MANUAL OF PROCEDURE

OF THE

OFFICE OF THE DIRECTOR
OF EDUCATION

UTTAR PRADESH

ALLAHARAD:

NNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNN



No. B-7392/XV—218-1949
FroMm

Dr. I. R. KHAN, rH. D. (LONDON),

JOINT SECRETARY TO GOVERNMENT,
UTTAR PRADESH,

To
TaE DIRECTOR or EDUCATION,
UrTaR PRADESH, ALLAHABAD.
Dated Lucknow, February 2, 19560
SiE,
Epu. (B) WiTH reference to the corre;spcndence ending with your

DeeT.

U. 0. no. E/623, dated August 3, 1949, I am directed to say
that the Governor hasbeen pleased to appréve of the draft—
Minual of Procedure drawn up by Officer on Special Duty
(Re-crganization) Sri Bindeshwari Prasad, for your office

with # * modifications **.

* * *# *® *
* * * * *
* * *® * *

: Yours faithfully,
1. R. KHAN, Joint Secretary.

NIEPA DC

T



vorARY & WUCUMMMTATION LLRiin
«ational [nstitute of Bdveational
Alanning and Administration.

<1, -t Aamobinde Marg,

v elhi-110016 D- “\H

fhiinin s o -V




PREFACE

A MaxNvAL of Procedure for the Office was published many years
‘back. During the period that has followed education has progressed
by leaps and bounds, and in the years to come the pace is bound
to be further accelerated. This has involved additional woik and res-
ponsibility for the Office of the Director of Education. Additional
staff has necessarily to be recruited and trained. Even trivial details
of procedure and working of the cffice do matter and if not followed
lead to difficulties. A Manual affords guidance in matters of proce-
-dure and detail and shows how cases are to be prepared. Assistants
‘will do well to make themselves familiar with the nilrs contained in
‘the Manual and to follow them in their day to ‘day work as their effi-
. ~ciency and  usefulness will depend largely on ‘tlfé"extent of their
-acquaintance with the prescribed prccedure.

2. Any infringement of the rules should be brought to the notice
-of the Porsonal Assistant by the Inchargs. Similarly any orders
-of Government which affect the rulesin the Manual should be brought
to notice, The Establishment Department will prepare for issue the
‘addenda and corrigenda to the Manual and will maintain a guard-
book of all corrections issued. Every member of the office estab-
dishment will be supplied with a copy of the Manual and will bere quired
to keep his copy posted up to date. Copies of the Manual will also
‘be supplied to all subordinate cffices under the Director of Education
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CHAPTER I

ORGANIZATION
Departmental Business
1. Departments—The D. E.’s office is divided into departments a
list of which is given below :
I-A—Appointment,
II-B— {Tcxt-books.
C.talogue.
IIT-D—Dapressed Class.
IV-E—Office Establisbment—
(a) Account Section, (b) Record Room ;
(¢) ““ Q ”’ Saction.
V-F (1)—Firance, Grantsand P. W. D.
VI-F (2)—Finance Budget.
VII and VIII-G—Goneral I and General IL.
IX-H—Hindustani (Administration).
X-I—Hindusatni (Scheme and Grants).
XI—C)pying Dep-rtment.

2. List of subjects—The following are the principal subjects
falling under each department and should be a guide for the subordi-
matc offices in addressing the D. E :



1{a)

: I A DEPARTMENT
I—Appiintment, confirmation, prcmotion, transfer, leave ete..
of the fullowing :

(i) P. E. 8. (Senior scale) including cases of the old U. E. E. §.,.
Class 1.

(i) P. E. 8. (Junjor scale) {Men’s sxd Wcmen’s Bizreles).
(iii) Lecturers of Training Cclleges exr.d Superirterdents of”
Physical Trzinirg (Men’s and Women’s Branches).
(iv) Vice-Principals of C. L. Training Cclleges.
(v) Assistant Masters of Government Intermediste Colleges
intheS.S. E. S.

(vi) Assistant Masters in the L. 1. Grade (Men’sard Wotren's.
Branches).

(vii) Assissant Masters in the C. T. Grade \Men’s and Women’s:
Branches).

Including Commerce, Handicarft, Art, Physical Lrainirg, Drill
Instructors end Music T eachers.

(viii) Assistant Masters of Agriculture.
(ix) Assistant Inspector cf Arts and Crafts.
(x) Assistenit Masters f Indian Classical Lergueges.
(xi) Assistant Masters of Mcdern Indian Largue ges.
(xii) ‘Professorial stafi of Government Sanskrit Ccllege,.

Banarag.

(xiii) Assistant Inspector (f Senskrit Pathshales, TUtter-
Przdesh.

(xiv) Ministerial staft (mostly head clerks) cf Subordinate:
offices,

(xv) Infericr government servents of Subordirate cffices
when necessary.

- \xvi) Staff of the Psychological Bureau, Allehabed.
(xvii) Staff of the Governmert Ccllege of Physicel Educe-
tion (Men’s and Women’s Branches).
(xviii) Head Mastersin the S. 8. E. S. '
(xix) Lower grade Mistrosses of Government A. H. Schools for-
girls. P
II—C:rrection of the Civil List.
IT1—Resolutions passed by reccgnized Educational Associa--
ns concerring services. ’
[V—Frepiration, compilation and printing of list of Educa-
mal Officers, Parts I, IT and IV. : T
V—Cases of reimbursement of expenditure incurred by
officers shown under item no. 1.
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II “B ”’ DEPARTMENT
Text-book, etc.

1. C)nsideration oi text-broks f>r Anglo-Hindistani Schools
138938 infant to VIIL). Hindustari Primary and Middle Schools.
Normal ¥chaols and Lraining Cla.ses as well as for Basic wchocls.

2. Gonsidoration of the books and magazines ior theuse of teachers
~and for libraries as wll as £ir prizesin Eaglish and Hindustani Schocls
and prep ratiun of list of approved bocks, magazines and periodicals.

3. Preparation of the curriculum for Anglo-Hindustani Schools,
classesii fant to VIII.

4. Apprintmaint of Raviewsrs and members of the Text-Bioks
-Corm nitters and tha Binird of Hindustani Education, Uttar Pradesh.

5. Miintenance of the list cfappravad parlishers and registration
of new puablishers.

6. Fixation and increase in the prices of text-baoks.
7. Comnlaints regarding bcoks, magazines and publishers.

Cutalogue of Books

1. Ryistration of the books and woriodicals nublished in the

ISIbba,r P.:adash and received through the District M:gistrates of the
- States.

2. Pcovrration cf the Manuscriot slivs for the quarterly Catalogue
of all the Ragistered books and vericdicals.
3. C)ompilation, printing and supply of the guarterly Catalogues

4. Preparation and restcraticn of the Index card (bookwise and
authorwise) for reference.

5. Roquisitioning of such books and periodicals from the District

"M-gistrates as are required by the British Museum and India Office
Library, London.

6. Sending the books to the —
(@) Examiner ¢f Books to Governmert, U. P., Lucknow.

(6) S 1printendent, Givernment Printing and Stationery, Uttar
P.adesh, Allahabad, for deposit ir the Government Books Depot,
U. P., after tha issue of the quarterly catalogue.

7. Daaling with cases of copyright ete.

8. Supply to the U. P. Government cf the Statistical tables
.of pablications resistered ;in the U. P., according to (1) Subjects
.and (2) Languages.

III “D *’ DEPARTMENT
1. Badget for Dapressed Class Educaticn.
2. Schoduale of Now Dmands for Dspressed Class Education.

3. Leave, app intment and devustation eto. of supervisors for
.D>pressed Class Schools.
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4, GQGrants to Municipal Boards for bocks of Scheduled Caste-
students.

5. Fee exemptions and stipend to Scheduled Caste and Back--
ward Class Scholirs including Momin Ansars.

6. Miscelloneous cases in respect of Depressed and Backward
Classes.

7. Government of India stipends for Scheduled Caste studerts.
8. Preparaticn of graded list of superviscrs erd their diarics.

9. Grants to Depressed Class day and night schocls, hostels:
and libraries,

10. Admissions of Scheduled Caste boys in :

(i) Intermediate colleges ;
(ii) High Schocls;
(iii) Hindustari Schools ;
(iv) Degree Colleges ;
(v) Universities;
(vi)L.T. & C. 1. Cclleges;
(vii) Technies1Schecls;
(viii) Normal Schools.

11. Provincial Depressed Class Educetion Commrittee and als
corresprndence in connection therewith including payment of’
Trave'ling Allowence to the members. .

12. Vocationel stiperds to Depressed and Backward Class boys
in technical institutions.

13. Statistics regarding all kinds cf institutions, litraries etc., for-
" Dapressed and Backward Classes. -

14. (Contingert grant to the District Depressed Class Edveation
Committeesin Uttar Pradcsh.

15. Constitutions, Conferences and proceedirgs of the District:
Dzpressed Class Education Committees in Uttar Predesh.

1V E” DEFARTMENT
(Offuce establishment etc.)

1. Receiving, marking and distributicn of dak between various
depirtments of the office.

2. Sending ~f dak to the cfficers on tour, to the Camp Offce and’
Secretariat, Li.ckr.ow and distribution of the returned dek « mong the
various deprriments. '

3. Administration of the office, perscnal cases cfoffice emplc yees
concernir g their appoirtmerts, pron ction, leave, corfirn ation, pay,
pensicn, General Provident Fund, advances, Service Booksand Cha~
racter Rolls.

4. Indents of stationery and forms of subordirate ¢ fices and dis--

tribution among them of general circulars, (overrment Orders:
pamphlets, posters, etc.
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5. Sapply of cycles, typewriters. and duplicators to subcrdinate
-offjces. .
6. Age corrections of teachers in A. H. Institutions, Univer-
-sities and Normal Schocls, also of students who have passed H.F. E.
-and are reading in A. H. Schocls, and of cther employees.

7. Rogistration of telegraphic addresses.

8. Countersignature of transfer certificates or migraticn. .

9. Supply of Financial Handbock, Volume II, Civil Service
Rogulation, Printing and Staticnery Manual and Correction Siips
‘relating to them.

10. P.ovision and parchase of tents for Distriet Inspector of
-Schoc Is.

11. Elections. :

12. List of porsins interested in S:nskrit learning and institutions
-in ard outside India.

13. Nazal Rules, Medical Attendance Rules,

14. Offce library and office equipmer t ete.

15. Maz:intenance of Office Stock Register.

16. Preprrationof office budget and payment of salary, allowances
-contingent items.

V “F(1)”’ DEPARTMENT
Finance

1. M:nager's Returns and Grants-in-aid both recurring and
non-recurring tv A. H. institutions, hostels, special scheolsand colleges
(e.g. for the deaf and dumh) degree colleges.

2. QGrants to Associations and Societies and urban libraries.

3. qQuperannuation cases of aided school teachers.

4. Secales of pay of aided schocl teachers and allowances.

5. Acquisition of land for A" H.institutions and hypothecation
-deads. v

6. Comstruction and repiirs of Government buildings.

7. Standard plans of buildings.

8. Grants and stipsnds to aided Training institutions (boys and
-girls). _

9. Grants, recurring and non-recurring, to European :3chools.
10. Stipends under Arts. 45 and 88 of European Schools Code.
11. Grant to Sanskrit Pathshzlas and Arabic Madrasas.

12. Provident Fund cases of teachersin aided institutions (boys
-and girls) ircluding Buropoar. Schools.

13. Correspordence regarding supply of c¢3al dust, iron, steel,
%ricks ete. to aided A. H. institutions fir boys and girls.
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P, W. D. Section

- 1. All works (original and rep.irs), Audit Reports, Acquisition ¢i~
dand, Transfer of buildings, Standard Annual Repairs estimates,
taking buildings on rent fcr Intermediate Colleges and High Schools,
Preparation of rent statements and other ‘miscellaneous cases con-
nected with works in the Government institutions. : ’

2. Rosumption of savings from the allotments of annual repairs
and rates and taxes.

5. Allcases relatirg tc rates and taxes.

4. Casoes relating to the inclusion of the names of contractors in
the approved list of contractors.

5. Preparatian (f Register of Government buildings and keeping
them up-to-date.

6. Casesregarding sale of dried and other trees (in the eompound
of Government institutions). ’ »

7. Cases regarding P. W. D. schedr le cf rates.

8. Cases relating to Circuit Hovses and Dak Bungalows and
Inspection Houses.

9. Capital and revenue accounts of edvcational buildings.

10. Government Orders regarding steel contrcl and building
materials.

11. Preparation of P. W. D. schedule of new demands for majcr
and minor works.

12. Preparation of departmentaland P. W. D. budget estimates.

13. Rent cases of the offices of the District Inspectors of Schocls,
Depaty Director of Education and Inspactresses of Girls’ Schools.

VI “F (2)” DEPARTMENT
1. Exaymination, preparation and printing of the budget estimates

of Rdureation Daparbment.

2. Powparition of reappropriation statements and checking the
statements of excess and savings.

3. Advising cthor d>pirtments in financial matters.
4. Cases f rant-free quarters.

5. Theft and emhozzlement cases in Gryvernment offices and ins-
titations.

6. Financial irregularities f general type.

7. Andit repyrt partaining to the Gvernment High Schools and
Intermediate € llages.

8. Write-off ¢f Gyvernment money or the value f articles lost
by fraud or otherwise.

9. Parchxse of safe or other articles of spacial contingencies.
10. Sile by public auccion of unserviceable articles.



6

11. Dealing with cases relatirg te preper meirt:rence of ac-
counts and other questicns relatirg to private funds.

12. Amendment of Financial Handbcok, Volume V, Pert Tand
supply of it to the subordinate cfficers.

13. All stipends snd scholarships provided for in the Educa-
tioual Code, leaving the Depressed Class scholarshipe and those which
are done in other departments. -

14. Home economics stipendsat Naini.

15. Stipends for Diploma in teachirgs to girls.

16. Stipands, scholarships, medals and piizes urder the various
Endowment Lrust Schemes.

17. Stipends and aid to destitute children.

18. Special scholarskips to the dependents of deceased govern-
ment servants.

19. Soholarships under Compassiorzte Fund.

20. Special scholarships sanctioned by Government.

21. Scholarships awarded by other Provincial Goveir ments.

22. L-an to children of refugees.

23. Soecinl Scholarshivs to the children of residents of certain
villages in Naini Tal.

24. Scholarships urder the 1918 scheme for the «cuceticn of
childran of soldiers and followers who served in the last Great Wer.

25. Geners] Providert Furd Rules and advinces to govertment:
servants of Subordinaie Offices.

26. Remunrration bills of the S-cr:tiry, Int'rm diate Board,
Uttar Prad: sh, Regis'rar, Departm nt: ] Examiratiors Utter Pradcsh
and Inspector of Arabic Mcdars s, Uttar Piad s'.

27. Am ndm nts to Financial Hardbook, Volum~ IIT, Trawv<lling
Allowance Rules, .

28. Interpretetions of Travrlling Allowence Rul:s.

29, Hous~ building and conveyance adveners. '

30. House rent ¢llowsne s to the heads of Gov rnm-nt institu-
tions, host 1 superint ndents and modc1 school head teach: rs.

