500
21. Technician AV 6500-200-10500
22. Sr. Assistant 5500-175-9000
23 Sr. Assistant (Accounts) 5500-175-9000
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CLASSIFICATION OF POSTS

Posts in the Institute shall, subject to such classification, as
Govt of India by any general or special order make from time to
time , be classified as under:

GROUP — A : A post carrying a pay or a scale of pay with a
maximum of not less than Rs. 13,500/-

GROUP—B:: A post carrying a pay or a scale of pay with a maximum
of not less than Rs. 9,000/- but less than Rs.13,500/-

GROUP — C : A post carrying a pay or a scale of pay with a
maximum of over Rs. 4,000/- but less than Rs. 9,000/-

GROUP — D : A post carrying a pay or a scale of pay with a
maximum of which is Rs. 4000/- or less.



15. FIXATION OF PAY

(A)  The pay of an employee of the Institute, on his direct
appointment to a post on a time scale of pay, will be fixed at
the minimum of the time scale unless the Appointing Authority
decides that he shall draw pay at any higher stage as
recommended by the Selection

Committee.
Provided that in the case of appointment
by Promotion; or
on deputation; or
to a higher post; or

of pensioners/ ex — servicemen on re-employment
rules / requlations, orders etc. applicable to the employees of
the Government of India shall, mutatis mutandis,
apply to the employees of the Institute.

(B)  PAYDURING SUSPENSION : An employee of the Institute, who
is under suspension or is deemed to have been placed under
suspension, by an order of the appointing authority, shall be
entitled to the payment of Subsistence Allowance as are
prescribed under CCS(CCA) Rules 1965 and their amendments
if any.

(C) DRAWAL OF PAY.
(i) An employee shall be entitled to the pay of the post to

which he is appointed from the date on which he assumes
charge of the post.

(ii) Pay in respect of any month shall become payable on the
last working day of the month.

(i)

An employee resigning from the service of the Institute
without the notice prescribed by the General Service Rules
shall not, unless the Appointing Authority directs
otherwise, be allowed to draw pay due but not drawn.

Provided that the pay not allowed to be so drawn shall not
exceed the total dues recoverable from him.

16. ALLOWANCES

The following allowances shall be admissible to the employees of
the Institute on the same scales and as per the rules applicable to
employees of the Government of India as specified from time to time:

i)  Dearness Allowance

i) House Rent Allowance

i)  City Compensatory Allowance
iv)  Transport Allowance

v)  Cycle Allowance

(
(
(
(
(

general service rules

Washing Allowance
QOvertime Allowance
Cash Handling Allowance to Cashiers

Special Allowance to Group ‘D’ employees assisting cash-
iers in bringing cash from banks.

Conveyance Hire for local journeys

Conveyance Allowance
Machine Allowance to the employees working on Multi-
purpose Counter Machines
Children’s Education Allowance/ Assistance
Daily Allowance.

Special (Duty ) Allowance
Project Allowances
Travelling Allowances

Travelling Allowances- Entitlement of accommodation

1. NIFT employees shall be governed by the TA/DA rules
applicable to the Central Government employees on official

tour /transfers etc.

2. Whenever NIFT employees are deputed/authorised by Director
General to travel to other NIFT Centres for Inter Centre or
Admission work, they shall be entitled to stay in accommodation
as per categories mentioned below

Sr.No. | Salary Range | ‘A’—1 Class citites | ‘A’ & other Class
citites

1. Rs.14300/- &| Air conditioned Air conditioned
above room in ITDC or room in ITDC or

equivalent hotels | other hotels with a
charging the same | ceiling on lodging
or lower lodging tariff not exceeding
tariff in any city, 80% of the cost
subject to a per day of A —1
ceiling of cities, plus taxes,
Rs.2400/- per day | if any.

plus taxes if any.

2. Rs.8000/- & | Air conditioned Air conditioned
above, but room in ITDC or room in ITDC or
less than equivalent hotels | any other hotel
Rs.14,300/- | charging upto with a ceiling on

Rs.1700/- per day
as lodging tariff in
any city , plus
taxes, if any.

lodging tariff not
exceeding 80% of
the per day tariff of
A —1 cities, plus
taxes, if any.
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Sr.No. |Salary Range | ‘A’—1 Class citites | ‘A" & other Class
citites
3. Rs.5500/- & | Non-air condi- Non-air condi-
above but tioned room in tioned room in
less than ITDC or any other | ITDC or any other
Rs.8000/- hotel charging hotel charging
upto Rs.400/- per | upto Rs.300/- per
day lodging tariff | day as lodging
plus taxes if any. | tariff plus taxes if
any.
4, Below Lodging charges | Lodging charges
Rs.5500/- upto Rs.250/- per | upto Rs.200/- per
day plus taxes if day plus taxes if
any. any.

3. Whenever, the NIFT employees are authorised to travel in con-
nection with project work they shall be entitled as per the provi-
sions provided in the project budget within the above ceiling.

The non-official members of the Board of Governors and of the Society
attending the meetings of the Society/Board, its Committees and Sub-
Committees and for visits in connection with the affairs of the Society/
Institute, shall be allowed TA/DA at rates applicable to the highest
grade of officers in the Central Government.

17. HONORARIUM, FEES,SPECIAL ALLOWANCE ETC.
(i) The Director General may-

(@) Grant or permit an employee to receive an honorarium as
remuneration for work performed which is occasional or
intermittent in character and is either so laborious or of
such special merit as to justify a special reward;

(b) Permitan employee to perform, if this can be done without
deteriment to his official duties and responsibilities, a
specified service or series of services for a private person
or body or for a public body, including a body
administering a local fund, and to receive a remuneration
thereof, if the service is material, a recurring or non-
recurring fee;

(c) sanction to an employee a Special Allowance for
performing duties of an arduous nature or for a specific
addition to the work or responsibility.

(i)~ The grant of honorarium, special pay allowance or giving
permission to receive fees shall be governed by the orders/
Instructions of Govt of India, issued from time to time, and will
also be subject to the limits prescribed therein.

© 2003-2007, National Institute of Fashion Technology (NIFT)
Hauz Khas, New Delhi - 110016, India.
For restricted use within NIFT only.

18. INCREMENT

(1) (a) Anincrement shall ordinarily be drawn as a matter of course
from the first of the month in which it falls due unless it is
withheld by the Appointing Authority in the Institute as a
statutory punishment

Note: (i) Provided that in ordering the withholding of an increment,
the withholding authority shall state the period for which it is
withheld and whether the postponement  shall have the effect
of postponing future increments.

(ii) 1

(b) STAGNATION INCREMENTS.

(i)  Stagnation increments will be admissible to all employees and
other faculty, the maximum of whose pay scale does not exceed

Rs. 22,400/- and who have been stagnating at the maximum
of the pay scale for not less than two years.

Provided that the stagnation increments will not be admissible
to those who are drawing a fixed pay.

(i) ~ The amount of each stagnation increment will be equal to the
rate of increment last drawn by the employees in their respective
pay scale and will be treated as “pay” for all purposes.

(iii) A maximum of three such increments shall be allowed.

(c) ADVANCE INCREMENTS / ADDITIONAL INCREMENTS:

(i)  The grant of advance increments/ additional increments to the
employees of the Institute will be governed by the orders /
instructions issued by the Government of India, in this regard
from time to time.

(i) Existing faculty members, including contract Faculty, will be
eligible for two advance increments as and when he / she
acquires a Ph.D. Degree.

(2)  The following service shall count for increments in a time-
scale of a post:

(i)  Alldutyinaposton atime- scale shall count for increment
in that time- scale:

Note: Provided that for the purpose of arriving at the date of the next
increment in that time- scale, the total of all such periods as do not
count for increment in that time- scale, shall be added to the normal
date of increment.

(ii) Service in another post, other than a post carrying less
pay.

(i) Allkinds of leave, and extraordinary leave taken on medical
certificate

(iv) Foreign Service
(v) Joining Time
(vi) Period of Training before appointment.



WELFARE MEASURES

19. INCENTIVE FOR ACQUIRING HIGHER QUALIFICATIONS.

(@)

An employee other than faculty of the Institute will be
eligibile for grant of one-time incentive of a lump-sum
amount of Rs. 10,000.00 (maximum) if he / she acquires
a higher qualification from the recognised institution /
Universities in his / her service career.

The incentive shall be subject to the fulfillment of the
following criteria:

(i)  The incentive will not be available if the employee
is sponsored by the Institute or he/ she avails of
study leave for acquiring the qualification.

(i) Noincentive will be admissible if an appointment is
made in relaxation of educational qualification. No
incentive will be admissible if the employee acquires
the requisite qualification for such appointment at a
later date.

(i) The incentive will be considered if the acquisition
of the qualification is directly related to the functions
of the post held by him / her or to the functions to
be performed in the next higher post. There should
be direct relation between the functions of the post
and the qualification acquired and that it should
contribute to the efficiency of the employee.

(iv)  The quantum of lump-sum incentive will be uniform
for all posts irrespective of their classification or
grade.

(v) The incentive is admissible only for higher
qualification acquired after induction into service.

The incentive is not admissible for the qualifications, which are laid
down as essential or desirable in the Recruitment Rules for the posts.

20. INCENTIVE FOR PROMOTING SMALL FAMILY NORMS

1.

Employees of the Institute or their spouses undergoing
sterilization operation may be granted an additional
increment in the scale of pay applicable at the time of
undergoing operation which will remain fixed in the entire
service and also a rebate of 2 percent in interest rate on
House Building Advance.

Once the employee gets the benefit of the increment at a
particular rate, he will continue to draw the same even if
he is reduced to a lower stage in his time-scale or lower
service, grade or post by way of penalty.

21.

general service rules

3. At the time of operation, the employee should have at
least one surviving child and not more than two. Further,
a male employee’s age should not be over 50 years and
his wife’s age should be between 20 and 45 years. A
female employee’s age should not be over 45 years and
her husband’s not over 58 years.

4. Either the employee or his / her spouse may have the
operation.

5. The certificate in the prescribed form should be from a
Central/ State Govt Hospital/ Clinic or any other approved
institution recognized by the Govt for the purpose. If the
operation is done in a private hospital / nursing home,
the certificate should be countersigned by Civil Surgeon
/ DMO / AMA/Medical Officers of Central Government /
State Govt hospital.

6. In case of failure of sterilization operation, the incentive
already granted will be withdrawn from the deemed date
of pregnancy. However, recovery will be waived if either
of the couple undergoes sterilization operation once again.

7. The incentive is payable from the first of the month
following the date of operation. If the employee is under
suspension or is on leave, the benefit would not be given
effect during the period of suspension or leave.

8. The incentive is not admissible to casual labourers with
temporary status. It is admissible to regular employees
only.

9. Employees officiating in a higher post on adhoc basis are
entitled to the allowance at the rate of increment in the
scale of the post held at the time of sterlization operation.

EMPOLYEES GROUP INSURANCE SCHEME

The employees of the Institute will be eligible to the insurance
cover as is admissible to the Central Government employees
under the Group Saving Linked Insurance Scheme of LIC and
General Insurance read with Government of India’s decisions/
orders, issued from time to time.
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22. JOINING TIME 24. ADVANCES
The employees of the Institute shall be entitled to joining time A regular/ permanent employee of the Institute may be
asis admissible to the employees of Government of India under sanctioned any one of the following advances on the terms
the provisions contained in the Central Civil Services (Joining and conditions as are applicable to the employees of the
Time) Rules, 1979, as amended from time to time. Government of India.

(i) Provided that the employee has completed one year’s
continuous service in the Institute:
23. LEAVE TRAVEL CONCESSION TO HOMETOWN/

ANYWHERE IN INDIA.

Leave travel concessions shall be admissible to all those regular
employees of the Institute and their families who have
completed one year’s continuous service on the date of journey
performed by him, as are admissible to employees of the
Government of India, from time to time.

2.

(i) Provided further that the condition of one year’s
continuous service may not be applied if the employee
has been absorbed on permanent basis in the regular
service of the Institute either from a Government
Department / Public Sector Undertaking within one year
after the initial appointment on deputation basis:

(iii) Provided further that the Authority competent to sanction
the advance is satisfied that the employee has the capacity
to repay the advance:

(@) Festival Advance
(b)  Flood / Drought / Cyclone Advance

(c) Advance for training in Hindi
Correspondence Course.

(d) Warm Clothing Advance

(e)  Fan Advance

()~ Motor Car Advance

(g)  Motor Cycle/ Scooter/Moped Advance
(

(

(

through

h)  Personal Computer Advance

i) Cycle Advance
j)  House Building Advance

The grant of above advances is subject to budget provision
and availability of funds.
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26. LEAVE RULES

(1) The following kinds of leave will be admissible to the
employees of the Institute. The grant of any kind of leave,
encashment of leave, leave salary etc. shall be governed
by the provisions contained in the Central Civil Services
(Leave) Rules, 1972 and the Government of India’s
decisions/ instructions/orders issued from time to time
in this regard.

Earned Leave

Half pay Leave

Commuted Leave

Leave not due

Extraordinary Leave

Maternity Leave

Paternity Leave

Special Disability Leave

Hospital Leave

Study Leave (for administrative staff)
Sabbatical leave ( only for faculty members)
Casual Leave

Special Casual leave

Leave to female government servant on adoption of
child.

SABBATICAL LEAVE:

(1)

Permanent faculty members of the Institute, who
have completed six (6) years of service, may be
granted Sabbatical Leave for one or more of the
following objects.

To conduct research or advanced studies in India or
abroad;

To write textbooks, standards, works and other
literature;

To visit or work in Industrial concerns and technical
departments of Government to gain practical
experience in their respective fields;

To visit or work in a University, Industry or
Government research laboratories in India and
abroad; and

general service rules

Any other purpose for the academic development
of the staff member, as approved by the Board of
Governors.

(2) The grant of Sabbatical Leave shall be subject to the

(@)

following conditions, namely;

The period of Sabbatical Leave shall not exceed one
year at a time and two years in the entire career of
faculty members including vacations, if any, but the
Institute may grant in addition any other leave up to
a maximum of 120 days which the member might
have earned during the service at the Institute.

A faculty member, shall, during the period of
Sabbatical Leave, be paid full pay and allowances
(subject to the prescribed conditions being fulfilled)
at the rates applicable to him immediately prior to
his proceeding on Sabbatical Leave but shall not be
entitled to any travelling allowances or any other
extra allowances in India or abroad. If, however,
any faculty member receives any remuneration /
Scholarship / honorarium etc. from any other source,
he will surrender such remuneration/ scholarship/
honorarium etc. to the Institute.

A member of the academic staff shall not undertake
during the period of Sabbatical Leave, any regular
appointment under any other organisation in India
or abroad; he shall, however, be free to receive a
scholarship or fellowship or bursary or any other
adhoc honorarium other than his regular
employment.

No substitute shall be appointed in the vacancy and
his work shall be shared by the other members of
the faculty;

A member of the academic staff availing sabbatical
leave shall furnish a bond in the prescribed form to
serve the Institute for a minimum period of three
years on return to duty.

Sabbatical Leave will be granted with the specific
approval of a Committee constituted by the Director
General, which will review the performance record
of the concerned faculty.

Provided that Sabbatical Leave shall not be granted
until after the expiry of five (5) years from the date
of the faculty member’s return from the previous
study leave or any other kind of training programme.
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9)
(n)

A faculty member, who has availed himself of Study
Leave, would not be entitled to the Sabbatical Leave.

A faculty member, on Sabbatical leave, shall not
take up, during the period of that leave, any regular
appointment under another organization in India or
abroad. He may, however, be allowed to accept a
fellowship or a research scholarship or ad-hoc
teaching and research assignment with honorarium
or any other form of assistance, other than regular
employment in an institute of advanced studies,
provided that in such cases Director General, if it so
desires, sanction Sabbatical Leave on reduced pay
and allowances.

During the Sabbatical Leave, no facilities of the
Institute, including that of assistance of the staff /
faculty would be utilized by the faculty members.
Any exceptions in this regard would require specific
approval of the Director General and reported to the
Board of Governors.

During the period of Sabbatical Leave, the faculty
member shall be allowed to draw the increment on
the due date. The period of leave shall also count
as service for purposes of seniority, promotion,
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pension / contributory provident fund, provided that
the faculty member rejoins the Institute on the expiry
of his leave.

On return from leave, the faculty member shall
submit a report to the Institute about the nature of
studies, research or other work undertaken by him
during the leave.

3(a) Maximum amount of continuous leave - Unless the Board
of Governors, in view of the exceptional circumstances of
the case otherwise determines, no employee shall be
granted leave of any kind for a continuous period exceeding
five years.

Any kind of leave may be availed of only after proper sanction
which may be subject to exigencies of work. The sanctioning
authority shall have the right to revoke the sanction already
given if exigencies of work so demand, of which the sanctioning
authority shall be the sole judge.



RETIREMENT/RESIGNATION/TERMINATION

21.

(i)

(if)

28.

(1)

TERMINATION OF SERVICE OF A TEMPORARY
EMPLOYEE:

The services of a temporary employee may be terminated
by the appointing authority at any time, without assigning
any reason, by a notice of one month, given in writing, or
forthwith on payment to him of pay and allowances drawn
by him at the time of termination of his service, for the
period of notice, or as the case may be, for the period by
which such notice falls short of one month.

Without prejudice to the provisions of clause (I), the ser-
vices of a temporary employee shall be terminated-

(a) During the period of probation following the first ap-
pointment, at any time, without notice, or

(b) If his appointment is made for a specified period, on
the expiry of such period; or

(c) If his appointment is made against a temporary post
, on the abolition of the post or on the expiry of the
period for which the post was created.

TERMINATION OF SERVICE OF A PERMANENT EMPOYEE

The service of a permanent employee may be terminated at any
time by the Appointing Authority, by giving a notice of three
months in writing or, on payment of pay and allowance for such
period, as the notice falls short of three months or, without no-
tice on payment of three months pay and allowances, if the post
, to which he is substantively appointed, is abolished. Such
cases of termination, in which the Appointing Authority is not
the Board of Governors, shall be reported to the Board of Gover-

nors for information.

An employee, who is given notice of termination of service un-
der Clause (1), may be granted, during the period of notice,
such earned leave as may be admissible to him and, where the
leave so admissible and granted is more than three months, his
service shall be terminated on the expiry of such leave.

29. RETIREMENT

(1)

Except as otherwise provided in these Rules, every employee
of the Institute shall retire from service of the Institute on the
afternoon of the last day of the month in which he attains the
age of superannuation as prescribed by the Board; No employee
shall be granted extension in service beyond the age of super-
annuation.

(if)

(iif)

(V)

general service rules

Provided that an employee of the Institute, whose date of
birth is the first of a month, shall retire from service of
the Institute, on the afternoon of the last day of the pre-

ceding month on attaining the age of superannuation.

Notwithstanding anything contained in clause (i), the Appoint-
ing Authority may, if he is of the opinion that it is in the interest
of the Institute so to do, have the absolute right to retire any
employee by giving him notice, of not less than three months
in writing or on payment of three months pay and allowances

in lieu of such notice —

(a) Ifheisin Group A or Group B service or post in a substantive
or temporary capacity and had entered the service of the In-
stitute before attaining the age of thirty — five years, after he
has attained the age of fifty (50) years;

(b) In any other case, after he has attained the age of fifty
—five (55) years.

if on a review of the case, either on a representation from the
employee retired prematurely or otherwise, it is decided to re-
instate the employee in service, the authority ordering rein-
statement may regulate the intervening period between the
date of premature retirement and the date of reinstatement by
grant of leave of the kind due and admissible, including ex-
traordinary leave, or by treating it as dies non depending
upon the facts and circumstances of the case:

Note: Provided that the intervening period shall be treated as
a period spent on duty for

all purposes including pay and allowances, if it is
specifically held by the authority ordering rein-
statement that the premature retirement was itself
not justified in the circumstances of the case, or if
the order of premature retirement is set aside by a
Court of Law.

Where the order of premature retirement is set aside by a
Court of Law, with specific directions in regard to regulation of
the period between the date of premature retirement and the
date of reinstatement and no further appeal is proposed to be
filled, the aforesaid period shall be regulated in accordance
with the directions of the Court.

Any employee of the Institute may, by giving notice of not less
than three months in writing to the appropriate authority, retire
from the Institute’s service after he has attained the age of fifty
years, if he is in Group A or Group B service or post, and had
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entered the Institute’s service before attaining the age of thirty
—five years and in all other cases after he has attained the age

of fifty — five years:

Note: Provided that it shall be open to the Appointing Authority to
withhold permission to an employee who is under
suspension and seeks retirement under this clause.

(vi) (@) Anemployee referred to sub- clause (v) may make a re-
quest, in writing, to the Appointing Authority to accept notice
of less than three months giving reasons therefor.

(b) On receipt of request under sub clause (vi) (a), the Ap-
pointing Authority may consider such request for the cur-
tailment of the period of notice of three months on merits
and , if it is satisfied that the curtailment of the period of
notice will not cause any administrative inconvenience, relax
the requirement of notice of three months.

(c) Anemployee who has elected to retire under this rule and
has given the necessary intimation to that effect to the Ap-
pointing Authority shall be precluded from withdrawing his
election subsequently except with the specific approval of
such authority.

Note: Provided that the request for withdrawal shall be within
the intended date of his retirement.

Note 1: Appropriate Authority means the authority which has the
power to make substantive

appointments to the post or service from which the
employee is required or wants to retire (Appointing
Authority in all Grades of A,B,C&D is Director General,
NIFT).

Note 2 : In computing the notice period of three months, the date of
service of the notice and the date of its expiry shall be excluded.

(vii) (a) The case of the employees of the Institute covered by clause
(i) should be reviewed,
by the DPC relevant to the post or service from which
the employee is proposed to be

retired, at least six months before they attain the age of
50/ 55

(b) The criteria to be followed by the DPC in making its rec-
ommendations would be as follows;

(@) 1yearsreferred toin clause (ii), he would ordinarily
continue in service till he attains the age of retirement.

30. VOLUNTARY RETIREMENT

The provisions under the Government of India’s rules read
with Govt of |dia’s decisions, regarding voluntary retirement
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of its employees, as amended from time to time, shall apply to
the employees of the Institute.

31. RESIGNATION

(i) A permanent/temporary employee of the Institute may resign
from the service of the Institute by giving a notice, in writing, of
three months/one month, addressed to the Appointing Authority.

(@)  Provided that the resignation is clear and unconditional.

(b)  Provided further that if the employee makes a request, in writ-
ing to the Appointing Authority, for the acceptance of notice of
less than three months/ one month , the Appointing Authority
may, considering the circumstances of such request, permit
the employee to resign from the service of the Institute by a
notice of less than the prescribed period.

(ii)  Aresignation will become effective when it is accepted and the
employee is relieved of his duties.

(iii) 1If an employee, who had submitted his resignation, sends an
intimation, in writing, to the Appointing Authority withdrawing
his earlier letter of resignation before its acceptance by the
Appointing Authority, the resignation will be deemed to have
been automatically withdrawn. If, however, the request for with-
drawal of resignation is to be refused, the grounds for the re-
jection of the request should be duly recorded by the Appoint-
ing Authority and suitably intimated to the employee concerned.

(iv) The Appointing Authority shall insist, as a mandatory measure,
on prior vigilance clearance, before taking a decision on the
request for the acceptance of resignation.

(v) Ifan employee under suspension submits a resignation, such a
resignation should not ordinarily be accepted as normally an
employee is placed under suspension only in cases of grave
delinquency.



MEDICAL ATTENDANCE RULES

32. MEDICAL ATTENDANCE RULES

The employees of the Institute shall be entitled to Medical
Facilities as is admissible to the employees of Government of
India under the provisions contained in the Central Government
Health Scheme, as amended from time to time except for the
medical treatment as out patients, which shall be governed as
follows:

(@)

(b)

Husband and wife both working in the Institute, would be
entitled to get reimbursement upto Rs.4,000/- per annum
only.

An employee of the Institute has to opt either to claim
reimbursement upto Rs.4000/- per annum for himself and
the other members of his/her family or be governed by
the medical rules of the organization in which his/ her
spouse is working.

An employee of the Institute can opt to avail of the medical
facilities of his / her spouse working in other organization,
together with other members of his / her family. The benefit
of medical facility where the spouse is CGHS beneficiary,
will be as per CGHS Rules.

All the members of his/her family can avail of medical
facilities under the Institute’s rules provided a certificate
is produced from the employer of his /her spouse that
medical facilities are not either availed of or provided by
him to the concerned employee.

A declaration stating the names and present age of wife /
husband and also the number of children, with their names
and present age, should be given in the form prescribed
for the purpose. Any subsequent change in the family
should be reported immediately.

Medical facilities will be admissible on the same terms
to an employee while he is on tour or leave outside the
city where he is posted but within India. In the case of an
employee whose family resides outside the city where
he/she is posted, a declaration to this effect should be
made by the employee.

The employees of the Institute in the Centres outside the
city where he is posted, will be entitled to the facility of
taking medical treatment in any Govt. Hospital subject to
the condition that the scale of reimbursement will be as
prescribed by the Central Government for its employees
with the same pay at the same city.

All medical expenses, duly certified by an Authorized
Medical Practitioner, will be reimbursed to an employee

general service rules

subject to a ceiling prescribed per annum on production
of vouchers / proof of actual expenditure incurred by an
employee. This would include the consultation fee and
the cost of the medicines prescribed.

(i) Al types of medicines and medicated preparations shall
be eligible for medical reimbursement charges. The cost
of “medicines” that are primarily foods, toilet preparations,
tonics, have more food value, disinfectants and other
similar preparations, are not reimbursable.

