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P R E F A C E 

After the amalgamation of the tuo ersiwhile 
Municipal Bodies viz.. Bangalore City Munici
pality and the Bangalore Civil Station Municipal 
Commissioner in to the Bangalore City Municipal 
Corporation under the city of Bangalore Municipal 
Corporation Act 1949, the Bangalore Corporation 
Manual was issued in 'January, 1957. With the 
advent of time and the rapid increase in the 
activities of the Corporation, it has become 
necessary to issue a more comprehensive Manual, 
prescribing an office procedure to meet the needs 
of these increased activities. The object of the 
present manual is ,to achieve this end. 

The manual" embodies, besides the usual 
office procedure, the Office organisation of the 
Corporation, the powers and duties of the officers 
and staff working under them in regard to 
correspondence and maintenance of Registers in 
general and an out-line process chart of a paper 
from its receipt to disposal separate compilations 
have been got up and issued prescribing specific 
duties and responsibilities of the officers and 
staff at several levels working in the Engineering. 
Health, Revenue and Education Departments of 
the Corporation in view of the urgency and 
importance of the work attended to by these 
Departments involving public contacts. These 
compilations should be treated as part and parcel 
of this office Manual. 
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V The Manual contains instructions relating to 
Ibe Office managemc^nt. Office routine, correspond
ence, despatch ' of . businesij, maintenance of 
records, etc. A chapter is added on periodical 

.office inspections to be conduqted. by the seveial 
• -officers of the Corporation. Suitable formshave 

also been prepared for the general use of the 
• offices of the Corporation for effective manage-
• .ments, including a questionaire to be answered 
by the officers during periodical inspections. 

Every member fat't'tie Gbffioi-Vtion eslabiish-
• • ment is expected to study the Manual thoroughly 

' and follow the procedure prescribed. The 
Corporation is contemplating the introduction of 
a Training Scheme for the empioyees of the 

' Corporation and a short course pi-actical training 
in office procedure is also included in the 
Scheme. 

This Manual is issued under the provisions 
• of Section 24 of the Act and the same has been 

approved by the Administrator exercising the 
powers of the Standing Committee (Accounts) 
and the Corporation. With the issue 
Manual, the previous Manual issued 
stands superceded. 

o f this 

Suggestions for amendments nr improveinent< 
• to this. Manual may be 
[.undersigned. 

addressed , to; ,the 

N. K. PRABHAKARA RAO, 
> Commissioner, . 

Ctrporation of Bangalore. 
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CHAPTER I 

Organisation of Corporation Offices 

I. The executive authority of the Bangalore 
City Corporation is exercised by the Commissioner, 
either directly or through the Officers subordinate 
to him. The work of the Corporation is foi the 
sake of administration devided into tlie fnliowing 
Departments, each of which is under the control 
supervision and management of the officer 
mentioned against it, subject to the general 
control and supervision of the Commissioner. 

Department Abreviation Officers 

1. General Department GD 
2. Revenue Depariment RD 
3. Octroi Departn eni OD 

4. Works Department WD 

5. Health Department HD 
6. Education Department ED 
7- Central Accounts CAD 

Depariment 

Comissioner 
Revenue Officer 
Revenue Officer 
lOctroi) 
Corporation 
Engineer 
Health Officer 
Education Officer 
Cenuat Accounis 
Officer 

2. The business in each Department is 
carried on through several recognised Sections. 
The ministerial head of each section, may be an 
Accounls Superintendent, Manager, or Accountant. 
Each section is further divided into compilations. 
Every compilation deals with a sinsle definite 



subject. A caseworker is entrusted with one or 
more. Compilations so as lo divide the total 
amount of work in the section evenly among the 
various caseworkers. Each section shall be given 
such number of caseworkers who may be First 
Division or Second Division Clerks, Typists and 
Class IV Staff as the volume of work in the 
Section warrants. In every Department there shall 
be a number of Stenographers who may be either 
attached to OiEcers or to Sections. Stenographers 
attached to Officers will also act as their Personal 
Assistants. 

3. The administrative Control of the Bangalore 
City Corporation rests with the Commissioner. 
The Commissioner is assisted in the discharge of 
his work by an Administrative Officer and two | 
Deputy Commissioners to whom the Commissioner 
may delegate his powers and duties in accordance 
with the provisions of the Corporation Act. 
Subject to such general or special directions as 
the Commissioner may delegate from time to time, 
the Deputy Commissioners or the Administrative 
Officers who are placed in charge of the admini
strative work, will attend to matters relating to 
appointments, postings, leave, disciplinary action 
etc., of the Corporation officials. i 

CHAPTER II 

Powers and Duties of the O fficers of the Corporation 

4. The Commissioner is the Chief Executive 
Officer of the Corporation and he has to carryout 
the provisions of the Corporation Act subject to 
the powers conferred by the Act on the Corporation 
or the Standing Committee. He will have to give 
effect to every resolution passed by the Corporation 
unless it is cancelled in whole or in part by the 
Government. He can attend the meetings of the 
Corporation and any Standing Committee and 
take part in the discussions as a matter of right 
and he is also bound to attend any meeting of 
the Corporation or Standing Committee if required, 
to do so by the Mayor, But he cannot take part 
in the voting. He prescribes the duties of the 
Corporation establishment and exercises supervi-
soin and control over their acts and proceedings. 
In case of emergency he may direct the execution 
of any work or the doing of any act which would 
ordinarily require the sanction of one or the 
other of the municipal authorities and the imme
diate execution or doing of which is necessary for 
the interests and safety of the public and in 
such case he shall have to report forthwith the 
action so taken and the reasons therefor to such 
other authority. He will have to see to the timely 
preparation of the annual administration report 
and the budget estimates of receipts avd expendi
ture of the Corporation. He laay delegate 



to the holder of any Municipal Office any of his 
ordinary powers, duties or functions subject to 
such limitations conditions and restrictions as 
contemplated in the provisions of the Act and j 
shall also be subject to his control and revision. 

5. The Df.puty CommissioneT and the 
Administrative Officer deputise for the Commi
ssioner and will exercise such powers as the 
Commissioner delegates to him from time to time. 

6. The official head of each Department or 
Office is responsible for the careful observance of 
the rules and statutory provisions in the trans
action of business in his department. He exercises 
general supervision and control over the staif 
under him and is responsible for seeing that the 
njembers of the staff do the work alioUed to them 
efficiently and expeditiously. U is his duty to take 
efficient steps for the prompt despatch of business 
in his Department. He is required to propose 
a statement of distribution of work in the office 
among the various officials and to have the same 
circulated and recorded. He should see that 
persons who seek replies from his office are able 
to get them promptly. He should visit periodically 
the different sections of his office, inspect the 
tables of the staff and see how the work is going 
on, in order to find out whether the papers are 
properly arranged and the work is carried on 
methodically and the office is maintained tidily. 

7. The ministerial staff in each department 

consists of Accounts Superintendents, Managers, 

Head Clerks, Head Accountants, Accountants 1st 
Division Clerks, 2nd Division Clerks, Steno-
typists. Attendees and Peons. 

8. The Accounts Superintendent, Manager or 
the Accountant is an officer who is incharge of a 
Section. He is primarilly responsible for the 
general efficiency of the Section in his charges 
and is directly responsible to the Officer under 
whom he works for the efficient and expenditious 
despatch of business at all stages. In the main 
his function will consist of; — 

(i) Distribution of work among his staff 
as evenly as possible. 

(ii) Training, helping and advising the staff 
in the section. 

(iii) Ensuring prompt and efficient disposal 
of work in the section and adoption of 
proper methods for progressing of cases. 

(iv) Timely submission of arrear statements 
and other periodical returns. 

(v) Exercising general supervision over his 
section in regard to despatch of 
business. 

(vi) Ensuring that the caseworker main
tains his personal registevs properly and 
up-to date. 

(vii) Ensuring that the caseworkers observes 
the instructions issued in respect of 
maintenance of files and noting on the 
files. 



(viii) Dealing personally with complicated 
cases. 

(ix) Ensuring that whenever there is a trans
fer of a caseworker in his section, a 
detailed charge list of all the pending 
papers is prepared and full responsibility 
assumed by the incoming officials, 

(x) Inspecting the work of every case 
worker under him once a month. 

fxi) Maintaining of Reference Books and 
Office order file up-to-date. 

(xii) Ensuring that indexing and recording 
work is done promptly and properly and 
record files are sent to Central Records 
Section promptly. 

(xiii) Maintaining order and discipline in the 

Section, 

(xiv) Keeping the section neat and tidy. 

9. A First Division/Second Division Clerk 
is called a caseworker and he works under the 
orders of the Head of the Section and is respon
sible for work entrusted to him. Each caseworker 
in a Section is allotted a certain number of subjects 
to deal with. His duties mainly a re :— 

(i) to maintain case registers; 
(ii) to arrange papers and cases, in order, 

state briefly the issues to be decided, 
point out the dificiencies found in the 
correspondance and quote the standing 
orders and precedents applicable to the 
case. 

.h 

(iii) to be conversant with (he laws, rules 
and regulations, standing orders, circu
lars, precedants etc. relating to the 
subject entrusted to him; 

(iv) to ensure that the papers and files he is 
dealing with are promptly submitted for 
orders and not delayed ; 

(v) to maintain all prescribed registers for 
the proper accountability and disposal 
of the papers received and dealt with 
by him ; 

(vi) to be well acquainted with the prescribed 
procedure. 

(vii) to keep papers and iiles in tidy 
condition. 

(viii) to ensure that reports/returns if any, 
are received/submitted in appropriate 
l ime; 

(ix) to maintain references books connected 
with his work amended and up-to-date. 

(x) to generally assist the Head of the 
Section in what-ever manner he may 
desire in the proper functioning of the 
Section. 

(xi) to prepare whenever there is a transfer 
of charge, a detailed charge list of all 
the papers and cases pending with him 
with reference to Special Registers case 
Registers, Periodical Registers and hand 
over complete charge of these records 
and registers to his successor. 
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10. II Division Clerks are entrusted with the 
routine duties of maintaining prescribed registers, 
despatching, indexing and recording of files. In 
addition, they should assist the caseworkers and 
the Head of the Section in the preparation of 
statements and periodica) returns, issue of remin
ders and comparing fair copies. 

11. A Stenographer is generally employed on 
stenographic work. He may be called upon 
whenever necessary, to assist in typing work. A 
stenographer attached to Officers may also be 
required to act as Personal Assistant. The principal 
duties and responsibilities of Personal Assistants-
cum-Stenographer are : -

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

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

(iii) keeping and accurate list of engage
ments, meetings etc. and reminding ihe 
officer in sufficient time for keeping 
them u p ; 

(iv) preserving and maintaining in good order 
the confidencial records and other papers 
in the personal custody of Ihc officer; 

(v) keeping a file Movement Registers in 
respect of files passed by his officers to 
other officers; 

(vij keeping track of the progerss of the 
action taken by the officers concerned 

i 

on important matters as required by 
his officers ; 

(vii) destroying by burning his stenographic 
jecord of confidential or secret letters 
after the letter has been typed and issued; 

(viii) familiaring himself with the practice and 
procedure followed in connection with 
the tours of officers : 

(ix) generally assisting the officer in such 
manner as he may direct. 

12. Typists should attend to typing work 
which should be characterised by speed, accuracy, 
cleanliness and neatness. The typist will beheld 
personally responsible for any mistake or untidi
ness in fair copying. Typists should also attend 
to comparing work when called upon to do so. 
Typists should append their initials with date at 
the left hand bottom corner of all fair copies 
typed by them. Each Typist is required to main
tain a work sheet to show the number of papers 
of typed matter and number of copies taken out 
each day. 

13. The menial staff will be under the imme
diate control of heads of offices who are respon
sible for their proper distribution among the office 
staff and officers. The menial servants shall carry 
out the duties allotted to them by ihe Heads of 
Offices, officials and by officers to whom they are 
attached. 

14. The Jamedar, Daffedar or Head Peon in 
each office will exercise supervision over the other 
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peons- He will attend office punctually and see 
that the peons are detailed for the duties assigned 
to thexn. He must also see that the office and 
officer's rooms are properly swept and dusted 
daily before office hours. While on duty, he 
should wear the uniform supplied to him, and 
shall ensure that the peons attached to the Officeis 
and office, keep their uniform tidy and that, while 
on duty, appear neatly dressed and also wear the 
badges supplied to them. 

CHAPTER III 

The Outline process chart of a paper from receipt 
to disposal. 

15. The subsequent chapters in this Manual 
describe in detail-how work in the Corporation 
is handled. This chapter is an epitome of all the 
later chapters in the form of an outline process 
chart and contains a brief inumeration of the 
stages through which a fresh receipt passes from 
the time of its receipt in any office to its final 
disposal. These stages a r e : - -

(i) Receipt of Tappal by the Manager of 
the Office. 

(ii) Sorting out the papers sectionwise and 
date stamping. 

U 

(iii) Examination of papers by the Managers 
and submission of papers for perusal 
of the Head of the Office. 

(iv) Registration of papers in the General 
Receipt Register and handing over the 
papers to case-workers concerned 
taking full signature in the delivery 
registers kept for each case-workers or 
section. 

(v) Receipt of paper by the case-worker 
and. registration in his case register or 
special register. 

(vi) Submission by the case-worker in an 
existing file or a new file, duly referen
ced and noted upon, with relavent 
routine drafts, if necessary to the Head 
of the Office through the Manager. 