31. Grant of p rmanent advinc:s to subordinzt: offices and ing-
titutions. '

32. Distribution of the allotm:nts of tour, T.A. and ex2mination
charges.

33. Qomprrison and verificetion ¢f stetcmnt of income and
expen Jiture of subordinate officcs with those riccived in Accoun-
tant Gen r.I’s Office.

34. P .trol ration end supply of p trol coupoins to offie~rs.

35. T. A. aud Tour progr mm's of D puty DI ctor of R gions
Regional Insp-ctr. 8ses, Insp. ctors of Ori nt.l Institytiors, Insp._ctor
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of Eurovean Schools, Principal of Government, Sanskrit College,
Banaras, Principals of Lraining Colleges and Principal, College of
Physical Education.

36. Investigation of all cleims in econnection with tra velling

allowances.
VII axp VIII—* G-1” axp ““ G-I’ DEPARTMENTS
English Secondary Education

1. Admissior and promotion of students in A. H. Secondary
and English institutions.

2. Rustication, expulsicn and other punishmernt to students.

3. Strikes and discipline.

4. (oncessions in fees, interpretation ¢f inter-schoolrvles.

5. Religious instructions and prayers in schools.

6. Hbolidays in schoc!s and colleges and Friday prayers.

7. School and College Committee of Government institutions,

8. Lendingof Educational buildings for non-educational purposes

9. Educational Code, its revision and issue of correction slips.

10. Agreement fcrm of teachers in non-Governmernt A. H. insti-
tuticns

11, Farewell parties to officers and acceptance by them of
addresses from their subordinates.

12. Avneal cases of teachersin non-Government A. H. institutions
and camplain’s of teachers against management and vice-versa.

13. Recognition of A. H. and European institutionsand Trairing
C»-lleges, conversicn of Hindustani institutions as A. H. institutions.

14. srovincialization of A. H. institutions end introduction
of new subjects in Government institutions.

15. C-llction ofannualreturns snd material for the issue of
annual and quinquenni. 1 reports on education in the State.

16. Inspection reports on A. H. institutions.

17. Railway concessions.

18. Writing-off of books from libraries of Government 1nst1tut10ns

19. Supply cf seeds to A. H. institutions and Grow-Mcre-Food
Campaign.

Miscellancous

1. Education of European and Anglo-Indian Schools (except
grant-in-aid and scholarship cases). Constitution of Provinciel Board of
Anglo-Indian and Eurcpean Education, &yllebus for Eurcpean Schools.
Award of Provisional and Permanent certificates to the students pas-
sing frcm the All S-ints Diogesar College, Naini Tal and Code of
Regulations for European Schools.
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2, Changesin names of schools, culleges students and teachers.
3. Eductional Endowments.
4. Recess of officers at the-hills,
5. Cases rolating to students going abroad for studies.
- 6. Boy Scout and Girl Guide camps.

7. Recognition of Educational Officers Asso<:1a.t1ons and action
on their resolutions.

8. Award of Acting Teachers Cermﬁca.tes exemption of teachers
from- training qualifications and the Departmental Special Hindustani
Examination.

.9.  Central Advisory Board of Education in India and its resolu-
tions.

10. TUniversity Ordinances and Rules of Management of Degree
Colleges.

11. Constitutions a,nd regulations of the Board of High School
and Intermediate Education.

12, Correspondence regarding examination centres and results
of the Board,.

13. Shortage of attendance of candidates appearing in the Boards
Examination.

14. Permission to teachers to appear at the examinations of
various Universitics.

15. Oriental Examinations conducted by the R. D. E., Registrar,
Sanskrit College, B.naras and the Registrar, Arabic and Persian Ex-
aminations.

16. Complaints etc. regarding Sanskrit Pathshalas and Arabic
Madrasas.

17. Constitution of the Board of Sanskrit and Arabic and Persian
studies and syllabuses for Sanskrit and Arabic and Persian Examina-
tions.

18. Indian Territorial Force and U.T.C. Military Traini g in
Schools and Colleges, Physical Education, syllabus. Refresher Course
in Physical Education and other subjects taught at the Training
Colleges, Recognition of Military and Navy Examinations and
Examinations of other States as equivalent to the Exa.mma.tmns
of this Pradesh,

19. Council of Physical Culture.

20. Conferences of Heads of English institutions and Inspectors,
All-Tndia Federation of Education .1 Association, India Science Con-
gress, Muslim Educational Conference. Broadcasting and Radio Sets.

21. Permission to teachers to write books and acceptance of
_remuneration therefor. Permission to accept examinersLip and fee
therefor. Permissipn to undertake private tuitions and other private
works, Permission to government servants to attend University
Court meetings. '
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22, St.John Ambulance Association and, Junior Red Cross cases.

23. Education of deaf and dumb and blind children and prevention
~of blindness. . . ‘
24. Loan of Oriental manuscripts from India Office Library,
search of ancient manuscripts and their preservations and transla-
tion. ’
25. School Clinics, Medical Inspection of Schools and appointment
.of medical. visitors, schemes of mid-day meals and schools canteens,
games and ether subjects relating to the children’s health.

26, S&;uﬁ,ty deposits of clerks ete. and theft reports from Gov
ernment English institubions and other subordinate offices. -

27. Appoiéxtnient of hostel superintendents.

28. Syllabuses of training colleges, admission to training colleges,
selection, board for training colleges, leave to pupil teachers of training
colleges, specialization in different subjects at training colleges by
teachers of aided schools, E. T. C., I. T. C. training classes, visual
education and films, foreign scholarships and stipend for training
colleges.

29. Other miscellaneous cases concerning English education
which do not concern any other department of the office.

.

IX “H >’ DEPARTMENT

L. Appointment, transfer, promotion, confirmation, leave, etc.
ot the following :

(@) Staff of the Government model schools attachedto (Govern-
m>nt Boys’ Normal Schools. ‘ )
(b) Inspector of Muhammadan Schools, Utter Pradesh.
(¢) Deputy Inspectors of Schools and Incharge Sub-Deputy
. Inspectors of Schools, Utt-r Pradesh.
(d) Other Sub-Deputy Inspectors of Schools.
(e) Deputy Inspsctors of Muhammadan Schools, Uttar
Pradegh.
(f) Assisbant Inspectresses of Giirls’ Schools, Uttar Pradesh.
(g) Officer on Spacial Duty (Depressed Class). - -
(h) Assistant Officer on Special Duty (Depressed Class).
(1) Officer on Spscial Duty and Assistant Officer on Special
Duty (Primary). _
(§) Assistant Officer on Spocial Duty (Post-War),
(1) Mistresses of Government Hindustani Schools for Girls,
TUttar Pradesh, _

2. Admission of candidates of this State as well as candidates
from Indian States and other States into the Government Normal
Schools for boys and girls in Uttar Pradesh,

3. Exemption from, age-limits and requisite quakifications for the
purpase of admission into Government Normal Schools for girls and
boys, Uttar Pradesh. '
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4. Cases relating to the award of stipends to‘the students of the
Boys’ and Girls’ Normal Schools, Uttar Pradesk.

5. Cases relating to the Inter, Boys’ Normal Schools Tournament..

6. Scheme for holding refresher course for the award of H. A.
T. C. to untrained teachers (males and females).

7. Appointment, removal, travelling allowance etc. of the mem-

. ber of Provincial Muslim Education and the Special Maktab Text-

Book Committees, Uttar Pradesh and proceedings of the said com-

mittees as well as of other non-official committees or conferences relat-
ing to Muslim Education.

8. Proceedings of the Board of Hindustani Education relating
to curricula for Hindustani Schools, preparaticn of curricula for Hin-
dustani Primary and Secondary Schools and Training Schools (H.
T.C.) for boys and girls in this State, allotment of districts for
alternative text-books included in the curricula .and correspondence
in connection therewith.

9. Preparation and distribution in Hindustani Schools of pam-
phlets and publications of educational interest.

10. Recognition of institutions situatcd outside the State
for Hindustani Final and Training (H. T. C.) Examinations of the
Tttar Pradesh.

11, Fixation of rate of tentage allowance and distribubion of the
alotment under the head Travelling Allowance Tentage and Extra
Thur Establishment of Deputy and Sub-Deputy Inspectors of Schools.

12. DPreparation ot the list of Educationel Officers, Parts II and
‘TI.

13, Assistance from Uttar Predesh Compassionate Fund to the
dependents of deceased officers classified above. Investigation of
chims of the peons of the officers (b)to {(g) in item 1 of this list and
o inferior government servants employed in Government Hindustani
S¢hools for girls.

14, Appeal cases, correction of date of birth, exemption from
tiaining qualifications, or payment of arrear salaries, investigation
o! claims of District Board teachers. ’

15. Appeal cases of District Board mistresses.

16. DPetition from political sufferers of 1940-45 (District and
Municipal Board teachers) for arrear claims and restoration to their
oiginal places.

17. Appoal cases and issue of circular debarring District and
Mundcipal Board teachers dismissed for misconduct for employment
ir eduwational institutions.

18. Grant of unauthorised holidays by District and Municipal
Bards, *

L9. Sanction of personal pay for specialist teachers of District
Toaxrds.

20. Annual Reports of District  Boards.
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21, List containing the names and particulars of the Chairman,
Hducation Committee, District Boards, Uttar Pradesh,

22. Exemptions of Boards teachers of other States from
training qualifications tor thelr employment by District Boards in
this State.

23. Resolutions from District Teachers’ Asscciation and Ut'ar
Pradesh Adhyapak Mandal.

24, ' Correction ot dates of birth of students in their H. ¥, E.
-certificate.

25. Strike of District Board teachers.
26. Representation from public .

27. Complaint against Chairman, Education Committee, District
Boards, Uttar Pradesh,

28. Opening of Government Normal Schools for boys and girls.

29. Distribution of contingencies of Government Hindustani

‘Schoels for girls, Uttar Pradesh and Gowrnment Nounal Schools
for girls, Uttar Pradesh.

30. Rent cases of the buildings occupied by the Government

Normal Schools and Government Hindustani Schools for girls, Uttar
Pradesh.

31. Budget estimates, excesses and savings and Schedule of New
Demands concerning Hindustani education.

X ¢“I’* DEPARTMENT
1.
Boards :

(1) For Hindustani Education (Recurring).

(2) Construction of boys’ and girls’ school buildings (Nom-
recurring).

(3) For libraries opened at Hindustani Middle Schools féor
“boys and girls (Non-recurring).
(4) For Supervisors of Islamia Maktabs (Recurring).

(5) For English Classes in Hindustani Middle Schoobls
{Recurring).

(6) For Manual Training Classes in Hindustani Middle Schodols
{Recurring).

(7) For Rural Knowledge Classes in Hindustani Middle Schodiols
{Recurring).

(8) For Agricultural Classes in Hindustani Middle Scholllbls
{Recurring).

(9) For Circulating and Travelling Libraries (Recurring).
(10) Basic Education.

(11) For payment of stipends to Indian Christian studeiiilis.
2. Payment of grants to Municipal Boaxrds for :

(1) Primary Education (Recurring).

(2) Compulsory Primary Education (Recurring).

Payment of recwrring and non-recurring .grants to Distriict
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(8) Night Schools for Adults (Recurring).
(4) Superintendent of Education (Recurring).
(5) Basic Education.
3. Payment of grants to Notified Area Committees for Educa-
tion. :
4. Payment of grants to District Boards under Miss Gandhy’s
Scheme for :
(1) High School classes in A. H. Schools.
(2) Running Girls’ Middle Schools.
(3) Appointment of women teachers in boys’ primary schools.
5. Applications for exempticn from training qualification re-
quired of candidates for appointment as English teachers in Hindus-
tani Middle Schools under District and Municipal Boards.
6. Aboliticn and fixation of tuition fees by District Boards.
7. Physical education under District Boards.
8. Training of teachers of District Boards in Agricultwre and
Rural Knowl>dge and organization of Refresher Courses.
9. Non-recurring assistance for hooks and stationery to Indian
Christian students residents of rural areas.

10, Land acquisition for schools Dby District and Municipal

Boards. '

11. Supply of areport regarding single teachsr Primaiy Schools
in Uttar Pradesh to the Government of India.

12. Introduction and revision of compulscry primaryeducation
for boys and girls in District and Municpal Boards.

13. Adult Education in rural and urban areas and grants for the
game.

14. Schemes of the Education Expansion Department, Uttar
Pradesh.

15. Petitions and complaints of the Educational emplcyees under
Municipal Boards.

16. Conversion of existing Primary Schools into Basic Schools
(boys and girls).

17. R-fresher Courses for Hindustani Primary and Middle School
teachers.

18. Stipends for Basic training to pupil teachers in Basic Normal
Schools for boys and girls.

19. Assembly and Council questions in respect of District and
Municipal Boards.

20. Schedule of New Demands in respect of District and Muni-
cipal Boards.

3. Allocation of receipts—Subjects allotted to a particular depart--
mont must always be taken in that department and in no other. The
list of subjects allotted to departments is, however, not exhaustive,,
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and diff ‘rence of opinion may occasionally arise whether a particular
receipt is m ant for one department or fur another. In such cases .
the receipt may be sent to the Head Assistant who will decide as to
which department should deal with the case. The decision of the
Head Assistant shall be final. .

4, References concerning several depariemnts—Scmetimes the
writer in the same letter may refer to a number of subjects, which
have to be dealt with in moré than one department. In such cases
the department to which the reference is marked, will without loss
of time, and not later than three days from the date of receipt of the
reference in the department, send extracts or a full copy of the refer-
ence if the extract is not self-explanatory, to the department con-
cerned and thereafter deal with the reference so far as it concerns that
department. Each department shall if possible, send a reply direct
%o the writer in regard to the question with ‘which that department
may be concerned, adding that the reply to the remaining portion
will follow, and a copy of the reply may be endorsed to the depart-
ment from, which extract was received. This, however, will not apply
to references received from the State Government or the Govern-
meont of India, to whom a complete reply should be sent by the depart-
ment to which the reference may be marked after collecting the requi-
site information from the departments coneerned.

Such r-f:rences should be marked to the department which is
mostly concerned with the subject-matter of the reference.

5. Officers-—The Director of Education is assisted by the fellow-
ing officers at the Headquarters :

Deputy Director T.

Deputy Director IT.

Assistant Director (Women).

Perscnal Assistant to Director of Equeatior (Wemen).
Porsonal Assistant to Director of Education.

Personal Assistant to Director of Education in Camp.
Account~ Officer.

Officer on Special Duty (Depressed Class Education).

6. Appointments, promotrons, etc.—Appointments to or prcme-
tions amongst the clerical staff will be made under the orders of the
Director of Education or any other officer to whom the power is dele-
gated by the Director of Education. In rthe case ot Incharge, pro-
motions in & leave vacancy not execeding fifteen deys will be made by
the promotion of the senior most suitable assistant of the department.
In longer vacancies the claims of the assistants in other departments
will be duly considered. Promotions will ordinarily be regulated
by seniority of position, provided claimants are in other respects
considered eligible and deserving. Full authority is reserx_rod_ to
appoint to such vacancies the person judged fittest and this prmmple
is more especially to be kept in mind with reference to vacancies
amongst Tncharge and Assistant Incharge.
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In cage of punishment, dismissal, removal or discharge the usual
formalities, required under the rules or the orders of Government,
shall be gone through.