(j) The Institute will maintain a panel of authorized medical
attendants (not below MBBS), Specialists and chemists
in various localities in Delhi.  The Authorized Medical
Attendants and Specialists will only give prescription.
Medicines (including injections) will have to be obtained
from one of the empanelled chemists. Inemergent cases,
where administering of any medicine or injection becomes
essential, the same can be supplied by the Doctor himself
for which reimbursement will be permitted The claims
for reimbursement would be settled on the basis of
chemist’s cash memo provided the medicines have
been purchased on the doctor’s prescription.

(k) Employees in receipt of basic pay of Rs.12,000/- and
above can consult the specialists directly and other
employee in receipt of basic pay below Rs.12,000/- p.m.
can consult the specialists on the recommendation of the
Authorised Medical Attendants who have been treating
the patient concerned.

(1) The unutilized amount in a year will not be carried forward
to the next year.

(m) Hospitalisation & Indoor treatment

In all cases of hospilisation, NIFT Doctor’s reference and
certificate of essentiality for hospitalisation will be
necessary for processing the claim.

The regular employees shall have option to avail
mediclaim insurance of value as follows in lieu of
hospitalisation /indoor treatment:

Medical Insurance Cover in lieu of Hospitalisation/indoor
treatment

(@) For employees with scale of pay the minimum of which is not
less than Rs.8,000/- -Rs.2.5 lakhs per annum

(b) Foremployees in the scale of pay the minimum of which is less
than Rs. 8000/- -Rs.1 lakh. per annum.
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11.

MEDICAL FACILITY TO CONTRACT EMPLOYEES

(1) Persons appointed on Contract basis in the Institute can,
unless it has been specifically provided otherwise in the
terms and conditions of their appointment, claim
reimbursement of medical expenses up to Rs.333/- per
month, subject to a maximum of Rs.4000/- in a calendar
year for himself / herself and for his / her family on the
production of Vouchers / proof of actual expenditure
incurred on the medicines, which have been purchased
on the prescription of an Authorized Medical attendant.
This will also include consultation fee.

(2) So far as hospitalization charges are concerned, the
contract employees will be governed by the terms and
conditions of the medical insurance cover to be taken for
them annually by the Institute as indicted below or taken
by themselves and reimbursed by the Institute as provided
under the contract:

Medical Insurance Cover for Hospitalisation

(a)

(b)

33.

34.

For employees with scale of pay the minimum of which
is not less than Rs.8,000/- -Rs.2.5 lakhs per annum

For employees in the scale of pay the minimum of
which is less than Rs. 8000/-  -Rs.1 lakh. per annum.

CONTRIBUTORY PROVIDENT FUND.

The employees of the National Institute of Fashion Technology
shall be governed by the provisions of the Contributory Provident
Fund Rules (India), 1962, as amended, and Government of
India’s decisions/orders, issued from time to time in this regard.

EMPLOYEES GRATUTY SCHEME

The employees of the National Institute of Fashion Technology
shall be governed by the provisions of the Employees Gratuity
Scheme as per CCS(P) Rules 1972, as amended, and
Government of India’s decisions/orders, issued from time to
time in this regard.
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general service rules

CONDUCT, DISCIPLINE AND APPEAL RULES

35. CONDUCT, DISCIPLINE AND APPEAL RULES.
(1) The provisions of the
(@) Central Service (Conduct) rules, 1964, and
(b) Central Civil Services (Classification, Control and
Appeal) Rules, 1965, as amended, read with

Government of India’s decision/orders in this shall
apply to the employees of the Institute.

(2) Disciplinary Authority, Appellate Authority and Reviewing
Authority for the purpose of CCS (CCA) Rules shall be as
given below:

Group of Posts

Minor Penalty

Major Penalty

Appellate Authority

Reviewing Authority

Group-A DG DG Chairman BOG
Group-B DG DG Chairman BOG
Group-C Director Director DG Chairman
Group-D Director Director DG Chairman
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OTHER SERVICE MATTERS

36.

37.

38.

39.

FORWARDING OF APPLICATION FOR OUTSIDE
EMPLOYMENT.

During the period of their service, the employees of the Institute
shall not secure or try to secure any other post without obtaining
prior permission of the Competent Authority in writing about
the same and applications for such other posts shall be
forwarded through the Institute

POSTING AND TRANSFER

The employees of the Institute are liable to be transferred on
temporary or permanent basis anywhere in India during their
service in the Institute.

TESTS /EXAMINATIONS FOR APPOINTMENT/
PROMOTION

The employees of the Institute shall be required to pass such
departmental and other tests or examinations as may be
prescribed by the Board of Governors. The Board may also lay
down rules regarding the period (s) within which the test (s)
examination (s) should be passed, the consequences of not
passing the test (s) examination (s) and other cognate matters.

WORKING HOURS

(@) Total number of working hours per week at the Institute to
be observed by the employees as per orders / instructions/
decisions as may be regulated by the Institute to suit the
duties entrusted to an employee.

(b) Direct teaching hours for the faculty members shall be as
decided by the Institute from time to time.

(c) Employees of the Institute shall not, at any time, absent
themselves from their work without the permission of the
competent authority of the Institute.

(d) Each employee of the Institute is expected to maintain
punctuality in attendance. Habitual late attendance will
render him / her liable to disciplinary action.

(e) Every employee should be available at NIFT campus
during the working hours of the Institute as also outside
the office working hours, if the exigencies of work so
demand, to attend duties on assignment as may be
entrusted by the controlling authority.

© 2003-2007, National Institute of Fashion Technology (NIFT)
Hauz Khas, New Delhi - 110016, India.
For restricted use within NIFT only.

40.

41,

42.

43.

44,

HOLIDAYS

Holidays on account of National Holidays and festivals, will be
observed at the Institute as decided by the Government of
India, for every calendar year. In addition, every staff member
will be allowed to avail of admissible Restricted Holidays,
provided they are got sanctioned in advance.

MAXIMUM PERIOD OF ABSENCE FROM DUTY

Unless the Appointing Authority, in view of the special
circumstances of the case, otherwise determines, an employee
of the Institute, who remains absent from duty for a continuous
period exceeding five years, other than on foreign service,
whether with or without leave, shall be deemed to have resigned
from the service of the Institute.

SERVICE BOOK

(@) The Institute shall maintain a Service Book for each
employee in such from as may be prescribed by the
Institute.

(b) The entries in the Service Book of an employee shall be
authenticated by an officer authorized in this behalf by
the Institute.

MAINTENANCE OF ESSENTIAL SERVICE.

(i)  Notwithstanding anything contained in these Rules, the
Director General, if he is satisfied that there existed an
extraordinary situation, notify certain categories and
number of employees as he may deem necessary, as
essential to perform certain duties for maintaining services
considered indispensible for a period of 90 days. Refusal
to attend to such duties will render them liable for major
penalty including dismissal from service.

(ii) Provided that before imposition of any penalty due process
of law and the procedures laid down in this regard are
followed.

DATE OF BIRTH AND SUBSEQUENT ALTERATION

(1) Every person newly appointed to a service or post in the
NIFT shall, at the time of intial appointment, declare the
date of birth by the christian era with, as far as possible,
confirmatory documentary evidence such as a Matriculation
Certificate, Municipal Birth Certificate and so on. If the
exact date of birth is not known, an approximate date shall
be determined in the following manner :



(2)

(3)

45,

(@) If he is unable to state his exact date of birth but
can state the year or year and month of birth, the 1%
July or the 16™ of the month, respectively, shall be
treated as the date of his birth.

(b) It he is only able to state his approximate age, his
date of birth shall be assumed to be the
corresponding date after deducting the number of
years representing his age from his date of
appointment.

(c)  Whenaperson, who first entered the military service,
subsequently joins civil service, the date of his birth
for the purpose of civil employment shall be the
date stated by him at the time of attestation or, if at
the time of attestation he stated only his age, the
date of birth shall be deducted with reference to that
stage according to (b) above.

ENTRY OF DATE OF BIRTH IN SERVICE RECORDS

The actual date or assumed date of birth, determined as above,
shall be recorded in the Service Book or any other service record
maintained by the Institute. Once the date of birth is entered in
the Service Book or service record, it shall not be altered except
in the case of a clerical error and that too without the prior
order of the Director General.

SUBSEQUENT ALTERATION OF DATE OF BIRTH

An alteration of date of birth can be made, with the express
approval of the BOG, if

(@) an employee makes a request in this regard within five
(5) years of his entry into the Institute’s service;

(b) itis clearly established that a genuine bona fide mistake
had occurred; and

(c) the date of birth so altered would not make him ineligible
to appear in any school or University examination or in
the examination in which he had appeared, for entry into
service on that date on which he first appeared at such
gxamination or on the date on which he entered the
Institute’s service.

DOCUMENTS CATALOGUES, SAMPLES,
CORRESPOENDENCE, ETC. SHALL BE PROPERTY OF
THE INSTITUTE:

Every employee of the Institute shall undertake and agree that
all properties of the Institute, including all correspondence

46.

general service rules

addressed to or by them to the Institute, including press and
other copies of such correspondence all vouchers, books,
documents, papers, records (including all notes, books
containing notes or records of business or prices of the product
dealtin ) or samples or other goods belonging to the Institute
and other market date, catalogues, and lterative, circulars and
other papers and document or effects or articles or property of
any nature whatsoever relating to the Institute’s business, which
shall come into his possession in the course of his employment
or otherwise, shall be the absolute property of the Institute.

OATH OF ALLEGIANCE

(1) Al employees of the Institute are required to take an oath
of allegiance to the Constitution of India in the prescribed
formand the oath is also to be taken by all new entrants to
the Institute. Conscientious objectors to oath- taking
may make a solemn affirmation in the prescribed form
given below (Form-I)

(2) The oath /affirmation can be taken / made in English or
Hindi or in any official regional language with which the
Government servant is conversant.

(3) Full —time employees who are foreign national, are also
required to take / make an oath / affirmation in the
prescribed form given below (Form —I)

(4) The taking of oath should be included in the terms of
appointment of persons to the Institute’s service

(5) Arecord should be maintained of full-time employees of
the Institute who have taken / made the prescribed oath /
affirmation. Such a record should be maintained in a
separate register of each different grade of employees.
The cover and the first page of the register should show
the grade of employees in respect of whom the record of
oath / affirmation is kept in the register. A copy of the
from, oath / affirmation should be pasted on the next
page and thereafter entries may be made in the register in
the form given below (Form-IIf)

(6) The oath / affirmation should be taken / made before an
officer, not below the rank of Director, who may be
authorized in this behalf by the Director General.
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(FORM - 1)

“l, AB, do swear/ solemnly affirm that | will be faithful and bear true allegiance to India and to the Constitution of
India as by law established, that | will uphold the sovereignty and integrity of India, and that | will carry out the duties
of my office loyally, honestly and with impartiality.

(SO HELP ME GOD)

Name and signature of the employee.

(FORM-11)

FORM OF OATH PROPOSED FOE EMPLOYEES WHO ARE FOREIGN NATIONALS.

L Acitizenof ... temporarily residing in and holding a
Civil post under the NIFT do swear solemnly affirm that, having the faith and allegiance | owe to here insert the name
of the country ... . I'will, during the period of my service as aforesaid, be faithful to India

and to the Constitution of India as by law established and that | will carry out the duties of my office loyally, honestly
and with impartiality.

(SO HELP ME GOD)

Name and signature of the employee

(Form-ll)

FORM IN WHICH THE REGISTER IS TO BE MAINTAINED

SAN. Name of the employee | Date on which Whether an oath Designation of officer | Signature of Officer
oath/affirmation was | /affirmation was before whom oath/
taken/made taken/made affirmation was taken

1 2 3 4 5 6
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48.

49,

50.

AWARDS / REWARDS /PRIZES/INCENTIVE SCHEME

Whenever the Institute officially submits entries for competition,
any award / reward / prize received from such participation will
be deposited with the Institute irrespective of the fact whether
the award / reward / prize is declared inthe name of the Institute
or in the name of an employee of the Institute. However if an
employee participates in a competition with the prior permission
of the Institute as an individual (and as distinct from institutional
participation) he / she will be permitted to retain the award /
reward / prize received.

(1). AUTHORSHIP OF BOOKS/ PERIODICALS ARTICLES.

The employee shall not, without the previous written permission
of the Institute, at any time during the currency of their service
with the Institute, publish any book, booklet or leaflet or
brochure or contribute any article to any review, periodical,
newspaper, etc., whether for remuneration or otherwise.
However, employees contributing articles or write —ups in
various journals/ publications with the Institute’s permission,
will be allowed to retain royalty/ remuneration receivable out of
such contributions.

DUTIES AND RESPONSIBILITIES

(i) Employees shall diligently and faithfully carry out duties
and responsibilities assigned to them by the Institute.

(i) Employees shall at all times during the period of their
service conduct themselves soberly and carry out
diligently all orders and directions given to them by all
persons in authority over them and also observe and
conform to all rules and regulations of the Institute for the
time being in force and improve and further the interest of
the Institute to the best of their power, skill and ability.

(i) The employees will devote their whole time and attention
exclusively to the duties entrusted to them and will not
engage themselves to work for any other person or
company in any capacity whatsoever nor do any private
business or engage in any occupation for gain without
the previous permission of the Institute in writing.

RESIDUARY CONDITIONS OF SERVICE.

(a). Any matter relating to the conditions of service of an
employee for which no provision is made in these General
Service Rules shall be determined by the Board of
Governors.

SPECIAL PROVISION FOR EXISTING EMPLOYEES

Every employee holding a post under the Institute after the
commencement of these rules but before the publication of
these rules, shall be deemed to have been appointed under
the provisions of these rules.

51.

52.

93.

general service rules

POWER TO RELAX

Notwithstanding anything contained in these General Service,
Rules, the Board may, in the case of an employee, relax any of
the provisions of these Rules to relieve him/ her of any hardship
arising from the operation of such provisions, or in the interest
of the Institute, unless such hardship can be relieved on the
application of Government rules or instructions.

REMOVAL OF DOUBTS

Where a doubt arises as to the interpretation or application of
any of the provisions of these General Service Rules, the matter
will be referred to the Board of Governors and its decision in
the matter shall be final.

POWER TO AMEND, THE RULES

The Board of Governors may, at any time amend, alter, delete,
add or modify any of the provisions contained in these General
Service Rules, in the public interest or in the interest of the
Institute.
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54. REPEAL AND SAVING (d) Anappeal pending at the commencement of these Rules
The General Service Rules, which are in existence and any ig%ﬁésge%gﬁ{ TT?SIT Ser lcnosrzrsligg:)erzj 'jﬁgefr dbeerfsotrﬁesr:(c)g
orders / instructions etc. issued thereunder, in so far as they shall be made i‘n accordance with these rules as if such
are inconsistent with these Rules, are hereby repealed provided orders were mlade/ instructions issued and the appeals
that: were preferred under these Rules.

(@) Such repeal shall not effect the previous operation of the
said rules or instructions or any orders made or anything ) AZJS IT c;r;?o?](;mf?rer:gs?ga/nta%gih nesste fnu):ez,rggyr/sa;?ﬁggleo;
done or any action taken, thereunder. instructions issued before such commencement, shall be
(b) Any proceedings under the said Rules, pending at the preferred or made under theses, as if such orders were
commencement of these Rules, shall be continued and made / instructions issued under these Rules.
d|spp§ed Of’f aﬁ far ;slmay be.% n ahccordanc(ﬁ with the (i)  Provided that nothing in these Rules shall be construed as
prowsu()jnz 0 é esi u eRs,las Il such proceedings were reducing any period of limitation for any appeal or review
proceeded under these Rules. provided by any rule in force before the commencement of
(c) Nothing in these Rules shall be construed as depriving these Rules.
any person to whom these Rules apply of any right of
appeal, which had accrued to him under the rules or orders
in force before the commencement of these Rules.

55. JURISDICTION
In case of any dispute arising out or relating to service agreement
or otherwise, New Delhi shall be considered as the place where
the cause of action has arisen, and the appropriate court at
New Delhi shall alone have the jurisdiction

SUMMARY
HO Centre
Activity Para Unit having Direct Over all Unit having Direct Over all
No. primary supervisory supervisory primary supervisory supervisory

responsibility

responsibility

responsibility

responsibility

responsibility

responsibility

Implementation of
changes in GSR from
time to time

Establishment-1 &
Establishment-I|

Dy. Registrar
(Estt.) & Asst.
Director (Estt.)

Chief Admn.
Officer (Estt.)

Estt. &
Records

Chief Admn.
Officer

Director
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Chapter THIRTEEN
LEASED ACCOMMODATION

Vide Order No. NIFT(HO)/Estt./B0G/2204 dated 28.07.2006 , it was
clarified that the Board of Governors in its meeting held on 16.06.2006
have approved the housing facilitry to the Senior Professors, Professors
and directors on deputation from the Government of India to NIFT
centres on the terms & conditions contained in “NIFT Rules for Leased
Accomodaton Rule, 2006” is given below

RULES FOR LEASED ACCOMMODATION TO THE SR.
PROFESSOR, PROFESSOR & DIRECTOR OF NIFT, CENTRES ON
DEPUTATION FROM CENTRAL GOVT. DEPARTMENTS.

1.

INTRODUCTION

The National Institute of Fashion Technology has no residential
accommodation of its own for allotment to the employees. In
order to attract better talent to take up senior faculty postion
and officers from Central Govt on deputation, a need was felt
that a provision may be made to provide the facility of lease
accommodation the the Senior Professors, Professors and
Director of NIFT Centres joining NIFT on deputation.

TITLE

These rules may be called “The National Institute of Fashion
Technology” Leased Accommodation Rules, 2006. The rules
will commence from the date of issue of these orders.

ELIGIBILITY

All Sr. Professors, Professors & Directors of NIFT, Centres on
deputation from Central Govt. Departments, except the following
will be eligible for the facility of leased accommodation subject
to other conditions laid down in these rules:

i) Theabove employees residing in accommodation allotted
to himself/herself or to her/his spouse or to children or
parents or to any near relative by State/Central Govt., State/
Central Public Sector Undertaking or institutions such as
Local Authority/Autonomous Society etc.

ENTITLEMENT

Sr. Professors, Professors & Directors of NIFT, Centres on
deputation from Central Govt. Departments & other Directors
of all NIFT Centres will be provided housing facility till such
time the campus housing facility, which is under construction
is made available to them.

The lease facility will be extended to all three categories at a
uniform rate of Rs. 15,000/- per month provided the person
concerned does not own a house in his name or in the name of
his spouse, parents or children in the city.

leased accomodation

Self lease facility may be extended if the house is owned by
self, spouse, parents and children subject to monthly rental
ceiling of Rs. 10,000/-.

In all cases the reasonability of rent with reference to area and
locality will be certified by Committee constituted for the
purpose.

Payment of market rent for Govt. accommodation within the
ceiling of Rs. 15,000/- may also be considered, where
requested.

LICENCE FEE

The above employees provided with the facility of leased
accommodation by the NIFT shall be required to pay the licence
fee at the prescribed rate of 10% of basic pay or as may be
decided from time to time. They will not be eligible to draw
HRA with effect from the date, the facility of lease
accommodation has been provided.

MAINTENANCE & OTHER CHARGES

The above employees shall be responsible for proper up-keep of
leased premises. Any liability on account of damage to the lease
accommodation shall be borne by the employee. The employee
shall also responsible for payment of normal maintenance,
security, water, electricity charges and subscriptions to Residents
Association, ifany. The NIFT shall not undertake any responsibility
for payment of brokerage deposit or other charges levied by
landlord or Residents Association.

GENERAL

i)  The above employees shall not misutilise the lease
accommodation and if it is found any time the
accommodation is either in full or in part let out to any
other person, the allotment shall be cancelled forthwith.
Besides, this will invite disciplinary action including
debarring the employees from the facility of leased
accommodation for a minimum period of three years.

ii)  The responsibility for locating a suitable accommodation
within the entitlement shall rest with the employee
concerned.

ii)  The reasonability of rent with reference to area and locality
will be certified by a Committee constituted for the
purpose. The committee may consist (1) Executive
Engineer, (2) Dy. Registrar (F&A)/Accounts Officer and
(3) Assistant Register and has to be approved by Director
concerned.
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8.  LEASE DEED AND RELATED MATTERS

)

Lease shall be executed through an agreement between
the NIFT and owner. The text of the agreement enumerating
detailed terms and conditions is at Annexure ‘A’.

viii) Any deviation from the terms and conditions of the lease
deed proposed by landlord shall be examined in NIFT
before hand.

ix) The acceptance of the format and terms and conditions of
the lease deed is essential and final.

ii)  The period of Lease agreement shall be for 2-3 years.

iii) Particular person lease i.e. if the landlord insists to rent ~ Payment of Daily Allowance to NIFT employees while on tour
out the house only to a particular individual, his name in case of stay in hotel or availaing of free board and/or lodging
could be incorporated in the Agreement between NIFT — fagility.
and the landlord.

. . o Clarification on the amount of daily allowance to be paid to NIFT

Iv)  The deed is to be typed on a non-judicial stamp paper of officials/officers in case of stay in hotel, etc. while on tour to a station
the value of Rs. 20/-. The deed in original shall be ket outside his/her headquarters has been sought by different centres. It
with NIFT. is clarified that the 75% of the ordinary daily allowance is to be paid

V) The stamp paper may be arranged by the landlord. in case of stay ina a hotel at the outs.tanon.whlle on Itour and in

. o additional the hotel charges are to be paid subject to ceiling stated in

vi) - It'is incumbent upon the landlord to produce proof of  the NIFT GSR. The payment of Daily Allowance for journeys on tour
ownership of premises to be leased out. under various circumstances including stay in hotel should be

vii) The fittings, fixtures, equipment etc. in the premises may  "égulated as under at NIFT-HO as well as the Centres:
be listed and a schedule attached to the deed.

SI. No. Circumstances Admissibility

A Free board alone 50% of daily allowance of the city concerned

A2 Free lodging alone 75% of daily allowance of the city concerned

A3 Free board and free lodging, both 25% of daily allowance of the city concerned

A4 Stay at office building free of cost 75% of daily allowance of the city concerned

B1 Stayi in Government/Public Sector Guest Actual lodging charges (exclusive of breakfast/meals)
House/rest rooms of IAAI'in International restricgted to the amount admissible under NIFT-GSR
Airports (where room rent is more than + 75% of the ordinary daily allowance.
25% of DA)

C1 Stay in Hotel and other establishment Actual lodging charges (exclusive of breakfast/meals)
including private lodges, guest house, restricted tot eh amount admissible under NIFT-GSR
YMCA/YWCA hostels + 75% of the ordinary daily allowance.

Note 1: The ordinary Daily Allowance refers to the daily allowance stipulated under GIO 1(A) below SR 51 (TA Rules) applicable to Govt.
servants to whom fundamental rules apply.

Note 2: The reduction in Daily Allowance as above shall be affected from the Daily Allowance relatable to halt at an outstation.
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leased accomodation

Reimbursement of Medical Expenditure for OPD treatment,
Amendment in ceilings

The BOG in its meeting held on 30" March, 2006 have approved the
following amendments in the ceiling for the reimbursement of medical
expenditure for OPD treatment enumberated in the Rule 32(a) and
(b) of Chapter X of the NIFT GSR in respect of NIFT employees.

S. No. Grade Limit

1 Group D employees Rs.5000/- per annum
2 Group C employees Rs.6000/- per annum
3 Group B employees Rs.7000/- per annum
4 Group A employees Rs.8000/- per annum

In respect of officers on deputation to NIFT, the celing will not apply.
They would be entitled to reimbursement on actual basis subject ot
the conditions provided in the Central Govt. Health Scheme.

SUMMARY
HO Centre
Activity Para Unit having Direct Over all Unit having Direct Over all
No. primary supervisory supervisory primary supervisory supervisory

responsibility

responsibility

responsibility

responsibility

responsibility

responsibility

Policy

Implementation of
Leased Accomodation

Establishment-I

Dy. Registrar
(Estt.)

Chief Admn.
Officer (Estt.)

Estt.& Records

Chief Admn.
Officer

Director General
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Chapter FOURTEEN

COMPREHENSIVE TRAINING POLICY

The objective of training policy is to formulate a strategy to develop
the existing human resources by providing avenues for personal growth
and aligning them towards the achievement of organizational
objectives.

The present dynamic and competitive environment and the dynamic
of rapidly evolving fashion business education demands academic
and professional standards per excellence comparable with the best
in the world. In order to stay ahead, the requisite competent need to
be constantly developed and upgraded through an institutionalized
mechanism and process. Training constitutes a critical element of
Human Resource Development which not only facilitates the personal/
Institutional growth and empowerment of academic and administrative
personnel by providing inter and intra departmental of academic and
administrative NIFT’s various departments and Centres but also instills
a feeling of shared vision and goals within the NIFT family.

1.  Training Needs of New Appointees
a. Faculty Members

(i) Each new batch of faculty, on joining NIFT will undergo a
joint residential faculty orientation Programme to be
organized by NIFT in association with other leading
institutes. The Programme duration will be 1 week (5
working days).

The orientation Programme would broadly cover an overall
view of NIFT in general, understanding of mainstream
fashion industry, appreciation of interdisciplinary and intra-
disciplinary approach to the curriculum. Adaptation of
teaching pedagogies, evaluation methodology and student
& industry interaction,

This will be a NIFT’s customized mandatory training
Programme for all new faculty members and will be
coordinated by FOTD unit of Head Office.

(i)  Each new batch of faculty on joining NIFT will also undergo
a joint discipline/competency based orientation cum
induction Programme organized by NIFT in association
with subject experts from NIFT and other leading institutes,
industry/ research organizations, training duration: 5 days
(1-2 weeks).