(vii) Consideration of the file by the Head 
of the Office and passing of orders 
thereon, 

{viii) Return of the file to the case-worker 
for issue of orders passed on the file. 

(ix) Submission of fresh drafts in accor
dance with the orders passed on the file. 

(x) After the draft is approved by the Head 
of the Office, fair copying of the 
approved draft and submission for 
signature after due comparision. 

(xi) Return of the fair signed copy to the 
case-worker and issue of the same by 
the despatcher. 
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(xii) Serial numbering page numbering ami 
docketing of issued office copy by the| 
case-workers. 

(:^iii) If the disposal assigned 'N' the case
worker makes a note of this in the 
remarks column of the case register or 
special register and sends the entire file 
to the despatcher. 

(xjv) If the file is marked for record after 
final action, preparation of index slips 
by the case-worker. 

(xv) Checking of the Index slips prepared 
and Record Classification and years for 
which it is recorded by the Manager. 

(xvJ) Transmission to General Kecord Section 
with the relevent Index Slips. 

(xvii) Receipt in the General Recrod Section 
and deposition in the appropriate record 

rack. 

CHAPTER IV 

Reeefpf, Registration and Distribution of Tappals 

16. A receipt may be a communication 
received through normal postal system or by hand 
or it may be a note or letter sent by an officer of 
the Corporation requiring certain action to be 
taken. The Managers of the various Departments 
are mainly concerned with the initial, receipt and 
distribution of tappal in the Corporation as indi
cated in this chapter. 

13 

Commissioner's Office. 

17. Government tappal will be opened in the 
presence of the Administrative Officer, who will 
submit them to the Commissioner. After perusal 
by the Commissioner it will be passed on to the 
Deputy Commissioner (Administration). 

18. All other tappals will be opened by the 
office Manager and stamped with date stamp. The 
adhesive stamps fixed to petitions or other 
documents should be defaced by applying the 
date stamp on a part of the adhesive stamp and 
should also be punched, care being taken to see 
that the denomination of the stamp is visible. 
Then the Manager will go through each paper 
and mai'k on them the section or the case-worker 
to whom they should be given for disposal. He 
will then sort out all communications received 
from the Heads of Departments and other impor
tant matters and submit them lo the Commissioner. 
After perusal, the Commissioner will return the 
papers to Deputy Commissioner (Administration). 

19. All communications from the Mayor 
should be submitted to the Commissioner direct. 
After perusal the Commissioner will return the 
same to Deputy Commissioner (Administration). 

20. All letters addressed by nam.e should be 
opened by the Commissioner or Deputy Commi
ssioner and all confidential communications should 
be opened personally by them. 

21. The Commissioner or the Deputy Commi
ssioner will note any instructions that may be 
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necessary on a paper in regard to the urgency or 
the manner in which it should be dealt with or 
disposed off-

22. Ail papers received from the Deputy 
Commissioner and other papers not sent for the 
perusal of the Commissioner should be imme
diately registered in the General Receipt Register 
(O, P. Form No. 1) on the same day. Before 
registering the papers, the tappal Clerk should 
sort them in such a way that the papers to be 
dealt with by each Section or case-worker are 
entered together and receive consecutive numbers. 
After registering ail the papers, the tappa! Clerk 
should distribute them to the Section or the case
worker after taking their acknowledgement in the 
Distribution Book. (O. P. Form No. 2) Full 
signature of the receiver with date of receipt by 
him shall be obtained in this book. 

23. All valuables, such as, cash, notes, bonds, 
cheques and other documents having money value 
received along with the lappa! or otherwise should 
be entered in a separate register (O. P. Form No. 3) 
and the tappal Clerk, should properly obtain in 
that register the initials of the Section or case
worker to whom they are delivered. 

24. No correspondance will normally be 
conducted under the serial number assigned in 
the Genera! Receipt Register unless it is of an 
extremely elementary type. For instance, if any 
application or a reference is received in an office 
which cannot deal with it, it can be returned to 

n 

1 

the applicant or rediiected to the office concerned 
with a suitable endoisement on the application. In 
such cases, the serial number of the paper in the 
General Receipt Register shall be quoted as the 
despatch number. 

25- All Govemment Orders and Memoranda 
etc. received from the Government should after 
they are register in the General Receipt Register, 
be entered in a register (O. P. Form No. 4). 

26. The Manager will keep a note in his 
personal Note Book of important receipts requi
ring prompt action, or on which action is required 
to be completed by a specified date with a view 
to keeping a watch on progress of action. 

27. All Officers must accord highest priority 
to the perusal of tappal. Personal Assistants 
should treat the receipts moving up and down as 
'Immediate". 

Other Departments of tlie Corporation 

28. The procedure described in this Chapter 
in respect of Commissioner's Office will hold good 
in respect of all Departments of the Corporation. 
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CHAPTER V 

Classification of References. 

29. The tappa) received by the caseworker is 
of two types. 

(a) References pertaining to matters pending 
in the office and j 

(b) New references. " 

30. If a reference pertains to a case w^hicli i 
is already pending in the office he shall note the | 
fact of its receipt against the subject already i 
registered in the case register and shall imme
diately Jceep it at the appropriate place in the 
relevant case file. 

31. The new references generally fall under 
three categories viz., those relating to subjects 
common to the Department for which distinct 
registers known as Special Registers are main
tained, periodical returns, and those of a miscella
neous kind. AH the categories of references shall 
be entered either in (i) the Case Register (ii) in a 
Special Register or (iii) in the periodical Register. 
References relating to periodical returns shall be 
kept in the file concerning the particulars return. 
All notes initialed by the Caseworkers themselves 
have to be entered in the Case Registers. 

Special Registers. 

32. Special Registers are required to be 
raaitrtained for particular items of work in 

^ 

i 
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O. P. Form No. 5 if the following conditions 
are fulfilled. 

(a) The number of cases started under a 
particular item is large; and 

(b) the procedure to be adopted in the 
disposal of the case is uniform. 

33. Each Head of the Department shall 
prescribe the Special Registers to be maintained 
in his Department and indicate the form and 
procedure to be followed for their maintenance. 

Periodical Register. 

34. This shall be maintained in O. P. Porm 
No. 19 for all the reports and returns due to and 
from the Caseworker. The actual receipt and 
despatch of the periodicals with their dates shall 
be noted in this register. A compilation will 
normally be alloied one page in this register. 

Case Register. 

35. This shall be maintained seperately for 
each compilation in O. P. Form No. 5. Since 
this register is to be kept for each compilation 
seperately, the subject matter should be cleatly 
stated to bring out the exact description of the 
case. Where references or cases are sent out in 
original mention shall be made in the remarks 
column of this Register of the date of despatch 
and of the office to which it is sent. 

36. Case Registers shall be opened from the 
first of April of each year. The pending cases shall 
be brought forward to the correspondi^is registers. 
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37. Each case shall be identified by the 
Department by a serial number in (he Case Regi-J 
ster and the year in which the case has arisen. 

Illustration: 

38. GD/CR A-1/500/74-75 means'that the case 
relates to General Department and bears the serial 
number 500 in the Case Register of 1974-75 
maintained by caseworker No. I of Commissioner's^ 
Office. 

39. A Single application or a petition may 
refer to several disconnected matters, the only 
connection among them being that these emanate 
from the same source. The correct course in 
such a case is to take, relevant extracts from the 
application and start separate cases. 
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41. The caseworker will arrange his flies in 
five bundles viz. (1) Class pending disposal 
(2) Await files (3) Periodicals (4) Circular files 
and (5) Paper to go to Record Keeper. In each 
bundle, the individual files shall be arranged 
according to their serial numbers. 

42. The Caseworker will check the enclos-ures 
and if any is found short or missing, he will 
bring the fact to the notice of the Manager and 
al so suggest suitable action for obtaining the 
missing papers. A record of the varification 
should be made on the paper. The Caseworker 
should also verify whether all enclosures pre
viously sent with the files have been returned 
intact or not and a record should be made and 
action taken to get them. 

CHAPTER VI 

Action OH Receipts: 

40. Soon after the papers are made over to 
him, the caseworker will enter them in the case 
Registers without any delay. He will scrutinise 
all papers one by one and sort them according 
to their priority rating. ' T O - D A Y ' and 
' IMMEDIATE ' receipts shall be taken up first 
and must be worked \ip the very same day and 
those marked ' URGENT ' attended to within two 
days. No paper shall remain unattended to for 
more than five days. 

43. A receipt will be brought on to a current 
file if it relates to a subject on which a file already 
exists. If not it will be necessary to open a new 
file for initiating action on the receipt. 

44. The next stage of action by the case-
Worker is to collect the material required for 
taking action on the receipt. This will ordinarily 
consist of (a) the relevant file on the subject if 
one exists and (b) other connected files or papers 
to which reference is made in the receipt. He will 
also point out the Law and Rules where they are to 
be found and other relevant facts. For this 
purpose he will consult the circular files and 
relevant Acts, Rules, Regulations etc. 
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45. The caseworker will then record his 
comments in the Note Sheet attached to the file 
on salient features of a proposal contained in the 
paper under reference. The purpose of recording 
a note is to facilitate the formulation of a deci
sion or issue of orders on the proposal. A 
mechanical reproduction or repetilion of the 
contents or an incoming receipt in the body of ^ 
note should be scrupulously avoided. The case
worker shall append his initials with the date on 
left hand of the Note Sheet below his note. The 
Manager shall sign his name in full with date on 
the right hand side of the Note Sheet immediately 

below the note written by the caseworker. The 
caseworker shall initial in red ink his notes, sub-
mitled by him later than 5 days from the date of 
receipt by him. This is intended to serve as a 
psychological check on delays by the caseworker. 
The Officer who records a note should append 
his signature with date, below the note towards 
the right hand side of the note-sheet. When the 

officers ask questions in the margin of the note, 
the reply to it shall be written in continuation of 
the note and not in the margin. The question 
shall be copied out afresh at the end of the note 
and the answer written below the copy or the 
letters ' A ' , ' B ' , ' C ' etc. will be written boldly 
against each question and the answer marked 
with the corresponding letters. 

46. All long notes should as far as possible 
be type-writien. Jf there is much correction in 
the note, it should be re-written or typed. 
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47. The caseworker shall not note elaborately 
in the file except when it is necessary to do so in 
the special circumstances of the case. He shall 
be clear and precise in his statements and refer 
to the material facts, the legal issues involved, if 
any, and the specific points for decision. The 
case-workers and Managers may express their 
views and suggest the course of action. In cases 
where the course of action is obvious the case
worker shall put up a draft reply for approval. 

48. For every statement made in the note 
which is net an expression of opinion, a reference 
or authority shall be quoted. The page number 
of the correspondence file or the paragraph 
number of the note file shall be sufficient as the 
reference. When a reference is made to a page 
or a paragraph of a linked files, the relevant page 
shall be flagged. 

49. If any Higher OfScer has made any 
remarks on a receipt, such remarks should first 
be copied out on ,the Note Sheet. Obliteration 
of notes by pasting over the notes should generally 
be avoided. If a note, once recorded, is sought 
to be further modified or changed, the straight 
method would be to score it out and record 
another notes. 

50. In the case of a file referred by one 
Department to another for approriate action, the 
later i.e., the Dapartment being consulted should 
take extracts of the relevant portions of the file 
either on an existing or ot\ a newly opened 

i 
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departmental file. All notings on the subject 
will be recorded in the departmental file and only 
the final views or the conclusions of the Depart
ment will be endorsed on the file received from 
the Department making the reference. 

51. Where it is necessary to consult other 
Department before a decision on a case can be 
taken, a formal reference may be made to the 
Department either by sending the file un-officially 
or by means of a self contained un-official note 
as may be found convenient. When it h necessary 
to consult more than one Department on ^ 

.particular case, such consultation will ordinarily 
lake palce simultaneously by means of self con-J 
tained unofiicial note which should clearly set o n t * 
the points for decision. The notes and replies ^ 
received in response to the reference would have 
to be placed on correspondence portion of the 
file after they have been duly noted as Receipts 
in the Note-sheet. 

52. When oral consultation takes place bet 
ween the Officers of different Departments in the 
disposal of a case the result of such oral con
sultation shall be recorded in a single note on 
the file by the Officer of the Department to which 
the case belongs. The note shall state clearly 
the conclusions reached and the reasons there
fore. A copy of the note shall be sent to -the 
Department or Departments consulted in order 
that they have a record of the conclusions reached-

53- All verbal orders or instructions given W 
any Oflicers should be recorded on the note-sheet. 

i 
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54. Notes written in one Department and 
sent to another shall be treated as confidential-
and shall not be relerred to any authority outside 
the Corporation. 

55. Inter Departmental references broadly 
fall under two categories, viz. 

(a) Cases where reference is merely for 
ascertaining factual information and 

(b) Cases in which the purpose of reference 
is to seek Concurrence or opinion of the 
Department referred to. 

56. In cases falling under (a) the case-worker 
in the receiving Department may note the required 
information on the file itself. In cases falling 
under (b) it is often necessary that the points 
under reference should be examined in the 
Department. The general rule to be followed in 
all such cases is that any examination and noting 
should take place off the file and only the final 
result should be recorded on the file. 

57. At the head of the first note will be' 
Written in red ink the 'Title' of the file. Below 
the Title, the current number, the officer from 
whom a communication is received and the 
number and date of such communication are 
entered in red ink. The note is written below 
this entry. 