7. Annual increments—The yearly increments earned by assistants
on the time-scale of pay will not be granted as a matter of course,
but only after it has been considered and decided that during the

- previous year the official, who has served a full year on his existing
salary, has by the diligent and steady performance of his duty earned
the increment. The Head Assistant will submit for orders proposals
for increments two months in advance of the date of next increment.
He will, however, obtain the opinion of the Incharge in respect
of the assistants in his department before submitting his recommend-
ations. The Personal Assistant to the Director of Education will be
compstent to allow the annual increments but marginal cases and
cas '8 in which it may be necessary to withhold the increment for a
specified period shall be referred to Deputy Director (I) and in the case
of Incharge to Director of Education through Deputy Director (I).

8. Channel of correspondence—The Head Assistant is the channel
of communication between the office and the officers in all matters
affocting office management and routine. All proposals for appoint-
ment and leave to the clerical and menial staff will be submitted
to the officer concerned through the Head Assistant. Besides th
general control and supervision of the office the Head Assistant will :

(a) sup-rvise the library and the record room;

(b) inspect the departm-nis every six months and submit
a brief report on their working to the officer concerned through

- the Personal Assistant; (

(¢) will make proper arrangement for the receipt distributicn
and despatch of dak and decide disputes regarding the alloca-
tion of receipts to the departments;

(d) soa that the assistants attend office in time. He will per-
form such other duties as may be entrusted to him by the
Personal Assistant to Director of Education.

9. Duties of the Incharge—As hoad of section the Incharge
is responsible for its gemeral efficiency. He must see that the
staff under him is fully employed, that the work of every assistant
who proceeds on leave is properly arranged for until a substitute is
appointed that routine duties are carried out with thoroughness and
regularivy, that the departmental returns and statements are-sub-
mitted on due dates, that the files are sent to the Central Record
Room quarterly, that the records in the department are kept in proper
order and that the room of his department is neat and tidy.

The Incharge shall also be held personally responsible for delays
and omissions, etc. in his department.

10. Compstitive exzamination—A competitive examination

shall bo held for selecting candidates for temporary and officiating
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a.ppointments in the office. 'The examination shall be held once
every year and more frequently if necessary.

11, Register of approved candidates—A register of approved
candidates who qualify in the competitive examination will be main-
tained by the Establishment Department and appointments will be
made according to the position of candidates on the register. It
should be distinctly understood that temporary employment in the
office gives no claim to permanent employment.

12, Compulsory period of residence in Uttar Pradesh— Candi-
dates for appointment to any post in the office must fulfil the domicile
qualification as laid down in office Memo no. 0-2213/ITB—282-1941,
dat>d October 22, 1948,

18. Declaration of relationship and property—Before a clerk is
appointed either temporarily or permanently he should be required
to state his rolationship to any clerks in the office, and at the time of
his confirmation he should also declare whether he holds any immov-
abls property. Any subsequent acquisition of such property should
be also reported. :
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CHAPTER IT
ATTENDANCE, DISCIPLINE ETC.

14. Office hours—The prescribed office hours are from 10.30 a.m.
to 4,30 p.m.; but any clerk may be required to work beyond these
hours when the business of the office demands it; and Inchaige
are authorised to call upon their assistants to do so on such occasions..

Incharge are required to report to the Head Assistant
habitual late atlendance on the part of any of the assistants and
office servants under them.

15.  Permission for taking work home—All work should be done
in office. With the exception of Inckarge mno clerk is permitted
to tale work homos. An Ircha'ge may, however, permit a clerk
to take home files but should see that they are brought back to office
the following morning. For this purpose a register should be main-
tained in each department in the following form in which particulars
of files taken out of office should be entered :

File no. and Signature of the Date of return
Signature of with initiats of
it home ‘ Incharge Incharge

Date } subject assistant taking
l

t

Files taken home must be carefully guarded and not shown to
any one. The attention of assistants in this connection is specially
drawn to rule 23,

i

Leave axnp HoLIDAYS

16. Abssnce without lsave—Absence without leave is an infringe-
ment of discipline which, unless satisfactorily explained will be severely
noticed. Leave must be applied for and sanctioned before it is taken ;
and it is only in cases of sudden and serious illness to be proved to the
satisfaction of the Personal Assistant that the rule can be relaxed.

17. Leave on medical certificate—An application for leave on
medical certificate must be submitted in the prescribed form. If the
period does not exceed a month, the authority competent to sanction
leave may accept a certificate from a registered medical practitioner
or a Government Medical Officer, or at his discretion, secure a second
medical opinion by requesting the Civil Surgeon to have the applicant
medically examined. In all cases of illness necessitating leave beycnd
one month, and in all cases of definite injury a second medical opinion
may be obtained by the department from the Civil Surgeon who
should be requested to communicate direct to the applicant the
dato on which he will see him.
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18. Owerstoynlofleave—On no acccunt must leave be overstayed
without permission. Such peimission must be cbtained wellin
advance of the date of the expiraticn of the leave. The practice of
extending leave cn flimsy pretexts and of absence frcm duly withcut
timely notice will be severely dealt with.

19, Casual leave~—The maximum amocunt of causal leave allowed
during the year is fourteen days. It must be clearly understood
that this period cannot be extended by holidays or non-working days.
of any kind. Holidays or non-working days, if included in the pericd
of absence must be reckoned as part of the maximvm (vide paragrath
188 of Manual of Government Orders as amended).

.20. An Inchalge may grant an assistant temporary leave of
absence during coffice hours. No Iichsige shculd absent him-
self from office without the permission of the Personal Assistant.
All applications for casualleave from assistants must be referred to
the Head Assistant and from the Incherge to the Personal Assist-
ant. The application should be submitted to the officer-in-charge of
the department for information. Each Inchzﬂge will maintain
a register of casual leave taken by assistants in his department.
similar register fer camp siaff shall be maintained by the s¢nicr m
assistant in camp office. For perscns not attachcd to any depa
ment the register will he maintained by the Establiskment Deyert-
ment.

21. Notiee of leave—Six weeks notice should be given to the Per-
. sonal Assistant when leave for any pericd exceeding fcurteen days
is contemplatcd. TLeave will ordinarily be given in rotaticn and
other things being equal in accordance with priciity of ayplcaticrs.

22. Contagious cr mfecttcus diseases—Everyone including stcno-
graphers, whose name is borne on the clerical or menial establiskment
must report to P, A. in writing, the presence, in his household crin the
house in which he may be residing, of sickness of a contagicus cr infec-
tious nature such as small-pox, chclera, diphtheria, cerobrospinal
mening it is, enteric fever (when the «mployee is employed
in work in connection with the preparation of food and drink), scarlet
fever and plague. He should also make a report of the fact to the
Medical Officer of Health within twenty-four hcurs of his becoming
congizant of the existence of an infectious discase. Such persen is
prohibited from attending office or doing any work until such time as
he produces a certificate frcm the Health Officer cf the staticn that
there is no risk of infection and that he can safely resume his duties,
Failure to carry cut these orders will render the clerk or menial cen-
cerned liable to severe punishment which may incluce dismissal.

The grant of the quarantine leave fcr absence of a geverrment
servant from duties due to the presence of infecticus discase in the
family or household is regulatcd by Subsidiasy Rule 202, Firencial
Handbook, Volume IT and the notes thereunder. No substitute can
be employed in the absence on quarantine leave of mcwhers drawing
moto than Rs.100 per mensem.
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23. Dwulgmg of official information—Information acquired by
the assistants in their official capacity must be considered and treated
as strictly confidential. The divulging of any official information or
papers with which they may become acquainted in the course of their
duties will be severely noticed.

24. Submission of representations—No assistant shall submit
direct to the Director of Education, Deputy Director or Personal
Assistant an application for leave or representation on any sub] ct.
Such representations should be made to the Incharge Jf the
department who will transmit them to the Head Assistant or
submission to the officer concerned in the ordinary course. Similarly
representations or advance copies there of should not be sent direct
to any officer or to Government. Members of the cffice establishment
may not approach members of the legislature for the redress of their
grievances.

25. Character Rolls—The establishment department will keep
in the prescribed form character rolls of the ministerial establishment
including temporary assistants. The character rolls should invariably
bz submitted whenever proposals are made for promotion and the

ant -of yearly increments.

After the close of each financial year the character rolls will be sub-
itted to the Deputy Directors for the entry of remarks with brief
reports by Incharges on the work of their assistants.

The rolls with the Incharges reports will be kept confidential
and will not be shown to the assistants but all adverse entries will be
<communicated to the official concerned without avoidable delay.
Incharge will, however, be allowed to see the remarks recorded about
their assistants,

For the menial establishment service rolls will be maintained.

26. Certificates—No certificates of any descr iption may be given
to any member of the office establishment unless it is signed by the
Deputy Director (I).

27, Smokmg—Clerks must not smoke in any part of a building
of the Director of Education, except in the lunch room.
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CHAPTER II1
REGISTRATION OF PAPERS

28. The Day’s Dak—The following is the existing arrangement
for the distribution of Dak : .

(a) all unregistered letters, registered letters and paicels,
telegrams, are received in and distributed by ‘E’ Department;

(b) local dak is received by the, record-keeper and is distri-
buted by him to the department concerned;

(¢) Government Orders from Government and other papers
received from the Camp Office are marked by the Head
Assistant and are thereafter distributed by ‘Q’ Department.

29, Regisiers—For registration of papers received or sent out
each depariment will maintain the following registers :

(1) Paragraph 83 (as amended by C. S. 110)—A combined re-
gister of lettersreceived and issued called “receipt and issue
register”’. ’

(2) Index register.

(3) Alphabetical index to files.

(4) Un-official Register.

(5) Government Order register for registration of lettersre-
ceived from the Government.

{6) Peon Book.

(7) Register of Assembly and Council Question.

Nore—The references entered in register nos. (8) and (7) above chould nct be
antered in the “receipt and issue register®’.

30. Receipt and Issue Register (84 as amended by C 8 x 111}—The com-
bined receipt and issue register is a general register of letters of every
description received in and issucd from a  department, It shows
the date of receipt, the number and date of the letter, whence received,
the file and serial number given to it, when replied to and the date of
submission and return to the department frcm initial submissicn to
final disposal. The register-koeper will consecutively number entries
in the register and will give an intelligent and very brief summary of
the letter. Inthe case of issues which originate from the Office of the
Director of Education and are not replied to any reference already
entered in the register fresh numbers shallbe given, next in sequence
after the last number in repsect of the letter received. The numbers
will be noted on the papers to which the entries relate. The subject-
matter of a letter to be issued, except in tha case of letters which
originate from the office, should not be entered in the combined
register, but the date of issue should be entered in the column
‘ replied to on’’ against the register number to which a reply is
issued.

The register must furnish a complete record of the dates on which
cases aro submitted from the department and of their retuin ; and no
case may be sent out of the department untilit has been markcdin
the register. ’
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23. Dwu,lgfmg of official information—Information acquired by
the assistants in their official capacity must be considered and treated
as strietly confidential. The divulging of any official information or
papers with which they may become acquainted in the course of their
duties will be severely noticed,

24. Submission of representations—No assistant shall submit
direct to the Director of Education, Deputy Director or Personal
Assistant an application for leave or representation on any subJ ct.
Such representations should be made to the Incharge Jf the
department who will transmit them to the Head Assistant or
submission to the officer concerned in the ordinary course. Similarly
representations or advance copies there of should not be sent direct
to any officer or to Government. Members of the office establishment
may not approach members of the legislature for the redress of their
grievances.

25. COharacter Rolls—The establishment department will keep
in the prescribed form character rolls of the ministerial establishment
including temporary assistants. The character rolls should invariably
b2 submitted whenever proposals are made for promotion and the

ant -of yearly increments.

After the close of each financial year the character rolls will be sub-
Fitted to the Deputy Directors for the entry of remarks with brief
reports by Incharges on the work of their assistants.

The rolls with the Incharges reports will be kept confidential
and will not be shown to the assistants but all adverse entries will be
communicated to the official concerned without avoidable delay.
Incharge will, however, be allowed to see the remarks recorded about
their assistants,

For the menial establishment service rolls will be maintained.

26. Certificates—No certificates of any descniption may be given
to any member of the office establishment unless it is signed by the
Deputy Director (I).

27, Smokmg—(}lerks must not smoke in any part of a building
of the Director of Education, except in the lunch room.
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CHAPTER I11
REGISTRATION OF PAPERS

28. The Day’s Dak—The following is the existing arrangement
for the distribution of Dak : :

(@) all unregistered letters, registered letteis and paxcels,
telegrams, are received in and distributed by ‘E’ Department;

(b) local dak is received by the, record-keeper and is distri-
buted by him to the department concerned;

(¢) Government Orders from Government and other papers
veceived from the Camp Office are marked by the Head
Assistant and are thereafter distributed by ‘Q’ Depariment.

29, Registers—For registration of papers received or sent out
each depariment will maintain the following registers :

(1) Paragraph 83 (as amended by C. S. 110)—A combined re-
gister of letters received and issued called “receipt and issue
register’’.

(2) Index register.

(3) Alphabetical index to files.

(4) Un-official Register.

(5) Government Order register for registration of lettersre-
ceived from the Government.

(6) Peon Book.

(7) Register of Assembly and Council Question.

Nore—The references entered in register nos. (5) and (7) &bove should nct be
entered in the “receipt and issue register’’,

30. Recetpt and Issue Register (84 as amended by C §x111)—The com-
bined receipt and issue register is a general register of letters of every
description received in and issued frcm a  depariment. It shows
the date ofreceipt, the number and-date of the letter, whence received,
the file and serial number given to it, when replied to and the date of
. submisgion and return to the department frcm initial submissicn to
final disposal. The register-keeper will consecutively number entries
in the register and will give an intelligent and very brief summary of
the letter. Inthe case of issues which originate from the Office of the
Director of Education and are not replied to any reference already
entered in the register fresh numbers shall be given, next in sequence
after the last number in repsect of the letter received. The numbers
will be noted on the papers to which the entriesrelate. The subject-
matter of a letter to be issued, except in the case of letters which
originate from the office, should not be entered in the combined
register, but the date of issue should be entered in the column

‘“ replied to on’ against the register number to which a reply is
issued.

The register must furnish a ccmplete record of the dates on which
cases are submitted from ihe department and of their relurn ; and ro

case may be sent out of the department untilit has been marked in
the register. )
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When there are two or more register numbers in a file the dates of
submission should be mark: d against the last number, to which a con-
necting reference-should be made opposite the carlier register numbers.

Linked files should be marked as if they were under separate submis-
SIOI:\[TIOTE——AH letters received in camp office and disposed of there should be
brought on the Receipt and Index registers in the same way as if they were received
in the head office,

The register number of a letter in the combined register will also be
the despatch number of the reply. If more than one letter or several
endorsements are issued, the register number willbe repeated with sub-
numbers such  as ¢ 777/V—34, 777(1)/V—34, 777(2);V—34, etc >’

31. Index Register—The Index Register isthe file register with the
differonce that it does not, like tho file register, give a gist of the sub-
ject-matter of each serial. Only the rcccipt numbers and despatch
numbers with the serials given to them are shown in this register
under each file heading. There is a list of file headingsin each depart-

ment and this is pasted on page 1 of the Index Register. The Indexer
opens the file under one of these file headings as far as possible, or
under a sub-head of the file heading.