This Programme will aim to focus on the content and the
delivery of course curriculum, teaching and learning
methodology, pedagogy, teaching aids, evaluation. field
study, case studies, projects, use of Resource Centre. use
of interest as a learning tool., research, assignments. And
other relevant materials for evolving the curriculum and
its delivery mechanism.
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This will be a NIFT customized mandatory training
Programme for all new faculty members and will be
coordinated by FOTD unit of Head Office.

Group A Officers

Each new batch of Group A Officers (including
deputations) will undergo a joint residential orientation
cum induction Programme of 5days of which 3 days of
general orientation will be followed by 2 days of induction
in the functional area. Training will organized by NIFT in
association with other leading institutes like ASCI, IIM,
ISB, IS¢ etc.

This will be a NIFT customized mandatory training
programmed for all group A officers and will be
coordinated by Training unit of Establishment Division at
Head Office.

¢. Group B.C and D Officers

Each new batch of Group B.C and D Officers/ Officials will
undergo a Groupies joint Residential Orientation cum
induction Programme of 5 days of which 3 days of a General
orientation will be followed by 2 days of induction in the
functional area, Training will organized by NIFT in association
will other identified instituted like ISTM, NIFM etc.

This will be a NIFT customized mandatory training
Programme for all new Group B.C and D employees and
will be coordinated by Training Unit Establishment Division
at ahead Office.

Il. Faculty Members

d.

In order to continuously upgrade and benchmark the
curriculum deliverance across Centre, training for the
critical areas of deliverance will be conducted during the
Departmental Convention,

The Departmental convention for each department tell be
for 3-4 days during the academic session break.

CP of the Department will identify beforehand:

0
0
0

The Centre in which the training will be organized,

The critical topics of deliverance,

The regular faculty who would anchor the topics.

The faculty from each Centre who would attend the training

In case there is no trainer within NIFT for the identified critical
areas, GP would invite external Experts.



It will customized mandatory training program organized by FOTD
and will be coordinated by the coordinator (international linkages)
(CIL) and Director of the Centre.

b.  Each faculty member will be required to undergo a 1-2 weeks
mandatory structured industry internship to be arranged by NIFT.
Industry internship will be coordinated by the respective
Chairpersons in construction with the Dean (A), Head (I&R)
and Centre Directors.

An institutional arrangement should also be put in place by the
Chairpersons in consultant with Dean (A) and Head (I&R) for
entering into an MOU with the industry, research association,
Institutes etc. for this purpose with their consultation.

lll. Faculty Members and Group A Officers

a.  Ajoint Management Training of faculty members and Group A
Officers will be organized once every 4 years by NIFT in
association with identified premier institutes like IIM, ASCI, 11Sc,
MDI etc. training duration: 5 days (1 week)

- The aim of this joint Programme is to enhance the
appreciation of a common vision of the Institute and
appreciate the relevance on various functions towards this
end.

- Knowledge and development of educational management
skills and competence.

- Knowledge of the methodology for the management and
monitoring of R&D projects;

- Development of counseling skills to cater to the social
and psychological needs of students;

- Work experience and exposure to an advanced research
environment both within the country and abroad;

- Appreciation of and administrative and accounting
procedures;

- Knowledge of the methodology of development of need
based models of curriculum;

- Development of appropriate behavioral norms for operation
of broad based decision making bodies;

- Development of skill in written and oral communication
in the English language;

- Personal development, time management, stress
management.

This will be a NIFT customized mandatory training Programme for all
Faculty Members and Group A Officers and will be coordinated by
Training Unit of Establishment Division.

A joint Annual Senior Management retreat to Professor and Group ‘A’
Officers to the level of Directors will be organized for a period of 2
days at tan identified location. This will a NIFT customized mandatory

training policy

Programme for faculty members of the rank of professors and above
and Group A Officers of the rank of Directors and above and will be
coordinated by Training Unit of Establishment Division at Head Office
in consultation with Dean (Academics), Head (AA) and Director (HO).

iv.  General Conditions:

- ldeally the joint training and specialized training may be
slotted in such a manner that in a block of 4 years, the
two training programmes are sufficiently spaced and
staggered.

- The trainings will be subject to completion of academic
and other administrative commitments.

- The budget for training will be provided by the Head Office
and allocated to the Centres.

- All faculty members will be encouraged to audit classes
of other senior faculty members of the Institute or the guest
faculty in areas of deficit teaching with the commitment
to handle the subject independently in future on receipt
of application made by faculty member in the prescribed
format and communication of formal approval.

- The faculty/officers. Staff may also be permitted to audit
classes of flagship CE Programme to appreciate fashion
business education on the merits of each case on the
basis of the statement of purpose, the relevance of the
programmed to their area of work and value addition to
self and the institute made by the faculty/ officer/ Staff.
For award of certificate, if the course is completed as per
requirement, a waiver upto 50% of the prescribed fee be
considered on case to case basis taking into account its
relevance to functional area and value addition to the self
and to the organization along with perceived outcomes.
Preference will be given to those opting for CE
Programmes in the areas of deficit competence in the
Centre / HO based on merits of each proposal and cost
benefit analysis.

- The orientation / induction programmes must be
completed in the first six months of appointments.

- All training programmes should preferably be organized
during Summer/winter vacations when the faculty and
officers have relatively less Worland.

v.  Impact assessment and efficacy of Training Programs

1) the evaluation is based on quantifiable and qualitative
parameters.

2) The following feedback reports will be submitted on
completed of the every training program for
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EVALUATION OF EVALUATION BY FORM TIME FRAME OF REPORT

TRAINEE/PARTICIPANTS 1) TRAINERS FORM A WITHIN 2 DAYS OF COMPLETION OF
THE MODULE

TRAINEE/ANCHORS AND

PROGRAMME

ORGANISERS 2) PARTICIPANTS FORM B ON THE SPOT

Based on reports received, feedback will be provided to the trainees by the respective heads of unit through the
Internal Standing Committee and kept in the personal Dossier of the trainees. The report will constitute an integral
component for annual review of their performance/ confirmations / extension of contract etc.

SUMMARY
HO Centre
Activity Para Unit having Direct Over all Unit having Direct Over all
No. primary supervisory supervisory primary supervisory supervisory
responsibility responsibility responsibility | responsibility | responsibility responsibility

Implementation of - Establishment-| Dy. Registrar Chief Admn. Estt.& Records | Chief Admn. Director General
Leased Accomodation (Estt.) Officer (Estt.) Officer

Policy
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office procedure-introduction

Chapter 15

OFFICE PROCEDURE - INTRODUCTION

The efficiency of an organization, to a large extent, depends on
gvolution of adequate processes and procedures and the ability of its
employees to follow them. Accordingly, the efficiency of persons
handling secretarial work in an organization can be judged by their
ability to dispose of receipts with speed, following the procedures
prescribed for the purpose. The ultimate object of all Government
business is to meet the citizens’ needs and to further their welfare
without undue delay. At the same time, those who are accountable
for the conduct of that business have to ensure that public funds are
managed with utmost care and prudence. Itis, therefore, necessary,
in each case, to keep appropriate record not only of what has been
done but also of why it was so done.

The procedures prescribed in this Manual, attempt to balance the
conflicting considerations of speed and propriety. In a dynamic
context, this balance cannot be rigidly or permanently fixed. Every
rule and step in the procedure must serve a definite purpose and
must meet these tests: Is it necessary? Is it sufficient? Is there any
quicker way which would serve the purpose?

A well designed procedure serves as a standing order, a means to
coordinating effort, a tool of communication, and a basis for
performance measurement and appraisal. NIFT-MOP will, therefore,
continue to form the back-bone of process management in the
organisation.
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Chapter 16

DEFINITIONS

Special meanings - Special meanings to be attached to some of
the terms used in the manual are given below:-

1.

10.

11,

Case’ means a current file or a receipt together with other related
papers, if any.

Come-back case’ means a case received back for further action
such as re-examination or preparing a draft or a summary of
the case.

Correspondence portion’ in relation to a file means the portion
containing ‘receipts’ and office copies of ‘issue’ pertaining to
the file including self-contained inter-departmental notes but
excluding those recorded on the notes portion of the file itself.

‘Current file’ means a file action on which has not been
completed.

‘Dak’ includes every type of written communication such as
letter, telegram, interdepartmental note, file, fax, e-mail, wireless
message which is received, whether by post or otherwise, in
any department for its consideration.

‘Dealing hand” means any functionary such as lower division
clerk, an upper division clerk, an assistant, entrusted with initial
examination and noting upon cases.

‘Departmental instructions’ means instructions issued by a
department to supplement or vary the provisions of the Manual
of Office Procedure.

‘Research Assistant / Sr. Assistant / Asssitant / Junior Assistant’
means an official within a Unit charged with the responsibility
inter alia of maintaining the Unit diary.

"Docketing” means making of entries in the notes portion of a
file about the serial number assigned to each item of
correspondence (whether receipt or issue) for its identification.

‘File” means a collection of papers on a specific subject matter
assigned a file number and consisting of one or more of the
following parts:

(@)  Correspondence

(b)  Notes

(c)  Appendix to correspondence
(d)  Appendix to notes

‘Final disposal’ in relation to a case under consideration means
completion of all action thereon culminating, where necessary,
in the issue of final orders or final reply to the party from which
the original communication emanated.
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12.

13.

14.

15.
16.

17.

18.

19.

20.

21.
22.

23.

24,

25.

26.

‘Fresh receipt (FR)’ means any subsequent receipt on a case
which brings in additional information to aid the disposal of a
paper under consideration.

‘Indexing’ in relation to a file means indicating its title under
appropriate catchwords arranged in their alphabetical order with
a view to facilitate its location in the event of need.

‘Index slip’ means a card or a paper slip displaying the title of
file under a catchword followed by a reference to its file number.

‘Issue’ means a communication issued in a case.

‘Issue of fair communication” includes all stages of action after
the approval of a draft ending with despatch of the signed
communication to the addressee, e.g., fair typing, comparing,
attaching enclosures, preparing pads for signature, preparing
covers, making entries in the despatch registers and messenger
books, affixing stamps, where necessary.

‘Note" means the remarks recorded on a case to facilitate its
disposal, and includes a summary of previous papers, a
statement or an analysis of the questions requiring decision,
suggestions regarding the course of action and final orders
passed thereon.

‘Notes portion” in relation to a file means the portion containing
notes or minutes recorded on a case.

‘Paper under consideration (PUC)’ means a receipt on a case,
the consideration of which is the subject matter of the case.

‘Postal communication’ means a communication despatched
by post and includes telegram.

"Postal dak’ means all dak received through Posts offices.

‘Receipt’ means dak after it has been received by the concerned
Unit/officer.

‘Record clerk’ means a clerk in a Unit responsible /nter aliator
typing and maintaining index slips and for looking after routine
aspects of recording work.

‘Recording’ means the process of closing a file after action on
all the issues considered thereon has been completed, and
includes operations like completing references, removing
routine papers, revising the file title, changing the file cover,
recording rulings (if any) in the Precedent Book, categorising
the file and stitching the file.

‘Reference folder’ in relation to a particular subject means a
folder containing copies of relevant rules, orders, instructions,
etc., arranged in chronological order.

‘Routine note’ means a note of a temporary value or ephemeral
importance recorded outside the file, e.g., a record of casual



27.

28.

29.

30.

31

discussion or a note on a point of secondary importance
intended to facilitate consideration of the case by higher officers.

‘Running summary of facts’ in relation to a case means a
summary of the facts of the case updated from time to time to
incorporate significant development as and when they take
place. This may be termed ‘Self Contained Note’ if it figures in
the notes portion of the file.

‘Standing guard file” on a subject means a compilation
consisting of the following three parts:

(@) arunning summary of the principles and policy relating
to the subject with number and date of relevant decisions
or orders quoted in margin against each;

(b) copies of the decisions or orders referred to, arranged in
chronological order; and

(c) model forms of communications to be used at different
stages.

‘Standing note’ in relation to a subject means a continuing
note explaining, among other things, the history and
development of the policy and procedure, designed to serve
as:

(@) acomplete background material for review of the existing
policy or procedure;

(b) a brief for preparing replies to Parliament questions or
notes for supplementaries thereto; and

(c) induction or training material.

‘Standard process sheet’ means a standard skeleton note
developed for a repetitive item of work, indicating predetermined
points of check or aspects to be noted upon.

‘Urgent dak’ means dak marked ‘immediate’ or ‘priority’, and
includes telegrams, wireless messages, telex messages, fax,
etc.

definitions
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Chapter 17

ROLES AND RESPONSIBILITIES

1 Role and Responsibilities of Head of Units

1

10

The Head of Units will be responsible for all matters allocated
to the Units under their charge and will be directly accountable
to DG-NIFT in discharge and their functions as the Head of
Units.

The Head of Units will be responsible for over all guidance,
co-ordination, superintendence, management and control of
units under their charge for which they will be supported by
the Units Incharge.

The office of the Head of Units will include administrative
support unit comprising of a Steno/R.A. and an Assistant who
will maintain inward/outward register of dak and files, necessary
registers for monitoring of disposal of various matters and co-
ordinate meetings/appointments/reminders etc. for the Head
of Units.

The Head will review the progress of work with reference to
worksheet & pendency statement with Unit Incharge on the
first day of the week and take appropriate action in consultation
with Unit Incharge

Head of Units will be responsible for efficiency, discipline,
punctuality and conduct of the units under their charge and
will ensure that all instructions in this regard are complied with.
They shall receive the Attendence Register of Units under their
charge by 9.30 a.m. and initial the same after marking those
who are not present at that time, provided their leave/absence
is authorised. Similar check on officials leaving office on time
may also be ensured.

Heads of Units will create all possible mechanisms to facilitate
the functioning of Units under their charge effectively &
efficiently.

Heads of Units will convene the meetings of Advisory
Committee wherever prescribed & submit its recommendations
to DG-NIFT for appropriate directions/approval.

Matters relating to IPR will be routed through IPR Cell, matters
relating to Publication, Printing and Website will be routed
through Corporate Communication Cell.

The proposals having financial implications will be routed
through Director(F&A).

The Head of Units will maintain a record of their work and submit
a half yearly comprehensive report (due on 1% January & 1¢
July) on the same to DG-NIFT.
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2 Role and Responsibilities of Unit Incharge

1

10

The Unit Incharge of each unit will be responsible for all the
matters allocated to the Unit and will report to the DG-NIFT
through Head of Unit.

Each Unit will comprise of a Unit Incharge and a support staff
of appropriate level and will function independently as a desk
for dealing with all matters allocated to the Unit.

The Unit Incharge will function from the office area designed
for this purpose and maintain all files/documents and other
records in the unit.

Unit Incharge will be responsible for the efficiency, punctuality
and discipline of their respective units and will submit following
documents to the Head on periodical basis

1) Attendence Register ~ —— on all working days by

9.30 a.m.
2) Daily worksheet of self —— before close of the day
& support staff

3) Pendency Statement ~ —— last working day of the

week

The Units are expected to function effectively with emphasis
on efficiency, objectivity, responsiveness, transparency and best
practices.

The Unit Incharge will review the progress of work with reference
to work sheet & pendency statement. For this purpose, the
Unit Incharge may device appropriate systems, formats,
procedures, within the framework of NIFT policies, guidelines,
rules & regulations in consultation with the Head of the Unit.

Wherever Advisory Committees have been constituted, the
matters may be submitted to DG-NIFT through the Advisory
Committee for appropriate directions and approval.

Matters relating to IPR will be routed through IPR Cell, matters
relating to Publication, Printing and Website will be routed
through Corporate Communication Cell.

The proposals having financial implications will be routed
through Director(F&A).

The Unit Incharge will maintain a record of their work and submit
a half yearly comprehensive report (due on 1% January & 1¢
July) on the same to DG-NIFT through their Head of Units.



3 Functions of various levels of functionaries:

Unit Incharge ( Dy. Registrar, Asstt. Director, Astt. Registrar, 0SD)

A.

General Duties —

(i) Distribution of work among the staff as evenly as possible;
(ii) Training, helping and advising the staff;

(i) Management and co-ordination of the work;

(iv) Maintenance of order and discipline in the Unit;

(v) Maintenance of a list of residential addresses of the Staff.
Responsibilities relating to Dak —

(i) to go through the receipts;

(i) to submitreceipts which should be seen by the Controlling
Officer or higher officers at the dak stage;

(iii) to keep a watch on any hold-up in the movement of dak;
and

(iv) to scrutinize the Unit diary once a week to know that it is
being properly maintained.

Responsibilities relating to issue of draft —

(i) to see that all corrections have been made in the draft
before it is marked for issug;

(ii) toindicate whether a clean copy of the draft is necessary;
(i) to indicate the number of spare copies required;

(iv) to check whether all enclosures are attached:;

(v) to indicate priority marking;

(vi) to indicate mode of despatch.

Responsibility of efficient and expeditious disposal of work and
checks on delays —

(i) tokeepanote of important receipts with a view to watching
the progress of action;

(i) to ensure timely submission of arrear and other returns;

(iii) to undertake inspection of Subordinates’ table to ensure
that no paper of file has been overlooked;

(iv) to ensure that cases are not held up at any stage;

(v) togo through the list of periodical returns every week and
take suitable action on items requiring attention during
next week.

Independent disposal of cases —
He should take independently action of the following types-
(i) issuing reminders;

(i) obtaining or supplying factual information of a non-
classified nature;

(iii) any other action which an Unit Incharge is authorized to
take independently.

roles and responsibilities

F. Duties in respect of recording and indexing —
(i) to approve the recording of files and their classification;
(i) to review the recorded file before destruction;

(iii) to orderand supervise periodic weeding of unwanted spare
copies;

(iv) ensuring proper maintenance of registers required to be
maintained in the Unit;

(v) Ensuring proper maintenance of reference books, Office
Orders etc. and keep them up-to-date;

(vi) Ensuring neatness and tidiness in the Unit;
(vii) Dealing with important and complicated cases himself;

(viii) Ensuring strict compliance with Departmental Security
Instructions.

Research Assistant/ Sr. Assistant/Assistant/Junior Assistant

He works under the orders and supervision of the Unit Incharge and is
responsible for the work entrusted to him. He must have typing knowl-
edge for smooth performance of his duties. Where the line of action
on a case is clear or clear instructions have been given by the Con-
trolling officer or higher officers, he should put up a draft without
much noting. In other cases he will put up a note keeping in view the
following points :-

(i) toseewhetherall facts open to check have been correctly
stated;

(ii) to point out any mistakes or incorrect statement of the
facts;

(iii) to draw attention, where necessary, to precedents or Rules
and Regulations on the subject;

(iv) to put up the Guard file, if necessary, and supply other
relevant facts and figures;

(v) to bring out clearly the question under consideration and
suggest a course of action wherever possible:

(vi) work of routine nature, for example — registration of Dak,
maintenance of Unit Diary, File Register, File Movement
Register, Indexing and Recording, typing, comparing,
despatch, preparation of arrears and other statements,
supervision of correction of reference books and
submission of routine and simple drafts etc.

Stenographer (Personal Assistant)

He will keep the officer free from routine nature of work by mailing
correspondence, filing papers, making appointments, arranging meet-
ing and collecting information so as to give the officer more time to
devote himself to the work in which he has specialised. The Personal
Assistant will maintain the confidentiality and secrecy of confidential
and secret papers entrusted to him. He will exercise his skill in hu-
man relations and be cordial with the persons who come in contact
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with his boss officially or who are helpful to his boss or who have
dealings with the boss as professional persons. Some of the more
specific functions are enumerated below :-

(i) taking dictation in shorthand and its transcription in the
best manner possible;.

(i) fixing up of appointments and if necessary cancelling
them;

(i) screening the telephone calls and the visitors in a tactful
manner;

(iv) keeping an accurate list of engagements, meetings etc.
and reminding the officer sufficiently in advance for
keeping them up;

(v) maintaining, in proper order, the papers required to be
retained by the Officer;

(vi) keeping anote of the movement of files, seen by his officer
and other officers, if necessary;

(vii) destroying by burning the stenographic record of the
confidential and secret letters after they have been typed
and issued;

(viii) carrying out the corrections to the officer’s reference books
and making fair copies of draft demi-official letters to be
signed by the officer;

(ix) generally assisting him in such a manner as he may direct
and at the same time, he must avoid the temptation of
abrogating to himself the authority of his boss.

4  Responsibilities of the Chief Administrative Officers of
NIFT Centres

A comprehensive listing of items of work for which Chief Admn. Officer
of NIFT Centres shall be responsible are:

1. All Establishment matters of the Centre
2. All' administrative matters of the Centre
3. Convenor of SLAC, SLBPCC, LASC
4. Conveying of results of the students
5. Legal Matters

6. Statutory compliance
7. Liaison with Government agencies
8. Maintenance of Hostels

9. Physical Verification of assets

1

0. International Linkages for Twinning Programmes in
coordination with IL Unit of HO

11. International and NRI Student Coordination through SDAC
12. Monitoring of Projects through Assistant Registrar
13. Cluster Development Initiative — Monitoring of progress
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and Liaison with State Government

14. Deputation of Foreign Faculty — to liaison with Head (IL)
in HO

15. Supervision of functioning of Resource Centre in
coordination with Deputy Director (NRC) and Dean in HO

16. To function as APIO under RTI Act

17. Student Related matters through SDAC

18. Examination and Admission related matters through EAC
19. Coordination with Internal Auditors

20. Coordination with Statutory Auditors

21. Providing Management Comments to Audit

22. Monitoring of Periodic returns to HO

23. Management Information System

24. Unit formation — Allocation of work / duties and
responsibilities to each staff

25. Target setting and monitoring

26. Performance review based on targets

27. Coordination of ACR’s of Faculty and Officers to HO
28. Coordination and Custody of ACR of Group C & D

29. Implementation of the decision of the Executive Council
Meeting on above matters shall be the responsibility of
the Chief Admn. Officer.

Besides the above, Chief Administrative Officer of NIFT Centre shall
provide administrative support to the Directors of NIFT Centres in
various institutional activities.The Chief Administrative Officer will
discharge their functions in accordance with standing orders issued
from time to time and exercise the powers delegated to them.

The Chief Administrative Officers will report to DG-NIFT through Di-
rectors of respective NIFT Centres.

5 Responsibilities of the Deputy Registrars

Deputy Registrar is Incharge of the Branch/Division in a Department
consisting of two or more Sections and in respect thereto excercises
control both in regard to the dispatch of business and maintenance of
discipline. Work comes to him/her from the sections under his/her
charge. As Branch/Division Officer, he/she should dispose of as many
cases as possible at his/her own level within the powr and authority
delegated and take the orders of the higher officers on important cases/
matters.

The Deputy Registrars will deal with all official matters as per the
standing orders issued from time time and within the delegated pow-
ers by the Institute.

Should dischare any other duty/responsibility that may be assigned
to him/her by the Institute.



6 Responsibilities of the Assistant Registrars

(xiv)
(xv)

(xvi)

Distribution of work among the staff as eventlyu as possible-
that is one Assistant should not be overloaded while the other
is idle.

Training, helping and advising the staff.

Management and co-ordination of the work

Maintenance of order and discipline in the section

To go through receipts and important Dak

To submit receipts which should be seen by the Senior Officer
at the Dak stage

Dealing with important and complicated cases himself

To scrutinize the section diary once a week to know that it being
properly maintained

To see that letters/notes are drafted properly

Ensuring proper maintenance of reference books, office orders,
etc. and keeping them up to date

To ensure timely submission of arrears and other returns

To undertake inspection of Assistant’s tables to ensure that no
paper or file has been overlooked.

Ensuring strict compliance with Departmental Security
Instructions

To keep a watch on any hold-up in the movement of Dak

To keep a note of important receipts with a view to watch the
progress of the action

To ensure that cases are not help up at any stage

(xvii) To go through the list of periodical returns every week and take

suitable action on items requiring attention during next week.

7 Responsibilities of the Dy. Director(NRC)

¢
1.
2.

R

< ©

Management of all NIFT Resource Centres
Budgeting

Development of print & non-print material collections across
the RCs.

Mangaging automation/digitization of network of all NIFT
Resource Centre

Managing projects, exhibitions, etc.
Training & retraining of RC professionals
Overall management of NRC

Any other duty/responsibility that may be assigned by the
Institute.

Responsibilities of the Head Librarian

Management of RC

roles and responsibilities

o~ W

~

Managing acquisition and processing of all print & non-print
materials of RC

Managing documentation of information in RC

Disseminating information through various user services of RC
Managing circulation of materials and membership
Managing automation & digitization programmes of RC

Supervising maintenance of all print & non-print materials of
RC

Assisting in Projects, Exhibitions, etc.

Any other duty/responsibility that may be assigned by the
Institute

9 Responsibilities of the Accounts Officer

1

2
3.
4.
5
6

11.
12.

13.
14,
18.
16.
17.

18.
19.

20.

21

Preparation of budget.

Preparation of Annual Accounts Reports.
Preparation of Balance sheet.

Preparation of Bank Reconciliation statement.
Preparation of Trial Balance.

Preparation of monthly payment pay rolls, ensure deduction
and remittance of Provident Fund contribution to Provident Fund
Office within the stipulated time.

Management of financial reporting, cash flow and financial
statement.

Audit of accounts of from Internal and Statutory Auditors
Maintenance of cash-book.

Release of all payments (including checking of vouchers &
payments).

Pursuance of audit objections.

Payment and recovery of advances paid to out side parties/
staff members.

Act as Drawing & Disbursing Officer.

Release of Foreign Exchange.

Inter branch payment adjustment and reconciliation thereof.
Allocation of Budget to NIFT centres.

Preparation of Agenda notes for BOG meeting relating to
Accounts Section and follow up thereon.

Maintenance and monitoring of Project Accounts.

Ensure deduction of tax from the payments made to contractors
and remittance of tax to the Income Tax Authority.

Ensure amount/fund received from Government/other agencies
are properly accounted for.