58. The note connected with any subject will 
run continuously from the inception of the file 
until final orders are passed. Paragraphes of each 
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note shall be numbered. When a case is disposed 
of, its disposal number and date shall be entered 
in red ink in square brackets. 1 59. Routine notes Including notes asking 
for information or explanations, notes asking for 
papers, and notice relating to reminders should 
not be written in the main note file but treated 
as 'Routine Notes'. Before a case is submitted 
for orders all routine notes should be removed, 
and placed at the bottom of the file scored out so " 
that the Commissioner or the Heads of Depart
ments my be saved unnecessary reading. 

60. Flags with letters or numbers marked on 
them are used to indicate the particular papers to. 
which references are made in a draft or note. 
Flages should be arranged in such a way as readily 
10 catch the eye, They will be so arranged that 
one flag does not cover the other. When books 
are put up, the pages or the portion of the book 
should be marked with slip of paper and not 
flagged. The number of the relevant page, para- ' 
graph, clause etc., should be quoted in the draft 
or note. Every paper put up to which reference 
is actually made must be flagged and the letter 
or number of the flag should be noted in the 
margin against the paper quoted. j 

61. When it is necessary to refer in one file 
to a paper in another file, the two files will be J 
linked i.e., the file put up for reference will b e ^ 
put under the current file, and the strings or tape 
of the lower file, but not its flaps, will be tied 

i 
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round the upper file. The strings or the tape of 
the upper file will be tied underneath it, so that 
there may not be trouble of tying and untying 
two sets of strings of tape. When a linked file 
is referred to in a case, the reference should 
invariably give the current number and Depart
ment of that file so that it could be easiSy be 
identified after it had been detached. 

62. The cuttings from news papers and slips 
sent by Officers date, which are not of foolscape 
size or foolscape quarter size should be pasted on 
foolscape sheets of these sizes. But if such 
communications are written on both sides of the 
paper, so that they cannot be pasted to blank 
sheets, they shall be stitched to the blank sheets 
tightly so that both sides can be read easily. 

63. Communications from non-officia! bodies 
and from respectable gentlemen on which it is 
likely to be delayed in issuing orders should be 
acknowledged immediately on receipt with inti
mation, if necessary, that action is being taken 
in the matter. If certain amount of delay in 
sending a final reply is inevitable, an interim 
reply should invariably be sent to the party 
concerned. Such interim reply or acknowledge
ment is particularly necessary in the case of all 
D.O. letters which cannot be attended to promptly. 

Circular Files. 

64. Each caseworker will maintain a circular 
file in respect of the work entrusted to him in 
which all orders, circulars, Official Memorandum 
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Commissioner or other Heads of Department^ 
will be chronologically arranged. The pages" 
of the circular file will be numbered and an index ! 
prepared on a separate sheet attached to the cover . 
page showing the page number pertaining to each , 
of the circulars contained in the file. Circular ' 
hies need not be opened every year. When a | 
circular file becomes bulky a new file may be 
opened. i 

CHAPTER VII 

Forms and Rules of Correspondm.Ci cf Drafting. 

65. Forms of coirespondence - Wrilteii 
communications issuing from the Corporation 
Department shall be in one or the other of the 
following forms:— 

i. Letter 
ii. Proceedings 

iii- Official Memorandum 
'V. Circular 
V. Demi Official Letter 

vi. Un-ofiicial Note 
yii. Notification 

viii. Endorsement 
'^- Telegram and 
^- Express lettei* 

Each one of the above f« * 
^uo\e torms has a use. 
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Letters. 

66. i. 'Letter ' form is used for all formal 
communications addressed to the Government 
Departments, a higher authority, a non-official of 
some status, a non-official association or Society 
of some standing. It is not to be used for 
corespondence between different Departments of 
the Corporation. 

ii. A letter is composed of the following 
parts : 

(a) Letter head bearing the name of the 
Corporation Department, Office, Tele
phone No. 

(b) Number and date of communication 
(c) Designation of the sender 

(d) Designation of the addressee 

(e) Saluation 

(fj Subject 

(g) Main text of the letter 

(h) Signature and designation of the Sender 

iii. Letters addressed to official authorities 
should begin with salutation. 

'Sir', 'Madam' and those addressed to non-
official individuals or groups of individuals with 
'Dear Sir/Sirs'. Those addressed to firms should 
begin with the salutation 'Dear Sirs' or 'Gentel-
men'. All official letters should terminate with 
'yours faithfully', followed by the signature and 
designation of the person signing the letter. 
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iv. Ordinarily Ihe letter to the Govt. 
addressed to ihe Secretary to the Departmeii| 
concerned and generally letter to the Govt, are 
to be signed by ihe Commissioner or the Deputy 
Commissioner. 

V. The subject wherever necessary should bc| 
indicated clearly in suitable words, which will bel 
in the nature of an index to the contents, and! 
reference to previous commuaication may also bej 
cited after the subject, and before the main texn 
of the letter. 
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ItlustratioB: 

Corporation of The City of] 
Bangalore 

Subject; 

Sir, 
With reference to your letter No-

daled , 1 wish to state 

Yo^rs faithfully, 

Commissioner. 

Nos. 

Copy forwarded for information and necessary 
action to (1) 

(ii) 

No. 

From 

Te 

Dated 1 

1 

. 

0 
phrase 

1. 

2. 

3. 

4. 

Commissioner, 
Bangalore City Corporation, 

her alternative forms of the introductory 
s commonly used are : 

In reply to your letter No I am 
to state 

In continuation of my letter No 
dated..... , I wish to state 

With reference to the correspondence 
resting with your/this office letter quoted 
above, I am to state 
I wish to acknowledge the receipt of your 
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Proceedings : 

67. Decisions of Commissioner or Corpora-
ijon or orders of general applicability on questions 
of policy or other important matters should be 
communicated, or issued in the form of'Proceed
ings'. The form of proceedings shall be used in 
!he following cases : -

(i) Communications containing financial 
sanctions. 

(ii) Disciplinary proceedings i n v o l v i n g 
imposition of a penalty on a Corpora-] 
tion Official. 

(iii) Orders or decisions of general app)icabi-j 
lity on important questions of policy. 

The proceedings shall always be drafted in 
third person. 

2. Proceedings generally consist of :— 

(a) Letter-head bearing the name of th?! 
Corporation and the Department. 

(b) Subject matter of the order. 

(c) Number and date of the order. 

(d) The text of order which will begiii 
by referring to the letter or communi
cation in response to which the order of 
Corporation is being issued, (where ^ 
good deal of correspondence has already 
taken place on the subject, it should b^ 
enough if the latest communication î ^ 
the series is quoted). 
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The officer authorised to issue an order will 
sign below the body of the order indicating his 
name and full designation. 

(e) Endorsement to officers or persons to 
whom copies of the proceedings are to 
be sent specifically. 

Illustration : 

PROCEEDINGS OF THE CORPORATION F O 
THE CITY OF BANGALORE 

Subject:—Delegation of powers to Officers of the 
Corporation. 

Order No. BIl . Pr. 4122/72-73 dated 11-1-1973. 

In partial modification of earlier orders the 
Commissioner is please to delegate the following 
powers to the Deputy Engineers of the Corporation. 

To sanction all building plans on site area 
upto48 squares except Commercial and Industrial. 

This delegation is subject to revision by the 
Commissioner at any stage of the Proceedings. 

To 

Deputy Commissioner (ADMN ) 
Corporation of the City of Bangalore. 

The Corporation Fnglneer, 
The Deputy Engineers 
The Asst. Engineers. 
The Heads o f Departments 

The Deputy Commissioners. 
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OFFICIAL MEMORANDUM 

68. This form is used for correspondence 
between tlie Departments of the Corporation or 
other Don - oflicials, non - official institutions, 
petitioners and applicants. This is written in the 
third person and bears no salutation or subscrip
tion except the signature and designation of the 
officer signing it. The designation of the addressee 
is indicated below the signature on the left side 
of the page. 

Illustratioa : 
CORPORATION OF THE CITY OF 

BANGALORE 

Office of the Commissioner, 
Corporation Offices, 

Bangalore. 
No. PS/391/72-73/14/L1/1972 

OFFICIAL MEMORANDUM 

Subject:—Building licenses - proceedurc during 
renewal. 

In modification of the instructions already 
issued it has now been decided that in cases of 
renewal of building licenses it is not necessary 
to insist on the parties to produce new tracings 
for endorsement of renewal. 

Commissioner, 
Corporation of Bangalore. 

The Corporation Engineer. 
The Deputy Commissioner. 
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CIRCULAR 

69. The 'Circular" differs from the ordinary 
letter or memorandum in that it is addressed to 
several Departments or persons simultaneously. 
The 'Circular' form should be used whenever the 
substance of the communication does not warrant 
the formality of ihe proceedings form or the 
letter form. 

Illustration: 

CORPORATION OF THE CITY OF 
BANGALORE 

Ofiice of the Commissioner, 
Corporation of Bangalore, ' 

Dated 24th July 1972. 

No. A3. Pr. 218/72-73 

CIRCULAR 

Subject:— Opinion of Corporation Advocates 
on various matters. 

U has been observed that the Heads of Depart
ments in the habit of obtaining opinion of the 
Corporation Advocates direct without proper 
orders of the Commissioner. 

_ The Heads of Departments will in future 
invariably obtain orders of the Commissioner on 
aU cases where opinion of Corporation Advocate 
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is absolutely necessary. The Corporation Advocate. 
will see that no opinion is given in any case uoj 
less ordered by the Commissioner. 
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Commissioner, 
Corporation of Bangalore^ 

To 

Heads of AH Departments. 
Corporation Advocates. 
Deputy Commissioners. 
Circular file, 

Demi Official Letter: 
70. This form is used m correspondence, 

between officers for an inter change or communi
cation of opinion or information without the 
formality of the prescribed proceediire and aiso 
when it is desired that a matter should receive 
the personal attention of the individual addressed 
or when it is intended to bring to the personal. 
notice of an officer a case in which action hasj 
been dehyed and official reminders have failed to^ 
elicit a suitable reply. In certain cases communica
tion addressed to non-officials may also be in thej 
form of demi official letters. 

Illustration : 

CORPORATION OF THE CITY OF 
BANGALORE 

Office of the Chies Accounts Officer 
Corporation of Bangalore. 

Chief Accounts Officer. 

D.O. No 

Dear Sri ,... 

Will you please refer to your D. O. letter 
No dated regarding 

I am sending herewith a copy of the draft 
rules relating to I shall be grateful if 
you kindly go through it and let me have your 
comments as soon as possible. It is proposed to 
convene an inier Departmental meeting early 
next month to finalise the rules. 

Yours sincerely, 

Sri. 

A demi-official communication is addresse 
personally to an officer by name, it is written i^ 
the first person singular in a personal tone witU , Un-official Note : 
the salutation 'My dear ' or 'Dear ' ah*̂  ] 
terminating with 'Your sincerely'. It is signed W 
the officer without mentioning his designation. i 

71, Un-official references can be made in two 
diiTerent ways namely;— 
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! (a) by sending the file itself to the Depart
ment with a note recorded thereon; ot 

(b) by sending a self contained note of 
memorandum. 

As a rule correspondence between the Conimi-j 
ssioner and the Heads of Departments should be, 
conducted for obtaining the views, comments etc, 
of other Departments on a proposal, obtaining 
clarification, etc., of the existing instructions, ot 
requisitioning papers or information etc. On the 
un-official note. To ensure that the papers sent 
un-officialiy are not mislaid or are returned 
promptly, their transmission to and from any 
oflice shall be noted in the Personal Register-
No salutation or complimentary closing words 
are used in this form. Use of formal letters foi 
communication between one department and 
another is to be avoided. 

Illustration: 

CORPORATION OF THE CITY OF 
BANGALORE 

OtTice of the Administrative Oflicer, 
Bangalore Corporation 

Unofficial Note. 

According to para"12 of the Bangalore Cor
poration Manual all the Heads of Department are 
required fo maintain a catalique of books of 
reference supplied to each Department and t'J 
keep the book under the custody of lock. 
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In order to enable this office to consider the 
question of rationalising the system of main
taining Departmental Libraries, al) Heads of 
Departments are requested to indicate the action 
taken by them under para 121 of the Manual. 

This may be treated as urgent information 
furnished before 1-4-1972. 

Administrative Officer, 
Bangalore City Corporation 

To 

All Heads of Departments. 

Notification: 

72 'Notifications' are used for publishing 
Rules and Orders passed under any Act, Rule or 
Bye-law issued for the information of the public 
subordinate offices. 

Illustration: 

CORPORATION OF THE CITY OF 
BANGALORE 

Office of the Commissioner, 
Bangalore City Corporation. 
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No Dafed-

NOTIFICATION 

In exeixise of the powers conferred by 
section of the Bangalore City Corporation 
Act, 1947, tVie Commissioner, Bangalore City 
Corporation hereby orders : 

'Commissioner, 
Bangalore City Corporation. 

Endrosement : 

73. This form is made use of when a paper 
is returned in original to the sender or is referred 
to another Department or subordinate offices 
(either in original or by sending a copy thereof) 
for information, remarks or disposal. 

Telegram : 

74. A 'Telegram' should be used only on 
occations of urgency and should be concise. 
Clarity should not be sacrificed for "brevity. No 
telegram should be sent where an express letter 
can serve the purpose. 

Express Letter : 

75. An express letter should be worded like 
a telegram and should be given the same priority 
by the recipient. This form should as far as 
possible be made use of in place of Telegrams 
except in cases of utmost urgency. 

i 
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Drafting : 

76. (i) Except when the line of action on a 
case is obvious, a draft of the communication 
proposed to be sent out will be prepared after 
orders have been passed by the competent officer 
indicating the terms of the reply to be sent. 