32. Duties of Indexer—When the receipt clerk has registered a
lotter in the receipt register he will passit to the Indexer, Ifthe letter
is more than one page long, or hasenclosures, the Indexer will page it in

encil.

After reading the letter and its enclosures carefully, the indexer
will turn up the indices and, trace any connected records or precedents,
whether quoted in the letter or not which bear upon the case. He
will put up these previous records in chronological order, the latest
on the top and the earliest at the bottom.

The index~r will write the file and serial numbers both in the right
hand top corner of the letters received and the letters issued. He
must initial all the references and give a date before passing them to
drafters for noting. ‘

Rach fil» should as far as possible be confined to a single subject,
and new files should be freely opened. _

When a letter relates to subjects dealt with in two or more existing”
files,a copy of the letter or extracts from it should be separately
registered and submitted with each file. If there is more than cne
gerial in the file, the indexer will place the serialsina cover marked
“ correspondence’ in chronol gical order, beginning with serial
number 1 at the bottom and number 2 above it and so on . When a
case is closed the reference clerk will re-arrange the serials in the
reverse order begining with serial number 1 at the top. He will then
fix them with a string and number the pages-

33. Alphabstical Indc@—This register will also be maintained by
the indexer. All references received by the indexor shall be entered
in this register under suitable head or heads. The ind« xer shculd be
careful to selrct the catchword and it would be preferable to seclect
more than one catchword in respect of the one and the same ref-
erence. Unless proper catchwords are selected it may be difficult or
impossible to trace the reference if required in future for any file.
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34. Qovernment Order Register—A separate register for entering
Government Orders or Demi-official letters should be maintained by
each, Department. The Government Orders which are enterced in the
Government Order register should not be entered again in the receipt
register, The Government Orders should be given ‘° Government
Order Register Numbers *’ and the ordinary receipts only ‘“Register
numbers’”. The date of submission ete. of the Government Orders
should be shown in the Government Order register so that the posi-
tion may be clear at a glance. All departments must.maintain
this separate Goverrment Order  Register. Demi-officials
received from the Secretary or Joirt Secretary of the Education or
other departments of Secretariat should also be entered in the
Government Order register., The Incharge will be personally
responsible for the proper maintenance of the Government Order
register.

35. The Un-official Resgister—Cases which &re referred infor-
mally by one department to another for an expression of opinicn, or for
concurrence in the orders proposed to be passed are callkd un-cfficial
cages ; all such cases received in and sent out of the department must
be entered in the un-official register which shows the register number,
subject, date of receipt, submission and return.

In this register should also be entered the subject and date
of submission of any papers and files which do not contain papers
bearing a receipt number and which cannot be marked off in the receipt
and issue registor.

Papers of other departments received on requisition ete. should
when done with, be returned un-officially to the department concerned
through the peon book after an entry showing the date of return has
been made in the un-official register.

36. Peun Book—The peon book is a register of the dateson
Which the covers are sent out by peons for delivery to addressees, the
names of addressees and the initials of the person who takes delivery.

" The peon book should be examined by the despatcher on
return to see that the covers sent out have been correctly delivered
and that receipt has been duly acknowledged. The subject of the
papers contained in the cover sent out by peons should never be entered
in the peon book. A reference to the number and date of the papers
is sufficient. - In the case of demi-official papers or ﬁles, it will be
sufficient to enter the words *“ demi-official dated” or ¢ file number”,

37. Register of Assembly and Council questu,ns——A separate re-
gister for Assembly and Council questions shall be maintained in each
department. The references entered in this register shall not be en-
tered in the combined issue and despatch rogister or in the ‘“Govern-
ment Order register’’ but the usual entries as in the case ofother
receipts showing the date of submission, the date of return, the date on
‘which the reply is forwarded to Government, etic. shall be shown in
the register.

The Incharg> will be personally rc:spons1ble for the maintenance
of this register,
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CHAPTER IV
CorYING DEPARTMENT

Preparation of fair copies

38. Marking of cases—Before a file is sent to the copying section
for fair copies, the Incharge will mark on it—

(@) whether it is to be typed or cyclostyled ;
{(b) the number of copies to be made,

The cyclostyle is not intended to replace printing and should be
used only when printing is likely to be costly, Lengthy letter or
letters with statements attached to them will be printcd. '

In determining the number of copies to be typed or cyclostyled
the Incharge will consider the requirements of the subordinate
offices, so that it may not be necessary for them to type or cyeclostyle
additional number of cepies.

39. Time allowed for typing—The assistant in charge of the copy-
ing section will see that fair copies of letters are typed or cyclostyled
for signature the same day, if possible, and not later than the second
day after receipt of the file from departments. TUrgent drafts must be
faired out the same day they are received.

40. Examination of fair copies—Copies must be prepared on clean
paper ; they must be, tree trom numercus rrasures and corrections,
and p riectly legible. Inchrrg~ will reject copies that do not
answer these requirements. When fair copies of drafts have been
prepared. the assistant incharge of the copying department will send the
files to the departments concerned for examination and signature.
Urgent cases should be sent as soon as fair copies are prepared. The
initials of the copyist must invariably be entered in the space provided
in the draft for this purpose.

41. Fair copies of the drafts submitted for signature must be

carefully examined, the initials of the examiner being entered at the
foot of the fair copy. Copies of the enclosurcs should similarly bear

the initials of the examiner. _
42, Signing of fair letters—Ordinarily the officer by whom the

draft has been approved will sign the fair copy. The name and
official designation of the writer will be set cut at the head of every

letter typed for issue.

43. The word “ officiating ’ is not to be used in headings and sig-
natures before the designation of otficers. '

44, Attestation of true copirs—Incharge will attest true copies
of pu pers and will be responsible for their coirectness.
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CHAPTER V
PriNTING
General Instructions

45. Every paper sent to Press will be acoompamod by a prmtmg
wrder in the prescribed form.

46. Incherges are responsible for bringing promptly to notice
any delay in the printing of papers. Reminders should be sent
to press whon the proofs or printcd copies are not received within a
reasonablc tims. In urgent cases a date should be fixed by which
‘the proof should be sent by the press.

47. Inreturning preofs to be finally printed the number of copies
to be printed and any instructions for the press will be recorded therc-
-on,

48. Correction slips, notices, letters, and the like may te issued
‘under printed signatures. -

49. The distribution of departmental publications will, as far as
possible, be affected through the Superintendent, Priniing and Sta-
tionery.

50. In dotermining the number of copies to be printed Irgh-rge
‘will consider the requirements of other ofiies to which copies
-are to be supplied.

Papers for the Gazotty

51. Notifications and papers intended for publication in the
Gazette will always be published above the signatures of the Director
of Education. Notificati ns will always be sent to press in original
-after appreval by the officer concerned.

52. Endorsements on notificaticns to be issued by the press
or by the office should be marked on the margin with the words
“‘By Press 7’ or ““ By office ” as tho case may be.

53. No order whether by lotier or by tolpgram shall issue to
th» Sup rintendent, Piinting and Stationery, directing alterations in
-any notificati 'n ororder sent to press for publication or withdrawing
‘issue of such notification or order except under the signature of the
officer who approved the criginal notification or order.

54. No revised or amended issue of the same pages of the Gezette
‘in corrsction of typographical or other error previously made will
be published. If any such correcticn is necessary it will be made
formally by a notification in the usual form issued over the signatures
-of the officer over whose signature the original notification or order
dusued.
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65. When a notification or other paper iz published in the Gazetie
the Qazelte willbe examined by the Inch:ige to see whether
the notification or paper has duly and correctly appeared. He wilk
bring to notice any cmission in this respoet

Printing for sale

56. Whenever rules or notifications are sent by any department
to the Press, and are ccnsidered of such a nature that separate prin-
ting for sale is necessary the department will request the Sup 1irtcn
dent. Printirg and Stationery, to print separate copics. An adhesive:
label in the following form will be attached to the rules or
notifications of which sep~rate copies for sale are required :

“Please print separetecly for sale.”
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7 CHAPTER VI
TREATMENT OF CASES AFTER DISPOSAL

57. After a case has been fnally disposed off it shall be sent to
the Record Reom.

58. Before the file is recorded the Irchsige must see that
the papers are complete, and that no order Las been overlcoked.
The assistant who prepares the weeding slip should bring to the
notice of the Inch:ige any oversight or cmissicns.

59. The work of recording sh.culd te deme regularly like citer
work and should not be left till tte end of tte wenth. Superin-
tendents’ will sce tlat a few cases are reccided ty cach ncter and
drafler every day and report the names of the defaulters to the Head
Assistant.

60. T-ch~'ge will send files to the record room quartér]y
i.e., in March, June, September and December.

61. The Inckarge will see that from every file sent to the
record room, the following papers are removed. :
(@) unnecessary brown covers ;
(b) explanations of delay and reminders, if the required answer
has been received. or sent (as the case may be) ;
(c) rough copies of faired drafts ;
(d) proofs of finally printed papers ;
(e} office slips.

62. He will also see thLat weeding lakels prirtcd <n tle brcwn
cover are duly filled in or if the same are ret prirdec tc sce tlat weed-
ing slips lave been rpasted. Senicr assistants autlerised ty the
I cha g. will be responsible for filling the entries in the weed-
ing labels according to the approved weedicg schedyle or affixing
weeding labels as the case may be with/ ut ckeck by the I ch g

63. The record recm staff will refuse to accept any fle on which
weed ing slips Lave rot been pasted or preperly fillecix. thc brcwn cover

64. Recorded files are ordinarily classed fer the purpcese of rtetention
under four classes :

Class I to be retained for cne year ;
Class T1 to be retained, for five years ;
Class III to be retained for twenty years ;
Class IV to be retained permanently.

65. ~ Files and papers under Class I wl.ick are to be retained for one
year shall not be sent to the record room but shall be retained in the
department after approval by the I..ch 'g of the entry in weed-
ing slip and stall be destroyed. after the expiry of the period of
retention, but every file thus weeded out must be noted in the
index "egister. The files falling under classse II, TII and IV shall be
suny 50 the record :oom.,
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66. All important files or notes containing orders for futureguid-
anc. or establishing precedcnts will be retained pexmanently. Cases in
which the conduct of officers has been noticed and entries made in the
confidential rolls maintained by departments will be retained so long
as the officer affected remains in the service of Government.

67. All recorded files shall be entered in a register and, then sent
to the record room. 'The record-keeper will check the files and. sign
in the registcr of each department before returning the same.

~ 68.  An alphabetical index of files sent o the record room shall
be prepared by the indexes from the index register and sent to the
record room annually by each department.

69. The record-keeper will bring to the notice of the P.rscral
Assistant the default made by any department in respect of the
supply of annual «lphabetaical index. A

70. The registers of tne departments should be sent to the record
room when they are no longer required for use in the department.



CHAPTER VII
CusTODY AND DESTRUCTION OF RECOKL=®

71. The records of the several departments, will on 1eceiyt in the
record room, be arranged in annual series of files.

72. Files will be kept in the record room ir. packets and a packet
list in Provircial form no. PUSP—893 Genl.—1946, pasted on a stiff
board will be placed at the head of each packet. In the packet list
the number of each file ard the number of serials etc. shall be
entered and also the date on whichthe fileissnbse quertly weeded cut.

73. No file or othep papers may be removed from the record room-
without there being left in its place a requisition slip in the pres-
oribed form signed by the assistant makirg the requisition ard settirg
forth the purpose for which the file is required. When a file, which
was sent out on requisition is restored in its proper place the requisi-
tion slip for it should be destroyed.

74. Piles to be restored in the record room will be sent to the
record-ksep>r with an invoice which will be prepared ir duplicate,
giving the file and serial numbers. Papers and files returred to the
record room must be restored to their proper place without delay.

75. Th3 daties of the assistant in charge of the record room,
in respect of the records kept in the record room are to see—

(1) that theyare properly dusted and kept tidy and that proper
pricautions are taken for their - preservation ;

(2) that no unauthorized person, and particularly no person
not belonging to the office, is allowed to enter the record room or
have acoess to the records and that the rooms are securely locked
when the office closes ;

(3) that requisitions for papers, whisch comply with the rules
are strictly carried out;

(4) that the records are kept arrarged in the prescribed order,
and that soiled or torn lables and covers of files ar.d boards at the
top of file packets are replaced by fresh ones.

76. The Head Assistant will periodically irspect the record room.
The points to b noticed are the punctual restoration of papers, forma-
tion of file packets, irregnlarity in restorirg papers and the preservation
or order and tidiness.

77. The classes of cases to be destroyed are given in the list appen-
ed to these rules. These merely lay down the minimum period for
which ordinary cases of the class referred to must be retained. When
there is any doubt whether a case should be destroyed or retained,
it should be retained.
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78. The method of selecting cases for destruction will be as
follows: '

The assistants of the record room will examine the packets on
the racks and remove from the packets the files on which the
weeding slips show that the period of retention has expired.
He will enter such cases in a register (to be maintained in the
printed form no. 472 Genl-—1940) containing the following
columns:

Serialno.  File no. Dite of weeding  Signature of weeder Remarks

79. The rogister shall be maintained, separately for each depart-
ment and all iles of the particular department to be weeded out
from time to time shall be entered, by the weeder in this register. The
assistant in charge of tho record. room will cheak the files selected, for
destruction and sign in the remarks column in tok-n of approval or
make his suggestions for further retention if in his opinion the file
should not be destroyed, and should be retained for a longer period than
specified in the wecding slip. The register slall be submitted to the
Head Assistant and after the Head Assistant Las approved, and signed in
the remarks column the files shall be destroyed after an entry of the date
of destruction l.as been made in the * packet list . The entries
made in the packet list shall be cheked by the assistant incharge of the
record room.

80. After the papers selected, for destruction have been properly
torn up, they will be made over to the care-taker, who will arrange
for their being burnt or sold as the Personal Assistant may order.
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CHAPTER VIII
DEPARTMENTAL RuTURNS
Riturns to be submitted

81. Each department will prepare and submit the following
returns p rivdically :

(1) The weekly statement of arrears.

(2) The weekly abstract ofcasesdisposed of by D.D.I, D.D.II,
A D.(W),P. A, P. A. (W).
(3) The fortnightly statemont of cases submitted for orders

and drafts more than fifteen days before and not returned to the
department.

Weekiy statement of arrears

82. In the first page of the weekly statement of arrearsthe receipt
register-keeper will enter frcm the register of receiptsof all letters re-
ceivedupto 12 non Friday and not yet submitted, the cause of delay
being explained as briefly as possible in the appropriate column.

83. In the second page the receipt register-keeper will enter all
cages returned for further reference or information or for transmis-
sion to another department for note and the like, the cause of delay
being briefly explained as in the case of letters not submitted.

84. In the third page the receipt register-keeper willenter all cases
given out for draft and not submitted, including drafts returned tc be
revised or tobe typad for approval, or for submission in proof. The
cause of delay must briefly be explained as in the other cases.