Any other duty/responsibility that may be assigned by the
Institute
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10 Responsibilities of the Senior Assistant/Assistant

1. He works under the orders and supervision of the Assistant
Registrar and is responsible for the work entrusted to him.

2. Where the line of action on a case is clear or clear instructions
have been given by the Senior Officer, he should put a draft
bring out all the facts and factual indicating rules and regulation
and instructions issued from time to time.

3. Inother cases he will put a note keeping in view the following
points:-
¢ To see whether all facts as are open to check have been
correctly stated.
¢ To point out any mistatkes or mis-statements of the facts.

¢ To draw attention where necessary, and supply other
relevant facts and figures.

¢ To bring out clearly the question under consideration and
suggest a course of action wherever possible.

4. Typing and comparing.

5. Maintenance of files and register in respect of subject matters
allotted to him.

6. Maintenance of records of old files and registers.

7. Any other duty/responsibility that may be assigned by the
Institute.

11 Responsibilities of Private Secretatry/Personal Assistant/
Stenographer

He should keep the officer free from the worrieds of a routine nature
by mailing correspondence, filing papers, making appointments, ar-
ranging meetings and collecting information. The Personal Assistant
should earn the trust of his officer for being entrusted with confiden-
tial and secret papers. He is the keeper of secrets and and Assistant
to the boss. Some of the specific functions are enumerated below:-

1. Taking dictation in shorthand and its transcription in the best
manner possible.

2. Fixing up of appointments and if necessary canceling them.
3. Screening the telephone calls and the visitors in a tactful manner.

Keeping an accurate list of engagements, meetings, etc. and
reminding the officer sufficiently in advance for keeping them up.

5. Maintaining in proper order the papers required to be retained
by the Officer.

6. Keeping a note of the movement of files,(incoming and out
going).

7. Destroying by burning the stenographic record of the
confidential and secret letters after they have been typed and
issued.
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8. Carrying out the corrections to the officer’s reference books.

9. Relieving the boss of much of his routine work and generally
assisting him in such a manner as he may direct.

10.  Coordination among the various department on the action taken
points.

11.  Drafting replies to routine nature of work.

12, Any other duty/responsibility that may be assigned by the
Institute.

12 Responsibilities of Library Assistant
1. Assistance in circulation control
2. Issue return of Book/periodical & other materials.

3. Over due control including reminders & collection of fine,
records maintenance etc.

Data Entry of membership records.

Accessioning of books/Periodicals.

Preparation of data sheets for books.

Data entry of Books/Periodicals/slides & other material.
Updating of Periodical Register.

To ensure neatness and up keep of library through House
keeping staff.

10.  Any other relevant duty/responsibility that may be assigned by
the Institute.

©Ou>e N oo &~

13 Responsibilities of Junior Assistant

Lower Division clerks are ordinarily entrusted with work of routine
nature, for example:-

Registration of Dak.
Maintenance of Section Diary.
File Register.

1
2

3

4. File Movement Register.
5. Indexing and Recording.
6

Typing and comparing/Computer operation/Data compilation
of reports on computer.

7. Issue/Despatch of letters.

8.  Preparation of arrears and other statements.
9. Supervision of correction of reference books.
10.  Submission of routine and simple drafts. Etc.

14 Responsibilities of Research Assistant
1. Collection of Data
2. Tabulation of Data.



Processing & Analysis of Data using statistics software.
Drafting of Reports.

Familiarity with sources of information relating to filed.
Understanding of Research Method, Design & Process.
Compilations of Reports.

Scanning of related News/Reports/Articles/etc.
Maintaining of vertical files.

= © ®©° N o o~ w

0. Browsing of related internet sites & maintaing Directory
information.

11, Preparation of Report presentation using computer.
12. Assist Faculty for Academic Research Project of students.

13. Demonstrate students about the Tools & techniques used for
Research Analysis.

14, Teaching responsibility related to Labs/workshop.

15 Responsibilities of Lab Assistant/Demonstrator

Maintenance of the infrastructural facilities, equipment & apparatus
of the surface Design Lab attached to the TDD department.

Ensuring the regular supply of laboratory re-agents, Dyestuff, Chemi-
cals & Samples in order to facilitate the conduct of practical classes
on Dyeing, Printing & Finishing.

Impart practical training to the studentsw by demonstrating the pro-
cedures as pre-briefed by the Senior Faculty.

Participate in training programmes organized by professional bodies
in the related field and guide the students with the latest innovations
16 Responsibilities of Mechanic Mechanic

1. Repair & Maintenance of Machines installed in the Department.

2. Preventive Maintenance Records of each & every machine
installed in Department

Assisting faculty in demonstration of Machine operations.

Keeping records of all Machines, and Accessories and their
day-today maintenance.

5. Ensure sufficient stock of consumable/parts/accessories
required for smooth functioning of machines.

6. ldentification functioning of machine.

Identification, Processing and follow up of requirement/
equipments/ parts.

8. Operational demonstration of Machine to students/Industry
participants/visitors etc.

9. Accountability & safety of all machines/accessories
consumable items from theft, damanges and pilferage etc.

roles and responsibilities

17 Responsibilities of Electricians

1. Running, operation & Maintenance of electric substaqtion- HT
Panel & Transformer Capacitor bank etc.

2. Operation & Maintenance of LT system and switch gear and
load management.

3. Operation & maintenance of floor distribution panel and power
distribution systems & extra low voltage system.

4. Operationa and maintenance of electrical equipments installed
in the Campus.

5. To carry out minor, addition/ alteration works in electrical
system.

6. Rectification of problems and attending complaints on day to
day basis for smooth functioning of electrical system.

7. To ensure running and operation of ACsyste, lift system, DG
set, UPS system and Fire alarm system etc.

8. To maintain minimum stock of consumable and essential
electrical components/parts/ for replacement under
maintenance/usage/wear & tear.

9. To ensure sufficient sock of consumable parts/electric
equipment/spares for meeting above programmes.

10.  To ensure preventive maintenance of electrical system, timely
servicing for optium efficiency and life of the same.

11, Toswitch off unnecessary/misuse of power supply as and when
detected anywhere in the campus and conserved electricity.

18 Responsibilities of Plumber

1. To run operate & maintain the water supply, sewerage, fire
fighting installations and solar hot water systems/installations.

2. To ensure water supply to overhead underground water tanks
for water for making drinking, domestic and fire fighting
purposes available round the clock.

3. To ensure timely dewatering of storm water/waste sumps.

4. Maintenance of pumping & allied systems, pressure tanks etc.
for pumping distribution of water networks for the fire fighting
wetrisons sprinkles etc.

5. Running operation & maintenance of pumps for water extraction
as borewells, booseter pumps etc.

6.  To attend to problems in operation/complaints on day to day
basis.

7. To attend toe emergency situations/specific requirements of
departments or durin functions/programmes.

8. To keep minimum stock of consumables for maintenance of
running and operators of the water distribution network/fire
fighting systems and pumps.

9. To undertake testing of fire fighting equipment from time to
time to ensure they are in satisfactory working condition.
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10.  To carry out preventive maintenance of equipment.

11, Tokeep check on wastage of water and assist house keeping in
keeping toilets/bathrooms fully functional.

19 Responsibilities of Staff Car driver

1. To attend the staff car duties of officers.

2. To ensure smooth functioning of staff car.

3. To ensure timely repair & maintenance of staff car.
4

To attend petty repairs like — change of petrol, oil & lubricants
of car etc.

5. To maintain log book of staff car on prescribed from & get it
authenticated from the users.

6. To ensure proper maintence of records of petrol, diesel drawn
for the car on monthly basis and get it verified from the officer
of the Administration department.

7. Toensure maintenance of records of makjor repairs with details
of spare parts replaced(under warranty/gurantee) indicating cost
and dates on which repairs were carried out.

8. To ensure records of mileage covered by the car on monthly
basis duly authenticated by office of Administration Department.

9. To ensure delivery of Dak to the addresses and obtain receipt
on Despatch Register.

20 Responsibilities of Attendants
1. Toattend call of officers/staff of respective

2. Distribute papers/file marked to respective officer/staff
members.

3. Toarrange tea/coffee/cold drinks/water from canteen or outside
etc. for officers/staff as and when required.

4. Toensure presence all the time till officer is in office including
after office housrs or on holidays etc.

To deliver dak/letters to the addressee.
6. To ensure timely opening & closing of officers room/section.

7. To ensure neatness and tidiness in the room of officers &
department where staff sit through Housekeeping staff.

8. Toassist staff members in stacking/tracing files from the almirah
or cupboards as per indexing.

9. To ensure proper packing and sealing of documents to be
dispatched before handing over to dispatch section.
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Chapter 18

DAK-RECEIPT, REGISTRATION
AND DISTRIBUTION

Receipt of Dak

(a) During office hours, the entire dak will be received in the
central registry. Where, however, immediate/important dak
addressed to Officers by name is sent through special
messenger directly to the addressees themselves, it will be
received by, them or their personal staff.

(b) In case an officer is on long leave, has retired or left the
office after completion of his/her tenure, the incumbent or the
personal staff concerned or the officer just below the concerned
officer dealing with the subject will receive the immediate/
important references except confidential letters. In case none
of the above mentioned officers is in position, the central registry
will receive such letters. In no case immediate/important letters
should be undelivered or returned.

Outside office hours, dak will be received by, the addressee
himself at his residence if marked ‘immediate’ and addressed
by name. In such cases, the officer will normally be intimated
in advance over telephone about the dak being delivered at his
residence.

Communication received through e-mails in the Department
will be downloaded by the concemed official or his personal
assistant

Communications received through fax should be immediately
sent to the concerned official.

Acknowledgement of dak

The receipt of dak, except ordinary postal dak, will be
acknowledged by the recipient signing his name in full and in
ink with date and designation. The acknowledgements of e-
mail received will, as far as possible, be sent electronically.

Registration of dak

(1) Urgent dak will be separated from other dak and dealt with
first.

(2) Al covers, except those addressed to Ministers/officers
by name or those bearing a security grading, will be
opened by the central registry.

(3) On opening dak, the central registry/IFC will check
enclosures and make a note of any item found missing.

@

dak - receipt

(4) All opened dak, as well as the covers of unopened
classified dak, will be date-stamped (vide specimen as
under).

Department Of.........cccoviveiiiiicececee s
RECEIVEA 0N

SBC. DY NO..cooeeeeeeeeeeeeeeee e,

(5) The entire dak will them be sorted out Unit-wise (and
officer-wise if addressed by name). To facilitate this, the
central registry will keep a list showing the allocation up
to date of the subjects to various Units.

(6) The following categories of dak will be registered by the
central registry/IFC in the dak register (Appendix I):

(@)  telegrams, wireless messages, Fax Messages, telex
messages and e-mail messages received from the
Computer Centre;

(b) registered postal dak;
(c) interdepartmental files;

(d) court summons and receipts enclosing valuable
documents, e.g. service books, agreement, etc;

(e) parliament questions, resolutions, cut motions and
references seeking information relating to them;

() unopened inner covers containing classified dak;
(g) letters from Members of Parliament;

(h) any other category covered by departmental
instructions, and

(i) Envelopes received without contents or with material
not marked to any officer will be registered with
necessary comments in the remarks column of Dak
Register.

Distribution of dak

(1) The dak may be distributed and acknowledgement obtained
in messenger books or dak register maintained Unit-wise.

(2) The above procedure will also apply to the dak meant for
Officers, which will be acknowledged by their personal
staff.

(3) Urgent dak will be distributed as and when received. Other
dak may be distributed at suitable intervals (i. €., 11 a.m;
2 p.m. and 4 p.m.). Such part of the ordinary dak as is
received too late to be included in the last daily round,
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will be kept ready for distribution early next day. The official
in charge of the Despatch department will ensure:

(a) that, as far as possible, sorting, registration and
invoicing of dak is completed on the day of its
receipt;

(b) that, to the extent to which the above work cannot
be completed during the day, and without prejudice
to the processing of urgent dak, the night duty staff
attends to it; and

(c) that the total number of receipts pending at the end
of the day for sorting, registration and invoicing are
noted in a register and the signatures of the night
duty staff are obtained on it in token of their having
taken custody of these.

(4) Urgent dak received outside office hours will be sent to
the Units concerned if there is staff on duty. In other cases,
such dak will be dealt with in accordance with the
instructions issued by the department concerned.
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Chapter 19

RECEIPTS - SUBMISSION AND
DIARISATION

Perusal and marking of receipts

The Research Assistant / Sr. Assistant / Asssitant / Junior
Assistant will submit all receipts to the Unit Incharge who will:

(1)
(2)
®)

()

(1)

(2)

go through the receipts;
forward misdirected receipts to the Units concerned:;

separate those which, either under the departmental
instructions or in his discretion, should be seen by higher
officers before they are processed and mark them to such
officers;

mark to himself such of the remaining receipts as are of a
difficult nature or present any special features requiring
his personal attention;

mark other receipts to the dealing hands concerned, and
where necessary, indicate urgency grading and give
directions regarding line of action;

keep a note in his diary of important receipts requiring
prompt action or disposal by a specified date; and

submit the case to the officer who last noted on it, if it is
one returned by another department.

Diarising of receipts in Units

Each Unit will maintain a Unit diary (Appendix 2),
Devanagri script will be used for diarising Hindi receipts.

The Research Assistant / Sr. Assistant / Asssitant / Junior
Assistant will diarise in the Unit diary (Appendix 2) all
receipts except the following before they are submitted to
the officers concerned or distributed among the dealing
hands:

(a) receipts which, as a class, are adequately taken care
of by a register specially devised for the purpose
(e.g. telephone bills which are entered in telephone
bill register);

(b) receipts which have already been diarised in
computer;

(c) communications received from Members of
Parliament for which a separate register is maintained
for watching their disposal

o=

receipts

(d) unsigned communications (except e-mail) on which
no instructions have been recorded by officers and
on which no action is to be taken;

(e) identical copies of representations, save the one
received first;

() post copies of telegrams unless the endorsement
contains a message in addition to that contained in
the telegrams;

(g) petty contingent vouchers such as those relating to
night duty or overtime claims of the staff, claims for
coolie hire or conveyance hire, chits asking for
articles of furniture, stationery etc.

(h)  routine acknowledgements;
casual leave applications;

copies of miscellaneous circulars, office
memoranda, extracts, etc; circulated by any Unit for
general information, e.g., orders of general
application, telephone lists, notices of holidays, tour
programmes, etc; and

(k) any other types of receipts which under departmental
instructions are not required to be diarised.

Inter-departmental notes, telegrams, or any other category
of receipts sought to be distinguished from the rest, may
be entered in the Unit diary in red ink.

Receipts redirected to other Units will also be diarised.

Papers referred to another department will be diarised each
time they are received back. For those referred under diary
numbers, however, previous and later entries in the diary
will be linked by giving the earlier and the later diary
numbers against each entry.

If a receipt is diarised after a lapse of more than 15 days
from the date it bears, the entry regarding date in column
3 of the Unit diary will be circled in red ink.

The diary number of a receipt will be indicated in the space
provided for the purpose in the stamp affixed by the central
registry vige para 3(4).

The Unit Incharges will scrutinise the Unit diaries once a
week to see that these are being properly maintained and
append his dated initials in token of scrutiny.

Unaer the computerised environment, the format of the
diary register will be as in Appendix 2. A single diary
number will be generated irrespective of where a receipt
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/s diarised.  All exclusions mentioned in sub-para (2)
above would be applicable. Appropriate coaes in Remarks
column would indicate the different categories of receipts
as well as redlirected receipts or recejpts diarised after a
lapse of more than 15 days from the date it bears, as
mentioned in earlier sub-paras. Fapers received back from
other aepariments will be diarised and will be linked with
previous diary numbers as they can be easily traced
electronically. The diary number will be indicated on the
recelpt as in the manual system. The Unit Incharge will
generate a status report of the recejpls from computer
every week to ensure proper monitoring.

Diarising of receipts received by officers

(1) The personal staff of officers will diarise receipts addressed
to their officers in respective personal Unit diary. Envelopes
received without contents or with material not marked to
any officer should also be diarised (Appendix 3) with
necessary comments.

(2) No receipt will be diarised more than twice. A
communication once diarised above the unit level will
not be diarised a second time till it reaches the unit, where
it will be diarised in the unit diary. For example, a
communication received by the DG/ Director/ Registrar
and diarised by his personal staff need not be diarised.

(3) In the computerised diary system no receipt will be
diarised more than once. For receipts addressed to
officers, diarising will be done by their personal staff.

Movement of receipts

(1) Receipts submitted to officers will move in pads
conspicuously labelled as ‘Receipts Pad’. Their movement
and perusal will receive prompt attention.

(2) The Unit Incharge will keep a careful watch on any hold-
up in the movement of receipts. The Research Assistant /
Sr. Assistant / Asssitant / Junior Assistant will bring to
his notice any receipt which are not received back from
officers within one working day.

Action by higher officers
Officers to whom receipts are submitted will:
(1) go through the receipts and initial them;

(2) remove receipts which they may like to dispose of without
assistance from Unit or to submit to higher officers;

(3) enter the diary numbers of the receipts removed vide sub-
para (2) above on the movement slip; (#4is will be prepared
in the prescribed format in computerised system also)

(4) where necessary, give directions regarding line of action
to be taken on other receipts; and

(5) return the receipts together with movement slip, if any, to
the Unit Incharhge for action in terms of paras 5(4) and
5(5) above.

Allocation of disputed receipts

Ifa Unit feels that it is not concerned with a misdirected receipt
forwarded to it vide para 5(2) the same should be brought to
the notice of the officer designated by the department for de-
ciding allocation of disputed receipts.

© 2003-2007, National Institute of Fashion Technology (NIFT)
Hauz Khas, New Delhi - 110016, India. @
For restricted use within NIFT only.



action on receipts

Chapter 20

file or a new file, will be indicated in the relevant column

ACTION ON RECEIPTS

General principles

Action on receipts will be so organised that it results in speedy
and correct decision-making process. While the detailed drill
to be followed is given in the succeeding paragraphs, certain
general principles to be observed in this regard are given below:

(1) An officer will himself initiate action on as many receipts
as possible, keeping in view the priority requirements.

(2) Number of levels at which a case is examined will be
reduced to the minimum.

(3) Paper work will be kept at an essential minimum.

(4) Least possible time will be taken for examination and
disposal of cases.

(5) While disposing of cases, an officer will aim at optimising
the quality as well as the quantity of work performed by
him.

Action by dealing hand
The dealing hand will:

(1) gothrough the receipts and separate urgent receipts from
the rest;

(2) enter the receipts in the assistant’s diary (Appendix-4); It
iS not necessary to maintain it separately ina computerised
environment as the system can generate information
through query.

(3) deal with the urgent receipts first; Code indicating the
priority may be given in a computerised environment.

(4) check enclosures and if any found missing, initiate action
to obtain it;

(5) see whether any other unit is concerned with any part or
aspect of a receipt and if so, send copies or relevant
extracts to that unit for necessary action;

(6) bring the receipt on to a current file if one already exists
or open a new file as per paras 48 and 49 and indicate file
No. in column 4 of the assistant’s diary. If the current file
is under submission, a part file will be opened, which will
be subsequently merged with the main file by the dealing
assistant when he accesses both. In a computerised
environment the relevant file number, whether of existing

in the diary register itself.
(7) file papers in accordance with para 27;

(8) assign the receipt page number (S) and a serial number
in terms of paras 29 (1) and 29 (2);

(9) docket the receipt and reproduce on the notes portion of
the file remarks, if any made by an officer on the receipt;

(10) with the help of file registers (para 51 & Appendix 9),
indexes, precedent book, standing guard files (para 23),
reference folders (para 23), etc. locate and collect other
files or papers, if any, referred to in the receipt, or having
a bearing on the issues raised therein;

(11) identify and examine the issues involved in the case and
record a note vide instructions in paras 14, 20 and 22;

(12) arrange papers and reference them in the case properly
(vide paras 28-30);

(13) Where necessary, attach a label indicating the urgency
grading appropriate to the case (vide para 31);

(14) put up the case to the appropriate higher officer; and

(15) indicate the date of submission in column 5 of the
assistant’s diary. Inthe computerized diary system indicate
the details of submission at the appropriate column.

Action by Unit Incharge
(1) The Unit Incharge will :-

(a) scrutinise the note of the dealing hand;
(b) finally dispose of routine cases;
(c) take intermediate routine action;
(d)

d) record, where necessary, a note setting out his own
comments or suggestions; and

(e) submit the case to the appropriate higher officer.

() in computerised environment also make a suitable
entry in the electronic diary register

(2) What constitutes ‘routine cases’ or ‘intermediate routine
action’ in terms of (b) and (c) above will be specified by
gach department in its departmental instructions.

Examination by Unit

When the line of action on a receipt is obvious or is based on a
clear precedent or practice, or has been indicated by a higher
officer, and a communication has to issue, a draft will be put
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up without any elaborate note. In other cases, the Unit, while
putting up a case, will:

(1) see whether all the statements, so far as they are open to

(6) Ina computerised environment the system will provide
scope for level jumping.

check. are correct: 7.  Examination by Officer
(2) point out mistakes, incorrect statements, missing data or (1) An Officer will regularly discuss with his staff to decide
information, if any thelcourse of acpon to be taken on various cases. Normally
o a single note will be put up to the decision making level
(3) draw attention, if necessary, to the statutory or customary after the line of action is decided.
procedure and point out the relevant law and rules; _ - o
, , , , , (2) For dealing with important problem solving issues, the
(4) furnish otherlrelevant data or information available in the technique of writing a self-contained note may be used.
department, if any; This involves entrusting an officer or a group of officers
(5) state the questions for consideration and bring out clearly with preparing a comprehensive note which will be put
the points requiring decision; up straight to the decision making level. The note will
(6) draw attention to precedents; contain the background to the problem, issues arising out
’ of its precedents, if any, analysis of all relevant facts, and
(7) evaluate relevant data and information; and recommendations.
(8) suggest, where possible, alternative courses of action for
consideration. 8.  Deviation from normal procedures or rules
In every case where a major or minor infraction, other than
Standard Process Sheet trivial, of the existing procedures or rules, is sought to be made,
For dealing with cases of repetitive nature e.g. sanctioning of it shall be the responsibility of the Qecisliqn makin.g guthority to
leave, GPF advances, forwarding of applications etc. standard ensure that reasons are recorded in writing, justifying such a
process sheets will be devised by the respective Ministries/ deviation from the rules or procedures.
Departments and will be prescribed through departmental in- .
structions. No notes will be recorded in such cases. Standard 9. Running summary of facts
process sheets will also be maintained in electronic form in a To facilitate consideration and to obviate repeated recapitulation,
computerised environment, arunning summary of facts will be prepared and placed on the
file in a separate folder labelled as such in every case in which
Level of disposal and channel of submission itis evident that such a summary would contribute to its speedy
(1) An officer will take action on a case in accordance with disposal. This summary will also include the advice or views
the departmental instructions prescribing the level of final of other departments consulted in the matter but not opinions
disposal and channel of submission for each category of of individual officers within a department. It should be kept up
cases. Instructions will also be maintained in electronic to date, incorporating changes whenever further developments
form in a computerised environment take place. Running summary of facts will also be maintained
R, . . . in electronic form in a computerised environment.
(2) Each unit will review the instructions on level of disposal
and channel of submission every three years keeping the 10. Guidelines for noting

number of levels at which a case is examined to the
minimum by delegating powers to lower formations.

(3) AUnit Incharge will submit cases direct to a Chief Admn.
Officer/Deputy Registrar/ Assistant Registrar who in tum
would submit it to the DG/Director.

(4) A case will pass through only one of the following levels
before it is submitted to the DG;

- Director
- Chief Admn. Officer

(5) Wherever level jumping is done in respect of any category
of cases, each such case on its return, will pass through
all the levels jumped over who in suitable cases could
resubmit the cases for reconsideration.

(1) All notes will be concise and to the point. Lengthy notes
are to be avoided.

(2) The verbatim reproduction of extracts from or paraphrasing
of the paper under consideration, fresh receipt, or any other
part of correspondence or notes on the same file, should
not be attempted.

(3) When passing orders or making suggestions, an officer
will confine his note to the actual points he proposes to
make without reiterating the ground already covered in
the previous notes. If he agrees to the line of action
suggested in the preceding note, he will merely append
his signature.
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Any officer, who has to note upon a file on which a running
summary of facts is available will, in drawing attention to
the facts of the case, refer to the appropriate part of the
summary without repeating it in his own note.

Relevant extracts of a rule or instruction will be placed on
the file and attention to it will be drawn in the note, rather
than reproducing the relevant provisions in the note.

Unless a running summary of facts is already available on
the file or the last note on the file itself serves that purpose,
a self-contained note will be put up with every case
submitted to the Minister. Such a note will bring out briefly
but clearly relevant facts, including the views expressed
on the subject by other departments, if any, consulted in
the matter and the point or points on which the orders of
the Minister are sought.

If apparent errors or incorrect statements in a case have to
be pointed out or if an opinion expressed therein has to
be criticised, care should be taken to couch the
observations in courteous and temperate language free
from personal remarks.

When a paper under consideration raises several major
points which require detailed examination and respective
orders, each point (or group of related points) will be noted
upon separately in Unital notes; such notes will each begin
with a list of the major point(s) dealt with therein.

Notes and orders will normally be recorded on note sheets
in the notes portion of the file and will be serially
numbered. Black or blue ink will be used by all category
of staff and officers. Only an officer of the level of Registrar
and above may use green or red ink in rare cases.

(10) The dealing hand (Research Assistant/Senior Assistant/

Senior Assistant (Accounts)/Assistant (Accounts)/
Assistant/Junior Assistant) will append his full signature
with date on the left below his note. An officer will append
his full signature on the right hand side of the note with
name, designation and date.