(ii) A draft should convey precisely tbe 
exact intention of the orders passed. The language 
used in the draft should be clear, concise and 
incapable of mis-construction. Communications 
of more than average length or complexity should 
generally conclude with a summary. 

(iii) A draft will be prepared in the prescribed 
form and written or typed in half margin on 
both sides of the paper. Sufficient space should 
be left between successive lines as to admit 
interlineation of a word or a phrase, if necessary. 

(iv) A slip bearing the words 'Draft of 
approval' should be attached, to the draft. If 
two or more drafts arc put up on a file, the draft 
as well as the D.F.A. slips will be numbered 
*DFA i ; 'DFA 11,' 'DFA IIT,' and so on. 

(v) The draft for approval put up on a file 
should be placed on top of the correspondence 
portion of the file and tagged, and reference 
invited to it in the notes. 

(vi) The number and date of the Communi
cation replied to or of the last communication 
in a series of correspondence on the same subject 
should always be referred to. Where it is 



40 

necessary to refer fo more than one coummuni-
cation or a series of communications, this should 
be done in the maigin of the draft- The subject 
should be mentioned invariably in all communi
cations including reminders. 

(vii) A draft should show clearly the enclo
sures which are to accompany the fair copy- To 
draw the attention of the typist and the despat-
chers, a diagonal stroke should be made in the 
margin. 

(viii) All drafts put up on a file should bear J 
the number of the file. 1 

(ix) The name, designation of the officer over 
whose signature the communication is to issue, 
should invariably be indicated on the draft for 
the guidance of the typist. The Officer concerned | 
will initial on the draft in taken of his approval. 

(x) Where large number of corrections have j 
been made in a draft a clean copy of the corrected 
draft may be made and added to the correspon
dence portion of the file. 

(xi) In communications which are of the 
nature of authorisations of payment to be made, 
the amounts should be clearly expressed in words 
as well as in figures. j 

(xii) Abreviations and contractions may be i 
used in Office notes and drafts with a view to 
save time and stationary but they should not be 
used in the fair copies of letters, memo etc., sent 
to other offices and private persons. 
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(xiii) When an order is issued 'to draft' it is 
important that action should be taken urgently 
and draft should be put up to the officer the 
very day if it is a short one or the next day if 
is a long one. In the office of the Commissioner 
after obtaining the orders of Commissioner, 
draft reports to Government and letters to Heads 
of Departments may be approved by the Deputy 
Commissioner unless the Commissioner directs 
that the drafts should come to him or the 
Deputy Commissioner considers that the draft 
should go to the Commissioner for approval. 
All other drafts and memos will be approved by 
the Administrative Officer. However in respect 
of disciplinary proceedings involving appeal, 
drafts should be approved by the officer imposing 
the punishment. 

For communications repetitive nature, appro
ved standard skeleton forms should be drawn up 
and cyclostyled or printed. One or more such 
forms according lo the requirements of the case 
may be submitted to the offiicer concerned with 
one or more fair copies for signature. 

6] 
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CHAPTER VIII 

Fair copying, despatch and action thereafter: 

77. The work of fair copying and despatching 
is done in the Issue Branch. 

78. After a draft has been approved, the 
case-worker shall hand It over to the Issue Branch 
for typing. Ordinarily only the matter to be 
typed shall be handed over. While handling 
over the draft for typing, the case-worker shall 
make sure that all the instructions regarding the 
enclosures, accompaniments, the number of spare 
copies required and the mode of despatch (by 
registered or ordinary post) are noied on the draft 
itself. He will also note on the draft, whether it 
is 'Urgent' or 'Immediate' or 'Secret'. 

79. The Head Typist or the Clerk who is 
incharge of the Issue Branch will enter in a 
register (O. P. Form No. 6) all the papers received 
by him in the order in which they have been received 
and mark on the draft the date and time of receipt-

80. The Head Typist will distribute the work 
among Typists (including himself) as evenly as 
possible. All Typists will maintain a register in 
O. P. Form No. 10. This register should be j 
checked by the Head Typist every day and by the 
Manager of the Office once in a week. In Offices 
where there is no Head Typist, the typing work 
will be distributed by the Manager. , 

'.:-. ::• 81...Drafts marked /Immediate', or 'Urgent' 
will-be taken up first for typing, -Before a,typist 
begins to copy a paper for issue, he shall verify 
that it bears the initials of the Officer who 
approved it. He should make copies of letters, 
memos etc., on the appropriate form where one 
has been prescribed He should invariably type 
his initials with date at the left hand corner at 
the end of a fair copy. A margin should be left 
on the left hand side of the front page and on 
the right on the reverse. The name of the Officer 
who is to sign the fair copy should be typed in 
brackets above his designation. In demi official 
letters, however, the designation will not be given 
below the name. The number of enclosures 
should be typrd at the bottom on the left side 
of the fair copy (Enclosures Nos ) To ensure 
legibility not more than 8 copies should be taken 
out at any one time When more than 16 copies 
are required a stencil should be cut. 

• 82. The Case-worker should c a r e f u l l y 
compare the fair copies, verifying the addresses 
and other details with the approved draft and 
initial the fair co^iies in token of having compar
ed them. He will then submit all the fair copies 
which ate compared (along witw the connected 
drafis) in signature pads tn the officer concerned 
for signature. In the office of tlie Commissioner 
all fair copies of notes to ( oiporalion. Standing 
Committees, letters to Heads Departments and 
others and appointment orders will be signed by 
the Deputy Commissioner (Administration) or 
Administrative Officer as 'For Cominissioner'. 
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Fair copies of all memoes to subordinates and 
fair copies of endorsements to parties will be 
signed 'by order' by the Manager of the Commi
ssioner's Office. Officers will give the signature 
pads the highest priority. On return of the pad, 
the case-worker should check whether all the fair 
copies have been signed by the Officer, whether 
enclosures have been correctly attached and that 
corrections, if any, made by the Officer while 
signing are carried out in all the copies. He will 
then pass on signed fair copies together with office 
copy to the Despatch Section afier making necessary 
entires in his case register. 

83. Despatch clerks are responsible for the 
prompt despatch of all papers that are received 
in the branch. As soon as the fair copies are 
received for despatch, they should check whether 
all the enclosures marked in the draft are atfached 
and attested The date nf despatch should be 
filled in both the draft and the fair copy. The 
date of despatch should be stamped (with initials) 
on the draft or office copy. The despatcher shall 
maintain a Despatch Register in which all the 
papers sent by post, whether ordinary or registered, 
shall be entered. The Despatch Register shall be 
in O. P. Form No. 7, All papers received for 
Despatch should ordinarfiy be issued on the same 
day. Those marked " Urgent' or ' Immediate' 
should be attended to first. In any case papers 
pending at the close of the day should be attended 
to on the following day. In the case of papers 
to be despatched by post, the covers must b^ 
properly addressed, weighed carefuJly and properly 
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stamped. When a communication or its enclo
sure is required to be sent by parcel or registered 
post, the fact of its being sent should be noted 
on the draft or office copy and the postal receipts 
should be attached to the office copy. The use of 
postage stamps should be entered in the Stamp 
Register in O.P. Form No. 9 daily and the balance 
struck at the end of the day. When there are 
several papers for issue to the same officer or 
office on the same day, they should be enclosed 
in one cover or envelope. Enclosures, such a^ 
maps, plans, files etc. which cannot be easily 
folded or enclosed with the communicalion should 
be sent separately with a slip indicating the con
cerned number and date of the communication 
to which they relate, the fact of its having been 
so sent should be noted in the original as well as 
in the office copy of the letter. 

84. Communications of a confidential or 
secrete nature should be placed in double cover, 
the inner cover being sealed at both ends and 
marked confidential or secret as the case may be 
and the name of the addressee written on it, the 
outer cover bearing only the official designation 
of the addressee to whom it is intended. 

85, As regards local delivery of communi
cations, a local delivery book in O. P. Form No. 8' 
shall be maintained for each local officer. Urgent 
and immediate communications should be des
patched as and when they are ready for despatch. 
Ordinary communications intended for various 
officers of the Corporation and of the Government 

7, 
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and for private individuals should be entered in 
the concerned registers with the ntime of peons 
through whom they are sent and should be so 
despatched as to ensure their prompt and correct 
delivery. The despatching clerk will examine the 
local delivery book daily or as soon as they are 
brought back by the peons and make sure that 
all comwunicaiions sent by liim have been deli
vered to the parties concerned and their receipt 
acknowledged by them. 

86 Acknowledgement of papers or files sent 
by one clerk to another for lurther action either 
in the same or different office or Department or 
section should be obtained by the concerned 
clerks in seperate booKs or registers 

CHAPTER IX 

Filing System ; 

87 (i) All current papers on a case in a 
Department shall be arranged in current files. ' 
Every file will consil of two parts viz., (a) ' Notes' 
and (b) 'correspondence' placed in a single jacket-
' N o t e ' portion wiJ! he tagsed on to the left han'^ 
side of fhe jacket and the ' Correspondence' 
portion to the righi hand side of the jacket-
Both 'Notes'and'Correspondence'will be filed from 
bottom upward-, chronologically so that on 
opening the file, the latest note and communi
cation are on top left and top right respectively. , 
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(ii) The ' Notes' portion of a file shall consist 
of all the noting done in the Department or in the 
other Departments. It will include the record of 
discussions and the opinions leading to a decision 
on a subject. All notes will be numbered consecu
tively. Each para within a note may be given a 
consecutive para numbers. The ' Correspondence' 
portion of a file shall contain all communications 
received from outside and all communications 
issued on the files including D O. Letters, letters, 
memos etc. Every communication whether receipt 
or issue will be given a serial number in red ink 
in the centre of the top of its first page 

(iii) Every page in the 'Notes ' portion of 
the file will be numbered consecutively fiom top 
to bottom. The page numbers will be given on' 
noie sheets at the lop corner opposite the tag-end 
All papers placed on the correspondence portion 
of the file will be assigned consecutive page 
numbers in red ink beginning from the first sheet 
at the bottom. Enclosures which have to be 
returned/forwarded to another authority shall be 
removed from the file at the time of issue and a 
slip as indicated below introduced in its place : 

Pages (0 enclosed 
to letter No Date 
regarding. removed and forwarded 
to on 
vide no 

Date Signature 

i 
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the left-hand top corner before it is tagged to | 
correspondence or notes portion of the file and 
not pricked through. No pins shoul be used to 
join the papers and all pins should be removed. | 
If enclosures to a communication received or issued . 
consjt of large mass of material, such papers | 
should be placed in a seperate cover called i 
'Appendix to Correspondence'. 1 

(v) Notes should be written on note sheets , 
provided for the purpose. If a note sheet is not \ 
readily available, a plain paper may be used but • 
the note will be recorded well beyond a clear • 
margin of one and as half inches. d 

(vi) When a file is refrred to another 
Department should, before it starts noting, write | 
across the note sheet immediately below the last" 
note the name of that Department and the Section 
whcih records the note e.g. 

ENGINEERING DEPARTMENT 

DY. ENGINEER . 

Referencing and use of slips : . 

88. Referencing is the process of putting up i 
and referring to connected records, precedents: 
rules, books or any other having a bearing on a ' 
case. Such papers will be flagged with alpha
betical slips to facilitate their identification. The 
slip will be pinned neatly on the inside of tht̂  
page. When a number of files or papers on the 
case are to be flagged, the slips should bespread 
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over the who^e width of the file so that every 
slip is easily visible. The slip "P.U.D." (Paper 
Under Disposal) should be attached to the paper 
the disposal of which is the subject matter of the 
file The latest communication which is to be 
considered in relation to the subject should be 
flagg^-d "F.R." (Fresh Receipt). The draft put up 
for approval should be flagged "D.F.A." (Draft 
for approval). When it is desired to invite a 
reference to certain papers in the correspondence 
portion of the file, the corresponding page, number 
should invariably be quoted in the 'Notes' 
portion. Notes will be referred to by their 
numbers e.g. Note 1 para 4 etc. While referring 
to the Rules and Acts a deseription of the Rules 
and Acts etc. together with the number of the 
relevent paragraph or clause referred to will 
always be quoted in the body of the note while 
in the margin will be indicated the alphabetical 
letters of the slip and the page number. 

File Movement : 

89- All movement of file wilt be entered in 
the case Registers of the Caseworker. Movement 
of papers for which no files are opened and which 
are therefore dealt with under General Receipt. 
Register number and movement of files and 
papers of other Departments/Seelions which will 
go back to the originating Department/Section 
^vill be noted in the case Register as also in the 
General Receipt Register All Personal Assistants/ 
Stenographers attached to officers shall maintain 
a file Movement Register in O P. Form No, U 
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After the files are seen by the Officer, the Personal 
Assistants/Stenographers shall send back the 
papers of files to the Department/Section from 
where they were received after making a note of 
it in the Movement Register kept by them, e g-
A file submitted by the Statistician to the 
Commissioner after it is p e r u s e d by the 
Commissioner may be sent back to the Statistician 
by the P.A. to the Commissioner insted ol sending 
if to the Manager of the Commissioner's 

Office 
after making a note in the file Movement Register 
kept by him. 