85. In the upper half of the fourth page the receipt register-keeper
will enter all requisitions for papers and miscellaneous matter of any
kind not previously shown. This part of the statemont will be made
out from the papers on the table of the Tncharge or his assistants.

86. The abstract of the arrears in the lower half of the fourth page
will show the state of the work in the department at the end of the
waek and also the date of the oldest arrear under each head.

87. Incharg s are rosponsible for szeing that all arrears
without oxception are entered in the statem>nt. Any omission of a
cas? from the statem nt will be regarded as a sorious delinquency.

8 Weekly statement of cases disposed off

88. On Monday of each week each department will submit an
abstract of the cases dispossd of finally during the previous week
in acecordance with the instructions contained in para. 89 below.
In this statemsnt only the casesin which final orders have been
passod will be entered. Interim enquiries which are made to
complete a case shall not be entered in the statement.
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89. The statementof cases disposedof by Dep 1ty Director (1) and (2p
shall be submitted to Director of Educstion and {hose of other
officers to the officers above them. The Incherg: must see that
the summaries are clear and concise. The statement shall be prepared.
by each noter and drafter in the department and shall be collected by
such assistant as may be put incharge of the work by the Superinten--
dent. The statement shall be collected and typed and examined by
the assistants incharge beforc submission to the officer concrned.,

Fortnightly statement

90. This statement will be prepared by the register keeper cn
the Ist and 15th of evory month or if the 1st and 15th is a holiday on.
* the day following.

91, Inthisstatcment will be shown cases pending with the officers:
for a period exceeding a fortnight.

92. To facilitate the preparaticn of the statcment the register-
keeper should maintain a datewise record of the cases submitted to the
officers. In this diary the receipt numbers and unofficial numbers:
of cases submittcd should be noted as soon as the case is submitted

and the entry should be scored out on return of the file frem the offi-
cer. All entries which remain unscored out should be shown in this

statement after verification from the Receipt and Tssue register, the
unofficial register, etc. :
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CHAPTER IX
ESTABLISHMEN’I‘ DEPARTMENT ’

. 93. Ths Establishment Dopartment is divided into two sections &
(1) Accounts, (2) Establishment.

Accounts Section

94. (1) Accountant :

The Acccuntent is porsenally responsible for the accuracy of the-
accounts and the maintenance of his registers. He will maintain the
following rogisters.

(1) Cash-book ;

(2) Rrgister of contingent charges (Contract) fcammno. 73,
Financial Handbock, Volume V.

(3) Ditto ditto non-contract,

(4) Acquittance rclls.

(8) Registor of Bills sent to the  Accountant General, Uttsr:
Pradesh.

(6) Rrgistor of Pexmanent Advance.

95. The Accountant will keep a single account for contingent ex-
penditure and will make payments cn the authority of a demand slip
signed by the Pcrsoral Assistant. He will enter all centingent expcndi-
ture in the register maintained for the purpose and, from time to time
as may be convenient, prepare ccntingent bills for the recoupment of
his imprest. The Pers-mal Assistart will pass the contingent bills.
The amount of imprest for the head office has been fixed at Rs.1,000..

96. The Accountant will keep a stock of service pestage labels
which will be served cut to the despatcher, authorized in this behalf
as required. ‘

97. He will maintain the service books of the establishments and.
submit for orders the incre ment statements as they fall due.

98. The Accountant will draw up the pay and travelling allow-
ance bills of both gazstted officers and establishment. There will be
one ccmbined salary bill for both the headquarters and the camp:
establishmonts and a bank draft in respect of the amount to be paid
in camp will be obtained frcm the Imperial Bank, Allahabad and
forwarded to Camp Office. A copy cf the relevant extracts frcm the
establishment bill will be scnt to the Camp Office to enable them to
tako the necessary acquittances. These bills will be signed by the
Perscnal Assistant.

99. The Accountant at the close of each day will depesit the cash
In the cash chest and will keep the key of the chest.

100. ,The Accountant is forbidden to keep Government mcney in
his personal possession, or to mix it with private money.
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101, The Account-nt is porsonally responsible for the encashment,
-of bills. Hs isr:quired to ex :cute a bond and furnish a security of
Rs.2,000.

102. Recoveries from the non-gazstted establishment on aceount
of dues of the Utt'r Prad sh Education Dapartment Head Office
Staff C)-op>rative Credit Sacizty, Ltd. Allahabad will bemade through
the acquittance rolls without the intervention of the accounts autho-
rities. An additional column will be opened in the rolls for such
recoveries and a sparate rogister will be maintained to record
receipts and payments to the Socizty. The money of the Society
ghould be kopt in a gsep-rate safe or cash box, but shculd on no
account he mixsd up with the Government money. ersonal Assis-
tany will he respinsiblz for sezing that th mstructions conwained in

- this paragraph ar: observed.
ESTABLISHMENT SECTION

103. The Establishment Section will dezl with the prepsiation
and issue ot cffice crders, the p.stirg of staff, clericel erd menizl, the
maintenance of personal files end registers of cardidetes for employ-
meont, the renewal cf liveries of peons and with the ertire correspond-
enca of the dep rtment inclusive of the subjects zllotted to the
Accounts Saction. All orders rolating to apprintments, promctions
and lsvva of tho offize staff and menials will be commuricated
i;l flaar and precise torms to the Accounts Section without avoidable .
aelay,

THE CARETAEER
104, The duties of the Care taicer, Director of Educ-tion’s Offiicer
Allsbhabad wilbe ;

(1) Lhe ovoning and closing of the office ;

{2) the charge of, and prevaration of indents for forms and.
staticnory ; )

{3) the collection and sale of waste paper ;

(4) the charge of cffice furniture ;

(8) the contrcl cf menial establishment so far as the cleanli-
ness of the office is concerned ;

(6) the charge of the buildings and grounds generally ;

(7) he charge of tents.

STATIONERY AND FORMS N

105. Anindent will be prepzred arnually iy the caretaker for the
‘stationery required frcm the Superintendent, Printing and Statieonery;
Allahabad. Theindent willbe scrutinized by tha H>yd Assistant.
“Lhe stationery, when received, will be checked by the caretaker and

stored in the room all itted for the purpose.

106. Each department wils, in the beginning of the month, indent
on the caretaker for the stationery ard forms required tor department-
aluse. The Incharge will see that the number of furms indented
for represents the prob-bls consumpticn and that there is nc waste.
If necessary a suppiemetary indent, preferakiy in the middle of the
‘month, may be sent in by a department, if forms are likely to be
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exhausted before the end of the month., Officers will similarly be
supplied with stationery on written requisiticn signed by them or
their camp :lerks.

107. ke caretaker will maintain a stock-book for typewriters,
furniture and other movable atticles ar.d will enter their dis 1ibution
in a saparate repister. He will verify the stcck once a year in April
a1d submita verification certificate to the Pegsonal Assistant thrcugh
the Iacharg: Establishment Department who will also check
the stosk. 1he certificate will then be countersigned by the Personal
Assistant ard placed in the stock-bock. '
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CHAPTER X
LiBRARY

168. The Librarian will be respensible for the custcdy of becks:
and other pnblications stocked in the Libraiy. He will see tlat the
books are properly dusted and kept tidy , and that proper precevtions:
are taken fcr their preservation.

109. The Librariar will maintain a register in the prescribed form.
in which he will note the distribution of all books receiwed by him
from time to time.

ReQUuISITION FOR BOOKS

110. Nc book may bo remcved. from ¢r restcred to the library-
shelves without tie librarian’s knowledge.

111. Requisitions to the librarian must specify the bocks re-
quired. Files or notesare not to be sent tc him to put wp necessary
books. It isro part of his duty {o read through files or notes to
find ovt what books are required.

112. In like manner information required frcm eny cless cfbecks
should be searched for by the department ccncerned.  The iibrerian’s
duty is simply to supply the bocks specified.

113. No beok will be given out by the librarian except cn a
written requisition in the prescril.ed form.

114. he librarian will maintain 2 register of bocks issued on
requisition for official prrposes.

115. Incherg~ and assistants will ce held persenally responsible
for the return f books and puklicatiors to the librery.

116. Ircheig~ and assistants siould - see that they gt back
their requisiton slips for the books returned by them as other-
wise the books will centinue to stard against their remes.

OFFICERS’ REFERENCE BOOKS

117. He will be responsible that the reference libraries of cfficers
are kept permanently svpplied with all the books required by:
them and thet any new editicns of books of reference which may be
issved arc substituted withcut deley for older editions. When any
book of reference is removed. from an officer’s library for the insertion
of additions ard corrections anrother copy shovld be put temporarily:
in its place.

118.  He will alsq kegp corrected up tc date all codes and manuals:
it the library. Departmental copies of such bocks will be corrected
by the departments themselves to which the librarian will distribute:
$he correcticn slips. Theé referer.ce books of officers will be corrected:
by their stenographers. ™
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PERIODICALS, GAZETTES, ETC.

119. The librarien will maintain a register of the periodicals
and Gazeltes received, and will bring to notice any irregularity in

their receipt.

120. At the beginuing of each half yaar the librarian will submit
to the Personal Assistant a list of the reports, pericdicals, ete. to be
bound, also any cld bocks the covers of which require rep:ir.

- T —aapawy s W AVER

(7B, St &xebmdo Mltl.
New Delhi-110616 - (,3

DOC, NO. e s cno e g
One.....o _TI pryy




36

CHAPTER XI
MISCELLANEOUS

121. The crders of the Perscral Assistant shcvlc betaken before
the production of departments] records in ccvrt. Ur.der section 123
of the Indian Evidence Act, 1872 (Act I of 1872), the depertmert can
refuse to produce in ccur' ,unpublished efficie] doctmerts relatir g to
any aflairs of State. If the Personsl Assistont decides tnat the file-
or other official document should rot Le produced in court, it should:
be taken te court as required ty section 162 of the Evidence Act
in a sealed cover by on official of the departmert who should be
Instructed to say that permiss.on to produce it is refused under
section 123 of the Indian Evidence Act.
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CHAPTER XII _
ARRANGEMENT oF FILES

122. An assistant submitting a case will place on top of it a slip-
indicating the page requiring attention.

Submission of cascs

123. (1) Three clear days (holidays -xcepted) are ordinarily
allowcd for the sumission of papers for orders, -

(2) (@) Simple letters which do not require much referencing, and

(b) unofficial references which have been fully noted onin the
reforring department, should be submitted either on the dey of receipt;
in the departnient or the next day.

(3) Urgent and immn~diate cases should normally be submitted on
the date of receipt, and never later than the day after receipt in the-
department. . :

~ The same time -limit applics algo to cases returning to the depart-
ment for further infoimation or for the preparaticn of a draft.

124. Ifa case is very urgrnt or importsnt the Ircharge ig.
expected to be prrscnally cognizant with the pregress, and to see that
no delay occurs at any stage inside or cutside office withcut the fact
of such delay being reported to an officer.

125. The Inchnrg~’s signature on notes and drafts comidg up.
from a departmsnt will be tak-n to indicate that he has cleeked the
notc and takes responsibility for the same.

126. If an urgent case does not return frcm an cfficer quickly the
Inchrige inthe dischargescf his dutly fcr the duo dispesalof such cases
will bring the dclay to the notice of the Officer concerncd.,

127. If a case does not retwin in ncymel time  frcm the Director
of Education, the Perscrel Assistert at headquaiters may com-
municate d mi-cfficially wilh 1he Direcicr of Education’s Personal
Assistart in Camp.

128, The Incharge or assistant sutmitling cases to offcers must

we that the appearance of a flle is tidy and -all unnecessary slips
are removed.

UsE or CoLOURED LABELS

129. (1) Coloured lebels will be uscd to shcw that certain papors 7
are urgent «r confidential,

(@) Immediate (blue). Thiscolcur will be used only in cases of
peculiar urgency nevding instant attention. Cases so marked
will be submitted at once to the perscn to whom they are
addressed.
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(b) Urgent (red.) This label will be used for cases requiring
atiiention without delay.
(¢) Confidential (yellow).
(¢) Today (light-blue). This will-be us>d for cases, requiring
priority over all cthers,
(2) Thereisalso a spacial label marked ‘“Council question” or *“ As-
:sembly question”. Thess will be us>d on filesrelating to such ques=
tions.



39

CHAPTER XIII
No1ing

130. The assistant who puts upa note on the letter, should give
the number and date of the letterand the source of the letter before
starting the note. '

131. Reproduction of the letter in the notes is strictly prchibited.
If necessary the relevant portions of the serial under note may be
marked by red or blue pencil and attention may be drawn to these
marked portions. Office will not quote passages from letters unless
the precise wordings is of importance.

132. The noting on serials should be avoided unless the reference
is such that it can be disposed of without further correspondence.

133. Allnoting should be on the note sheets and these sheets must
be put into.a cover. When it happens that the notes and orders are
scattered over various sheets they should be arranged in proper order
and put into the relevant cover.

134. As far as possible an assistant will write his notesin the order
of the serial number. Ifit happens that he has to submit a letter
independently of the file and the sequence of the notes is thus inter-
rupted, he will make this good by bringing the notes in the relevant
notes cover. .

135. Assistants will fix notes into their covers with string tags.
Ping will not be used except to attach P.U. C. and letter slips. Fore-
end of the string will be fixed to the fore-cover; the latter end of the
string will be loose for the addition of fresh sheets.

136. The first person who writeson a page of the notes will number
‘that page.

137, Margins will be kept as for as possible for references. But
an incidental omission from the note may be written on the margin,
and an officer passing an order upon a particular point in the note may
record his signature on the margin. But an order or note of any
length will be written at the end of the office note.

N.B.—Notes will not be interrupted by references to files and sarial numbers in the
body of the notes, still less by reference to letter slips. The reason is that such in-
derruption distract the reader. 1t isbetter to give all references, whether to files
or serial numbers ot slips, on the margin of the note.

138. (1) For subsidiary business not direclty concerned with the
disposal of the case assistants will never use the margin, but use routine
notes. For example when they require a file of another department,
the routine note will be written on a scparate sheet headed *‘ routine
note”’ and attached to the outside of the notes cover.

(2) No routine notes will be submitted with the file unlcss there is
special reason for drawing an officer’s attention to them. Office
will be careful not to distract the attention of supericr authority by
submitting any thing not required for the disposal of the case.

139. Before submitting cases to officers the Inclterge will see
that spare sheets for noting have been provided in the cover.
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140. Pinswill not be used for this purpose except to attach
lettered slips.

, 141. Demi-official letters will be noted on in the same wayas
official letters.

142. Inchorge will soe that notes by officers are checked and
referenced before they are submitted to higher officers.

143. TIv is essentialfor the convenient conduct of businessthat
notes are legibly written. Tllegible or untidy notes by an assistant or
superintendent will be regarded as a definite fault. If an Incherge
makes many erasures in an office note he will "cause it to be neatly
re-written or typed before it goes to an officer.

144. Allnotesthat exceed one paragraph in length will be para-
graphed and the paragraph numbered. No number will be given to
the first paragraph.

145. All notes will be temperately written, and be free from per-
sonal remarks.

146. It isthe particular duty of Incharge and a general duty
of assistants—

(a) to see that all information required for the disposal of &
letter is properly referenced and is easily found ;

(b) to note on the material facts ;
(c) to give exact references to relevant rules or orders ;

(@) to bring to notice, if necessary, precedents or cases in which
the question under consideration has already been discussed,
or in which orders affecting it have been passed.