(11) A note will be divided into serially numbered paragraphs

of easy size, say ten lines each. Paragraphs may preferably
have brief titles. The first paragraph will give an indication
of the evidence and the conclusions reached. The final
paragraph should weigh the arguments and make
recommendations for action.

(12) In writing notes the observations made in Appendix 5-

‘Style in notes and drafts’ will be kept in view.

(13) A small margin of about one inch will be left on all sides

(left, right, top and bottom) of each page of the note sheet
to ensure better preservation of notes recorded on the files
as at times the paper gets torn from the edges making
reading of the document difficult. However, notes should

action on receipts

be typed/written on both sides of the note sheet as per
instructions of Department of Expenditure.

11. Maodification of notes or orders

(1)

Senior officers should not require any modification in, or
replacement of, the notes recorded by their juniors once
they have been submitted to them. Instead, the higher
officers should record their own notes giving their views
on the subject, where necessary correcting or modifying
the facts given in earlier notes. In any case, the
replacement or modification of the notes which have
already been recorded on a file, when the file has been
further noted upon by others, should not be permitted.

Pasting over a note or a portion of it to conceal what has
been recorded is not desirable. Where a note recorded in
the first instance requires any modification on account of
additional facts or any error having come to notice, a
subsequent note may be recorded, keeping the earlier note
intact.

12  Noting on files received from other units

(1)

If the reference seeks the opinion, ruling or concurrence
of the receiving unit and requires detailed examination,
such examination will normally be done separately through
routine notes and only the final result will be recorded on
the file by the officer responsible for commenting upon
the reference. The officer to whom such a note is submitted
will either accept that note or record a note of his own. In
the former case, he may direct that the note in question or
aspecified portion thereof may be reproduced on the main
file for communication to the department concerned. In
the latter case, he will record a suitable note on the main
file itself. In either case, a copy of the note recorded on
the main file will be kept on the routine notes for retention
in the receiving department before the file is returned to
the originating department.

The unit will open subject-wise files each year in which
such routine notes will be kept. The intra-unit note recorded
on the file of the originating unit will bear the subject file
number to facilitate filing of papers and their retrieval for
future reference. The retrieval is faster in a computerised
environment due to easier tracking.

Where the reference requires information of a factual nature
or other action based on a clear precedent or practice, the
dealing hand in the receiving unit may note on the file
straightway.

Where a note on a file is recorded by an officer after
obtaining the orders of a higher officer, the fact that the
views expressed therein have the approval of the latter
should be specifically mentioned.
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13. Aids to processing

14.

15.

(1)

To facilitate processing of a case, each Unit will develop
and maintain the following records for important subjects
dealt with by it:

(@) standing guard files;

(b) standing notes;

(c)  precedent book;

(d)  standard process sheets (of repetitive items of work
only); and

(e) reference folders containing copies of circulars, etc.

The above records will also be maintained in electronic
form in a computerised environment.

Apart from copies of acts, rules, orders and instructions
concerning subjects dealt with by it, each Unit is expected
to maintain, for ready reference, the Constitution of India
and certain acts, rules and instructions of a general nature,
references of most of which have been made in this
manual. Each unit is expected to procure an adequate
number of copies of these acts, rules and instructions
and make them available to all concerned. An illustrative
list of such acts, rules and instructions is contained in
Appendix 6.

The documentation-cum-reference system (manual as
well as electronic form) will include reference material
peculiar to the need of the functional Units and a
consciously developed information system to act as an
aid to policy formulation, review and operational decisions.

Oral discussions

(1)

All points emerging from discussions (including
telephonic discussions) between two or more officers of
the same unit or from discussions between officers of
different departments, and the conclusions reached will
be recorded on the relevant file by the officer authorising
action.

All discussions/instructions/decisions which the officer
recording them considers to be important enough for the
purpose, should be got confirmed by all those who have
participated in or are responsible for them. This is particularly
desirable in cases where the policy of the government is
not clear or where some important deviation from the
prescribed policy is involved or where two or more level
differ on significant issues or the decision itself, though
agreed up to by all concerned, is an important one.

Oral instructions by higher officers

(1)

Where an officer is giving direction (including telephonic
direction) for taking action in any case in respect of matters
on which he or his subordinate has powers to decide, he
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shall ordinarily do so in writing. If, however, the
circumstances of the case are such that there is no time
for giving the instructions in writing, he should follow it
up by a written confirmation at his earliest.

An officer shall, in the performance of his official duties,
or in the exercise of the powers conferred on him, act in
his best judgement except when he is acting under
instructions of an official superior. In the latter case, he
shall obtain the directions in writing wherever practicable
before carrying out the instructions, and where it is not
possible to do so, he shall obtain written confirmation of
the directions as soon thereafter as possible. If the Officer
giving the instructions is not his immediate superior but
one higher to the latter in the hierarchy, he shall bring
such instructions to the notice of his immediate superior
at the earliest.

16. Confirmation of oral instructions

17.

(1)

(2)

If an officer seeks confirmation of oral instructions given
by his superior, the latter should confirm it in writing
whenever such confirmation is sought.

Receipt of communications from junior Officers seeking
confirmation of oral instructions should be acknowledged
by the senior officers or their personal staff, or the personal
staff of the Minister, as the case may be.

Filing of papers

(1)

Papers required to be filed will be punched on the left
hand top corner and tagged onto the appropriate part of
the file viz. notes, correspondence, appendix to notes and
appendix to correspondence, in chronological order, from
left to right.

Both ‘notes portion” and ‘correspondence portion’ will be
placed in a single file cover. Left side of tag in the notes
portion will be tagged onto the left side of the file cover
and right side of the tag will remain as such i.e., untagged.
In the case of correspondence portion, right side of tag
will be tagged onto the right side of the same file cover
and left side of the tag will remain as such i.e., untagged.

Earlier communications referred to in the receipt or issue,
will be indicated by pencil by giving their position on the
file.

(a) Ifthefileisnot bulky, appendix to notes and appendix
to correspondence may be kept alongwith the
respective note portion or the correspondence portion
of the main file if these are considered as integral
and important part.

(b) If the file is bulky, separate file covers may be
maintained for keeping appendix to notes and
appendix to correspondence.



18.

19.

()

Routine receipts and issues (e.g., reminders,
acknowledgments) and routine notes will not be allowed
to clutter up the file. They will be placed below the file in
a separate cover and destroyed when they have served
their purpose.

When the ‘notes’ plus the " correspondence’ portion of a
file become bulky (say exceed 150 pages), it will be
stitched and marked “Volume I'. Further papers on the
subject will be added to the new volume of the same file,
which will be marked "Volume I, and so on.

In Volume Il and subsequent volumes of the same file,
page numbering in notes portion and correspondence
portion will be made in continuity of the last page number
in note portion/correspondence portion of the earlier
volume.

On top of the first page of the note portion in each volume
of the file, file number, name of the Head Office/ Centre,
name of unit and subject of the file will be mentioned.

Arrangement of papers in a case

The papers in a case will be arranged in the following order
from top downwards:

(1)
(2)

©)

reference books;

notes portion of the current file ending with the note for
consideration;

running summary of facts;
draft for approval, if any;

correspondence portion of the current file ending with the
latest receipt or issue, as the case may be;

appendix to notes and correspondence;
Standing guard file, standing note or reference folder, if
any;

other papers, if any, referred to, e.g., extracts of notes or
correspondence from other files, copies of orders,
resolutions, gazettes, arranged in chronological order, the
latest being placed on the top;

recorded files, if any, arranged in chronological order, the
latest being placed on the top; and

(10) routine notes and papers arranged in chronological order

and placed in a separate cover.

Referencing

(1)

Every page in each part of the file (viz., notes,
correspondence, appendix to notes, and appendix to
correspondence) will be consecutively numbered in
separate series in pencil on the right top comer. Blank
intervening pages, if any, will not be numbered.

20.

action on receipts

Each item of correspondence in a file, whether receipt or
issue, will be assigned a serial number which will be
displayed prominently in red ink at the top middle of its
first page.

The paper under consideration on a file will be flagged
‘PUC’ and the latest fresh receipt noted upon, as ‘FR’. In
no circumstances, will a slip, other than ‘PUC" and ‘FR’,
be attached to any paper in a current file. If there are more
than one ‘FR’ they should be flagged separately as ‘FR I’,
‘FRII', and so on.

Inreferring to the papers flagged ‘PUC’ or ‘FR’, the relevant
page numbers will be quoted invariably in the margin.
Other papers in a current file will be referred to by their
page numbers only.

Recorded files and other papers put up with the current
file will be flagged with alphabetical slips for quick
identification. Only one alphabetical slip will be attached
to a recorded file or compilation. If two or more papers
contained in the same file or compilation are to be referred
to, they should be identified by the relevant page numbers
in addition to the alphabetical slip, e.g. ‘A’/23.n, ‘A'/17 ¢,
and so on.

To facilitate the identification of references to papers
contained in other files after the removal of slips, the
number of the file referred to will be quoted invariably in
the body of the note and the relevant page numbers,
together with the alphabetical slip attached thereto, will
be indicated in the margin. Similarly, the number and date
of orders, notifications and the resolutions, and, in the
case of acts, rules and regulations, their brief title together
with the number of the relevant Unit, rule, paragraph or
clause, referred to will be quoted in the body of the notes,
while the alphabetical slips used, will be indicated in the
margin.

Rules or other compilations referred to in a case need not
be put up if copies thereof are expected to be available
with the officer to whom the case is being submitted. The
fact of such compilations not having been put up will be
indicated in the margin of the notes in pencil.

The reference slips will be pinned neatly on the inside of
the papers sought to be flagged. When a number of papers
put up ina case are to be flagged, the slips will be spread
over the entire width of the file so that every slip is easily
visible.

Linking of files

(1)

If the issues raised in two or more current files are so
inter-connected that they must be dealt with together
simultaneously, the relevant files will be linked in the
manner indicated in (2) below. Such linking may also be
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21.

resorted to if a paper on one current file is required for
reference in dealing with another current file unless a copy
of the paper can be conveniently placed on the first file.

When files are to be linked, strings of the file board of the
lower file (but not its flaps) will be tied around the upper
file and those of the file board or flap of the upper file tied
underneath it in a bow out of the way so that each file is
intact with all its connected papers properly arranged on
its file board or flap.

On receipt back after completion of action, the linked files
will be immediately delinked after taking relevant extracts
and placing them on the linked files, where necessary.

In a computer environment the file tracking system has
the facility for easy linkage of files and its subsequent
movement.

Use of urgency gradings

(1)

(2)

The two urgency gradings authorised for use on cases are
‘Immediate’ and ‘Priority’.

The label ‘Immediate’ will be used only in cases requiring
prompt attention. Amongst the rest, the ‘Priority” label will
be used for cases which merit disposal in precedence to
others of ordinary nature.

Where Parliament questions /assurances are to be dealt,
it will not be necessary to use, in addition, ‘Immediate’ or
‘Priority’ label.

The grading of urgency assigned to a case will be reviewed
by all concerned at different stages of its progress and
where necessary, revised. This is particularly important
for cases proposed to be referred to other units.
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Chapter 21

FORMS AND PROCEDURE OF
COMMUNICATION

Forms of written communications and methods of
delivery

The different forms of written communication and their methods
of delivery generally used by a unit are described below. Each
form has a use and, in some cases, a phraseology of its own.
Only black or blue ink will be used in communications. A
small margin of about one inch will be left on all sides (left,
right, top and bottom) of each page of communications to
ensure better preservations of records as at times the paper
gets torn from the edges, making reading of the documents
difficult.

(1) Letter -

This form is used for corresponding with Foreign
Governments, State Governments, the Union Public
Service Commission and other constitutional bodies,
heads of attached and subordinate offices, public
enterprises, statutory authorities, public bodies and
members of the public generally. A letter begins with the
salutation Sir/Madam as may be appropriate.

(2) Demi-official letter -

(@) This form is generally used in correspondence
between Government officers for an inter-change or
communication of opinion or information without
the formality of the prescribed procedures. It may
also be used when it is desired that the matter should
receive personal attention of the individual
addressed. Since demi-official letter is written in
the first person in a personal and friendly tone, it
should be addressed by an officer in a Ministry/
Department who is ordinarily not more than one or
two levels below the officer to whom such
communication is addressed.

Note: For the purpose of determination of level, Director/
Chief Admn. Officer and Dy. Registrar /Assistant
Director will be considered as one level.

(b)  Communications to non-officials can also take the
form of a demi-official letter.

forms & procedure

(3) Office Memorandum —

This form is generally used for corresponding with other
units or in calling for information from or conveying
information to its employees. It may also be used in
corresponding with centres. It is written in the third person
and bears no salutation or supersession except the name
and designation of the officer signing it.

(4) Inter-departmental note -

(@) This form is generally employed for obtaining the
advice, views, concurrence or comments of other
departments ona proposal or in seeking clarification
of the existing rules, instructions etc. It may also be
used by an unit when consulting its attached and
subordinate offices and vice versa.

(b) The inter-unit note may either be recorded on a file
referred to another department or may take the form
of an independent self-contained note. The subject
need not be mentioned when recorded on the file.

(5) Telegram —

This form is used for communicating with out-station
parties in matters demanding prompt attention. The text
of the telegram should be as brief as possible.

(6) Fax facility —

In urgent and important matters (including legal and
financial messages), cenire/Head Office/units may use
fax facilities to send messages, wherever available.

(7) Registered Post/ Registered AD —

This method of delivery is used in communicating with
offices to ensure receipt of the communication and in the
case of Registered AD an acknowledgement of the delivery
is also received by the issuing office.

(8)  Speed Post—

This method of delivery is used to ensure quick receipt of
messages warranting urgent attention at the receiving end
andan acknowledgement of the delivery is also received
by the issuing office.

(9) Office order —

This form is normally used for issuing instructions meant
for internal administration, €.g., grant of regular leave,
distribution of work among officers and Units,
appointments and transfers, etc.
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(10) Order —

This form is generally used for issuing certain types of
financial sanctions and for communicating government
orders in disciplinary cases, etc., to the officials concerned.

(11) Notification —

This form is mostly used in notifying the promulgation of
statutory rules and orders, appointments and promotions
of gazetted officers, etc. through publications in the Gazette
of India. The composition of the gazette, the types of
matters to be published in each part and Unit thereof, the
instructions for sending the matter for publication therein
and for sending copies thereof are indicated in the
notifications.

(12) Resolution —

This form of communication is used for making public
announcement of decisions of government in important
matters of policy, e.g., the policy of industrial licensing,
appointment of committees or commissions of enquiry.
Resolutions are also published in the Gazette of India.

(13) Press communique/note —

This form is used when it is proposed to give wide publicity
toa decision of government. A press communique is more
formal in character than a press note and is expected to
be reproduced intact by the press. A press note, on the
other hand, is intended to serve as a hand-out to the press
which may edit, compress or enlarge it, as deemed fit.

(12) Endorsement —

This form is used when a paper has to be returned in
original to the sender, or the paper in original or its copy
is sent to another department or office, for information or
action. It is also used when a copy of a communication is
proposed to be forwarded to parties other than the one to
which it is addressed. Normally this form will not be used
in communicating copies to state governments. The
appropriate form for such communication should be a
letter.

(13) Circular —

This form is used when important and urgent external
communications received or important and urgent
decisions taken internally have to be circulated within a
department for information and compliance by a large
number of employees.

(14) Advertisement —

This form is used for communicating with the general
public to create awareness and may take the form of audio-
visual or written communication.

Telephonic communications

(1) Appropriate use of the medium of telephone may be made
by departments for intra and inter-departmental
consultation and for communication of information
between parties situated locally.

(2) Inmatters of urgency, departments may communicate with
out-station offices also over the telephone.

(3) Telephonic communications, wherever necessary, may be
followed by written communications by way of
confirmation.

Inter-Centre consultation

In making written inter-centre references, the following points
should be observed:

(a) Inter-centre references, will normally be made under the
directions of an officer not below the rank of Chief Admn.
Officer or as may be provided by the NIFT’s instructions.

(b) The points on which the opinion of other centre/HO is
sought or which it is desired to bring to their notice should
be clearly stated.

(c) where possible, the drafts of the orders proposed to be
issued may also be shown to the HO/centre sought to be
consulted.

Correspondence with Members of Parliament

(1) Communications received from Members of Parliament
should be attended to promptly.

(2) Where, however, a communication is addressed to NIFT,
it should be replied to by the addressee himself. In routine
matters, he may send an appropriate reply on his own. In
policy matters, however, the officer should have prior
consultation with DG-NIFT before sending a reply. It
should, however, be ensured that minimum level at which
such replies are sent to Members of Parliament is that of
Registrar and that also in letter form only.

(3) As far as possible, in corresponding with Members of
Parliament, pre-printed or cyclostyled replies should be
avoided.

Prompt response to letters received

(1) Each communication received from the Member of
Parliament, a member of the public, a recognised
association or a public body will be acknowledged within
15 days, followed by a reply within the next 15 days of
acknowledgement sent.

(2) Where (i) delay is anticipated in sending a final reply, or
(ii) information has to be obtained from another Ministry
or another office, an interim reply will be sent within a
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month (from the date of receipt) indicating the possible
date by which a final reply can be given.

Where the request of a member of the public cannot be
acceded to for any reason, reasons for not acceding to
such a request should be given.

As far as possible, requests from members of public,
should be looked at from the user’s point of view and not
solely from the point of view of what may be
administratively convenient.

forms & procedure
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Chapter 22

DRAFTING OF
COMMUNICATIONS

1.

Procedure for drafting

(1)

(4)

No draft is required to be prepared in simple and straight-
forward cases or those of a repetitive nature for which
standard forms of communication exist. Such cases may
be submitted to the appropriate officer with fair copies of
the communication for signature.

It is not always necessary to await the approval of the
proposed line of action and the draft will be put up
simultaneously along with the notes by the initiating level
officer. The higher officer may revise the draft if it does
not conform to the approved course of action.

After a final decision is taken by the competent authority
he may have the fair communication made for his signature
and authorise its issue; otherwise, he will prepare a draft
and submit it to the appropriate higher officer for approval.

The officer approving the issue of a draft will append his
initials with the date on the draft. It is also expected of
him that he passes orders on the file simultaneously
whether the draft so approved should be kept on the file
(along with the office copy of the communication issued
in fair) or not.

Initial drafting will be done in black or blue ink.
Modifications in the draft at the subsequent levels may
be made in green or red ink by the officers so as to
distinguish the corrections made.

General instructions for drafting

(1)

(2)

A draft should carry the message sought to be conveyed
in a language that is clear, concise and incapable of
misconstruction.

Lengthy sentences, abruptness, redundancy,
circumlocution, superlatives and repetition, whether of
words, observations or ideas, should be avoided.

Official communications emanating from a department and
purporting to convey the views or orders of the Government
of India must specifically be expressed to have been written
under the directions of Government. This requirement does
not, however, imply that each communication should start
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with the phrase ‘l am directed to say’ or ‘The undersigned
is directed to convey’, which has the effect of distancing
the communicator from the reader at the very outset. A
more direct and to-the-point format is to be preferred if
some degree of rapport is to be established with the
receiver of the communication. The obligatory requirement
can be met in a variety of imaginative ways. For instance,
variations of the phrase can be added to the operative
part of the letter towards the end as under:

viveue......I have the pleasure to inform you that the DG-
NIFT, on reconsideration of the matter, has decided to
nominate..............

or

wevve..In the light of the above developments, NIFT
conveys its inability to accede to.................

Communications of some length or complexity should
generally conclude with a summary.

Depending upon the form of communication the subject
should be mentioned in it (including reminders).

The number and date of the last communication in the
series, and if this is not from the addressee, his last
communication on the subject, should always be referred
to. Where it is necessary to refer to more than one
communication or a series of communications, this should
be done in the margin of the draft.

All drafts put up on a file should bear the file number.
When two or more communications are to issue from the
same file to the same addressee on the same date, a
separate serial number may be inserted before the numeral
identifying the year to avoid confusion in reference, €.g.,
A-11011/5(1)/2001-Est., A-11011/5(11)/2001-Est.

A draft should clearly specify the enclosures which are to
accompany the fair copy. In addition, short oblique lines
should be drawn at appropriate places in the margin for
ready reference by the typist, the comparers and the
despatcher. The number of enclosures should also be
indicated at the end of the draft on the bottom left of the
page thus-‘Encl. 3'.

If copies of an enclosure referred to in the draft are available
and are, therefore, not to be typed, an indication to that
effect will be given in the margin of the draft below the
relevant obligue line.

(10) If the communication to be despatched by post is

important (e.g., a notice cancelling a licence or



withdrawing an existing facility) or encloses a valuable
document (such as an agreement, service book or a
cheque) instructions as to whether it should be sent
through registered post or speed post or in an insured
cover, will be given on the draft by the Unit Incharge
concerned with its issue.

(11) The name, designation, telephone number, fax number,
and e-mail address of the officer, over whose signature
the communication is to issue, should invariably be
indicated on the draft.

(12) In writing or typing a draft, sufficient space should be left
for the margin and between successive lings to admit
additions or interpolation of words, if necessary.

(13) A slip bearing the words ‘Draft for approval’ should be
attached to the draft. If two or more drafts are put up on a
file, the drafts as well as the slips attached thereto will be
marked ‘DFA I, ‘DFA I, ‘DFAIII" and so on.

(14) Drafts which are to issue as ‘Immediate’ or ‘Priority” will
be so marked under the orders of an officer not lower in
rank than a Unit Incharge.

Addressing communications to officers by name

Normally no communication, other than that of a classified
nature or a demi-official letter, should be addressed or marked
to an officer by name, unless it is intended that the matter raised
therein should receive his personal attention either because of
its special nature, urgency or importance, or because some
ground has already been covered by personal discussions with
him and he would be in a better position to deal with it.

Drafting of demi-official letters

(1) As the objective of writing a demi-official (d.o.) letter is
to call the personal attention of the addressee, the style of
writing should be direct, personal and friendly. More usage
of active voice is to be preferred. (E.g., ‘I notice’ rather
than ‘It is noticed’). It is expedient to come to the issue at
the beginning itself e.g. ‘I seek your cooperation in the
matter of................]

(2) Ad.o. letter should preferably not exceed one page. If the
message to be conveyed is lengthy, itis better to condense
it into one page in a few small and healthy divided
paragraphs in a manner that holds the interest of the
addressee, the detailed arguments can be set out in
appendices.

drafting of communications

© 2003-2007, National Institute of Fashion Technology (NIFT)

@ Hauz Khas, New Delhi - 110016, India.

For restricted use within NIFT only.



Chapter 23

ISSUE OF DRAFTS

Marking of drafts for issue
After a draft has been approved, the Unit Incharge will:

(1) examine the draft to see that all corrections of spelling
and grammar, etc., have been properly carried out and
that there are no typographical errors;

(2) photocopy of signed communication will be preferably
kept as office copy;

(3) ensure that copies of enclosures are attached to the draft
where these are available in the Unit;

(4) give clear indication on the draft, where a communication
is to be despatched by a special messenger/fax/speed
post/registered post on account of its special nature,
importance or urgency;

(5) mark the draft for ‘issue’ (if there are more than one draft
for issue from the same file, indicate the total number of
drafts, e.g., ‘issue 3 drafts’); and

(6) mark the file for recording it in a case where the issue of
said communication constitutes final disposal of the case
under consideration.

Fairing of approved drafts

All stages of action after the approval of drafts ending with
signing of fair communications will be performed in the unit
except where centralised typing pool exists.

The same procedure may be followed for issue of drafts
generated through computer.

Procedure to be followed in Units

(1) UnitIncharge, while marking the draft for typing and before
passing on the file to the Research Assistant / Sr. Assistant
/ Asssitant / Junior Assistant , will ensure that clear
indication has been given where copies of any papers
contained in any file are to be typed or photocopied or a
computer printout taken as enclosure(s).

(2) The Research Assistant / Sr. Assistant / Asssitant / Junior
Assistant will:

(@) enter the number of the file marked for recording
[as per para 41(6)] in column 2 of the ‘register for
watching the progress of recording’ and

(b) pass on the file to the typist.

(3) The approved draft will be fair typed, compared and got
signed. General instructions regarding typing given in para
44 will be observed.

(4) On return of signature pads, the Unit Incharge will see
that fair copies have been duly signed by the officer and
make sure that corrections, if any, made while signing are
carried out in all copies.

(5) The signed fair copies, together with office copies, drafts
and relevant file/files will then be passed on to the
Research Assistant / Sr. Assistant / Asssitant / Junior
Assistant .

(6) The Research Assistant / Sr. Assistant / Asssitant / Junior
Assistant will:

(a)  enter the number of the fair communications and
office copies in messenger book; and

(b) send the fair communications and office copies,
along with messenger book, to the despatcher of
the central issue Unit at appropriate intervals during
the day.

(7) The despatcher will:

(@) remove the fair communications and office copies;
and

(b) acknowledge receipt in the messenger book.

(8) In case of urgent communications, dak may be issued
directly from the Unit concerned at the discretion of the
Unit Incharge.

General instructions regarding typing
(1) Urgent drafts will be attended to first.

(2) Fair copies of all communications will be typed on printed
letter heads of suitable sizes. The name of the issuing
departments with full address including PIN code,
telephone number, telegraphic address, telex code, Fax
number and e-mail address if any, will be got printed on
the letter heads.

(3) Fair copies will be typed with single spacing unless
otherwise directed.

© 2003-2007, National Institute of Fashion Technology (NIFT)
Hauz Khas, New Delhi - 110016, India. @
For restricted use within NIFT only.



(4) The obligue lines drawn in the margin to indicate the
number of enclosures to be sent along with the letter will
be indicated at the appropriate places.