CHAPTER X 

Indexing and Recording : 

90. After final disposal all files shall be 
indexed and handed over to the Records Clerk. 

91. (i) An index of the records of a Depart
ment provides a means of tracing previous pape'^ 
on a particular subject. An index slip is compose'"' 
of two parts, namely (a,, Title and (b) Fi'^ 
number. The subject given to a file is called "̂ ^ 
'title'. It should be as brief as possible but shou''^ 
give at a glance, sufficient indication as to th^ 
contents of the file so as to serve as an aid '̂J 
its identification. The 'title' should be divitle^ 
into (a) 'Head' (b) 'Sub-head' and (c} 'Conte"' 
in the following manner : -
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The 'Head' must be a word or words that 
will naturally occur to any one who wants the 
paper. It must not be too wide. This will be 
followed by a 'Sub-head' which should be more 
indicative of the precise subject, of the file than 
the 'Head'. The 'Content' must be as brief as 
compatible with expressing clearly the exact 
subject of the file. If a content shows at a glance, 
like a news paper head line, the exact subject of 
the paper, it is good content. 

Example of title : 

Subject dealt with Title prepared 

Enquiry whether it is 
necessary to communi
cate adverse remarks 
in the confidential 
reports to persons con
cerned in certain 
circumstances. 

CONFIDENTIAL 
REPORTS 

(Head) Adverse Re
marks (Sub Head) ~ 
Circumstances in which 
communication neces
sary (Content), 

i 

(ii) The 'title' on an index slip will be 
followed by a reference to file number. 

fiii) Consistency is essential in the selection 
of both heads and sub-heads. For example files 
dealing with questions of pay should be indexed 
always under the head -pay' and not some times 
under 'Pay' and some times under 'Salary' or 
'emoluments'. 
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(iv) Index slips will be prepared only at the 
time of recording files. 

Recording : 

92. (i) Recording is the process of closing 
a file after action on all the issues under con
sideration in the file has been completed. When 
a case worker is satisfied that no further action 
is required to be taken on a file, he will put it 
tip to the Head of the Office for his approval for 
being recorded under one of the following 
classes: — 

Class 'A' : This category will be allotted to 
a file in which important ques
tions have been discussed or which 
contain orders establishing 
important precedents or general 
instructions or rulings of a per
manent importance and which are 
likely to be required frequently 
for reference in future. This 
category will also include files 
containing valuable original 
documents whieh must be pre
served for considerably long 
periods, These files have to be 
preserved indefinitely. 

Class 'B' : This class will have to be pre
served for thirty years. 

Class ' C ; This class will have to be preserved 
for ten yers. 
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Ciass ' D ' : This class will have to. be pre
served for five years. 

Class 'E ' : This class will have to be pre
served for one year. 

(ii) Heads of Departments will prescribe the 
categories of cases which shall be assigned to the 
different classes namely- 'A' , 'B', ' C , 'D' , and 'E'. 

93. After a file has been marked for record 
it-should be arranged properly for recording by 
the Record Clerk. This would involve the 
following action:— 

(i) amendment or revision of the title of 
the file if found necessary-

(ii).'preparing a fresh file jacket with the 
revised title. 

(iii) noting on the file jacket in bold letter, 
the index title, the number of the case, 
the classifiication and the year of 
destruction and the total number of pages 
in the notes portion and the correspon
dence portion. 

94. Files which are of a purely ephemeral 
nature will not be recorded but will be kept in 
the sections in bundle arranged 'month-wise' and 
destroyed as soon as they are one year old. 

I 

1 91 
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CHAPTER XI 

Corporation Records. 

95. The records of the Bangalore City 
Corporation are deposited in the Central Record 
Room of the Corporation, The Central Record 
is in charge of the Head Record Keeper who 
works under the control of the Administrative 
OfBcer and immediate supervision of the Manager 
of the Commissioner's Office. The Head Record 
Keeper is solely responsible for the custody, care 
and arrangement of the Records, Books, Regis'ers, 
Forms etc., and for periodical destruction of the 
records. 

< 

96. The Case-worker shall send to the 
Central Record Room ail disposed off files once | 
a month. The Record Keeper shall enter all files ' 
received in a 'Record Register' to be maintained i 
i n O . P. Form No. 12. This Register shall b e ' 
maintained for each year separately. The Register . 
shall be kept in parts, each compilation being I 
apportioned a few pages. He shall keep the 
recorded files in separate bundles,, according to 
compilations and also according to the nature of . 
classification given to the file. Files of diff'erent 
sections should be arranged in order of current 
numbers and kept in a separate bundles for each 
year. A number of files should be tied up bet
ween two boards in bundles in convenient bulk 
and size. The top board should indicate th^ 
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number of files contained in that bundle and the 
branch and the year lo which they belong. A 
board showing the description and the branch 
and section to which the files belong should be 
fixed to the record rack. 

97. At the time of destruction of files no 
detitiled list will be prepared. The record register 
will serve the purpose. At the end of the register, 
a note should be kept that all the papers were 
destroyed on a particular date. 

98. Any Case-worker requiring an old case 
file from the Record Room for reference shall 
fill in a 'Requisition Slip' in O. P Form No. 13. 
On receipt of a Requisition Slip, the Record 
Keeper shall locate the required file and hand it 
over to the Case-worker concerned, after making 
entries in the Record Issue Register, which shall 
be in O. P. Form No 14. The requisition slip 
shall be kept in the place from where the file has 
been taken out and the same returned to the case
worker when the file is returned to the Record 
Room. Every quarter, the Record Keeper shall 
circulate a list of the recorded files pending with 
each cae-worker for more than one month. The 
case-worker shall initial this list and either send 
the record back or indicate on the list as to why 
a particular file is still required. This list shall be 
placed before the Administative Officer for his 
information. 

99. The registers and returns of all sections 
should be sent to the Central Record Room when 
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they are no longer required for current use. These 
registers and returns should also be entered in 
the Record Register and preserved for the speci- ; 
fied periods and arranged Department-wise. ' 

100. The preservation of records is a very 
essential feature of the Central Records Section. 
Tbey should be protected against deterioration and 
the following rules in this behalf should be 
observed : -

1. The Record Room should be cleaned 
every day and kept tidy and in good 
condition. 

2. Smoking or naked lights should on no 
account be allowed in the record room. 

3. Every morning all the doors and 
windows should beopened to admit light 
and air and all the doors and windo^^s 
should be properly closed after office 
hours. 

4. Disinfectants and insecticides, such as 
Nepthalene, D. D. T., Coal-tar, etc., 
should be frequently used on all shelves 
and racks where the record are kept to 
prevent infestation through insects, rats 
etc. 

5. Records which become brittle and 
wornout through passage nf time and 
which require to be preserved should 
be got reconltioned in time on scientific 
lines. i 
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6. All the printed volums and manuscripts 
should be arranged neately and methodi
cally. 

7. Strangers should not be allowed in the 
Record Room. 

8. Office staff who come for records or 
reference books, registers, forms etc., 
should not be allowed to take them 
out themsslves. 

101. At the beginning of every calendar year 
(i.e. in January) Head Record Keeper should 
examine and weed out such o." the records that 
have become time-barred and arrange for their 
destruction. The ralevent records which are to 
be weeded out would be sorted uut and kept in 
Departmental lots The .Managers of the Depart
ment concerned will be called upon to inspect 
such records in the Record Room and furnish 
his opinon as to whether they are required lo ce 
retained for a further period or could be destroved. 
The Managers will record their opinion against 
each such file entered in the Record Register 
and attest by signing in tull in ink. 

102 A stock register of rules, bye-laws, 
reports, forms etd., which are ment for sale 
should be maintained in the Record Section. 

103. Offieial records and papers to be 
destroyed should not be sold the public. Obsolute 
books, newspapers, journals and other publica-
niay be sold by public auction 
10 
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104." The Manager of the Commissioner's 
officeshould frequently inspect the Centra! Records 
Room with a view to ensuring that the records 
are being taken proper care of that there i i 
punctual restoration of papers, formation of 
bundles and that the rooms are kept neat and 
tidy He should submit a quarterly report on 
the state of records etc., to the Administrative 
OfBcer and an annual repoit to the Commissioner 
in the month of February. 

CHAPTER Xir 

Confidential Papers 

105 (i) Confidential papers are two types viz. 

(i) those that are not to be published or 
communicated outside the office and 

(ii) those that are strictly secret, which will 
not go to office at all. 

(ii) Both these types of papers should be 
opened by Che Head of the Office himself and 
none else a u d he shaj] be the authority to 
decide whether they fall in category (i) or category 
(ii). If it is decided to treat them in category (i) 
they shaii be included in the case to which they 
belong like any other paper. The papers falling 
within category (ii) will be dealt with by the Head 
of the Office himself like departmental examina
tion papers, secret investigations etc. The Head 
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©f the Office shall keep a separate box for confi
dential papers. He shall maintain a personal 
register for making entries pertaining to such 
confidential papers dealt with by him. 

CHAPTER XTII 

Petitions 

106. Petitions are also communications. They 
emanate from aggrieved persons urging for 
Considerations!' or redress of their grievances, if 
any. Petitions, received from individuals or 
organisations, from offlcials or non-officials, by 
post or by personal delivery will be dealt with 
in the same manner. 

107. All petitions which are duly stamped in 
Accordance with law and also other petitions 
where there is no legal requirement to affix stamps 
should be acknowledged immediately on receipt. 
The acknowledgement should be in printed forms. 
Managers of Offices who receive such communi
cations will be responsible for issuing the 
acknowledgements. However acknowledgements 
should not be granted in the following cases.— 

(i) Applications for appointments. 

(ii) Applications repeating a request already 
disposed of. 

(iii) Applications couched in improper, 
impolite, or scurrilous langauage. 
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(iv) When only conies of communications 

addressed to other offices are received. 

(v) Reminder petitions, anonymous peti
tions and petitions which do not involve 
any specific request. 

108, When a petition is recuved by a Depart-^i 
ment which does not deal with the subject matter, 
it should acfinowledge receipt of the paitiofi andj 
mention in the acknowledgement that the paper 
has been transferred to the appropriate Officer 
concerned to whom ail furtlier correspondence on 
the subject should be addressed The fact oi 
having acknowledged the letter should be endorsed 
on the petition before it is transferred to the 
Department concerned. 

109. When petitions are forwarded to Sub
ordinate Officers for a report and the return of 
the petition is considered necessary a distinct 
indication to that effect should be made in the 
letter by the additioii of the words " To be 
returned with the leport by " 

^ 
110. Reasonable demands from private parties 

for any information should, as far as possible, ^^ 
satisfied. 

i n . Representations by Corporation officia'^ 
seeking for any relief must be sent in their o^n 
names and through proper channel. A superior 
officer who receives a representation from h'^ 
subordinates should see to the prompt transmission 
of the papers to proper authorities with hi^ 
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comments and with relevant records of any, 
in his position within the maximum limit 
of 13 days. 

CHAPTER XIV 

CHECK ON DELAYS 

Weekly Arrears Statement: 

112. Case-workers are personally responsible 
for delays in the disposal of their papers at all 
stages. Ordinary papers should normally be sub
mitted within three days of their receipt. No 
paper shall be kept with them for more than five 
days without the permission of the head of the 
Office. 

113. On the last working day '-af every 
calender week i.e. on Saturday evening' each 
case-worker will prepare a weekly Arrears State
ment in O. P. Form No. 15 The receipts clerk 
will initiate action by completing the heading 
and the first three cohimns of the form with the 
help of the receipt register and pass on the same 
to the Case-workers for completion of the other 
columns. Detailed information in respect of 
cases in hand of the Case-worker for over five 
days will be given in O. P. Form No. 16 which 
will form s an Appendix to O. P. Form No. 15 
Entries regarding communications received from 
Government will be made in red ink in the form 



62 \ 

in order to pin-point attention of Officers to such 
references. The Case-worker will submit the 
completed form to the Section Head on the 
morning of the first working day of next Calen
der week i.e. on Monday next or on Thursday, 
if Monday happens to be a holiday. This enables 
the Section Head to keep track of the papers 
pending with the Case-worker in respect of all 
the compilations he is dealing with, assist him 
in gauging the work load of each case-worker.. 
and helps him to initiate action on delayed, 
references. He will submit the form to the Head; 
6f the office with his remarks on the same day-

' The Head of the office will give his instructions! 
on the form itself in regard to pending cases 

Monthly Arrears List of Cases : 

114. During the first week of every monthj 
the Case-worker shall prepare a monthly arrears 
list of cases p'ending disposal for over one month 
in O. P. Form No. 17. The list shall be prepareti 
for each compilation. These Hst will be consoli' 
dated and the consolidated list put up to the 
Head of the Office by the 10th of the month wh" 
will ensure that timely reminders are sent i" 
respect of cases pending outside the office. H^ 
will also make it a point to scrutinise the case* 
pending over three months and give instruction^ 
on the manner of their disposal. 

US. In order to reduce the delay in disposa' 
(if cases in the Corporatio^, the Heads of Officê i 
should devote one day every month to review af'̂  
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discus long pending files with the subordinate 
Officers and Officials. Where cases are held up 
for comments or views with Departments other 
than their own, they should contact their counter 
parts in the other Department, arrange personal 
discussions with a view to disposal or settlement 
of points at issue. 

Call Book : 
116, Cases which have reached a stage when 

no steps could be taken by way of expediting 
action for a long time {eg. cases held up before 
Law Courts, Acquisition cases etc ,) may be ex
cluded from the monthly statement of pending 
cases and their progress watched through a Call 
Book in O. P. Form No. 18 to be niaintained by 
all Sections. These cases, should however, be 
shown seperately in the break up of balance in 
the Monihly Statements of pending cases. Cases 
may be transferred to the call book only with 
the approval of the Head of the Office. The 
Heads if Sections will scrutinise the Call Book 
during the first week of every month to see that 
the cases which have become ripe for further 
action during the month are brought forward 
and action initiated on them on due dates. 
When a case b e c o m e s ripe for action or 
if action is re - started as a sequel to the 
receipt of a communication from the party con
cerned earlier than expected, the date of receipt 
of the communication from outside or the note 
recorded by the Officer or by the Office rote 
leading to the re-opening of the case will be 
treated as the date of the commencement of the 
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re-opened case and further progress watched in the 
usual way. 