147. (1) If the complete import of the letter is apparent frem
merely reading it, the office will confine itself to suggesting action
bricfly. In other cases the office note will aim at providing a brief
statement, a statement of rules and precedents bearing upon it andi
the suggested action.

(2) When routine action is indicated (such as explaining delay),.
returning enclosure, forwarding applications etc., the Incharge or
assistant will suggest the order to be passed.

(3) Office will be chary of commenting on questions of pohcy, or
on the conduct of officers.

Ordinarily there will be no more than one office note, Ifthe
Incharge cannot accept the assistant’s note he will re-write or modify
it or return it to the assistant for revision giving him neces-
sary instructions whether in writing or verbally.

148. The practice of writing notes on drafts is to be avoided.
The note submitting a draft for approval will be written in the body
of the note. If a superior officer writes a note on a draft the assistant
will copy it into the notes.

149. As soon as a draft has issued the indexer will draw a line

across the notes and note below the line the number and date and the-
gerial number of the issuing letter.
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150. Unofficial notes should be kept separatcly at the end of the
notes cover,

151. The serial under note should be placed at the top in the case
cover with a P.U.C. slip pinned to it.

152. The cases in which the action to be taken is clear a draft
should invariably be put up.

153. When putting up a draft the date on which a remird«r should
be issued should be noted on the draft against the words ‘“Remirder
on” by the assistant putting up the draft. The entry should be iri-
tialled by the Incharge or the assistart Ircharge who may alter
the date if he corsiders that the remirder should issve earlier or
at a later date.

154. In cases in which information is asked for from subordinate
offices eto., the consolidation of the information should rot be deferred
till all the replies have been received. The irformation received should
be examined and consolidated without waiting for all replies. If
any discrepencies are noticed they should be cleared by a reference
to the writer at once.



CHAPTER XTV
DRAFTING OF ORDERS

155. . Orders are communicated in one or other of the following
forms :
(a) Lotter ;
(b) Notification ;
(¢) Office memorandum ;
(d) Endorsement ;

and are submitted in draft for approval previous to issue.

156. (a) Letters should be employed in writing to the Frovincial
Government, Commissioners and District Officers, Deputy Drector of
Regions, District Inspector of Schools, and other Subordinate
Officers of the Education Department and also in addressing non-
official persons and institutions.

(b) Notifications are used for gazetting appointments, leaves, trans-
fers, conferment of powers, and promulgating rules and orders under
legal enactments.

(¢; The office memorandum should be used for replying to unimpor-
tant letters and petitions.

(@) The endorsement form should be used generally when transmit-
ting copies of original documents for information or with brief
instructions, but should not ordinarily be employed in addressing
-non-official persons or institutions.

157. At any stage of the case office may prepare a draft letter,
resolution, ete., if office thinks that the case will thereby be more
realily concluded ; and it will always do so in submitting ordinarily
cases about which there is no doubt what orders will be passec.

PREPARATION OF DRAFTS

158. Provincial Form no. 108 will invariably be used for drafts.

159. The Incharge will see that untidy drafts and all drafts
which are likely to be submitted to the Director of Education or which

are not of a purely formal nature are typed before they are submitted
by the office.

160. (1) In the letters to the Provincial Government the subject
of the correspondence will invariably be given at the top of the letter.
Inletters to other addresses, the subject will be mentioned 2t the be-
ginning of the letter, if necessary.

(2) The number and date of the letter to which the draft is a reply,
or the number and date of the last letter of the correspondence will be
q-oted ab the beginning of the draft.

(3) In some cases it may be necessary to refer to a series of letters,
This will be done on the margin of the draft.
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161. Letters will ordinarily be self-containec. No enclosures will
accompany a letter which are not essential to a clear and precise un-
derstanding of the question under discussion.

162. Drafters will not use abbreviaticns in the draft unless they
are perfectly intelligible. As a rormal 1ule typists in typing out
drafts under submission will expand any abbreviations used.

163. The drafter will give on tre margin the serial numker and
the letter slip for every letter or docvment L e quotes in a craft.

164, The drafter will verify all figures which ke quotesin the draft,

and, if an officer of the department has drafted, tre Tncharge will
do this.

165. (1) It is advisable tc note in pencil on the margin of drafts -
of annual reports, and of long and important letters, the place or
places in the report or correspondence where statements or figures
made use of in each paragraph of the draft will be found.

(2) When a draft lstber has becn put in print it will be the duty
cf the Incherge toenter the references givenintte mwanuscript draft
on the margin of the proof, and to see trat the referer.ccs are correctly
entered, in the final proof which is submitted to an cfficer.

166. Care should, be taken to return original papers when their re-
turn is specially requested. Drafters will acd to their drafts a
paragraph notifying the return of such papers.

167. Drafters will enter on the draft, in additicn to the number
of enclosures specified on the right margin, a detailed list of enclosures
for the guidance of the copyist and tre despatcher.

168. Incharge will examine drafts of all letters by whom-
soever drafted. They will point out before issue any errors or omis-

sions whether in substance, language, grammar, or punctuation, which
oéeur to them.

169. Letters affecting other depariments of the cffice will te cffi-
ciglly endorsed as a matter of course to the departments concerned.

REMINDERS

170. (1) A reminder will issue in the case of all letters to which &
reply has not been received, within one mcnth, and tl.c reminder
should be repeated after every fifteen days, till a reply ccmes. In
urgent cases reminders should be issued, earlier. Reminders to subor-
dinate officers and departments will take the form of a distinct inquiry
regarding the cause of delay and the prespects of a reply and the remin-
der should be returned with the infecrmation required within a time
to be specified therein. When the remirder is vrroticed, a seccrd one
will be issued.

(2) The reminding of subordinate officers will nct ke regarded as
a matter of routine. The Ircharge will watch cases in which
undue delay is occurring and will suggest to an officer the expediency
uf making demi-official inquiry.
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CHAPTER XV

GENERAL INSTRUCTIONS FROM GOVERNMENT

COopy of G.0.no. A-7641]X V—3007(5)-1950, dated Lucknow, December
29, 1950, from the Szcretary to Government, Uttar Pradesh, Educa-
tion (A) D:partment, to this Office.

Rezently a number of cases have come to notice in which communi-
© cations addr ssad to Gove nmant have bzzn sign>d by cleks at the
Hz=a1 Offi e ; instead of addressing the Secretary or Joint Secretary
to Governmant, communications were addressed to the Superinten-
dents in th> Education D:partment. In a number of cases Govern-
ment communications have rmained unacknowledged and after re-
peated reminders copies of Government communications have been
ask:d for; ths lette s of Governmen’ of India on which repo:ts or
commznts and suggestions are invited remain unattended for months
?ith th> result that no reply can be sent to Government of India in
ime.

2. As it is desirable to observe rules and procedure of official
busines; and ensu-e expsditio 1s and efficient disposal of Government
business I am directed to observe that instructions laid down in para-
- graph 399(2) of the Manual o Government Orders should in futur. be

strictly observed and serious view would be taken of failure to com-
. p'y with the orders contained in the said paragraph. All communica-
tions addressed to Government should invariably be signed by gazetted
officers themselves. The subordinate offices should not, as far as

possible, address Government direct except when they are so required

in cases of extreme urgency. All communications must be addressed

to Secretary or Joint Secretary to Government in the Education

Department, as the case may be, and not to the Superintendents in

the Education Department,

3. I am further to observe that all communications from Gov-
ernmant to which a reply within a month is not possible, should be
acknowledzad and Governmant kept fully informed as to how the
matter stands. A final reply :hould, however, be submitted to Gov-
ernment within eight weeks of the receipt of such communications and
in cases of delay an explanation of the reasons for the delay should
be furnished to Government for information.

4. In cases of communications from the Government of India on
which comments and suggestions are invited they should be ack-
nowledged at once on receipt and a reply furnished within four
weeks, If it cannot b2 answered within four weeks from the date
of its receipt, the matter should be brought to the notice of the
Government and the reason: for the delay explained. It is of the
utmost importance that letters received from the Government of
India should be dealt with as expeditiously as possible.
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5. Answers to Assembly and Council questions should be given
top priority and draft answers together with all the relevant material
to enbale Governmz=nt to answer supplementary questions should be
submitted within the scheduled time to answer them in time. When
long statements giving factual information are to be laid on the table
of the Legislative Assembly (not Council) ten copies of such statements
in Hindi should be furnished. It is unnecessary to send replies to
Assembly questions in English.

6. Copies of reminders issued by your office to subordinate offices
such as Deputy Directors or District Inspectors of Schools need not
be endorsed to Government. The Head of Department is responsible
for furnishing necessary information to Government and should
ensure this,.

I am to request that the instructions set forth in the foregoing
paragraphs may be brought to the notice of all concerned and it may
be impressed on them that a serious view shall be taken of the failure
40 observe and comply with these instructions.
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WEEDING SCHEDULE
I—Papers or files to be kep for one year

Accountant General’s and other objections regarding, bills, charges
and matters of similar nature after removal of objections.

Admissioy, of Students

Advertisements by the Public Service Commission for filing up
the vacancies in the various services of the Education Department.

Application for causal leave granted, tc gazetted, and, non-gazetted
officers, clerks and menials.

Applications from persons asking for the supply of curriculas
examination rules, prospectus, etec.

Applications received from persons for employment in the depart-
ment. | ’
Anonymous petitions requiring no further action.

Corrc spondence regarding the grant of duplicate certificates.

Correspondence regarding the issue of permits for materials re~
quired for the construction of buildings.

Diaries of Depressed Class supervisors.

Distribution of allotment under head travelling allowance,
tentage and extra tour establishment.

Equivalence of standards in connection with the admission ofextra-
provincial students.
Enquiries regarding books and magazines.

Invoice of papers.

Interest payment ordersin respect of securities relating to charitable-
endowntents. :

Leave case of pupi! teachers of training Institutions.

Notices and, proceedings of the meetings of aided. colleges, etc.

Notices of University meetings.

Permission to government servants to broadcast.

Permission to leave the station during the holidays.

Promotion of students.

Railway concessions to students.

Sale of dried trees in the premises of Government instituticns and’
buildings. )

Summons.

Tour programmes.

Unimportant miscellaneous cases.

IT—T0 be kept for five years
Addresses to His Excellency and Ministers and their roplies :

Applications—(1) , From employecs for postsin other pryvinee-
or departments.
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(2) For admission to foreign universities.

(3) For undertaking private tuitions.

Bills—(1) Travelling allowance bills.

(2) Bills of government conveyancer for settling decds, ete.
(3) Correspondence regarding schalarship Lills,

(4) Correspondence rclating to contingent bills.

Books—(1) Approved books, periodicals and magazine s oxcept one
copy to be retained permanently. Orders regarding the disposal of
books so weeded out should be obtained.

(2) Permission to write books and to accept honoraria.
Budget—(1) Budget estimates of degree colleges.

(2) Correspondence in connexion with the educational budget
and new demands.

(3) Correspondence in connexion With the grant-in-aid budget.
(4) Budgets and schedules of district boards.
(6) Public Works Department budget.

Buslding materials—Government orders regarding procurement
of building materials.

Capital account—(1) Revenue and capital account of Government
buildings. '
(2) Certificates regarding the utilization of grants.

Changes—(1) Of correspondents in European Schools and mana-
gers of other schools and colleges.

(2) In the name of the educational institutions, students and
teachers. . ’

(3) Among the Directors of various provinces.

Circulars received trom the Directorsof Ecucstion of other
provinces and university circulars.

Competitions of 8t. John Ambulanco and tournaments.

Complaints—(1) Regarding delay in payment of salaries to
teachers.

(2) Cases of complaint not of permanent value.

Concesson in school fees.

Constitution, function, etc. of District Board Education Commit~
tees. '

Council and Assembly questions (proceedings to be kept perma-
nently).

Dates—(1) Fixing of dates for the departmental examinations.
g (2) Of elections to local bodies and lsgislaturss (Central and

tate),

Education Code—Information obtained for the compilation and
revision of—
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Eraminations—(1) Appointment of sub-committec and fixing of
centures etc. for holding the departmental examinations.
(2) Permission to teachers to appear at various cxaminations.

Education Fund—(1) Correspondence with district boards regard-
ing education fund balances.

(2) Soparation of Districc Fund (Education) account from
District Board (General) accounts.

Exchange of correspondence with students of foreign countries.

Exemprtion from age, division and domicile restrictions for admis-
slon to training institutions.

7 Erpenditure—(1) Sanction to expenditure from District Board
Lund.

(2) Correspondence regarding excess expendituye over certa.in
heads of the budget grant.

Farewell parties of officers and permission to accept addresses.

Government Provident Fund advances and final payments.

Government Buildings.—(1) Correspondence regarding register of
‘Government buildings.

(2) Rates and Taxcs and annual repairs tc—
(3) Capital and Revenue Account ol—

Grants—(1) Racurring and non-recurring grants to schools and
-ooll2ges (except building grant).

(2) Application for grants and additional grants.

(3) Grants to students for examination fees and books,etc.
(4) Rosumption of unspent grants and vheir allotments. «
Holidays in schools and colleges. '

Indent for stationery and forms.

Introduction of new subjects in educational institutions.
Investigation of claims of arrears of pay and allowances.
Irregularities—Financial irregularities.

Leave cascs of officers of other department attached to Educa-
tion Department. :

Lending of educational buildings for non-educational purposes.

List—(1) Ofeducational officersin the Uttar Pradesh and dis-
tribution list.

(2) Of veancies in Government institutions received annually.
(3) Of approved books, curricula,etc. which areissued annually.
(4) Of approved contractors.

Minutesofuniversities.

Notices relating to Indian Science Congress and other educational
confirences and meetings.
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Pension and gratuity cases (sanctioning order to be retained 20
years from the date of retirement of the pensioner or 3 years from
the date of his death, whichever is earlier).

Permission to government servants to attend University Court
meetings and to accept membership of private instituticns or local
‘bodies. .

Petitionsrejected.

Petitions of political sufferers.

Prevention of blindness.

Printing of forms, their revision, supply and abolition.

Private tuition—Applications for undertaking private tuition.

Petty projects. :

Propaganda against the use of intoxicants.

Radio sets—Provision of radio sets or film projectcrs in schools
-and colleges.

Rates anp Taxes.—Allobment of ‘‘ Rates and Taxes” ‘‘and
*“ Annual Rpairs > To Government buildings.

Re-apprcpriation of funds.

Recess of officers in the hills.

Repairs—(1) to Government buildings.

(2) Of machines, instruments and furniture.

Report— (1) Annual reports of District and Municipal Boards.

(2) Correspondence regarding the annual report on public
-education.

(3) Report of the office of the Public Health Department,
Uttt wr Pradesh, rogarding educational institutions.
- (4) Library and museum report.

(5) Boy Scouts and Hindustan Scout- Association reports and
-reports on girl guides.

(6) Inspoetion and audit reports.

(7) Regarding educational endowments.

Representations of district boards regarding cducaticr fund
-balances.

Resolutions passed by the Legislative Council and Assembly.

Resumption of unspent grants and their reallotment.