(5) Stencils will be cut whenever more than 50 copies of a
communication are required.

(3) The typist will type his initials with date in the left hand
bottom corner of the fair copy €.g., RCK/20-05-2001.

(4) Inacomputer environment username along with path will
be indicated on the fair copy by the typist (except classified
documents).

5. Marking of drafts

(1) UnitIncharge, while marking the drafts for issue and before
passing on the file to the Research Assistant / Sr. Assistant
/ Asssitant / Junior Assistant , will indicate whether fair
copies are to be signed by the officer approving the draft
or are to be authenticated for issue by the Unit Incharge of
the central issue Units.

(2) The Research Assistant/ Sr. Assistant / Asssitant / Junior
Assistant /Jr. Assistant will:

(@) enterthe file number of the file ‘marked for record’ ;

(b) remove the draft, unless the file itself is to be sent
to the central issue Unit, place it in the pad
prominently marked ‘drafts for issue’ and make
suitable entry (e.g., sent for issue on 20-3-2001)
in the margin of the notes portion of the file;

(c) mark the movement of the file in the file movement
register [para 54(1)], where the file is to be sent
with the draft;

(d) enter the number of drafts of communications and
of the files (if the files are to be sent along with the
drafts of communications) in the messenger book;

(e) report to the Unit Incharge, at the end of each day,
the number of drafts not received back within two
days from the date those were sent to the central
issue Unit.

6. Despatch of postal communications

(1) The Jr. Assistant/Research Assistant / Sr. Assistant /
Asssitant / Junior Assistant  will hand over
communications to be sent by post to the attendant, who
will:

(@) separate those to be sent by foreign post from the
rest;

(b) paste the telegrams, if typed on plain paper, over
the printed form of telegram supplied by the
Department of Posts and affix service postage
stamps of the appropriate value thereon;

Issue of drafts

if a credit deposit account is maintained for issuing
telegrams, affix rubber-stamp indicating the credit
deposit account number assigned to the department
in the space provided for affixing postage stamps;

affix postage stamps of the appropriate value on
covers, packets, etc. where necessary after weighing
them, using ordinary postage stamps for foreign post
and service postage stamps for inland post;

where postal franking machines are in use, frank the
covers, etc. instead of affixing postage stamps;

stamp the covers with a rubber-stamp bearing the
name of the department; and

return the communications to the despatcher.
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Chapter 24

FILE NUMBERING SYSTEM

File numbering system

A proper file numbering system is essential for convenient
identification, sorting, storage and retrieval of papers. The two
systems now in use in the secretariat are described below. It
has been observed that each department has adopted its own
filing system. QOver the years a situation has been created
wherein it has become very difficult, if not, impossible to
identify, trace or retriever the files at later date in the absence
of proper classification, numbering, subject and Section/
Division/Centre to which the file belongs. The matter has been
examined and it has been decided that henceforth the following
guidelines should invariably be followed by all the departments
of NIFT Head Quarters and NIFT centres for the sake of uniformity
to facilitate maintenance and retrieve of office records.

(1) Filing system shall be based on subject classification.
Each section will maintain approved lists of files and file
codes allotted to them.

(2) The file code will bear consecutive serial numbers. Such
numbers however will be allotted to standard sub heads.
The serial number once allotted to the head should not
be changed.

(3) Before opening a new file, the dealing hand will ascertain
the head/sub head to which the papers under consideration
relate. He will then assign a suitable title of the file.

(4) The title should be as brief as possible but should give at
a glance sufficient indication of the contents of the file so
as to serve as an aid to its identification. It should be
articulated, i.e., broken up into components, each
consisting of the minimum possible substantive words
and expressing an element in the subject matter. Each
part will begin with a capital letter and will be separated
from the preceding one by a bold dash.

(5) As faras possible, there should be a separate file for each
distinct aspect of the subject. The title of a file should not
be couched in very general or wide terms, which might
attract large number of receipts on different aspects of the
matter, thereby making the file unwieldy.
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(6) Every file be assigned a file number which will consist of:
(@) File code number
(b)  The serial number allotted to the standard sub head.

(c) A group of abbreviating letters representing subject
matter

(d) An abbreviated symbol identifying the section.
(e) The year of opening of the file (last two digits only)

The first three elements in the file number will be separated
from one another by a slant stroke. Thus, files opened in,
say, Establishment Section during 2004, under the
standard head bearing serial number “1001" will be
numbered consecutively as 1001(1)/Estt./Rectt./2004,
1001(2)/Estt./Rectt./2004, 1001(3)/Estt./Rectt./2004,
and so on, where ‘Estt.” and ‘Rectt’ represents the Section
and subject matter receipt.

(7) The following file code number are allotted to each centre
including Head office.

Centre File Code Number
Head Office 1001-2000
Delhi Centre 2001-3000
Kolkata 3001-4000
Mumbai 4001-5000
Bangalore 5001-6000
Hyderabad 6001-7000
Chennai 7001-8000
Gandhi Nagar 8001-9000

The Head Office will follow the following code number assigned
to various departments.

Head Office

Head Office File Code Number
Director (IT) & MIS Cell 1001-1099
Director (F&A) 1100-1199
Establishment Section 1200-1299
Administration Section 1300-1399
Academic Affairs 1400-1499
Accounts Section 1500-1599




Project Section 1600-1650
Admission Section 1651-1699
Building Section 1700-1799
Dean(AA) 1800-1899
DG Sectt. 1900-1950
Bank 1951-1999

Similarly, each centre will follow uniform coding system for
various department/section/branch/cell. An illustration list of
code Delhi Centre is given below. Each centre will follow the
same coding prefix by the code allotted to the respect centres.

Delhi Centre

Delhi Centre File Code Number
Resource Centre 2001-2099
Hostel 2100-2199
CE Programmes 2200-2299
Administration Section 2300-2399
Establishment Section 2400-2499
Accounts Section 2500-2599
Medical Room 2600-2610
Project Section 2611-2650
Coordinator (FP) 2651-2659
Coordinator (E&A) 2660-2669
Coordinator (SDAC) 2670-2679
Coordinator (Cluster) 2680-2689
Centre Coordinator (AM&IT) 2690-2699
Centre Coordinator (F&A) 2700-2709
Centre Coordinator (F&T) 2710-2719
Centre Coordinator (FC) 2720-2729
Centre Coordinator (FMS) 2730-2739
Centre Coordinator (F&LA) 2740-2749

File Register

A record of files opened during a calendar year will be kept in
File Register (format enclosed) to be maintained by the Dealing
Asstt. assigning with the responsibility. A list of approved file
codes along with the serial numbers identifying them should

Department :

file numbering system

be pasted at the beginning of the beginning of the register.

File Register (format)

File No. | Subject
(1) (2) (3) (4) (9)

Date of Opening | Date of Closing | Remarks

The responsibility of strict compliance of these instructions will rest
with the Sectional Head and the first supervisory level of officer.

3

Part file

(1) If the main file on a subject is not likely to be available for
some time and it is necessary to process a fresh receipt
or a note without waiting for its return, a part file may be
opened to deal with it. This device may also be resorted
to where it is desired to consult simultaneously two or
more Units or officers and it is necessary for each of them
to see the receipt noted upon.

(2) A part file will normally consist of:
(a) receipt or note dealt with; and
(b) notes relating thereto.

(3) Where two or more part files are opened, each will be
identified by a distinct number, e.qg., part file I, part file Il
and so on.

(4) A part file will be merged with the main file as soon as
possible, duplicate papers, if any, being removed.

(5) Appropriate electronic entry for opening of part file will
be made in a computer environment, so that easy tracking
is facilitated for the purpose of merging of the part file on
to the main file on its return.

Instructions

¢

Entries in column (1) —(3) will be made at the time of opening
files and those in column (4) and (5) at the time of recording
and reviewing them.

If as result of the review, a file is marked for further retention,
the year of the next review will be indicated in column (5)

When a file is transferred to the departmental record from or to
another section/department, the fact for such transfer and the
relevant date will be indicated in column (5).
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¢ Similarly, when the file is marked for destruction, an entry
regarding the fact and the year of destruction will be made in
this column.

¢ Transfer, reconstruction and renumbering of files — whenever
work is transferred from one department/section to another,
the former will promptly transfer all the related records including
files, both current and closed, to the latter. The department/
section taking over the records will not divide, reclassify or
renumber the closed files transferred to it. In the case of current
files, the endeavor should be close them at the earliest possible
stage and to open new files according to the department’s/
section’s own scheme of classification for dealing with the
matter further. For convenience both Old and New file number
should be clearly indicated on top of the file.

¢ Ashort-term training may be organized for all Record Keepers
by this Head Office and the centres.
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Chapter 25

RECORDS MANAGEMENT

Activities involved in records management —

(1) Records management covers the activities concerning
recording, retention, retrieval and weeding out.

(2) Eachrecord creating agency will nominate a Departmental
Records Officer (DRQ) who is not below the level of a Unit
Incharge for overall records management.

Stage of recording -

Files should be recorded after action on the issues considered
thereon has been completed. However, files of a purely
ephemeral nature (such as casual leave records or circulars of
temporary nature) containing papers of little reference or
research value may be destroyed after one year without being
formally recorded.

Procedure for recording
(1) Action for Recording:

After action on the issue(s) considered on the file has
been completed, the dealing hand/initiating officer, in
consultation with his supervisory officer, should close and
record the file in the manner prescribed below:

(a) indicate the appropriate category of record (vide para
58 below) and in the case of category ‘C’, also
specify the retention period and the year of
destruction on the file cover;

(b)  where necessary, revise the title of the file so that it
describes adequately the contents at that stage;

(c) getthefile indexed (vide para 60 below) unless it is
to be retained for less than 10 years from the date of
closing;

(d) extract from the file, copies of important decisions,
documents, etc. as are considered useful for future
reference and add them to the standing guard file/
precedent book;

(e) remove from the file all superfluous papers such as
reminders, acknowledgements, routine slips,
working-sheets, rough drafts, surplus copies, etc.
and destroy them;

records management

() complete all references and, in particular, mark
previous and later references on the subject on the
file cover,

(g) pass on the file to the record clerk;
(2) Action on Recorded Files
The record clerk will thereafter:

(@) complete columns 4 and 5 of the file register and
correct the entry in column 2 where necessary;

(b) enter the file number in column 2 of the register for
watching progress of recording;

(c) write the word ‘recorded’ prominently in red ink
(make suitable entries in computer environment),
across the entries in the file movement register;

(d) indicate page numbers and other references (except
references to alphabetical slips) in ink which were
earlier made in pencil;

(e) indicate the year of review on the file cover in respect
of category ‘C’ files;

() prepare fresh covers, where necessary, with all the
entries already made thereon; and

(g) hand over the file to the daftry/peon.

(3) The daftry/peon will repair the damaged papers, if any,
stitch the file and, show it to the record clerk for making
entries in the register for watching progress of recording
before keeping it in the bundle of recorded files.

Categorisation of records
Files may be recorded under any one of the following categories:

(1) Category ‘A’ meaning ‘keep and microfilm’ -This
categorization will be adopted for:

(@) files which qualify for permanent preservation for
administrative purposes (vide part ‘A’ of (Appendix
11) and which have to be microfilmed because they
contain:

(i) a document so precious that its original must be
preserved intact and access to it in the original form
must be restricted to the barest minimum:; or

(i) material likely to be required for frequent reference
by different parties.

(b) files of historical importance such as those listed in
Part ‘B of (Appendix 11).
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(2) Category ‘B’ meaning ‘keep but do not microfilm’-This
category will cover files required for permanent
preservation for administrative purposes, such as those
listed in part ‘A’ of (Appendix 11). [twill, however, exclude
the nature of material falling under the category described
in (i) or (ii) of sub-para (1) (a) above and therefore need
not be microfilmed.

(3) Category ‘C’ meaning ‘keep for specified period only’-
This category will include files of secondary importance
and having reference value for a limited period not
exceeding 10 years. In exceptional cases, if the record is
required to be retained beyond 10 years it will be upgraded
to B category.

Stage of indexing

Files will be indexed at the time of their recording. Only those
files which are categorised as ‘A’ and ‘B’ (vide para 58) will be
indexed.

Manner of indexing

(1) While preparing a file for record (vide para 57) the dealing
hand or the desk assistant will underline:

(@) the ‘index head’, i.e., the standard head or the most
important catch-word in the standard head which
will naturally occur to any official searching for the
file and which will determine the position of the
relevant index slip in the consolidated index; and

(b) the ‘index sub-head’, i.e. the catch word or catch-
words in the standard sub-heads and/ or the ‘content’
of the title which will give a further and more specific
clue to the file under search.

(2) Where the functional filing system is followed, files need
not be indexed under the basic, primary, secondary and
tertiary heads for which the classification scheme itself will
provide the master index. However, such files will have to
be indexed under the catch-words used in the content part
of the title which falls outside the standardised headings.

(3) After index heads and sub-heads in the title have been
approved by the Unit Incharge/desk functionary, the record
clerk/desk assistant will:

(a) type out, in duplicate, as many index slips as there
are index heads and sub-heads underlined in the
title;

(b) distinguish the index heads from the sub-heads by
typing the former in capital letters;

(c) indicate at the top of the index slips all the heads
and sub-heads mentioned in the title, one below
the other, followed by the complete title of the file
and the file number ;

(d) allot a pair of slips to each index head and sub-
head by scoring out entries relating to the others;

(e) arrange the index slips in two sets, one in
alphabetical order of the heads/sub-head for use in
the Unit, and the other in the sequence of file
numbers for the use of the compiler of the
departmental index;

() keep each set of a paper index slips in separate
spring clip folders for each year; and

(g) indicate the date of indexing on the file cover and
initial it in the space provided for the purpose.

(4) Index slips will normally be typed on good quality paper.
In the case of important files requiring frequent and urgent
reference, however, card indexes could also be prepared.
Even here, the duplicate set meant for incorporation in
the departmental index will be typed on good quality paper.
Card indexes, where maintained, will be kept according
to an alphabetical order of their respective catch-words,
in a single series for all the years. Each department will
issue departmental instructions specifying the categories
offiles in respect of which card indexes will be maintained.

(5) To ensure consistency and facilitate consolidation of
departmental index, files relating to parliamentary business
will be indexed not only under the appropriate standard
heads and sub-heads but also, under the nature of such
business, e.g. parliament questions, cut-motion,
resolutions etc.

Custody of index slips
(1) Index slips will remain in the custody of the record clerk.

(2) Aiter all the files relating to a year have been recorded,
the set of index slips in respect of that year meant for use
within the Unit (viz, that arranged in alphabetical order)
will be neatly stitched and the stitched compilation kept
at a convenient place for reference by all concerned.

Compilation of departmental index

(1) The index slips pertaining to files relating to a year will be
sent to the compiler of the departmental index one year
after the close of the year to which they relate. If some
files of that year still remain current even at the time of
sending the index slips as envisaged above, the dealing
hand with the approval of the Unit Incharge will prepare
index slips in respect of such files as are likely to be
retained for 10 years or more from the date of recording.
These will also be added to the set of slips being sent to
the compiler of the departmental index.

(2) The compiler of the departmental index will:
(@) edit the index slips by:
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allowing the full title to appear only on the main
index slips, i.e. those indexed under the index heads;
and

scoring out the title on the subsidiary index slips,
i.e. those indexed under the index sub-heads and
giving a cross reference to the relevant index head;

arrange the index slips received from different Units,
in alphabetical order in a single series for the
department as a whole; and

(c)

arrange for the printing or cyclostyling of the
consolidated departmental index for each year.

NOTE : In a computerized environment, indexing will
facilitate easy retrieval.

9 Record Retention Schedule

(1) Toensure that files are neither prematurely destroyed, nor

(2)

kept for periods longer than necessary, every department
will:

(@) in respect of records connected with accounts,
observe the instructions contained in the General

Financial Rules;

(b) in respect of records, relating to establishment,
personnel and housekeeping matters common to
all departments, follow the ‘schedule of periods of
retention for records common to all departments’
issued by the Department of Administrative Reforms

and Public Grievances;

in respect of records prescribed in this Manual,
observe the retention periods specified ; and

in respect of records connected with its substantive
functions, issue a departmental retention schedule
prescribing the periods for which files dealing with
specified subjects should be preserved in
consultation with the National Archives of India.

The above schedules should be reviewed at least once in
5 years.

10 Custody of records -

(1)

Recorded files will be kept serially arranged in the Units/
desks concerned for not more than one year, after which
they will be transferred to the departmental record room.
For files due for such transfer the register at will be
consulted.

In the event of transfer of work from one Unit to another,
the relevant files also will be transferred, after being listed
in duplicate. One copy of this list will be retained by the
Unit taking over the files for its record and the other
acknowledged and returned to the Unit transferring them.

®

11

records management

(3)

Files transferred by a Unit to the departmental record room
will be accompanied by a list of files in duplicate. The
departmental record room will verify that all the files
mentioned in the list have been received, retain one copy
of the list and return the other, duly signed, to the Unit
concerned. In the record room, these lists will be kept
Unit-wise in separate file covers.

The departmental record room will maintain a record review
register in which a few pages will be allotted for each
future year. Class ‘C’ files marked for review in a particular
year will be entered in the pages earmarked for that year
in the register.

Record rooms will be properly ventilated, with adequate
lighting and fire-safety equipment and avoid exposure to
moisture. The records will be arranged serially Unit-wise
and will be regularly dusted. For proper preservation the
records will be periodically fumigated and moth-balls will
be used.

In a computerized environment, it would be useful to
maintain list of records in electronic form, in the
Departmental Record Room.

Review and weeding of records

(1)

A category ‘C’ file will be reviewed on the expiry of the
specified retention period and weeded out unless there
are sufficient grounds warranting its further retention.
Justification for retaining a file after review will be recorded
on the file with the approval of branch officer/divisional
head concerned. Retention after a review will be for a
period not exceeding ten years, including the period
already retained. If afile was originally retained for a period
of 10 years, any further retention will require up-gradation
of the category.

Category ‘A’ and category ‘B’ files will be reviewed on
attaining the 25th year of their life in consultation with the
National Archives of India. In these reviews, the need for
revising the original categorization of category ‘B’ files
may also be considered.

The year of review of category ‘C’ files be reckoned with
reference to the year of their closing and that for category
‘A’ and category ‘B’ files with reference to the year of their
opening.

Beginning in January each year, the departmental record
room will send to the Units/desks concerned the files due
for review in that year, together with a list of files in the
form,specified, in four lots-in January, April, July and
September.

Files received for review will be examined by, or under
the direction of, the Unit Incharge or the unit functionary
concerned and those files which are no longer required
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(7)

will be marked for destruction. Other files may be marked
for further retention vide sub-paras (2) & (3). It may,
however, be ensured that in case an inquiry has been
initiated departmentally or by a Commission of Inquiry or
as a result of Court proceedings having a bearing on the
subject matter contained in the files/documents
concerned or the files/documents which are required in
connection with the implementation of order/judgement
of any court of law, such files/documents will not be
destroyed, even if, such files/documents have completed
their prescribed life as per the Record Retention Schedule.

After review the record clerk/desk assistant will make
entries of revised categorization/retention period in the
file registers and return them to the departmental record
room along with the list after completing column 3 thereof.

The departmental record room, under the supervision of
Centre Registrar, will:

(a) transfer category ‘A’ and category ‘B’ files surviving
the review undertaken at the 25th year of their life
vide sub-para (3) above, to the National Archives;

(b) inthe case of other files:

(i) destroy those marked for destruction, after
completing column 4 of the list of files and

(ii)  restore the rest i.e. those marked for further retention,
to the departmental record stacks after making the
required entries in the record review register in the
case of category ‘C’ files;

Records not falling within the definition of file, e.g.,
publications, spare copies of circulars, orders, etc., will
also be subjected to periodic reviews at suitable intervals
and those no longer needed should be weeded out. To
facilitate such reviews each Unit will maintain a register
in the form specified.

Considering the urgency to reduce the volume of records
now being retained without any significant need for their
retention, the following measures may be taken in the
Ministries/Departments:-

(@) Each Centre Registrar may review every quarter the
state of indexing/recording/review/weeding out of
files in his wing and allot time bound tasks towards
this and to the members of the staff;

(c) Inspecting officers may be asked to pay special
attention to the stage of Records Management in
the Units during their inspections.

(10) The following manner of Weeding/Destruction of records

will be adopted:

(@) Routine files/records will be manually torn into small
pieces and disposed.

12

13.

(b) Classified files/records will be destroyed by use of
shredder, and

(c) Secret files/records will also be incinerated after
being shredded as per provision under
‘Departmental Security Instructions’ issued by the
Ministry of Home Affairs.

(11) In the process of recording, reviewing & weeding the files,

the concerned department shall maintain a register
wherein all the activities undertaken by the department in
the said process shall be recorded.

Records maintained by officers and their personal staff

Each department may issue departmental instructions to
regulate the review and weeding out of records maintained by
officers and their personal staff.

Requisitioning of records

(1)

(2)
(3)

No recorded file will be issued from the Unit, departmental
or Archival records except against a signed requisition in
form prescribed.

The requisition will be kept in the place of the file issued.

If a requisitioned file initially obtained for being put up in
one case is subsequently put up on another, a fresh
requisition should be given to the Unit daftry or sent to
the departmental record room, as the case may be, for
replacing the original requisition which will be returned
to the office concerned.

On return, the requisitioned file will be restored to its place
and the requisition returned to the Unit/official concerned.

Files obtained by a Unit from the departmental record room
will normally be returned within 3 months. If they are not
received back within this period, the departmental record
room will remind the Unit concerned. For this purpose,
the record room will maintain a simple register for keeping
arecord of the files issued to the various Units each month.
A similar register will be maintained by each Unit as a
record of files borrowed from it by other Units.

Files obtained by a department from the National Archives
will not normally be retained for more than 6 months except
with the latter’s specific knowledge and consent.

© 2003-2007, National Institute of Fashion Technology (NIFT)
Hauz Khas, New Delhi - 110016, India.
For restricted use within NIFT only.



checks on delays

Chapter 26

(7) A locked complaint box will be placed at the centre

CHECKS ON DELAYS

Time limits

Time Limits will be fixed for disposal of as many types of cases
as possible handled in the Department through departmental
instructions. As a general rule, no official shall keep a case
pending with him/her for more than seven working days unless
higher limits have been prescribed for specific types of cases
through departmental instructions. In case of a case remaining
with an official for more than the stipulated time limit, an
explanation for keeping it shall be recorded in the note portion
by him/her. The system of exception reporting will be introduced
to monitor the disposal of receipts.

Handling of Public/Staff Grievances

(1) Al officers of the level of Centre Chief Admn. Officer will
redress public grievances pertaining to the divisions under
their charge. They will view public grievances with
sympathy and make special efforts to decide on such
cases expeditiously.

(2) Each Centre will set up Internal Grievance Redress
Machinery for public as well as staff.

(3) Asenior officer of the level of Centre Registrar should be
designated Public Grievances Officer. An officer of the
level of Dy. Registrar/Assistant Director should be
designated as the Staff Grievance Officer.

(4) The name, designation, room number, telephone number,
gtc., of the Public Grievance Officer should be displayed
prominently at he Centre Reception and some other
convenient place in the office building of Centre so that
the public are made fully aware of it.

(5) Every Wednesday of the week should be observed strictly
as a meetingless day. The Public Grievance Officer and
other officers of the level of Chief Admn. Officer and above
should remain in their offices during specified hours (1000
hours to 1300 hours) on every Wednesday to receive and
hear grievances of the members of the public.

(6) The receptionists, security personnel and peons will be
given suitable instructions about the meetingless day so
as to allow the members of the public to meet officers on
that day without prior appointment.

Reception for convenient registration of complaints by
members of the public which must be opened by the
designated officer at regular intervals.

(8) In the interest of expeditious disposal of grievances the
Public Grievance Officer will be empowered to call for
papers/ documents of cases pending for more than three
months and take decisions with the approval of the Director
Centre.

(9) (a) Each grievance petition will be acknowledged within
15 days. Even if no action is warranted on a petition,
areply intimating the stand of the organisation must
be sent to the petitioner.

(b) -~ Time limits will be fixed for disposal of various types
of public/Staff grievances which are handled in the
unit with due regard to the minimum time needed
for each type, through departmental instructions.

(c) While sending replies communicating final decision
rejecting a grievance petition, the reason or the rule(s)
under which it has been rejected will be communicated
to the petitioner alongwith details of the appellate authority
wherever applicable.

(10) The record of grievances will be retained in the computer
for one year after the date of final disposal of the
grievances.

Weekly arrear statement

(1) On the first working day of every succeeding week, each
Unit Incharge will give particulars of receipts/cases
pending with each dealing hand for more than 7 days in
the form at Appendix 12.

(2) The Unit Incharge will also prepare similar statement in
respect of receipts/cases required to be dealt with by him
and pass them on to the Research Assistant / Sr. Assistant
/ Asssitant / Junior Assistant.

(3) The Research Assistant / Sr. Assistant / Asssitant / Junior
Assistant will consolidate the above statements in the form
at Appendix 13 and submit the consolidated statement to
the Unit Incharge on the same day. In a computerized
environment the Unit Incharge will generate a pendency
statement from the computer on the first working day of
every week.

(4) The Unit Incharge will :
(@) check the consolidated arrear statement for
aceuracy;
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(b) scrutinise the statement of receipts/cases which is
more than one week old;

(c) give his remarks or instructions, where necessary;
and

(d) submit the statements to the branch officer.

(5) The Unit Incharge will watch the progress of work in the
Unit and, where necessary, give suitable directions for
expeditious handling of delayed receipts/cases.

(6) On receipt back in the Unit action will be taken as per
directions.

Monthly statement of cases pending disposal for over a
month

(1) Every Unitwill prepare, each month, a statement indicating
briefly the position of each case pending disposal for over
a month.