117. The primary respoosibility for the ex
peditious diposal of work and the timely|J 
submission of arrear lists ere,, rests with the Heads 
of Sections. He should inspect the racks and 
the tables of the Case-workers every month and 
satisfy himself that no paper or file has been 
overlooked It is the duty of Heads of Offices 
to check thoroughly the case registers maintained 
by the Case-workers at reasonable^ intervals and 
to take steps to see that no avoidable delay occurs 
in dealing with papers. He should see that the 
entries in the case registers are correctly and 
punctually made and should take immediate action 
on delayed and urgent cases by giving the case
worker all practical and possible help. The 
Heads of Offices and Sections should see that 
the disposed of files are returned by the Case
workers to the Recoid Section. 

CHAPTER XV 

Periodical Reports and Returns 
118. Each Department should know the perio

dical due to and from that Department so that 
action may be taken for their receipt and despatch 
in due time. Each Head of the Department shall 
prescribe the periodical required for his Depart
ment i>., the number and nature of the perio
dicals and the forms in which these are to be 
submitted. A standing list of such periodicals is 
given in Appendix Wiienever a decision on a 
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case involves the despatch or receipt of a report 
or return periodically every year, orders of the 
Commissioner should simultanously be obtained 
for the inclusion of the item in the standing list 
of periodical reports and returns. To watch the 
punctual receipt of despatch of periodicals each 
subject clerk will maintain a periodical register 
in O. P. Form No. 19 for all the reports and 
returns due to and from him. 

1-19. It is most important that the periodical 
reports and returns should be despatched punctu
ally. The concerned case-workers should issue 
advance reminders to subordinates whenever 
"necessary and take other steps to ensure that 
every return is sent punctua'ly on the appointed 
date. 

120. The punctual receipt of in-coming 
returns must be insisted on. If a return is not 
received on the due date a reminder must be 
issued on the same day. 

i'2I. In order to watch the timely despatch 
of periodicals, the Head of every Section should 
get a calendar of all returns to be sent in the 
next month prepared on the last working day of 
each month and keep it with him and should check 
it every day to see that the periodicals are 
despatched on the due dates. 

12] 
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CHAPTER XVI 

Inspections : 

122. The object of an Office inspection is— 
(i) to make a general assessment of the 

work done ; 

(H) to See whether the prescribed procee-
dure and instructions are understood 
properly and followed inteligently ; 
and ' 

(iii) to test the intrinsic soundness and 
utility of the proceedures and systems 
and to get reliable data for devising 
improvements. 

123. Three kinds of inspections shall be 
conducted regularly in all the offices of the 
Corporation : 

(i) Monthly inspection by the Head of the 
Section ; 

(ii) Annual inspection by the Head of the 
Office ; and 

(iii) Surprise inspections by Heads of 
Departments. 

124. The Head of the Section is required to 
conduct a detailed monthly inspection of the 
work of every case-worker under him. A mode' 
form of Questionaire to be used for such monthly 
inspections is given in O.P. Form No. 20. The 
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Head of the office shall periodically inspect the 
different sections of his office and systematically 
review the monthly arrear lists. In additionhe shall ' 
conduct an Annual Inspection of his office. This 
will be done between the nionths of October and 
December every year, so as to facilitate an assess
ment of the work load and performance of indi
vidual members of the staff. During inspection, 
he shall varify whether the points made at the 
time of monthly inspections by the Heads of 
Sections have been complied with. He will pay 
particular attention to papers pending for a long 
time and take action for their quick disposal, A 
model form of Questionnarie to be used for the 
Annual inspection is given in O. P. Form No. 21. 

125. Apart from periodical inspections, the 
Heads of Officer and Heads of Departments 
should carry out from time to lime surprise checks 
of a few Sections to ensure prompt and efficient 
disposal of the business in the Department and 
also to ensure that the registers. Statements, 
returns, etc. are properly maintained. Heads of 
Departments should conduct surprise checks of all 
the subordinate Officers during the year. 

126. In order to avoid dislocation of work, 
a programme for annual inspections should be 
drawn up in advance every year after taking into 
account the periods of seasonal rush of work. 

127. The inspecting officer will submit his 
report to his immediate superior and also endorse 
a copy to the Administrative Officer. The later 
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wiM'exalmine the reports to see the kind ofdefects 
•brought to light and where necessary devise suit
able remedies to prevent the recurrence. The 
Administrative Officer will maintain a check 
register of inspections conducted in the Corpo
ration Departments. 

CHAPTER XVII 

Stationery and Forms 

128. The Head Record Keeper is in charge 
of the Stationery. At the begining of each year, 
a requisition from all Officers of the Corporation 
regarding the annual requirement of sialionery 
should be obtained and a consolidated indent 
of the articles, showing the stock on hand and 
the quantity required for the whole year sht>uld 
be prepared. At the beginning of February each 
year, arrangements should be made to obtain 
tenders from the leading Contractors or Merchants 
with samples of the articles required. Immedia
tely after the rates are approved by the competent 
authority, orders should be placed with the 
approved contractors or merchants for the supply 
of articles. Proper stock registers should be 
maintained for the receipt and issue of the 
stationery articles. 

129. Each Section should submit by thelStb 
oflhemooth, an indent of the stationery required 
for the ensuing month. A similar indent for the 
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stationery required for the use of officers will be 
drawn up by the Personal Assistants attached to 
them. Stationery and Forms supplied to Sections 
should be kept under lock and key in the Sections 
under the control of Head of the Section and 
should be distributed as per his orders. Every 
official is responsible for the economical use of 
stationery and forms supplied to him. It is the 
responsibility of the Head of the Section to see 
that orders regarding economy in the use of 
stationery articles, forms and registers are followed 
implicitly by the Sections. Full sheets of paper 
should not be useJ for writing or typing brief 
and small drafts. Short and brief drafts should 
be fair copied on quarter sheets and all big notes 
and drafts and communications should be typed 
and fair copied on both sides of the paper. 

CHAPTER XVIIl 

MISCELLANEOUS 

Discipline and Attendance: 

130. The prescribed office hours are from 
10-30 A.M. to 5-30 PM. on all working days. An 
attendance Registers in O. P. Form No. 22 shall 
•'ept by every Section in which the attendance of 
^^ery Member working in the Section including 
Class IV Staff on duty in the Section will be 
"Recorded. Every member of the staff should 
attend Office punctually and mark his attendance 

13] 



70 

in the Attendance Register at 10-30-A.M. against 
his name. The Attendance Register shall be sent 
up to the Head of the Office for inspection 
at 10-35 A.M. sharp regularly on working days. 
Officials attending office after Attendance Register 
has been sent to the Head -̂ f the office, should 
personally see the Head of the Office and sign 
the register in his presence marking the time of 
their attendance. Thereafter the Head of the 
Office will check the Attendance R e g i s t e r 
at 10^5 A. M. every day after which time 
no one will be allowed to mark his attendance 
The practice of the permitting officials to attend 
the office late or to leave it early tias been dis
continued. Half a day's casual leave effective up 
to or from 2 P.M. on any working day. may be 
granted instead. If no casual leave is at credit 
of the ofRcial. the official will forfeit a day's leave 
of any other kind at his credit and if no other Und 
of leave is at the credit of the Official, the period 
will be treated as Leave Without Allowances, The 
Heads of offices and Managers should direct the 
Class IV Staff working under them to attend office 
half on hour earlier than the prescribed office 
hours. 

131. The Class IV staff should get the rooms 
of the Sections and of the Officers opened by the 
Watchman in their presence. Similarly in the 
evening they should leave office only after the 
rooms are locked by the Watchman. 

132. The watchman should attend office 
before 5 P.M. daily and take charge of office 

! 
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from the peons' of the respective Departments. 
They will hand over charge of office to the peons 
next day at 10 A.M. During the time they are on 
duty they should not allow any one to enter 
office except the members of the office establish
ment who may come to attend to any urgent 
work. 

133. No member of the staff should leave 
the office during office hours without the permis
sion of the Head of the Seciion. Officials are 
allowed to avail themselves of an interval of three 
fourth of an hour between 1-30 P.M. and 2-15 P'M. 
daily for taking lunch or snacks. A Movement 
Register in O. P, Form No. 23 may be kept in all 
Sections wherein all the officials will record their 
movements when they are obliged to leave their 
seats during office hours on account of a call from 
their Superior Officers or for some urgent official 
Work, This register shall be reviewed by the 
Head of the Section every day. The responsibility 
to see that the case-workers are always at their 
seats during office hours and attend to their work 
will lie with the Manager or Section Head. 

134. Case-workers are prohibited from seeing 
outsiders in office rooms. When outsiders come 
to the officials for some information, they should 
politely be asked to see the Deputy Commissioners 
or the Administrative Officer so far as the 
Commissioner's Office is concerned and in the 
other Offices the public may meet the Head of 
*be Office or any other officer authorised by him. 
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135. Any member of the staff may be requir
ed to work overtime when the business of the 
office demands it and the Manager or Section 
Heads are authorised to call their officials to 
work overtime on such occasions. Every official 
should keep his table and the place round him clean 
and arrange the papers or files on his table neatly 
and keep them in proper order. Stationery and 
records must be put away tidily in the Case
worker's almirahs and nor left lying on the tables 
and on the tops of almirahs exposed to dust. 

Divulging Informafioa and Unauthorised use of 
,i,Pfficial Documents : 

136. Corporation officials are precluded from 
divulging to outsiders, the press correspor.dents 
or Reporters any information whether expressly 
marked confidential or not that may come to 
their knowledge in their official capacity. Officials 
are strictly prohibited from taking oflicisil papers 
outside the offices on any account without the 
express permission of the Head of the office 
being obtained in each case. Heads of Offices and 
Departments may, however take such papers home 
for study on iheir own responsibility. 

137. All Corporation officials shall take aî  
oath of Allegience to the Indian Union in the 
proforma Vide O. P. Form No. 24 and this shall 
be pasted in the Service Register of the official. 

Evideace before Committee or any other Authority '• 

138. A C o r p o r a t i o n official shall give 
evidence in connection with an enquiry conducted 

\ 
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by an authority appointed by the Commissioner 
of the Corporation, the Government of Karnataka, 
the Central Government or in any judicial enquiry. 
While giving such evidence no Corporation 
Official shall criticise the policy or any action of 
the Bangalore City Corporation, the Government 
of Karnataka, the Central Government or any 
other State Government. 

139, If the official has to nroduce any 
documents, the sumons itself will specify the 
documents required to be produced. On receipt 
'Of such summons, the officer having the custody 
of the paper will obtain orders of the Commis
sioner about the production of the documents : 

Employment of near relatives of a f or,Joration 
servant in private undertaking i-njoing Corpora
tion patronage: 

140. No Corporation Officer shall except 
with the previous sanction of the Commissioner 
premit his son, daughter or other dependent to 
accept employment in any private undertaking 
with which he has official dealings or in any other 
Undertaking, having official dealings with the 
Corporation. 

141 No Corporation servant shall in the 
discharge of his official duties deal with any 
matter or give or sanction any contract to any 
undertaking or any other person if any member 
of his family is employed in that undertaking or 
under that person or if he or any members of 
his family is interested in such matter or contract 

14] 



in any other manner and the Corporation servant 
shall refer every such matter or contract to his 
official superior and the matter or contract shall 
thereafter be disposed of according to the instruc
tion of the authority to whom the reference is j 
made. 

Taking Part in Polities and Elections: 
142. No Corporation servant shall be a 

member of or be otherwise associated with any j^ 
political party or any organisation which takes 
part in polities or indulges in activities which are I 
prejudicial to the interest of the sovereignty and 
integrity of India or public order or moralitv nor , 
shall he take part in, subscribe in aid of, o'tM 
assist in any other manner, any political move- " 
ment or activity. 

143, No Corporation servant shall canvas or 
otherwise interfere with or use his influence in 
connection with an election to any legislature or 
local authority. 

Demonstrations and Strikes: 

144. No Corporation servant shall (l) engage 
himself or participate in any demonstration which 
is prejudicial to the interest of the Sovereignity 
and integrity of India, the security of the State, 
friendly relations with Foreign States, public 
order, decency or morality or which involves 
contempt of court, defamation or incitment to an 
offence or (2) resort to, or in anyway instigate, 
incite or abet, any form of strike by any number 
of Corporation servants. 

Connection with Press or Radio : 
145. (i) No Corporation servant shall except 

with the previous sanction of the Corporation (i) 
own wholly or in part or conduct or participate 
in the editing or management of any news paper 
or other periodical publication (ii) publish a 
book himself or though a publisher or contribute 
an article to a book or a compilation of articles 
or (iii) participate in a radio broadcast or contri
bute an article or write letter to a news paper or 
periodical either in his own name or anonymou
sly or psendonymously or in the name of any 
other person. 

'iil Provided that no such sanction shall be 
required if such publication, contribution, broad
cast or writing is of a purly literary, artistic or 
scientific character. 