Returns of stores. .

Revenue &ccounts—Cases regarding Capitaland Revenue Account
-of Government buildings.

Refresher course—Scheme for the holdlng of—

Revision—Information obtained for the compilation and, revision
-of Education Code and similar publications.

Rustication and expulsion of scho 'ars.



50

Schedule of new demands.

Scheme of holding refresher courses.
Sections—Opening of double sections in a class.
Seeds—Supply of seeds to educational institutions.

Separation—Correspondence regarding separation of District
Fund (Education) account from District Fund (General) accouns.

Strikes in schools and colleges and other cases relating to discipline.

Theft—Cases of theft and consequent write-off.

Transfers and promotions— (1) Applicaton for transfer from non-
gazetted officers.

(2) Applications for transfers, promotion, ete.

Vacation—Pay for sammer vacation.

Works—Distribution of ‘“ works allotments .

Writing off of irrecoverable amounts, books and other stores.

Papers or files to be kept for 20 years

Advances—House, building, motor, motorcycle or cycle advances,

Age—~Correction of age entry in the examination certificates and
scholars register.

Agility Ex:reises—Schemes regarding Physical Efficiency Tests
and Agility Exercises.

Alienation—Opinion. on the alienation of Government building..
Allowances to school medical officers and hostel superintendents. -

Appeals and memorials against reduction, supersession or dismissal
of individual officers and connected papers.

Budget—(1) University budget and grant-in-aid to those bodies.

(2) Increase or decrease in the allotment under certain heads.
of the educational budget.

Buildings— (1y Building programme of local bodies.
(2) Construction of buildings for Government schools and

colleges, etc. and additions and alterations therein costmg more
th'n Rs.7,500.

Central Advisory Board of Education in Tndia and resolutions -
passed by it.

Clinics—Correspondence regarding establisk.ment of school linics.

Committces—District  Depressed Class Education Committee—
conbtingent grant.

Commutations of pensions. -

Compassionate fund—Applications for help from the Uttar
Pr.desh Compassionate Fund.

Concessions—Inber school rules regarding fees concessions, admis-
sion, etc.
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Condonation—Cases relating to the condonation of deficiencies
In the qualifying services of government servants.

Date of birth—Alterations in the date of birth of gazetted offi-
cers.

Deputation of teachers to trsining institutions.

Deputation and transfer of officers to other departments or
foreigr service.

Double Shift System in educational institutions.

Drummondganj Fund of the Drummondgarj Government High
School, Pilibhit.

Endowment—Correction of the accounts.

Exemption of officials from educationel test, age-limit and
training qualification.

Exemption of officers from special departmental examination.
Extersion of service over 55 years of age.

Foreign Universities—Students admitted to foreign universities
for further studies.

Freeship—Special free-rate scholars.
Furniture—Standardisation of furniture.
G@rants—(1) Grants to local bodies.

(2) Special grants to schools end colleges.

(8) Grants to non-official bodies and institutions, hostels and
libraries.

Grow-More-Food Campaign.
Insurance—Postal Life Insurance and Provident Fund.
Kirdergarten and Montessori courses.

Manuscript—Loan of -oriental manuscripts of India Office
Library, London. | ,

Medical treatmeni—Grant for medical treatment of governmert
servants and refund of medical expenses.

Mid-day meals—Schemes of mid-day meals and opening of school
canteens.

Pension and gratuity cases (sanctioning order to be retained
for 20 years from the date of retirement of the pensioner or 3 years
from the date of his death, whichever is earlier).

Plans—Standard plans for construction of buildings.

Proceedings of the Uttar Pradesh Provinceal Board of Anglo-
Indian and European Education, Board ¢f Hindustani Education
and its committees, Intermediate Board of Ssnskrit Studies ana
Board of Arabic and Persian Examinationrs.

Provident Fund—Governmert oraer ir regard to the joining of
Provident Fund Scheme by teachers of Anglo-Hindustani institutions.

Purchase and Supply—Books, periodicals and meaps, etc.
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Recognition of Engineering and other special schools.

Red Oross and St. John Ambulance—Resolutions and Interpretati
of Junior Red Cross and, S*. John Ambulance Committees, Tpretation

o AR.tfgglt)sglaﬁdO;\st?:xi iiﬁfﬁﬁiﬁ .from registration of governing bodies

Rent of Government buildings and taking on. rent of buildings
for Government use. \

Rent statements of Government buildings—correspondence.

Rent and Taxes.—Cases relating to rent and taxes of Government.
buildings.

Resolutions of the committess, conferences, assocrations, federations,
elc.

Retirement list.

Rules of management of schools and colleges.

Schedule of rates—Public Works Department schedule of rates,

Scholarship and stipend—I(1) Award of scholarshinsand stipends:
in schools, colleges and mniversities and fareign scholarships.

(2) Stipends, scholarships and grant alllwed by the Gevein-
ment of India.
Security—Fixation cf amounts of security to be deposited by

employees.

Qelection of candidatcs—Correspondence with the Public Service
Commission for their concurrence of the selection of candidates select-
ed by the departm ental selecticn cc mmittee from one grade to another.

Social Service—Correspcndenceregarding Social Service Agencies.
Syllabuses—Revision of syllabuses of Training and Physical Ins-

titutions.
Tents—Scale of tents and their purcha ses.

U. T. 0.—Correspondence relating to U. L. C., the Indian Lerri-
torial Force and other Military orgavizations.

Visual Bducation.
Warm clothing and liveries,

To be kept permanently

Absentee and establishment statement.

Acquisition of land.

Act or Bills—Papers regarding Acts or Bills.
Adpance—Permanent advance for officers.
Agrezmant form of teachers and amendments thereto.
Annual report regarding the search of manuscripts.

Annual and quinquennial report of Director of Education and the
Government of India. :
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Appointments, transfers, leave, etc. of provincial subordinate and
ministerial services

Books—One copy of each of the approved books, pericdicalsand
magazines.

Budget—Prir.ted Educational Budget with Government Orders.

Building—Ccnstructions of buildirgs of Government institutions:
and additions and alterations.

Oal.ndars—Universities calendars, Ordinance, ete.

- Oelebration of Independence Day—Avgust 15, 1947,
Certificates—QGrant of teachers certificate.
Clocks—Correspondence regarding purchase end supply cfclecks.

Commettses —(1) Constitution cf the Provincial Text-book
Committtee, Uttar Pradesh and Rules, Agenda and proceedings of
the Committee.

(2) District Provineial Muslim Education Committee.

Oompulsory Education—Schemes regarding the introducticn of
compulsory education.

Confidential revorts of Bducational Officers.

Creation of posts—Cases of entertainment of estaklishurent, i.e..
creation of new posts.

Oycles—Gorrespondence regarding purchase and supply of ¢ yeles.

Educgtional Code—Revision and amendment of endowments.
schemes and vesting orders,

Bxpangion of Bducation—Schemes cfimprovement and expansion.
of education.

EBxpenditure—Prescribed minimum expenditure on Hindustsni’
aducation for district hoards.

Foirm I11 of establishm nt and absent.e statement.

Grants—(1) Ceses of new and increased grants to schocls, colleges:
or othet organizations.

{2) Cases regardingbuildinggrants tc schoolsand colleges.

(3) Cases of spacial recurring and nen-recurring grants allowed’
by the Government cf India.

History of Bducational Institutions.
House rent allowance—Grant of house rent and similar allcwance..

List—1) List ot institutions and p rsonsinterested in Sanskrit
learning.

(2) Printed grants-in-aid lists.

Mahatma Gandhi—Death, mourning and, Memorial Fund.

Manuscripts—Annual reports regarding the s arch of S8anskrit and.
H indi manuscripts.
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Mibitary Traning—Sch-mes for military traning.
Muslim Education—All important casesrelatirg to Muslim Edu-
cation in the Pradesh. Froceedings of the Frovincial Muslim Edus+

cation Committee and the Speclal Maktal, Text-book Committes,
Uttar Pradesh and crders of government thereon.

Ordsis—f1) Standing orders of Government | deparment and
Accountant General, Uttar Pradesh.

(2) Gvaramot oeders regarding occupation of rent-free
quarters,
Pernanent advance for officers.
Provident Fund schemes of the Anglo-Hindustani schcols.,
Provincialization of schools,
Quinguennial reports and annual reports of - Director of :Education,
Uttar Pardesh and the Government of India.

Recerpts and charges—Impcertant changes in' the estimates of
receipts and charges of the Education Department.

Rscogmitwon of schovls, Intermediale and Training Colleges.

Rzgustration of associations, formed by the government employces,
.under the Socisties Registration Act,

Rsgulations.and Rules.

R:ligious instructions i1 school and colleges.

R munzration to examiners in connexion with departmental exami-
nations and ord.rs frxing the scale of remuneration and tabulation fees,
‘etc. of various examinations.

Rent-free quartzrs—Government orders regarding Reorganisaticn of
education and of the inspecting, tutorial and clerical staff.

Reports—Annual and quinquonnis! reports with e ppendices and
reviews of the Director of Education and the Government of Irdia.

R:wision and amendmsnt of the District Board Educetional Rules
-.and Educational Jode.
Rwision of scule of pay and orders relating thereto.
Scholarships—(1) Correspondence  regarding institution or
abolition of scholarships and stipends.
(2) increase or decrease in the number or rate of stipends and
-gcholarship in training institutions.
Standing orders of Government Dﬂpartment and Acccyntant General,
Utter Pardesh
Status—Rsising or lowering the status of schools and colleges.
Tentage allowance—Fixation of rate of tentage allowance.
Ty pswrit.rs—Correspondence regarding purchase and supply
-of typewriters.
University Calendars and Ordinances, etc.
. Retention, and destruction of other records like registcrs, cic.



( 55 )

Beriel
no. Description of register Period of retention
1 | Station dak book or peon book .. One year.
2 | Attendance register . Two years.
3 | Sub-vouchers for sums above Rs.2b pertain- | Three yeais.
ing to contingencies.
4 | Counterfoils of permanent advance certificate | Three years after completionv
book. of the book,
5 Reg‘ister of bills received for countersigna- Ditto.
ture. )
6 | Register of casual leave granted to gazetted [ Three years.
officers and office clerks,
7 | Register of stationery .. .+ | Three years after completion.
8 | Register of eontract grant and contingencies | Five years.
9 | Travelling allowance bill book . Five years after completion,
10 | Cash-book Twenty years.
11 | Order books Ditto.
12 | Acquittance roll .. . Thirty-five years after comple.
tion.
13 | Salary bills of ministerial or gazetted officers | Thirty-five years.
14 | Receipt and issue register Permanently.
15 | Index and file register . Ditto.
16 | File of guard books .. Ditto.
17 | Catalogue of books .. Ditto.
18 | Register of deeds .. .. Ditto.
19 | Registor of endcwments .. Ditto.
20 | Register of building, furniture and special Ditto.
grants.
21 | Alphabetical register . Ditto.
22 | Register of Government buildings Di;;to.
23 | Catalogue of books printed in British India Ditto.

and index cards,

(a) Register of office furniture . .

{b) Stock-book of valuable stores

(c) Service books ..

Until & revised register duly
attested by the head of
office is prepared.

Ditto.

Five years after death or retire.
ment whichever is earlier.




APPENDIX A ;
List of periodical reports and returns of the Educational Depariment, Uttar Pradesl, due in this office

Serial
no. Name of return From whom received Daie of receipt |Department
concerned
1 2 3 4 5
| Results of the Diocesson Training College, Naini Tal Inspector of European Schools, Uttar | January 20 ‘G-IT
Pradesh.
2 | List of Govergment servants completing 30 years’ of service | Regional Deputy Directors and Inspec- Do, ‘A’end ‘H
and those completing 25 years or more of service or 50 tresses of Girls’ Schools.
years of age under @G. E.no. A-10/XX-—3(5)-47-48,
dated March 4, 1948,
3 | Certificates under paragraph 392 &(b) of the Educational | District Inspectors of Schools Do. T
Code.
February
4 | Statement of actual expendivure of vocational stipends for | Heads of insttiutions concerned February 20 ‘D’
depressed class students.
5 | Statement of actual expenditure in respect of contingent | District Inspector of Schools Mearch 10 ‘D
grants to District Depressed Class Education Committees
in Uttar Pradesh.
March
6 | Statement of actual expenditure ircurred on travelling { Deputy Inspector of Schools Do. ‘D’
allowance to the membars of the District Depressed Class
Education Committees in Uttar Pradesh.
April
7 | Manager’s Return of European Schools Inspector of European Schools, Uttar | April 10 ‘F(i)
) Pradesh.

( gg



10

11

12

13

14

15

16

17

18

19

Annual Adminisvration Reports for Municipalities

Annual confidenfial reports of gazetbed officers

List of superannuated officers who will attain the age of
55 years.

Annual return showing the parsiculars of hostels attached
to Hindustani Middle Schools as on March 31, each year.

Report regarding utilization of the amounts sanctioned to
District and Municpal Boards for free supply of text-books
and stipends o Depressed Class, Backward Class, Momin
Ansar students reading in schools under District. Boards,
vide paragraph 369-H of the Financial Handbook, Volume

V, Part 1.
Statement of expenditure in respect of the above grants. .

Statistics for Depressed Class, Backward Class, and Momin
Angsar studentsin Junior and Higher Secondary Schools.

Statistics for Depressed Class, Backward Class and Momin
Ansar students in Degree Colleges.

Statistics for Depressed Class, Backward Class and Momin,
Ansar students of Primary Schools.

Expendifure statement (Forms A and B) in respect of
non-recurring grants® to depressed class libraries
towards the purchase of new books.

List of vacancies in Government High and Normal Schools
and list of teachers strong in various subjects.

Permanent establishment form IIT and IV as on Aprill .,

Chairmen of Munieipal Boards
Regional Inspec.resses

Regional Deputy Directors and Inspect-
resses of Girls’ Schools.

Regional Deputy Directors

District, Inspector of Schools

Ditto
Ditto
Registrars of Universities and Principals
of Degree Colleges,

Chairmen, Municipal Boards and Deputy
Inspectors of Schools.

Ditto

May

Diputy Directors of Regions, frincipals,

Training Colleges, Regional Inspectresses

of Girls’ Schools, Lady Principals, Gov-
ernment Intermediate Colleges for Girls,
Head Mistresses, Government Normal
Schools for Girls.

Ditto

April 10

April 20

M&y 20

Do.

D’

D’

<D’

P?

‘A.H. and
Accounts’.

( Lg



Serial

Name of return

no.
1 2
20 | List of works in order of urgency ..
21 | Report of actusl expenditure on works, allotment of the
previous year.
22 | Form “‘L’’ of Municipalities for Boys
23 | Report on working of compulsory primary education in
Municipalities.
24 | Report on the working of compulsory primaty education in
District Boards.
! 1 Absentee statement of the establishments borne on the
{  Provinoial roll.
2 | Statement of Income and Expendifure
3 | Quarterly Report on the working of the Education Expan-
sion Department.
4 | List of districtwise Junior High Schools corrected up to

Tacamhar 21.