(2) On the last working day of each month, the Research
Assistant / Sr. Assistant / Asssitant / Junior Assistant will:

(@) gothrough the case sheets (Appendix 14) of pending
cases for the preceding month and indicate the latest
position of each case included in column 2 of the
statement;

(b) prepare fresh case sheets for cases opened during
the preceding month but not yet finally disposed of,
by completing columns 1 and 2 of the form and top
fixed entries; and

(c) hand over the case sheets to the dealing hands
concerned.

(3) The dealing hand will:

(@) scrutinise entries in the first two columns of the case
sheets;

(b) drawared line across case sheets of cases that have
been finally disposed of or transferred to call book ;
and

(d) return the case sheets to the Research Assistant /
Sr. Assistant / Asssitant / Junior Assistant by the
2nd of the month following that to which the
statement relates.

(4) The Research Assistant / Sr. Assistant / Asssitant / Junior
Assistant will:

(@) remove the case sheets of files that have been finally
disposed of or transferred to call book for being kept
in a separate folder;

(b) arrange the remaining case sheets in chronological
order of the dates of the commencement of cases,
the latest being on top;
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(c) placethe case sheets inafile cover marked ‘Monthly
statement of cases pending disposal for over a
month’;

(d) prepare in duplicate a numerical abstract in the form
at Appendix 15; and

(e) submit the monthly statement and the two copies
of the numerical abstract to the Unit Incharge by the
3rd of the month.

(5) The Unit Incharge will:

(@)  scrutinize the case sheets and, where necessary, add
his remarks;

(b) check the numerical abstract for accuracy;

(c) submit the monthly statement and one copy of the
numerical abstract, with a brief forwarding note, to
the branch officer by the 5th of the month; and

(d) send the second copy of the numerical abstract to
the internal work study unit.

(6) Unless otherwise provided in the departmental
instructions, the monthly statement together with the
numerical abstract will go up to the Centre Registrar. Each
of these officers may:

(@) -~ add such remarks as he would like to make about
latest position of a case;

(b) in suitable cases give directions or make
suggestions for expeditious disposal.

(7) The Registrar may bring any case included in the monthly
statement to the specific notice of Director or DG, either
through submission of the monthly statement itself or
otherwise, as deemed fit.

Monthly progress reports of recording and review of files

On the first working day of each month, the Research Assistant
/ Sr. Assistant / Asssitant / Junior Assistant will prepare, in
duplicate, progress reports on the recording and review of files
for the preceding month, in the forms specified and submit
them, together with the following records, to the Unit Incharge:

(a) register for watching the progress of recording ; and
(b) lists of files received for review.

Watch on disposal of communications received from VIPs

A special watch on communications received from VIPs will be
kept along the lines mentioned in para 72.

Monitoring of Court cases

(1) The Personal Assistant of each Chief Admn. Officer will
maintain a separate register of Court Cases from the date
of filing the petition/application in Court in the form given



in Appendix 17. The serial number at which a petition is
entered in the register will be prominently marked on the
petition/application together with its date of registration

To keep a watch on status of Implementation of Court/
CAT judgements/orders, each unit will:

(@) maintain a register as in form specified; and

(b) mark out prominently those Court cases finally
implemented by rounding off the serial numbers of
the register in red ink and give date of
implementation of Court orders.

If for any reason Court case is received by a unit without
being registered in the personal Unit of the Centre Director/
Chief Admn. Officer, immediate steps will be taken to get
it registered there.

Onthe 1st & 15th day of each month, each Unit will submit
the register along with the reports in the form specified to
the Centre Director/Chief Admn. Officer. The report, with
the remarks of Centre Director/Chief Admn. Officer, will
be submitted to the Director/Joint-Secretary and register
will be returned to the Unit.

The personal assistant of the Chief Admn. Officer will check
whether all the Court cases entered in its register figure in
the reports sent by the Units. If any discrepancy is found,
it should be reconciled. Thereafter, the report will be
submitted to the Director for scrutiny and for such other
action as he may consider appropriate.

Register of Parliamentary Assurances

(1)

(2)

(3)

Each Unitina centre will keep a record in the form specified
of Assurances given by Ministry of Textiles to a House of
Parliament, whether in replies to questions or in the course
of discussions on bills, resolutions and other motions. A
separate register will be maintained for each House and
entries therein will be made session-wise.

The Unit Incharge will:
(@) scrutinize the registers once a week;

(b) ensure that necessary follow-up action is in fact
being taken; and

(c) submit the registers to the centre Registrar every
fortnight if the House concerned is in session and
once a month otherwise, drawing his special
attention to the Assurances which are not likely to
be implemented within a period of three months.

The Chief Admn. Officer will keep the Director & DG
informed of the progress made in the implementation of
promises and undertaking given by him in Parliament.
Cases, in which there is likely to be any delay in the
implementation of a promise or an undertaking, should
be particularly brought to their notice.

checks on delays

9  Check-list of periodical reports

(1)

To ensure timely receipt, preparation and despatch of
periodical reports, each Unit will maintain two check-lists,
one for incoming reports and the other for outgoing reports,
in the forms specified. All periodical reports will be listed
in column 2 of the appropriate check-list in the order of
their frequency, weekly reports being entered first,
fortnightly reports next, and so on.

The check-lists will be prepared at the commencement of
each year, approved by the Unit Incharge, shown to the
centre Registrar and displayed prominently on the wall.

The Unit Incharge will go through the check-lists once a
week to plan action on items requiring attention during
the next week or so. After a periodical report has been
received or despatched the relevant entry in the date
column of the appropriate check-list will be rounded off
in red ink.

10 Review of periodical reports/returns

(1)

All' periodical reports and returns relating to each Unit will
be reviewed at the level of centre Registrar every three
years with the following objectives;

- to eliminate those that are unnecessary;

- to redesign those that do not provide information/
data in usable form;

- to rationalise/simplify the essential ones by
combining two or more of them when possible; and

- to revise the frequency in relation to the need with
due regard to constraint of time required for
collection of information/data from field levels.

The Head Office will consolidate the reports received from
the various centres and send a report covering the NIFT
as a whole to DG by the 30th of April.

11 Responsibility of expeditious disposal of work

(1)

The primary responsibility for expeditious disposal of work
and timely submission of arrear and disposal statements
rests with the Unit Incharge. To this end, he will inspect
the Unit diary and the assistant’s diaries, and take such
other action as may be necessary to ensure;

(a) that no paper or file has been over looked; and

(b) that no receipt or case actually pending with the
dealing hand has been excluded from the relevant
arrear statement.

The centre Chief Admn. Officer/Deputy Registrar also will
keep a close watch on the progress of work in the units
under his control. In particular, he will ensure that the
prescribed arrear and disposal statements are submitted
punctually and regularly.
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Chapter 27

INSPECTIONS

Purpose and periodicity

Each centre of NIFT will be inspected by Head Office once
a year to ascertain to what extent the provisions of this
manual and the instruction issued thereunder are being
followed. Head Office will also inspect once a year all
attached and subordinate centres through Chief Admn.
Officer (Establishment)/Deputy Registrar (Estt)/Assistant
Director (Estt). Questionnaires will be used for this
puUrpose.

The Record Room in the centre will be inspected in
association with the Head Office once a year. Questionnaire
will be used for this purpose.

In addition to the information mentioned at sub-paras (1)
and (2), the Administration/ Establishment Unit will also
generate information in the form given at which will be
updated monthly and will be used by the Department as a
tool of Management Information System.

The information generated in the form at the entire
Department will be consolidated by the Head Office MIS
Unit. The information culled from the above will then be
submitted to the DG in the form given at Executive Summary)
gvery quarter to facilitate monitoring of key issues.

Head Office will also undertake a study in two or three
Centres each year for sharing ideas and experiences in
the field of Establishment, Administration, Public
Grievance redress, Audit and 0&M for mutual benefit.

Inspecting authorities

As far as possible, the inspection will be conducted by an officer
of or above the level of Deputy Registrar/ Assistant Registrar
who does not handle any part of the work of the Unit to be
inspected.

1
(1)
(2)
(3)
(4)
(5)

2

3

(1)

Inspection programme

The Head Office MIS Unit will draw up in advance every
year, for the approval of the DG, a monthly programme of
inspection of Centre Units to be undertaken during the
following year, indicating the names of the inspecting
officers and the months in which the inspections would
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be carried out.

(2) The programme will also include a few Units to be
inspected by the officer in charge of the Establishment
Department.

(3) The Head Office Internal Work Study Unit will also arrange
for a joint inspection of record room by an officer of the
Establishment Department

(4) Atthe end of every quarter, the Head Office MIS Unit will
submit to the DG, a report indicating whether the
programme of inspections for the previous quarter was
carried out.

4  Inspection report

(1) The inspecting officer will present his report to the Head
Office MIS Unit endorsing a copy each to the Cente Chief
Admn. Officer/Unit Incharge. In the case of record room,
a copy of the inspection report will also be endorsed to
the Chief Admn. Officer (Estt).

(2) The Unit Incharge will take necessary action to rectify the
defects pointed out in the inspection report and submit a
compliance report to his Centre Chief Admn. Officer within
fifteen days, endorsing a copy to the Head Office MIS
Unit and the Inspecting Officer. The Head Office MIS Unit
will review the action taken on inspection reports.

(3) The Deputy Director, MIS Unitwill report the significant points,
if any, emerging from the inspection reports to the DG.:

(@) number of units inspected during the preceding
financial year;

(b) name of the centres inspected;
(c) deficiencies noticed in the existing procedures;

(d) suggestions received for improvement of procedures
common to all departments, together with his
comments thereon; and

(e) any other points of general application emerging
from the inspections.

5  Supplementary inspection

(1) Apart from the annual general inspection (vide para 81),
departmental instructions may prescribe supplementary
inspections for all or any of the Units, with special reference
to the nature of their work.

(2) Surprise inspections may be organised in accordance with
such instructions as the DG may lay down.

)



Chapter 28

Miscellaneous

(1)

(1)

Annual Action Plan

Formulation - In order that the programmes and projects
undertaken by a Centre are implemented in a systematic
manner, each Centre will formulate an Annual Action Plan
in the month of January and forward it to Head Office MIS
Unit. The Action Plan will reflect the manner and time-
frame of action with month-wise break-up of targets to be
achieved in respect of each of the activities to be performed
during the ensuing financial year.

Accountability - The action plan will identify the levels of
accountability, both direct and supervisory, for
implementation of each action point. Achievement of
action plan targets will form an important element of
performance appraisal of each employee.

Review - Each officer will review the progress made against
action points pertaining to his charge every week and take
appropriate steps for effective and timely implementation
of the tasks assigned. DG will review the performance of
the Centre as a whole in respect of the Action Plan items
in a meeting with centre Registrar.

Official language for purposes of Government work

In accordance with the provisions of Article 343 of the
Constitution, Hindi became the official language of the
Union with effect from the 26th January, 1965. However,
the Official Languages Act, 1963 permits the continued
use of English for specified purposes of Government work
subject to certain conditions. The Official Languages
Rules, 1976 have been framed under the Official
Languages Act, 1963. Instructions are issued from time
to time by the Department of Official Languages to ensure
compliance with them. Each year an annual programme
of action is also issued.

Each Centre is expected to ensure that the provisions of
the abovementioned Act, Rules and instructions issued
thereunder as well as the annual programme of action as
prepared by the Department of Official Languages are
strictly observed. In particular the following should be
ensured:-

miscellaneous

Communications to the offices of State Governments
and the Administration of the Union Territories or
persons residing in Region (A) i.e. Bihar, Chattisgarh,
Haryana, Himachal Pradesh, Jharkhand, Madhya
Pradesh, Rajasthan, Uttaranchal and Uttar Pradesh,
as well as the Union Territories of Delhi and Andaman
& Nicobar Islands, and in Region (B) i.e. Gujarat,
Maharashtra and Punjab as well as the Union Territory
of Chandigarh as defined in sub-rules (2)(f) and
(g) of the Official Languages Rules 1976, shall be
made in Hindi. In case a person responsible for
drafting a letter does not have sufficient knowledge
of Hindi the draft prepared by him in English will be
translated into Hindi and the letter will be issued in
Hindi.

Communications to the offices of the remaining
States and Union Territories as well as persons
residing therein may be made in English.

Correspondence with Central Government offices
located in all regions shall be made in Hindi in the
proportions as fixed in the Annual Programme issued
by the Department of Official Languages.

All communications received in Hindi, irrespective
of their source, shall be replied to in Hindi.

For noting as well as drafting purposes other than
those specified herein before an official is permitted
to use Hindi or English, according to his
convenience.

An official who does not possess working knowledge
of the language used in a case, is provided with a
translation or a precis thereof in the language he
knows and employs for the purpose of Government
work.

Both Hindi and English are used for:-

Resolutions, general orders, rules, administrative
and other representations, notifications and press
communiques;

Administrative and other reports and officials papers
laid before a House of Parliament; and

Contracts and agreements executed as well as
licences, permits, notices and form of tenders.
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.3 Compilation/consolidation of orders/instructions

(1) In April every year, each Unit will prepare a list of subjects
inrespect of which orders issued by it require compilation/
consolidation.

(2) The list will be submitted to the Registrar who, after
approval of list, will fix a time-bound programme for
completion of compilation/consolidation work.

(3) A copy of this programme will be sent to the Head Office
MIS Unit.

(4) Head Office MIS Unit will send the report on the progress
made to the DG by 30th of April every year.

4  Review of rules, regulations and manuals

(1) Every Centre/Unit will maintain an up to date list of rules,
regulations and manuals administered by it and take action
for their review, every three years.

(2) Head Office MIS Unit will report the progress made in
review of rules, regulations and manuals to the DG by
30th of April every year.
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APPENDICES

APPENDIX 1

Dak Register
[Vide para 3(6)]

Date ..................
S.No. Particulars of dak received From whom To whom Remarks
received sent
Number Date
1 2 3 4 5 6
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APPENDIX 2
Unit/Desk Diary for Receipts

[Vide para 6(1) and (2)]

Date ..................
Number & date of
gl Diary receipt From Brief To File Replied to Noreply  [Remarks
NO‘ Numbe whom subjec whom No. i i was
" | Number | Date | e Hindi | Englis | "%
h 4
1 2 3 4 5 6 7 8 9 10 1 12
INSTRUCTIONS
1. Column 1, a Running Summary SI.No. will be given datewise.
2. Columns 2-7 will be filled at the stage of diarising i.e. before the receipts are made over to the dealing hands.
3. Devnagri script will be used for diarising Hindi receipts. In case Hindi is used for all entries in the Unit pdiary, Hindi receipts may be
suitably distinguished by either marking “Hindi'in Column 12 or using a different colour of ink.
4. Column 8 will be filled on the basis of entries in Column 5 of the assistant's diary. For this purpose, the Research Assistant / Sr. Assistant/
Asssitant/ Junior Assistant will collectand consult the assistant" diaries periodically, say once a week.
5. Columns 9and 10 will be filled by Research Assistant/ Sr. Assistant/ Asssitant / Junior Assistant on receipt of office copy of issue.
6. Column11 will be filled by the dealing hand after a decision has been taken at an appropriate level that no reply is necessary.
7. Movementof receipts marked to officers for perusal will be indicated in column 12.
8. Inthe case ofadesk, all the columns will be filled, atappropriate stages, by the supporting staff attached to the desk functionary.
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APPENDIX 3
Personal Unit Diary
[ Vige para 7(1)]
Date ..................
Sl. Diary Number and date of From whom | Brief subject To whom Remarks
No Number receipt received marked
Number Date
1 2 3 4 5 6 7 8
INSTRUCTIONS
1. Column 1 a running S.No.will be given datewise.
2. Columns 2 to 6 will be filled at the stage of diarising, i.e. before receipts are sent to officers.
3. Column 7 will be filled after the receipts are seen and passed by the officers.
4. Subsequent movement of papers, when received back from higher officers, will also be marked

in column 7 after striking off the previous entry.
5. Important instructions recorded by the officers will be briefly entered in column 8.
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APPENDIX 4
Assistant Diary

[Vide para 12(2)]
Date ..................
S.No. Diary No. or File No. Subject File No. Date of submission
1 2 3 4 5
INSTRUCTIONS

1. Column 2 should show ‘diary number’ or ‘file number’ according as the paper marked to a dealing hand is a receipt or a
come-back case.

2. Column 4 need be filled only in respect of diary numbers.

3. The date on which receipts/files are received by the dealing hand should be entered in red ink across the page above the
entries to be made for the day.
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APPENDIX 5
STYLE IN NOTES AND DRAFTS'

[Vide paragraph 20(12)]

The style in notes and drafts is as important as their contents. The
following will be observed in drafting and also in writing notes:-

(1)

(2)

“Information” is singular. If information is called for on
many points, it does not become “:Informations:”

The words “Proximo”, “ldem” and “Ultimo” should be
avoided. They are not necessarily even abbreviations and
they possess no other recommendations. On the contrary,
they lead to confusion and one has to take the trouble of
looking at the date of the letter to find out what they mean.
The names of the months must be used instead.

“The same” must not be used instead of “it” or some
other simple word.

Such needlessly formal words as “therein” and “thereon”
should not be used instead of “init’ or “on it”.

The preference for passive verbs over active verbs
generally make the style vague and clumsy, as “It is
understood” for “I do not understand” or “The date of
issue of the order should be reported by him” for “he
should report when he issues the order”.

A simple or short word is to be preferred in place of a long
phrase. Examples of needless verbosity are preference of
“make the assessment” to “assess”, “purchase”, to “buy”,
“commence” to “begin” and “omitted to” or “failed to” to
the simple “did not” (the two latter ones are very common);
“make enquires” for “enquire”; “building purposes” for
“buildings”. Where

“omit” by itself is proper and sufficient. The love of such
redundant phrases is displayed as “has been omitted to
be entered in the register” instead of “has been omitted
from the register”. Another widespread error is the use of
“for being” instead of “to be” and “for doing” instead of
“to do” and “returned for being stamped” instead of “to
be stamped”. If the Secretary orders that an assistant
should be punished “for being corrupt” it does not mean
“in order to make him corrupt”.

Foreign or classical words and expressions should be
avoided as far as possible; vernacular words should only

be used when their meaning cannot be expressed equally
well in English.

Short sentences should be preferred to long ones
“Director's/Registrar’s attention is invited to
OM............. He is requested ..” is better than “The
Secretary’s attention is invitedto  O.M............ and
he is requested”. “In case in which” is a clumsy phrase
for which ~ “when”, “where” or “if” can usually be
substituted. The word “necessary” is usually
superfluous in such phrases as “the necessary entries”,
“the necessary corrections”, “the necessary
instructions”, etc.

The phrase “do the needful” should never be used. Either
state definitely what is to be done or say “do what is
necessary”. The word “avail” is very awkward one, as it is
reflexive and also takes “of” after it. It is better avoided.
Moreover, if you do use it, you must not say “the leave
was availed of” or “I availed of the leave”, still less “he is
permitted to avail the holidays”. You must say “I availed
myself of the leave” and so on. But why not simply say
“took the leave™? “Available” also is a bad word. A register
“not readily available” may mean anything, for example,
that it was needed for reference by one of the members,
or had been sent some-where out of the office, or was
locked up and the key was elsewhere. It is very annoying
to have one’s work increased by having to send a note
back to ask what it means.

(10) Splitinfinitives should be avoided. Write “Kindly to state”

and not “to kindly state”. A very common and equally
objectionable feature of official communications is a
similar splitting of other verbal phrases. For instance, “The
Deputy Commissioner will, in the circumstances now
stated, be requested” is not good English. It is quite as
gasy to say “In the circumstances now stated, the Deputy
Commissioner will be requested to...............

(11) Do not write “marginally noted” which could only mean

“having marginal notes”. Write “noted in margin”.
Similarly “Plan marked” could only mean “marked with

1 Borrowed from an appendix of Government of Assam Manual of Office Procedure Secretariat, 1968 which had been adapted from an appendix

of the (then) Government of Madras Secretariat Office Manual, 1960.
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plans” (Compare “pock-marked”), and “plaint mentioned”
neither does nor possibly could mean anything.

(12) Instead of such a phase as “the figures for 1949, 1950
and 1951 were 256, 257 and 348 respectively” which is
confusing, write “the figure for 1949 was 256, that for
1950 was 257 and that for 1951 was 348”. This is a little,
ifatall, longerand is perfectly clear. “Former” and “latter”
should also be avoided as they are constant sources of
confusion.

(13) Do not ride any phrase to death. Some persons begin
gvery letter with the phrase “with reference to”, It is better
to vary the phrase so as to make it definite. Say “In reply
to”, “As directed in” and so on; or begin in narrative form
“In- their  order.............. Government
directed...............". Avoid the phrase “with
advertence to”.

(14) In ordinary English “in case” does not mean the same as
“if” “I shall take my umbrella in case it rains” means “so
as to be prepared for rain”. Nor does “as well as” mean
the same as “and”. It is much more emphatic. It would be
absurd to say “a man was 5 feet 8 inches high as well as
21 years of age”, But you might well say that “he was a
good painter as well as a remarkable musician”.

(15) The fondness for writing “as well as” for “and” and “in
case” for “if” presumably arises from the fondness of the
users for a longer expression. “In case if” is a stage further
on the downward path. “I am unable to” for “I cannot”
and “hand over” for “give” are other common examples
of the preference for the longer phrase. “By the time” is
sometimes wrongly used for “then”. “By that time” is
sometimes wrongly used for “then”. “By that time” is
means “then”. “By the time that” means “when”. Always
as definite as possible.

(16) “As such™ is often misused. It is correct to say “Mr. A was
then the Superintendent and as such was bound to report-
“"but “Mr. A was not then the Superintendent and as such
he is not to be blamed” is meaningless. “While such being
the case” is a familiar embellishment of criminal
complaints, etc. “While” is here redundant.

(17) Tenses and moods are misused in almost every note or
draft. The misuse of “had” is one of the commonest errors.
The pluperfect “had” is rightly used to emphasize the
priority of one event in the past to another. It is correct to
say “I had gone to bed when the house caught fire” but
senseless to say “l had gone to bed at 10 O’clock last
night” (“1 went” is correct)-unless the meaning is that
you had gone to bed before 10 0'clock. The present tense
is wrongly used for the incomplete perfect, as in “l am
record-keeper from 1906. “I have been record-keeper
since 1906” is correct. “Government press for a reply”
should be “Government are pressing for a reply”. “The

following men now act” is wrong. It should be “are now
acting”. “Act” means “usually act” or,  habitually act”; are

acting” emphasizes the fact that they are doing so now.

(18) “Must have” is sometimes misused for “should have” or
“ought to have”. “Must have done it” means that he
certainly has done it. It is not to be used to mean that he
has not done it but should have. “Till” is commonly
misused inaway that it is positively misleading. “No reply
was received till January last” implies that a reply was
received on January 1stbut it is erroneously used to mean
that even on January 1st no reply had been received. To
convey this latter meaning “up to” with the pluperfect is
the correct English-"Up to January 1st, | had received no
reply”.

(19) Distinguish “all the stamps have not been punched” which
is ambiguous from “Not all the stamps have been
punched” or “the stamps have not all been punched”,
which mean that some have been punched and some not.
These phrases are commonly confused. “He has yet to
collectRs. 1,000”, is not ordinarily modern English. “Still
has” is correct. “Yet” may be used with a negative, e.g.,
“has not yet applied” and is only used with a positive a
verb in special phrases such as “I have yet to learn”.

(20) “So” is not equivalent to “very”. It is sometimes written
“the peon is so impertinent” “l warned him so many time”
meaning “very impertinent”,” very often”. “Not so bad”
means “rather goods’, but this is a colloquial phrase.
Similarly,” too” has generally a relative sense, that is, it
implies exacts relatively to a certain standard or object
not absolute intensity so to speak (except in a few
colloquial phrases such as “it is too bad”); but it is
commonly written “it is too hot” meaning “it is very hot”.

(21) The verb “to hope” implies pleasurable anticipation. It is
used sometimes instead of a natural word such as “think”,
and thereby producing comically inappropriate phrases
such as “I hope your honour is ill”. Omission of articles
(a,an, the) ia common fault. Itis permissible ina telegram
for reasons of economy-not elsewhere. But articles must
be used correctly. The statement “appellant is the
inhabitant of Jaipur,” implies that there is only one
inhabitant. “An inhabitant of Jaipur” is correct “This is
serious omission” should be “This is a serious omission”.

(22) “As to” is common redundant form e.g. “The Deputy
Commissioner is directed to report as to
whether”,”whether” alone is sufficient. So also “as
against”or”as compared with” are commonly used in
comparing figures, where “against” or “compared with”
are sufficientand correct. Itis correct to say “as compared
with last harvest, the yield was poor”, but not the “yield
was 4 rupees as compared with 8 rupees last year”. “As”
mean, nothing in the latter phrase.
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(23) Pseudo-accuracy account for much unnecessary verbiage.

“It any” is a common example of this fault. It is quite
unnecessary to say “The Deputy Commissioner is
requested to report the number of cases if any”. If there
are none, the Deputy Commissioner will say so. In the
same way it is unnecessary to say “The Deputy
Commissioner is requested to report whether it is advisable
ornotto”.... The use of the word “ask” instead of “order”
or “direct” produces a curiously important effect when a
lower subordinate is referred to. “The S.D.0. may be asked
to report” sounds silly.

(24) On the other hand, the use of such phrases as “atall”, “in

spite of” sometime sounds needlessly discourteous as
well as unidiomatic. “In spite of there reminders the Deputy
Commissioner has not at all cared to reply” is rude as
well as un-English “It” will be enough if the Deputy
Commissioner....” is not English. The more appropriate
phrase is “the Deputy Commissioner need only”. Avoid
pretentious words such as “penultimate”. “Last but one”
is quite good enough.