Criticism of Corporation or Gnvernment: 

146. (i) No Corporation servant shall in any 
radio broadcast or in any document published in 
his own name or anonymously, psendonymously 
or in the name of any other person in any Com
munication to the press or in any public utter
ance make pny statement of fact or opinion. 

(i) which has the effect of an adverse 
criticism of any current or recent policy 
or action of the Corporation, the 
Government. of Karnataka. Central 
Government or any other State 
Government. 
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(iii) 
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which is capable of embarrassing the 
relations between the Government of 
Karnataka and Central-Government or 
Government of any other State; or 

Which is capable of embarrassing rela
tions between the Central Government 
and the Government of any , Foreign 

'States. 

(ii) Provided nothing in this rule shall app'V 
to any statements made or views expressed by 
a Corporation servant in his official capacity oX 
in the deu performance of the duties assignee 
to him. 

Subscription : 

147. No Corporation servant shall except .j 
with the previous sanction of the Commissioner 
ask for or accept contributions to or otherwise 
associate himself with the raising of any funds 
or other collections in cash or in kind in pursu
ance of any object whatsoever. 

Gifts: 
148. (i) No Corporation servant shall accept 

or permit any member of his family, or any 
person acting on his behalf to accept any g"'' 
which includes free transport, boarding, lodging 
or other service or any other pecuniary advant
age when provided by any person other than 
a near relative or personal friend having ^'^ 
official dealings with the Corporation. (A casual 
meal, lift or other social hospitality shall not be 
deemed to be a gift). 

i 

(ii) On ihe occations, such as wedding, 
anniversaries, funerals or religious functions, 
when the making of a gift is in conformity with 
the prevailing religious or social practice, a Cor
poration servant may accept gifts from his near 
relatives and personal friends having no official 
dealings with him but he shall m ke a report to 
the Corporation if the value of .any such gift 
exceeds-• 

(i) Rs. 200/- in the case of Corporation 
Offices drawing basic pay of Rs. 300/-
per month and above. 

(ii) Rs. 100/- in the case of officials draw
ing basic pay of less than Rs. 300/-
per month. 

(iii) In any other case a Corporation servant 
shall not accept any gift without the sanction of 
the Corporation if the value of the gift exceeds 
Rs. 75/-. 

Private trade or employment: 

149. (i) No Corporation servant shall except 
with the previous sanction of the Corporation 
engage directly or indirectly in any trade or 
business or undertake any other emyloyment 
provided that a Corporation servant may without 
such sanction, undertake honorary work of a 
social or charitable nature or occasional work of 
a litarary, artistic or scientific character subject 
to the following conditions namely -

15] 
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(i) He shall within a period of one month 
of his undertaking any such work*' 
report to the Corporation giving full 
details; 

(ii) His official duties do not thereby J 
suffer; and 

(iii) He shall discontinue any such work. 
if so directed by the Corporation. 

(ii) Every Corporation servant shall report to 
the Corporation if any member of his family is 
engaged in a trade or business or owns or 
manages an fnsurance Agency or Commission 
Agency. 

(iii) No Corporation official shall without 
the previous sanction of the Corporation except 
in the discharge of his officiaJ duties, take part 
in the registration, promotion or management of 
any bank or other company which is required 
to be registered under the Companies Act or any 
other Law for the time being in force or any 
Co-operative Society for Commercial purposes. 

fiv) Provided that a Corporation servant may 
take part^in the Registration, promotion or manage
ment of Co-operative Society substantially for 
the benefit of Corporation Officials (registered or 
deemed to be registered under the Karnataka 
Co-operative Societies Act, 1959) or of a literary, 
scientific or charitable society. 

(v) No Corporation servant shall aceept any 
fee for any work done by him for any public 

^ 
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body or any private person without the general 
or special sanction of the Corporation. • ,, 

Participations of a Medical Offeer in a private 
Establishment: 

150. No Medical Officer of the Corporation 
shall maintain or have financial interest in a 
private nuringhome, hospital or similar establish-
fflent. Nor shall he habitually accommodate 
paying patients in his own residence for more 
than 24 hours. He may however, treat patients in 
a private nursing home provided that the home 
is not reserved for the admission of hie own cases 
and allows the admission of patients of any other 
registered medical practioners. 

Proper use of amenities; 

151. No Corporation servant shall misuse or 
carelessly use, amenities provided for him by the 
Corporation to facilitate the discharge of his 
public duties. 

Use of SerTices without payment: 

152. No Corporation servant shall without 
niaking proper and adequate payment avail him
self any service or enteriainment for which a hire 
or price or admission fee is charged. • 

Investment, lending and borrowing: 

153. (i) No Corporation servant shall specu
late in any stock, share or other investment. 

(ii) No Corporation servant shall make or 
permit any member of his family or any person 
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acting on. his behalf to make any investment 
which is likely to embrass or influence him in the 
discharge of his official duties. 

(iii) No Corporation servant shall save in 
the ordinary course of business, with a bank or a 
firm of standing duly authorised to conduct 
banking business either himself or through any 
member of his family or any other person acting 
on his behalf: 

(a) lend or borrow money as principal or 
agent, to or fiom any person within 
the local limits of his authoiity or with 
whom he is likely to have official deal
ings, or otherwise plact himself under 
any pecuniary to such person or 

(b) lend money to any person at interest or 
in a manner whereby return in money 
or in kind is charged or paid. 

(iv) Provided that a Corporation servant may 
give to, or accept from, a relative or a personal 
friend, a purely temporary loan of a sraali araoun' 
free of interest, or operate a credit account witb 
a bonafide tradesman or make an advance of pa? 
to his private employee. 

Insolvancy and habitual indebtedness: 

154. A Corporation servant shall so manage 
his private affairs as to avoid habitual indebted
ness or insolvency. A Corporation servao' 
against whom any legal proceedings is institute^ 
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for the recovery of any debt due from him or 
for adjusting him as an insolvent shall forthwith 
report the full facts of the legal proceedings to 
the Corporation. 

Vindication of Acts and Character of Corporation 
Servants: 

155. No Corporation servant shall except 
with the previous sanction of the Corporation 
have recourse to any Court or to the press for 
the vindication of any nfiicial act which has been 
the subject matter of adverse critcism or an attack 
of a defamatory character. However there is no 
prohibition to vindicate his private character or 
any act done by him in his private capacity which 
fact may be reported to the Commissioner for 
information. 

C ânvasing of non-official or other influence: 

156. No Corporation official shall bring or 
attempt to bring any political or other influence 
to bear upon any superior authority to further 
his interests in respect of matters pertaining to 
his service under Corporaiion. 

bigamous Marriage: 

157. (i) No Corporation servant who has a 
*'fe living shall contract another marriage with-
^"f first obtaining the permission of the Standgin 
*^ommittee notwithstanding that such subsequent 
'Carriage is permissible under the personal law 
'Or the time being applicable to him. 

J6J 
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(ii)' No female Corporation servant shall 
marry any person who has a wife living without 
first obtaining the permission of the Standing 
Committee. 

CoDsumption of intoxicating Drinks and Drugs: 

158. A Corporation servant shall — 

(a) stricMy abide by any law relating to 
intoxicating drinks or drugs in force ; 

(b) take due care that the performance of 
his dutifs is not affected in any way 
by the infiuence of any intoxicating 
drink or drug; 

(c) not appear in a public place in a state 
of intoxication. 

(d) not habitually use any intoxicating 
drink or drug to excess 

Movable, Immovable and Valuable property : 

159. (1) Every Corporation servant shall ^̂ ^ 
his first appointment in the Corporation a" 
thereafter at the interval of every twelve monthS' 
submit a return of his assets and liabilities a" 
all members of his family in O. P. Form No. 2'' 
giving the fnl) parliuclars regarding -

(a) the immovable property inherited by hif" 
or any n-ember of his family or owned °^ 
acquired by him or any member of his family °^ 
held by him or any member of his family °^ 
leave or mortgage, either in his own name or '^ 
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the name cSf any member of his-family or in the 
name of any other persons ; 

(b) shares, debentures and cash including 
bank deposits inherited by him or any member 
of his family or similarly owned, acquired or 
held by him or any member of his family ; 

(c) other movable property inherited by him 
or any member of his family or similarly owned 
acquired or held by him or any member of his 
family.; 

(d) debts or other liabilities incurredby him 
or any member of his family directly or indirectly. 

Note: In all returns the value of items of 
movable property worth less than 
Rs. 1,000/- may be added and shovra 
as a lumpsum. The value of articles 
of daily use such as cloths, utensils, 
crockery or books need not be inclu-

• ded in such returns. , 

(2) No Corporation servant or any member 
of his family shall except with the previous 
knowledge of the Standing Committee acquire 
Or dispose of any immovable property by lease, 
'Mortgage, purchase sale, gift or otherwise either 
ĥ his own name or in the name of any member 

•̂ f his family. 

Provided that the previous sanction of the 
Standing Committee shall be obtained by the 
•Corporation servant if any such transaction is— 
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(i) with a person having official dealings 
with the Corporation servant, or 

(ii) Otherwise than through a regular or 
reputed dealer. 

(3) Every Corporation servant shall report 
to the Standing Committee every transaction 
concerning movable property owned or held by 
him or any member of his family either in his 
own name or in the name of a member of his 
family if the value of such property exceeds 
Rs. 1,000/- in the case of a Corporation servant 
drawing basic pay of Rs. 300/- per month and 
above or Rs. 500/- in the case of a Corporation 
servant drawing a basic pay below Rs. 300/- p.m-

Provided that the previous sanction of the 
Standing Committee shall be obtained if any such 
transaction is -

(i) with a person having official dealings 
with the Corporation servant or 

(ii) otherwise than through a regular or 
r_eputed dealer. 

Note : The expression 'moveable property 
includes (a) Jewellery insurance 
policies, provident fund, shares, 
securities and debenfures (b) loaf^ 
advanced by such Corporation servants 
whether secured or not; (c) motof 
cars, motor cycles, horses or ai'J' 
other means of conveyance and (^' 
refrigerators, radios, radiograms-
tape, recorders and transitors. 

4". Every'.Corporation servant shall report, to 
the Standing Committee _every,-transactions con-
cering cash received by him on-by, any member 
of his family from sources other than the Corpora
tion servant's salary and allowances, insurance or 
provident fund if such cash exceeds Rs. LOOO/-
in the case of a Corporalion servant drawing a 
basic salary of Rs. 300/- and above or Rs. 500/-
pm. in the case of Corporation servant drawing 
a basic pay below Rs. 300/- p,m. 

5. The St nding Committee may at aiiytime 
on general or special oiders, require a Corpora
tion servant to furnish within a period specified 
in the order, a full and complete statement of 
such movable or immovable property hold or 
acquired by him or any member of his family or 
on his behalf or by any member of his family 
as may be specified in the order. Such statement 
shall include the details of the means by which 
or the source from which such property was 
required. 

Register of Books and PublicatioDS 

160. A reeister of books and Publications in 
^- P. Form No. 26 and a library Issue Register 
in o . p. Form No 27 shall be maintained in the 
Central record Section. 

161. The reference books and other publica-
*'ons supplied to a Department shall be preserve 
^ ' th care. A clerk in each department shall be 
dominated for that purpose and he î hall maintaia 
^ 'ist of books supplied to the Department. The 

17] 



u 
books shall be arranged in serial order and any 
book taken out for reference should be replaced 
in its proper place immediately after use. It is 
the duty of the clerk to see that all correction 
slips are pasted- immediately they are received. 

Gazette and Gazette Noti Tications 

162. The General Department should circu
late the Karnataka Gazette to the Departments 
which do not get it Heads of Offices are per-̂  
sonally responsible to see that notices, notifica
tions and orders appearing in the gazettee'afFecting 
their departments are perused by the Officers 
concerned and that typed copies of them are kept 
in stock files concerned if they are required for 
constant reference. Seperate copies of them should 
be taken where action is called for and given to 
the caseworkers concerned. 

Confidential Reports 

163. (i) In respect of every Corporation servant 
an Annual Confidential Report shall be recorded 
assessing as correctly as possible his physical 
mental and moral suitability for his office arid 
for promotion, his ability to apply intelligentl) 
the Lavi' and Pioceedure prescribed to cases 
coming before him, his treatment of his subordi' 
nates and behaviour to his surperiois a" 
colleagues in other departments and his relation^ 
with the public. 

(ii) The Confidential Report in respecl a' 
Heads of Offices and Departments shall be record' 
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recorded in O.P. Form No. 29 and of all other 
officials in O P . Form No. 30, covering the period 
of his service from the 1st January to 31st 
December every year and shall be forwarded by 
the 1st February following the year of report-

(iii) The reporr shall be written or typed by 
the Officer preparing the report. To facilitate 
identification, the name of the Officer recording 
the report shall be written in block letters below 
his signature and his designation also indicated. 

liv) The Confidential Report shall be recorded 
by the Head of the Office in respect of all 
officials and submitted to the concerned Heads 
of Departments where they will be preserved in 
safe custody after countersignature by the Heads 
of Department. A certificate of having received 
'he Confidential reports of all officials working 
in the Department shall bfe sent by the Head of 
the Department to the Administrative Officer 
The Confidential Reports of Heads of Offices shall 
Rerecorded by the Headsjof Departments in dupli
cate and submitted to the Commissioner direct 
3nd a compliance report with regard, to the same 
sent to the Administrative officer. After the 
Commissioner has seen the report and added his 
remarks one copy shall be retained by him and 
the duplicate returned to the Head of the Depart-
"hent for record. The Confidential Reports of 
the Heads of Departments shall be recorded by 
"̂ he Commissioner in duplicate and one copy 
shall be sent to the Standing Committee for in
formation and the duplicate retained with the 
Commissioner. 
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(v) An ofBcer preparing a Confidential Rrpoft 
Shall' record all relevant observations and 
opinions which he might have formed, which 
shall be a frank and full appraisal of the officer's 
merits and demerits giving as far as possible 
specific instances or reasons for the particular 
opinions he has expressed. The report shall be 
prepared with the greatest caution and no record 
or remarks shall be made lightly on the spur of 
the movement or based on prejudice. 