From whom recoived Dato of receipt  |Departmen
concerned
3 4 5
Deputy Directors of Regions and | May 20 B (i)
Regional Inspectresses.
Ditto Do. <F” (1)
District Inspectors of Schools May 30 12
Ditto Do. 0
Ditto Do. R I
Monthly
Depuby Directors of Regions, Uttar | 10th of each month] ‘A’
Pradesh. and Principal, Training
College, Allahabad.
All subordinate offices Do. CFIT)
Quarterly
Education Expansion Officer, Uttar | At theend ofeach | ‘T’
Pradesh. quarter, i.e.March
31, June 30,
September " 30,
and Deceanber
. 31.
Siz-monthiy
District Inspector of Schools January 20 and ‘G-I
July 20,

8¢



10

Districtwise list of Higher Secondary Schools corrected { Secretary, Intermediato Board .

up to December 31.

Six-monthly report from municipalities on the working of { Chairmen, Municipal Boards, U. P.

voluntary Adult Education.

Information to be submitted in connexion with the Annual Reportof Director of Rducation

A report of activities and developments during the past All departments of this office ..

calendar yoar.
Ditto ditto
Ditto ditto
Annual reports . e

Education Expansion Officer, Uttar

Pradesh.
All officers on Special Duty in this office

Registrars of 2ll Universities .e

Principals of all Degree Colleges, Uttar
Pradesh.

Regional Deputy Directors, Uttar

Pradesh.

Regional Inspectresses of Girls’ Schools,
Uttar Pradesh.

Inspector of Buropean Schools, Uttar
Pradesh, Naini Tal.

Principals, Government and Private
Training Colleges (Men and Women).

- |Pri neipal, College of Physical Education,

Allahabad.

Principal, Training College attached to
Hindu University, Banaras.

Principal, Training Colloge attached to

Muslim University, Aligarh.

January 20
July 20.

Do.

January 20

and

‘@1

[ I’

‘a-1

61
o1
‘@1

( 6¢ )



Serial

Name of return

From whom received Date of receipt |Department
no. concerned
1 2 3 4 b
Secretary, Board of High School and In- June 30.

termediaste Education, Uttar Pradesh,
Allahabad.

Registrar, Departmental Examina.tiops,
Uttar Pradesh, Allahabad.

Inspector of Mohammadan Schools, Uttar
Pradesh, Allahabad.

Inspector, Sanskrit Pathshalas, Uttar
Pradesh, Banaras.

Inspector, Arabic Madrasas, Uttar Pra-
desh, Allahabad.

Director of Pubiec Health, Lucknow.

Education Expansion Officer, TUttar
Pradesh, Allahabad.

Principal, Colvin Talugdar’s College,
Lucknow.

Principal, Government Sanskrit College,
Banaras.

Registrar, Sanskrit College Examinations,
Uttar Pradesh, Banaras.

General Secretary, Hindustani Academy,
Allahabad.

( 09 )



Honorary Secretaty, Uttar Pradesh Boys’
Scout Association, Allahabad.

General Secretary, Hindustani Scout As-
sociation, Allahabad.

Secretary, St. John’s Ambulance Associa-
tion, Uttar Pradesh, Lucknow.

General Secretary, National Academy
of Scienee, Allahabad.

Honorary Secretary, Marris College of
Hindustani Music, Lucknow.

Secretary, Prayag Sangit Samiti, Allah-
abad.

Superintendent, Physical Training of
Government Training Colleges.

Chairman, Board of Sanskrit Studies,
Uttar Pradesh, Banaras.

Officer on Special Duty, Depressed Class
Education, Uttar Pradesh, Allahabad.

Supervisor, Agriculture Hindustani and
Anglo-Hindustani Schools, Uttar Pra-
desh, Allahabad.

Principal, Hewett Engineering School,
Lucknow.

Principal. Civil Engineering School,
Lucknow.

Honorary Secretary, Uttar Pradesh
Girls’ Guide Association, Earls Court,
Naini Tal.

e

( 19 )



Serial

Name of return

From whom received

Daite of receipt Department
no. concerned
1 2 3 4 5

Assistan, Inspectorof Arts and Crafis, | June 30.
Allahabad.

Director of Military Training, Uttar Pra- Do.
desh, Civil Secretariat, Lucknow.

Director of Social Service, Uttar Pradesh, Do.
Lucknow,

Director of Bureau of Psychology, Uttar Do.
Pradesh, Allahabad.

11 | Annual Refurns .. .. Registrars of all Universifies Do.

Principals of all Degree Colleges (Males Do.
and Females).

Regional Deputy Directors of Education, Do.
Uttar Pradash,

Regional Inspectresses of Girls’Schools, Do.
Utttar Pradesh.

Principals of all Training Colleges (Men Do.
and Women).

Principal, Goverrimeng College of Physi- Do.
cal Bducation, Allahabad.

Principal, Civil Engineering Schools, Do.

Lucknow,
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General Table I11-A

Prmexial Hewett Engineering Sohool,
Lucknow.

Principal, Medical College, Agra

Principal, Agriculfural College, Kanpur
Principal, Sanskrit College, Banaras

Pringcipal, Forest Research Institute,
Dehra Dun,

Principal, Agriculfural Institute, Naini
Allahabad,

Principal, Agricultural Schools, Buland-
shahr.

Correspondent, Prince of Wales Royal
Indian Military College, Dehra Dun.

Director of Industries, Uttar Pradesh,
Kanpur.

Education Expansion Officer, Uttar
Pradesh, Allahabad.

Inspector of Mohammadan Schools,
Uttar Pradesh, Allahabad.

In,spector of Arabic Madrasas, TUttar
Pradesh, Allahabad.

Inspector, Sanskrit Pa.thsha.la.s, Uttar
Pradesh, Banaras.

(1) Director of Military Training, Uttar
Pradesh.
(2) Director of Social Service, Lucknow. .

(3) Director, Bureau of Psychology, Uttar
Pradash.

June 3¢ .

Do.
Do.

Do.

Do.

\ demna % AMGmm.——————
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Serial
no.

14

15

16

17

18

Name of return From whom received Date of receipt D:fﬁ::ﬁgﬁt
2 3 4 5
General Tables 111-A and VIII .. .. Secretary, Board of High School and | June 30.
Intermediate Education, UttarPradesh,
Allahabad.
Ditto .. .. Registrar, Departmental Examinations, Do.
Uttar Pradesh, Allahabad.
General Summary .. . .. Regional Deputy Directors and Inspec. Do.
tresses of Girls’ Schools, Uttar Pra-
. desh.
Annual Reports and Statistics of Physically and Mentally | Regional Deputy Directors and Inspec- Do.
handicapped institutions. tresses of Girls’ Schools, Uttar Pradesh.
Statistics regarding Hindustani Middle Schools in which | Regional Deputy Directors and Inspec- Do.
Manual Training, Agriculture and Rural Knowledge are tresses of Girls’ Schools, Uttar Pra-
taught. desh.
Compilation of Statistics, preparation of a note on the Edu-| Regional Deputy Directors and Inspec- Do.
cation of Muslims in Intermediate Colleges and Secondary, tresses of Girls’ Schoois, Uttar Pra-
Schools. desh.
Statement showing the number of trained and untrained | Regional Deputy Directors and Inspec- | June 10.
teachers in Anglo-Hindustani Middle Sohools excluding tresses of Girls’ Schools, Uttar Pra-
language teachers of special subjects. Teachers passing desh.
A. T. C. should be shown separately.
Foe realized and credited into Government Treasury on | (1) Regional Deputy Directors and Ins- Do.
account of duplicate certificates. pectresses of Girls’ Schools, Uttar
Pradesh.
(2) Inspector of European Schools, Uttar Do.
Pradesh, Naini Tal.
(3) Registrar, Government Sanskrit Do.

College Examinatons, Banaras.

¥9



217

Progress of Education in Primary and Preparatory Schools
of all kinds of compulsory area (Rural and Urban).

Statement showing the distribution of Scholars in various
classes or all kinds of Hindustani Primary Schools.

Classwise enrolment of Intormediate Colleges as it stood
on March 31. -

Classwise onrolment of High Schools as it stood on March
31,

Enrolment of girls reading in boys schools in Upper Primary,

Lower Primary and Preparatory stages.

Enrolment of boys reading in the Primary classes of
Girls’ schools in Upper Primary, Lower - Primary and
Preparatory stages.

Statistics of Normal and Central Training Schools
and Training Classes.

Statement of Mid-day Meal

*

(2) Principals, Government Training
Colleges, Uttar Pradesh.

(5) Registrar, Departmental Examina-
tions, Uttar Pradesh.

(6) Secretary, Board of High School and
Intevmediate HEducation, TUttar
Pradesh.

(7) Rogistrar, Arabic and Persian Exam-
nations, Uttar Pradesh, Allah-
abad.

Regional Deputy Directors, Uttar Pra-
desh.

Rogional Deputy Directors and Inspec-
tresses of Girls’ Schools.
Ditto

Ditto

Regional Inspectresses of Girls’ Schools

Ditto

Regional Deputy Directors and Inspec-
tresses of Girlg’ Schools,

Ditto

i e

June 30.

Do.

Do.

Do.

Do.

Do.

June 30.

)
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Serial
no.

28

29
30

31
32
33
34

35

36
317

Name of return From whom received Date of receip’ Department
concerned,
2 3 4 5
Stages of Muslim boys and girls passing different examina. |[Registrars of the Universities and Inspec- June 30
tions (Regular and Private). tor of Arabic Madras as, Uttar Pradesh,
Allahabad.
Total receipt on account of Examination fee credited in Gov.| 1. Registrar, Departmental Examina- Do.
ernment Treasury and tions,
Examinations Charges incurred during the year. 2. Registrar, Sanskrit College Examina- Do.
tions.
3. Registrar, Arabic and Persian Exa- Do.
mijnations.
4. TInspector of European Schools, Uttar Do.
Pradesh, Naini Tal.
5. Secretary, Board of High School and Do,
Intermediate Education, Uttar Pra-
desh.
Expenditure on Direction . Office Accountant and Education ‘F’ (2). Do.
Notes on Board of Hindustani Education Committee Education ‘H’ Do.
Notes on Educational Endowments .- +. | Education ‘G’1 Do.
Notes on Agriculture and Rural Knowledge in Hindustani | Education ‘I’ Do.
Middle Schools.
Notes on Compulsory Primary Education for boys and girls Ditto Do.
in Rural and Urban areas.
Notes on Night schools in Municipalities .. . Ditto .. Do.
Number and enrolment of single teacher in anary Schools Ditto Do,

for boys and girls,

99



3

42

43

Rxpenditu~z ent scholarships and stipends and their numbets

Notes on Administration

Notes on Committees and Legislature

Developmen‘ts and activities during the past financial year

Ditto Ditto

Scale of Pay of Professors and Lecturers

Number of scholarships, their rates and total expenditure

incurred during the year.

Education <& (2) . ..
Education (A)
Education (G-2)
All Departments of this office
All Officers on Special Duty in this office.

Registrars of all Universities in Uttar
Pradesh.

Ditto ditto

June 30.




APPENDIX B

List of periodical reporis and returns etc. of the Educational Department submitted by this office in the month of

January
Sérial To be submitted to Government,
erla Name of report, or return Uttar Pradesh or Government of
no. - A
India
1 2 3

1 | S ateman’ showing appoin:ments and promotions made to the Provincial = Uttar Pradesh Government
Specialist and Subordinate Services each year.

2 | Quarterly returns of petitions, appeals, memorials addressed to Govern- Ditto
ment withheld by the Director of Education.

3 | Final Statement of excesses and savings Ditto

4| Draft of the quinquennial report Ditto

5 | Notes for General Administration Report for the past year Ditto

6 | Statistics for Publication of Bulletin of Economics and Statisticsin Uttar Ditto
Pradesh.

7 | Annual grants for municipal boards where compulsion is introduced Ditto

8 | Proceedings of the meeting of Provincial Adult Education Committee Ditto

9 |List of Government servants completing 30 years of service and of those Ditto
completing 25 years or more of service or 50 years of age for the half
year ending June 30, vide G. O. no. 0-351/11—25-48, dated February
25, 1948.

10 | List of Educational Endowments The Secretary, Board of Revenue
11 | Quarterly returns of petitions, appeals, memorials addressed to Govern-

ment withheld by the Director of Education, Uttar Prade<h.

Qovernment of Uttar Pradesh, in Educa-
tion Department.

Date of
submission

January 20.

Do.

Do.
Fabruary 20.
Do.

Do.
March 20,
Do.

March 30.

Do ,

April 20,

)

( 89



12

13

14

16

17

18

19

20

21

22

23

Report regarding utilization of the amounts sanctioned to District and
Municipal Boards and statement of expenditure, for freesupply of text-
books and stipends to Depressed Class, Backward Class and Momin
Avnsar Students reading in schools under local Boards.

Reportregarding probable expenditure on stores required to be purcha-
sed from ZEngland.

Certificates under paragraph 369-H of Financial;Hendbook, Velume V,
Part I,

Quarterly returns of petitions, appeals, memorials addressed to G overr-
ment withheld by the Director of Education, Uttar Pradesh.

Report regarding excess tent in use of subordinate offices .

Recommendation for grant for basic schools maintained by district and
mu nicipal boards.

List of Gazetted Officers to be superannuated .o ..

Budget estimates for the education of Indian Christians in rural areas

Statement of Special grants to district boards for variousschemes of im-
provement and expansion of education among Indian Christians in rural

areas.

Statistics of single teacher prisnary schools in Uttar Pradesh
Schedule of New Demands of Director of Education, Uttar Pradesh

List of officers completing 30 years of service
List of officers completing 25 years or more of service or 50 years of age

For the half year ending December 31, vide G. O. no. 0-351/11-—25-48,
dated February 25, 1948,

Uttar Pradesh Government .

Ditto
Ditto
Uttar Pradesh Government in Educa-

tion Department,

Director of Industries and Commerce,
Kanpur,

Uttar Pradesh Geverrment ..

Secretary to Government, Uttar Pra-

desh Education (B) Department,

through the Accountant General, Uttar

Pradesh, Allahabad.

Uttar Pradesh Governpent ..
Ditto

.

Government of India

Uttar Pradesh Government

Ditto - ..

June 30,

Do,

July 20-
July 80.
Do,

August 10,

September 10,
Ditto

Do,

Do,

September 30.

)
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24 | Quarterly returns of petitions, appeals, memorials addressed to Govern- |Government, Uttar Pradash, in Educa- [ October 20. o
ment withheld by the Director of Education, Uttar Pradesh. tion Department. - o
25 | Recommendations for grants to District Boards towards maintenance of | Uttar Pradesh Government Do. e h
cireulating and travelling libraries. -
26 | Forms ‘A’ and ‘B’ for District Boards Ditto Do. -
27 | Budget estimates in respect of District Boards .. Ditto Do. s
28 | Grant-in-aid Budget Uttar Pradesh Government, Education | November 10.
Department. ~
29 | Provincial Civil Works Schedule and Budget estimates regarding EKduca- Assistant Secretary to Government, Pub- Do.
tional Projects. lic Works Departiment. Copy to Edu-
cation Department, Uttar Pradesh.
30 | Preliminary statement of excesses and savings Uttar Pradesh Government November 20.
31 | Budget estimates Ditto Do.
32 | Draft of the Annual Report Ditto December 30.