(25) “I am directed to request that you will be so good as to

furnish me with information as to whether” is the sort of
stuff that we come across frequently. “I am directed to
enquire whether” means exactly the same and is not
unduly curt. Never use several words where one will do.
Do not write “make an application” but “apply” or “a liable
of the value of fifty paise only” instead of “a fifty paise
stamp”. Addition of the word “only” after any sum of
money is in place in a bill or cheque not elsewhere.

(26) “In this connection” at the beginning of a sentence is a

favourite bit of hackneyed padding. It means nothing at
all. “In returning herewith” a favourite but inappropriate
type of opening phrase. It is often aggravated by making
the subject of the main sentence different from the implied
subject of “returning” or by changing to the passive
construction. You can say “In returning...| am directed to
point out”. You must not say “In returning herewith the
statement received with his letter....the Deputy
Commissioner is informed”. But this is quite common.
On the other hand, such phrases as “Turning to
paragraph....it may be observed” and so on (“Regarding”,
“Concerning”, “Considering”, etc.), are unobjectionable
though “Turning to paragraph 1” is no doubt more strictly
correct.

(27) Aneedless anxiety to avoid repetition gives rise to various

faults. Sometimes, instead of repeating a man’s name, an
assistant will say “the individual” which is not good
English. The use of “former and latter”, “respectively”
and “the same” have been mentioned already and also
come under this head.

(28) The words “Comprise”, “compose” and “consists” are

confused with each other. It is written “the land comprises
of 3 plots” or “is comprised of”. The correct forms are
“the land comprises consists of is composed of three
plots”. Itis also written “the old building was substituted
by a new one”. You can say “a new building was
substituted for the old one” “or” “the old building was
replaced by a new one”. “Dispose it off” is a common
error for” dispose of it”, also “tear off” for “tear up” and
“stick up” for “stick in” (You can stick a thing “up” on a
wall of course but not “up” in a book). “Stick up too” is
used for “Stick to” itself a slang phrase. “He stuck up to
the agreement” is wrong. It is also written “slips have
been pasted” and the “papers have been stitched” whereas
“pasted in” and “stitched (or preferable * Sewn’) together”
are correct.

(29) “Agree” and “tally” cannot be used actively. Figures may

agree or tally. You cannot “agree” figures or “tally” them.
Generally use unpretentious words rather than pompous
ones. “l went to camp” not “I proceeded”, “live” or
“dwell”, not “reside”. “Instead of” is much more usual in
ordinary English than “in lieu of”, which is a phrase used
mainly in legal documents. “Stamp” is the ordinary English
not “label”; and “Envelope” or " letter” not “cover”.

(30) You cannot say “He told expressed that he was unwilling”.

It must be he told me that he was unwilling”, “he expressed
his unwillingness”, “he expressed himself strongly. “Enough
of money” is not good English. Say “enough money”; “of
follows “enough” when for any reason it is necessary to
use “enough” as a substantive, e.g. “I have had enough of
this” “I don’t know enough of the language, to....” but “|
know enough Englishto....”. “None” for “no one” is obsolete
or poetical. Do not write “None made any “offer” but “no
one made any offer”. Do not say “it is not used by any” but
“butit is not used by anyone”. Do not say “this is known to
all” but “everyone knows this”. “There is no use of sending”
iswrong. It should be “it is no use sending”, “itis no use to
send” or “there is no use in sending”.

(31) Do not qualify expressions, needlessly. To do so produces

flabby style. Words like “it seems” and “it appears” are
used when there is really no doubt. “He was absent in his
house” meaning that he was elsewhere than in his house,
is a contradiction in terms. “Absent from” is correct, but
the ordinary English would be “he was not at home”, or
simply “he was away” or “was out”. “Also” is misused
with negatives. “He did not address the letter and did not
also stamp it” should be “nor did he stamp it”.

(32) “He puts himselfup at ......... " or “he is put up at”, are

wrong. The correct English (and it is colloquial) is “He is
putting up at”, “Wooden piece” for “piece of wood” is a
common error.
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(33) “I'enquired/enquired into the witness”™ is another frequent
mistake. You “examine” a witness and “enquire into” a
case. But one does not “investigate into a case”, one
“investigates it”. “Male member’ should not be used to
mean “male” or “man”. You can say “the male members
of my family”. Do not say “my family members” but
“members of my family”. “Through” meaning “past” and
“cross” meaning “went past” are frequently used e.g., “I
went through the temple”, or “ crossed the temple”. You
“cross” ariver or a road when you go from one side of it to
the other.

(34) Do not use such phrases as “has breathed his last”, or “is
nomore”, or “is dead”. “Itis high time to do so and so” is
an idiomatic English phrase. “As it was high time, the
Court adjourned the case till next day” is not English.

(35) “In view to do” so and so is wrong. You can say “with a
view to reducing” meaning “in order to reduce”, and you
can also say “in view of these circumstances” meaning
“having regard to them”. “In view to” is impossible.

(36) “You should insist on the under secretary to reply” is
wrong. It should be “should insist on his replying”.
“Address” is used sometimes as though it meant “ask”.
“Government will be addressed to reconsider their order”
is, strictly speaking, meaningless.

(37) “Government sanctioned a peon to the Deputy Secretary”
should be “for the Deputy Secretary”. “Petitioner wants
that the land should be transferred” is wrong. It should be
“wants the land transferred/to be transferred.”
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APPENDIX 6

lllustrative list of Acts, rules and instructions of a general nature to be
maintained by each Unit

[Vide para 23(2)]

Constitution of India.
Official Languages Act and instructions issued there under.
Establishment Manual
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APPENDIX 7
Specimen Forms of Communications

[Vide para 32]
(1) Letter (with endorsement)
NO. ..o
NIFT
HO, New Delhi
New Delhi, the....(Date)
To
Subject :
Sir,
* With reference to your letter No. ..................... dated ... on the subject cited above ....................ooeen.
Yours faithfully,
@ Sd/-
(AB.C)
Tele:No. ...
(Endorsement)
NO. oo
Copy forwarded for information/necessary action to :
(1)
2)
(AB.C)
Tele:No. .............
* Other alternative forms of the introductory phrases commonly used are :-
(i) In continuation of my/this Department’s letter No. ...
(i) mth reference to  the cog:tzzondence resting/ending,  with  your/this  Department’s  letter

@ To be typed on copies intended for (1) and (2) referred to in the endorsement.
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(2) Demi-Official letter

XYZ,
Tele : No.
D.O.NO. oo
(NIFT Centre)
New Delhi the 2006
My dear/Dear Shri .........................
We propose to draw up a model schemefor ..., A copy of the outline prepared in this connection is enclosed.

| should be grateful if you would let me have your comments as soon as possible. | may add that we intend circulating the drafts scheme
formally to all departments in due course for their comments.

With regards.

Yours sincerely

(X,Y,Z)
AB.C.,
Director/Chief Admn. Officer
NIFT
(3)  Office Memorandum
NO. .o
NIFT
New Delhi, the
OFFICE MEMORANDUM
Subject :
Reference is invited to this Centre O.M. No. ............... e dated
2. Doubts have been expressed whether the provisions of ........................ alsoapplyto ... [tis hereby clarified
that ........................
(AB.C)
Director/Registrar
Tele. No. - .................
To
NIFT Centre

© 2003-2007, National Institute of Fashion Technology (NIFT)
@ Hauz Khas, New Delhi - 110016, India.
For restricted use within NIFT only.



(4)  Inter-departmental note

NIFT Centre
Subject :
1. The present rules regulating the issue of identity cards provide inter aliathat ...............
2. A question has now arisen whether ........................o
3.
4.
5. This department will be grateful for the advice of the Department of Legal Affairs on the issue raised in para 4 above.

(XY.Z)
Director/Chief Admn. Officer/Dy. Registrar/Astt. Director
Tele. No....ooooviine,
Receiving Centre Name & Address
Sending Centre Name & Address
(5) Office Order
Specimen - |
NO ...,
NIFT
Head Office/Centre
New Delii, the 2006
OFFICE ORDER
ShriX.Y.Z., a permanent lower division clerk in this Centre/Unit, is granted earned leave for .......................... daysfrom..................
o With permission to prefix ..............coo A public holiday, to the leave.
2. Itis certified that Shri X.Y.Z. is likely, on the expiry of this leave, to return to duty at the station from which he proceeded on leave.
(AB.C)
Officer
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Copy to :
1. Office order file
2. Cashier
3. Unit concerned
4, ShriX.Y.Z. LD.C.
Specimen — I
NO oo
NIFT
Head Office/Centre
New Delhi, the 2006
OFFICE ORDER
It has been decided to transfer the work relatingto .......................... from ... Unitto ... Unit
(AB.C.)
Officer
Copy to :-
APPENDIX 7 — contd.
(6)0rder
NO .o
NIFT
Head Office/Centre
New Delfi; the 2006
ORDER
Shri lower division clerk in the Department of ............................. is hereby informed that it is proposed
to take action against him under rule ............cocooovvvieiiiicnnn, Of e,
2. Shri is hereby given an opportunity to make such representation as he may wish to make against the
proposal.
3.
4,
(D.EF)
Officer
Tel,No. ...
To
Shri L.D.C.
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APPENDIX 8
Essentials of a functional file index and an identifying file numbering system

[Vide para 48(3)]

Basic headss - |dentify and list basic functions of the department,
these may be called ‘basic (or group) heads’ e.g. ‘labour
relations’, ‘foreigners’, ‘fertilizers’.

Primary heads — List under each function (i.e. basic/group
heads) its main activities identifying them by appropriate subject
headings called ‘primary heads’.

Secondary head's — Divide each primary head into sub-subjects
or aspects called ‘secondary heads’.

Tertiary heads - Where necessary, break down each secondary
head into its various known factors called ‘tertiary heads’.

Further sub-divisions — In this way the process of breaking
down the function could be extended to several descending,
consecutive echelons according to needs.

Examples— Examples of basic, primary, secondary and tertiary
heads are given in the annexure.

FRational sequence — In drawing up lists of basic, primary,
secondary and tertiary heads and their further sub-divisions,
where necessary, some rational sequence in arranging the heads
in the same list may be followed. Such an arrangement may
reflect organic or procedural relationship among the different
heads of to adopt any of the following orders or a combination
thereof as convenient :

a step-wise process

an alphabetical order (particularly when representing regions,
produces, commodities, clients, organisations or institutions)

descending levels of importance of heads.

diminishing frequency of occurrence of different events
identified by suitable heads.

The first two places in the list of secondary heads under each
subject may be uniformly reserved for ‘general’ and ‘policy’
matters.

Entries in each list of standardised heads (vz Under basic
heads, primary heads, secondary heads, tertiary heads and so
on) may be arranged in alphabetical order, if any other type of
sequence as not been followed.

ldentification of basic heads— |f the number of basic heads be
large, each may be identified by a group of 2 to 3 letters
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10.

7.

12

13

phonetically selected. If it be small not exceeding 10, they
may be identified by assigning consecutive Roman numerals
to them.

For example, in the field of agriculture, the basic heads
fertilizers’, ‘seeds’, ‘plant protection’, etc. could be symbolised
by ‘Fort’, ‘Sd’, ‘Ppn’, etc., respectively.

laentification of primary heads — Next, the primary heads will
gach be identified by a group of 2-digit Arabic numerals
beginning with 11 and continuing in consecutive order upto
99.

laentification of secondary and tertiary divisions — Similarly,
gach secondary head, as also each tertiary head, will be
identified by a group of 2-digit Arabic numerals beginning with
11 and going upto 99.

Deviations — If the subjects be simple relating to a fresh or
recent activity, they may well be covered by one list of primary
heads alone or by a two-level list of primary heads and
secondary heads. Each primary heads or secondary head could
then be identified as in 8 and 9 above.

Progressive increase in levels develops as the number of
functions increases, so also when the number of activities under
gach function and the number of operations under each activity
increase.

Exception — If a paper requiring filing is such as apparently
does not relate to any of the approved lists, the following
questions may be relevant :-

whether it can come under any factor heading i.e. a tertiary
heading as related to a secondary heading;

whether it seems allied to a secondary heading as related to a
primary heading; and if not

whether it could be brought under an additional heading placed
at appropriate point in the list of primary headings.

If nothing suggests, it may be temporarily placed in the list of
primary headings as the last item.

File code — The file may then be assigned an alphanumeric
code symbol composed in the following sequence :-

(i) a single letter or a group of 2-3 letters, or a Roman
numerical representing the basic head followed by a
hyphen as the separator;



14.

(i) a 2-digit group of Arabic numerals representing primary
head followed by zero as the separator;

(i) a 2-digit group of Arabic numerals identifying the
secondary head followed by a slant stroke as the separator;

(iv) serial number of the file opened during the year under the
secondary head, followed by a slant stroke as the separator;

(v) a 2-digit number representing the year, followed by a
hyphen as the separator;

(vi) a group of abbreviating letters representing the Unit.

If the file opened relates to a standardised tertiary head, a
2-digit Arabic numeral identifying it, enclosed in brackets,
may be inserted before the serial number mentioned in
(iv) above and the slant stroke preceding it.

Example. — A file opened by Labour Relations | Unit during
1996 relating to a strike in colliery X" may have IV 13024/5/
96/LRl as the file code where ‘IV’ represents the functions group
‘labour relations’. 13 the primary head ‘strikes’, ‘0" the separator,
‘24’ the secondary head ‘coal mines’, ‘5" the serial number of
the file opened during the year under the secondary head ‘coal
mines’ to describe the colliery involved, ‘96’ the year of opening
the file and ‘LRI" the Unit concerned.

To cite another example, a file opened by Foreigners Il Unit to
examine an application of Mr. Ferrari, a French national, to visit
India may bear the coded number F 17012/2/96-FIl where ‘F’
represents the group head ‘Foreigners’, 17" the primary head
“visa/endorsement’, * 0’ the separator, ‘12’ the secondary head
‘French’ ‘2’ the serial number of the file opened during the
year under that head, ‘96" the year of opening the file, and ‘FII’
the concerned Unit.

Similarly, in Fertiliser IV Unit, file relating to fertiliser imports
could carry the code Frt-19012/3/96-FIV here ‘Frt’ would
denote the basic head ‘fertilisers’ and the other symbols would
be as explained in the above two examples.

15.

16.

File title. — A complete title of the file will normally consist of

the appropriate standardised heads (from the ‘basic’ head
downwards each separated by a hyphen) followed by a very
brief content to describe the particular question issue, event,
person, thing, place, etc. involved. The basic head, however,
need not form part of the title, when —

(a) the total number of such heads is small and from their
identifying Roman numerals, they can easily be known;
or

(b) the basic head is identified by a letter or a group of letters
phonetically selected.

Indexing. — In indexing files opened under the functional filing

system, index slips need not be prepared in respect of the
standardised (i.e., basic, primary, secondary, tertiary, etc.)
heads as the identification codes assigned to them can easily
be ascertained by reference to the standardised index as
developed. However, the ‘content’ of the file title (/e outside
the standardised headings) may be indexed if it contains a catch
word which is likely to help in recalling the case.

For instance, a file with the title “Labour relations — strikes —
Coal mines — Singhbhum Colliery Dhanbad — report regarding
—" need not be indexed under ‘labour relations’, ‘strikes’, and
‘Coalmines’ which are standardised basic, primary and
secondary heads respectively. However, it may be indexed under
‘Singhbhum’ and ‘Dhanbad’, the names of the particular colliery
and place involved in the strike. The index slip relating to files
opened under the same secondary, tertiary or the lowest
standardised division will be maintained in a single series in
the alphabetical order of the catchwords used in the titles.

Inthe departmental index, these index slips could be very easily
and briefly consolidated as follows by indicating only their sub-
number and not the full file No.
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APPENDIX 9

File Register

[Vide para 51]
STANDARD HEAD NO ...,
STANDARD HEADING ...
File No. Subject Date of Classification (and Remarks
Opening Closing year of review)
1 2 3 4 5 6
Instructions

1. Entries in columns 1-3 will be made at the time of opening files and those in columns 4 and 5 at the time of recording and reviewing them.

2. Year of review in column 5 is required to be indicated only in the case of class ‘C’ files.

3.1t as a result of the review, a file is marked for further retention, the year of the next review will be worked out and indicated in column 5.

4.When a file is transferred to the departmental record room or to another Unit department, the fact of such transfer and the relevant date, will be
indicated in column 6 — e.g.

D.RR.

M.H.A

6-1-2001

16-2-2001

Similarly when the file is marked for destruction, an entry regarding the fact and the year of destruction will be made in this column.
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APPENDIX 10
File Movement Register

[Vide para 54]

File No.

SUBJECT

To whom Date To whom Date To whom Date To whom Date

Space for recording movement of part files

NOTES : (1) Movement willbe marked by indicating the officer, Unit or department to which the file has been sent with date of sending
below it, €.g.

DS(N)

01.01.2001 MHA
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(2)  Movement of the linked files will be marked in the space allotted in file movement register for the file with which these are linked as
illustrated below —

File NO. .o,

Linked files :-
DS(N) T FNO. e,
19-2-2001 2. F NO. o,

(3) Inthe space allotted for each of the linked files in the file movement register the movement will be marked as illustrated below —

FIIE NO. e e
DS(N) Linked With File NO......c.coiii e
19-2-2001

(4)  Inthe space allotted in the file movement register for the file with which recorded files have been put up, the movement will be
marked as illustrated below —

[S1F:I01T O~ AN & 48 W/ AW B S AR
DS(N) with recorded Files —
19-2-2001 T F NO. o
2. F NO. o,

© 2003-2007, National Institute of Fashion Technology (NIFT)
Hauz Khas, New Delhi - 110016, India. @
For restricted use within NIFT only.



APPENDIX 11
lllustrative list of records fit for permanent preservation because of (A) their value for
administrative purposes, and (B) their historical importance

[Vide para 58(1)(a), (b) and (2)]

Records of value for administrative purposes

Papers of the following categories will normally be among those
required to be kept indefinitely for administration’s use : Papers
containing evidence of rights or obligations of or against the
government, e.g., title to property, claims for compensation
not subject to a time limit, formal instruments such as awards,
schemes, orders, sanctions, etc.

(1) Papers relating to major policy decisions, including those
relating to the preparation of legislation.

(2) Papers regarding constitution, functions and working of
important committees, working groups, etc.

(3) Papers providing lasting precedents for important
procedures, e.g., administrative memoranda, historical
reports and summaries, legal opinions on important
matters.

(4) Papers concerning rules, regulations, departmental guides
or instructions of general application.

(5) Papers relating to salient features of organisation and
staffing of government departments and offices.

(6) Papers relating to important litigation or ‘causes celebres’
in which the administration was involved.

Records of Historical importance

Much of the material likely to be preserved for administrative
purposes will be of interest for research purpose as well; but
papers of the following categories should be specially
considered as of value to historians :

(1) Papers relating to the origin of a department or agency of
government; how it was organised; how it functioned; and
(if defunct) how and why it was dissolved.

(2) Data about what the department/agency accomplished.
(Samples by way of illustration may be enough; but the
need for such samples may be dispensed with where
published annual reports are available).

(3) Papers relating to a change of policy. This is not always
gasy to recognise, but watch should be kept for (a)
summary for a Minister, (b) the appointment of a
departmental or inter-departmental committee or working
group, and (c) note for the Cabinet or a Cabinet Committee.

@

Generally there should be a conscious effort to preserve
all such papers, including those reflecting conflicting
points of view. In the case of inter-departmental
committees, however, it is important that a complete set
of papers be kept only by the departments mainly
concerned — usually the one providing secretariat.

(4) Papers relating to the implementation of a change of policy,
including a complete set of instructions to execute
agencies etc., and relevant forms.

(5) Papers relating to a well-known public or international
event or cause celebre, or to other events which gave rise
to interest or controversy on the national plane.

(6) Papers containing direct reference to trends or
developments in political, social, economic or other fields,
particularly if they contain unpublished statistical or
financial data covering a long period or a wide area.

(7) Papers cited in or noted as consulted in connection with,
official publications.

(8) Papers relating to the more important aspects of scientific
or technical research and development.

(9) Papers containing matters of local interest of which it is
unreasonable to expect that evidence will be available
locally, or comprising synopsis of such information
covering the whole country or a wide area.

(10) Papers relating to obsolete, activities or investigations, or
to abortive scheme in important fields.

(11) Any other specific category of records which, according
to the departmental instructions issued in consultation
with the National Archives, have to be treated as genuine
source of information on any aspect of history — political,
social, economic, etc., or are considered to be of
biographical or antiquarian interest.
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APPENDIX 12
Statement showing particulars of receipts/cases in hand for more than 7 days

[Vigepara 70(1)]
Name of Unit/Desk................................ Weekending..........................
Diary No. | Date from Brief subject Reasons for Remarks of Unit Action taken on
which pending delay Incharge/ higher remarks in Col.
officer 5
1 2 3 4 5 6
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Name of Unit

APPENDIX 13
Weekly Arrear Statement

Consolidated form for the Unit as a whole

[Vide para 70(3)]

Week [nitials of Unit
ending Number of receipts/cases Incharge

B.F. from Received Total of Dealt with

previous during the | cols. 2 during the In hand

week week and 3 week

Total Over 7
days
1 2 3 4 5 6 7 8
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APPENDIX 14

Case Sheet
[Vide para 71(2)(a)]
File/Diary No......................... Date of commencement.........................
Subject. ...
Month ending With whom pending and since | Reasons for delay Remarks of Chief Admn.
when Officer and higher officers
1 2 3 4
INSTRUCTIONS

1. A separate sheet will be maintained for each case.

2. The statement will cover not only originating Unit's/desk’s own files but also files received by it from other Unit/desks/
departments and other PU.Cs. for which no file has been opened. Their diary numbers will identify the last two catego-

ries of cases.

3. The date of commencement of a case will normally be the date of receipt of the PUC and can be ascertained from the file
register in the case of originating Unit’s/desk’s own files and from the Unit/desk diary or assistant’s diary, in other cases.

4. Entries in column 2 will be made on the basis of entries in the file movement register Unit/desk diary.
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APPENDIX 15
Numerical abstract of cases pending disposal for over a month
[Vide para 71(4)(d)]
Unit/desk.................... Year...............
As on the last Number of cases (other than those transferred to call book) pending
day of disposal
Number of Initials of Unit
between 1 | between 3 | between 6 | between1 | over | Total Cases Incharge/desk
83 36 months | & 2 years | 2 years of transferred to functionary
months | months | and one cols, | call book
year 2-6
1 2 3 4 5 6 7 8 9
January
February
March
April
May
Jun
July
August
September
November
December

© 2003-2007, National Institute of Fashion Technology (NIFT)
Hauz Khas, New Delhi - 110016, India.
For restricted use within NIFT only.



APPENDIX 16
Consolidated numerical abstract of cases pending disposal for over a month

[Vide para 72]
Ministry/Department of.................... Month ending.............
Unit Number of cases (other than those transferred to call book) pending Number of | Variation from previous month
disposal Cases

between 1 | between 3 | between 6 | between1 | over2 Total of | transferredto | inthe | in the case of col.

&3 &6 months | & 2 years years cols. 2-6 call book case of 8

months months and one col.7
year
1 2 3 4 5 6 7 8 9 10
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APPENDIX 17
Details of Pending Court Cases

[ Vige para 74(1)]
Sl. Petition / OA Name of Major Date on Date of filing Present
No. No. Court issues which subsequent status of the
with date involved counter affidavites, if case
filed
(1) (2) (3) (4) (9) (6) (7)
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Chapter 29

RECORD RETENTION SCHEDULE

INSTRUCTIONS

The schedule follows the classification, arrangement and
numbering scheme adopted for the functional file index for
gstablishments and house-keeping work.

(i.e. action thereon has been completed) and not necessarily
from the year in which it is recorded.

9. Inthe case of records other than files, for example, registers,
Categorisation of records have been done in accordance with the prescribed retention period will be counted from the date
Manual of Office Procedure (CSMOP). Wherever necessary on which it has ceased to be current.
reference has been made to General Financial Rules (GFR).
aB[?:]ZXEER Appendix 13 and MOP have been incorporated as 10. If a record relates to two or more subjects for which different
' retention periods have been prescribed, it will be retained for
the highest of such periods.
Those items of the functional file index, for which it has not
22?]?tepd0?rsolr?1|ihtios thsgéhblz figid retention periods, fave begh 11, Inexceptional cases, i.e. if the record has certain special features
' or such a course is warranted by the peculiar needs of the
department, the record may be retained for a period longer
Where necessary, additional main heads and sub-heads have than that specified in the schedule, in no case, however, will a
been opened under the appropriate ‘group headings’ and ‘main record be retained for a period shorter than that prescribed in
heads’ respectively. the schedule.
Retention periods for records (other than files) e.g. registers, 12.  Ifarecord is required in connection with the disposal of another

for which no files are to be opened and which, therefore, are
not covered by the functional file index, have been shown under
the appropriate group headings at the end.

Retention periods for records common to all departments, but
not relating to establishment and house-keeping work, and
therefore not covered by the functional file index, have been
shown at the end of the schedule.

Unless otherwise stated the records described in column 2 of
the schedule refer to files. Where necessary, other ancillary
records pertaining to such files like mortgage deeds or bonds,
nomination form, etc. would have to be retained as specifically
indicated in column 4 against the relevant items.

The retention period specified in column 3, in the case of a
file, is to be reckoned from the year in which the file is closed

record, the former will not be weeded out until after all the
issues raised on the latter have been finally decided, even
though the retention period marked on the former may have
expired in the meantime. In fact, the retention periods initially
marked on such records should be consciously reviewed and,
where necessary, revised suitably.
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