(vi) Whenever an officer is transferred in the 
middle of a year, a report shall be prepared un
less the transfer is within the first three months 
of the succeeding year, ,and forwarded to the 
oflBcer under whose administrative control the 
officer is transferred, to be completed at the end 
of the year. 

(vii) Confidential Reports in respect of lent 
officers of Government working in the Corpora
tion shall be passed on by the Commissioner 
with his remarks if-any, to the Head of "the 
Department to which the lent officer belongs. ' 

(viii) The penalty or censure imposed on an 
officer or orders regarding any other disciplinary 
action shall not be recorded in the Annual Con
fidential Reports but a copy of the letter' or 
order imposing censure or other punishment 
shall be included in the officer's Confidential 
Report file. All adverse remarks whether through 
an ordinary or special report shall be communi
cated immediately in writing to the officer 

. 89 

concerned While so communicating, a short 
summary of the good points observed by the 
reporting officer shall also be communicated but 
the name of the officer recording the remarks 
shall not be communicated to the officer reported 
upon. 

(ix) When the officer has done outstanding 
work in the course of a year and earjied apprer 
elation, it shall be communicated to him. 

(x) The responsibility of communication 

shall be-

(a) Commissioner in respect of Heads of 
Department; 

(b) Heads of Departments in respect of 
Heads of officer; and 

(cj Head of the Office in respect of others. 

fxi) Every officer to whom adverse remarks 
are communicated may within six weeks from 

' the date of receipt by him of such communica
tion, submit his representation, 'f any to the 
officer who communicated the remarks. Decision 
on the representation received shall be taken 
expeditiously and communicated to the officer 
concerned and in any case within six weeks from 
the date of receipt thereof. A superior 
officer may at any time of his own accord, for
ward Special Report on an officer working under 
him should be consider that the conduct of an 
Officer makes such action necessary. 

18] 



9̂Q 

(xii) A register in O. P. Form No. 31 shall 
be maintained by all Heads of Offices to watch 
the timely receipt of confidential reports and theit 
final disposal by the prescribed dates. 

•uBn t)ff' i 
Leare and Holidays: 

164. Every absence without leave is aD 
infringement of discipline which unless a satisfac
tory explanation is forthcoming, will be seriously 
dealt with. 

165. Leave must be applied for and gô  
sanctioned before it is availd of excepting casual 
leave necessitated by medical grounds. 

166. Application for leave will be disposed 
of in accordance with Rules and subject to the 
exigencies of oflBce work. 

Casual Leave: 

167. Every Section shall maintain in 0 . P' 
Form No. 25 an account of Casual leave taken by 
members of the staff. One page should be 

allotted 
to each official. When an official is transferreiJ 
from one Department to another Department a" 
extract from the register should be sent to th^ 
Department to which he is transferred along "^'^ 
his service register. Application for casual lea^^ 
should be submitted to the sanctioning authon'J 
with a note as to the eligibility of leave a^ 
arrangement proposed for the discharge of ^^^ 
applicant's duties. 

168. .When an official goes on leave otb^^ 
than Casual leave, the relieving official mû ^ 
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verify all the papers handed over to him with the 
case registers and see that every paper shown in 
the register and pending is handed over to him. 
Office Keys, if any should also be handed over. 

' A list of papers and other records handed over 
shall be prepared in duplicate, signed by both the 
relieving and relieved Officer, and a copy shall be 
kept by cash by them. The relieved officer shall 
transmit to the relieving officer ail instructions 
verbally given to him from time to time by the 
officers under whom he worked and any confiden
tial papers given to him for custody, 

169. The grant of every holiday is subject to 
the condition that arrangements will be made for 
the. despatch of urgent business. A clerk and a 
peon will be posted lor duty by turn. No Cor
poration servant shall leave the Head Quarters 
Without obtaining permission "of the Heads of 
Officers concerned. Any member before leaving 
Head Quarters shall gave his new address in the 
office. 

Pe-sonel Files of Officers: 
170. The Administrative Officer should main, 

tain in respect of each Head of the office a 
persona! file which should contain the order of 
•his appointment and a complete chronoligical 
service record of the Officer regarding his posting, 
promotions, grant of leave, deputation to foreign 
service, passing of Departmental Examinations 
^tc. This will be in addition to and distinct from 
*he Confidential Reports, 
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O.P. FORM No. 2 Date 

j CORPORATION OF T H £ CITY OF 
1 BANGALORE 

1 Distribution Book 
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\ 
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SI. 
No. 

J 

1 ' 
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General Receipt 
Register No. 

Full signature 
ot tile Receiver 

Date of 
Receipt 
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O. P. FORM No. 8 DateoVl - Maoa-.-.q^O-

^ 0 * ! « 0 J 
CORPORATION OF THE CITY OF 

BANGALORE 

Local Delivery Book 

SI. ' Case 
No.lNumber 

To whom 
sent 

Name of 
peon 

ire j j f 

with date 

[OS 
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O.P. FORM No. 9 Ditdv:.: :.--̂ :-

CpRPORATION OF THE CITY OF 
"••"' • ' BANGALORE • 

Stamp Register 

4 

Q 
O 
< 

< 
CQ 

o 
>^ 

u 

o 

o 

< 

o 
a. a o u 

21] 

. 2 a> 

i 
I 

B 
u 

t- Si 

^ 8 

o "̂  

E -

(/I u 

as 

=! O 

c =-
e o J - * 
1- flj 

s.a 
u CO 

D Z 

Z 

6 Z 
M 

• * 



102 

O. P. FORM No. 11 

CORPORATION OF THE CITY OF 
BANGALORE 

Movement Register to be Maintaioed by 
StenograpbersyPersonal Assistants 

SI. ' 
No. I File No. To whom passed Remarks 

103. 

O.P. FORM No. 12 

CORPORATION OF THE CITY OF 
BANGALORE 

Date 
Record Register 

SI. No. Case 
Number 

Index 
Title 

Initials of the 
Record Keeper 
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O. P. FpRM No. 13 Date, 

CORPORATION OF THE QIf;¥;ftf 
aANOALORE 

RequisifioD Slip 

105 

Index title 

Case Number 

Required for the disposal of case number. 

Initials of the Case-worker 

Date of requisition 

Initials of the Manager of the Office 
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i-.:P, Form No. 20 

CORPORATION OF THE CI FY OF 
BANGALORE. 

QuestioDaire for Monthly Inspection, 

"- Name of the Compilation, 

Date of Inspection. 2. 

3 

•4 . 

6. 

7. 

24] 

Has the caseworker complied with instruc
tions given in the previous inspection? 

Has the caseworler arranged the papers 
according to the five bundle system? 

Has the caseworker arranged the pending 
cases according to serial numbers assigned 
to them? - -• -

Is the caseworker'disposing^ of the cases 
in (he order of their serial numbers 
except in urgenf cases? 

Has the caseworker issued reminders in 
all the casts included in the bundle of 
await cases? 

8. Have all outgoing periodicals relating to 
this compilation been despatched within 
the prescribed time limit? (Note the 
periodicals and delay if any). 

Has the caseworker maintained the circu
lar file separatly for each compilation 
up-to-date and is it duly indexed? 
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10. Has the caseworker sent all the closed 
files to the Record Room in Time? 

11. Has the caseworker maintained the 
monthly arrear list of cases in O. P. Form 
No. 17 and weekly arrears statement of 
papers in O. P. Form No. 15 

12. Inspection of files : 

(a) Five files to be taken at random 3.nA 
inspected and the inspecting officer 
should note whether the caseworker 
has followed the five day rule in putt
ing up papers ; 

(b) A few difficult cases should be inspec
ted and the (Inspecting Officer should 
note the defects and record sugges
tions for improvement. 

M3 , , . - i 

O P. Form No. 21 

CORPORATION OF THE CITV OF 
B A N G A L O R F . 

Form of Annual Inspection. 

PART I — FACTUAL 

1. Name of the office. 

2. Date ofJast inspection. 

3. Date of present inspection. 

;4. Name of Head of Section. 

- 5. Sanctioned strength cf the Office, Actual 

and reasons for shortage. 

6. List of Residential addresses of staff in 

the office. 

7. No of receipts receive in the office during 
the last 12 months and monthly average 
of receipts. 

PART H _ MANNER OF MAINTENANCE OF REGISTERS 

8. Attendance Register: 

(a) Is it being checked on all working days? 

{b) Remarks about punctuality. 

9. General Receipt Register: 

Is it being maintained properly and full 
^'gnaiures of the caseworkers being obtained 
^lierein? 
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10. Case Registers: 

Are these maintained for each compilation 
seperately and properly? 

' 11. Call Book: 

Is it maiotaided and prompt action being 
taken on cases requiring revival? 

12. Fair copying, Despatch and Stamp 
Registers. 

(a> Are ihese being maintained properly • 

(b) is there any delay in fair copying a^^ 
despatch ? 

(c) Is stamp account being maintain^ 
properly. 

'; 1=3. Subjects alloted to Section: ^ 

(a) Is the list of subjects maintained 
Section up-to-date ? 

(b) Is the distribution ot work among 
caseworkers even and fair ? 

14. Weekly arrear Statement: 

(a) Are these being prepared by the c ^ 
workers and checked by the Heads 
Sections ? 

(b) Are reasons for delay given in the c -
of over 5 days receipts? 

115 

(c) Was the number of receipts in hand 
with any caseworker unduly heâ vy last 

week end ? 

(d) Any suggestions by Inspecting officer 
to improve the state of affairs. 

15 Monthly arrear list of cases 

(a) Are the statements brought up-to-date 
and submitted regularly ? 

(b) Are these checked regularly by the 
Head of the Section and submitted to 
the Head of the Office 

(c) What is the position regarding pending 
cases at the end of the preceding 
month ? 

f̂ lease give details below:— 

(i) No of cases pen- At the time Present 
ding disposal of last position 
between 1 and 3 inspection 
months 

(ii) No. of cases pend
ing disposal bet
ween 3 and 6, 
months 

(iii) No. of cases pend
ing disposal bet
ween 6 and 12 
months 

25] 

(iv) Over one year 



.. . . ire • 

....• (v) Do yau^ recommend any steps to 

expedite disposal? 

16. Periodical returns = 

(a) Is the perodical register maintained '' 

(b) Are the periodicals being sent in time. 

(c) Reasons for delay, if any. 

17. Recording and Indexing : 
What is the present position regarding record

ing ard indexing ? 

jiPle^^^^,obtain the following details.: .. 

'-~''-'itj No. of files recorded and indexed dur
ing the last 12 months. 

(ii) No. of files sent to Central Records-

(iii) No. of closed files pending final record
ing and indexing, 

(iv) Whether classification of records made 
properly. 

18. Circular Files ; 

(a) Are Circular files being maintained f''| 
each compilation by the Caseworkers 

(b) Are these chronoligically arranged an 
indexed ? 

19. Call Book : 

(a) Is there a Call book in the Section-

d 

(b) Are there any cases kept in the Call 
•• book which should not appropriately 

be in it. 

20. Reference Books. Rules and Regulations: 

(a) Is the seciion furnished with all rules, 
regulations and books required for its 
proper functioning ' 

(b) Are the Rules/Regulations etc. main
tained duly corrected up-to-date ? 

PART HI - QUALITY CONTROL 

21. Rotation of work : 

(a) Are dealing caseworkers rotated to 
different items of work or employed on 
the some work year after year. 

(b) Any caseworker doins the same work 
for more than 3 years. 

22. Disposal by Head of the Section : 

(ai Types of receipts, if any, deall with 
by the Head of Section, himself. 

, (b) Other items of work, if any, which 
can be more usefully be dealt with by 
the Head of the Section himself. 

23. Case Study: 

Make a study ol two cases and give your 

Comments on following : 
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(1) Areacknowledgemeots or inteim replies 
sent where necessary. 

(2) Comment on quality of noting. ' 

(3) Comment on filing system, numbering 
of pages in the note sheet and corres
pondence file. 

PART IV - SUMMING UP 

24. Brief re-capitulations of defects or short 
commings noticed and any other sugges
tions which the Inspecting Officer may 
have to make for improvement. 

(1) 

(3) 25. 

Date. 

A general assessment of the performance 
of Section-

Signature of the Inspecting 
Officer. * 
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O.P. FORM No. 24 

CORPORATION OF THE CITY OF 
BANGALORE 

Oat^ of Allegiance 

" I do swear/solomly 
aflSrm that I will be faithful and bear true alle
giance to India and to the Constitution of India as 
by Law established, that I will uphold the 
sovereignly and intergity of India and that I will 
carryout the duties of my office loyally, honestly 
and with impartiality, Sohelp me God ". 

Bangalore. 

Dated: 

Signature 

Designation 

"BEFORE M E " 

Signature 

Designation. 



(? p. FORM No, 25 

CORPORATfOK OF THE CITY OF BANGALORF 
JRegisfer of Casual Leave 

Name of ihe Official 

p 

Month 

January 
February 
March 
ApriJ 
May 
June 
July 
August 
September 
October 
November 
December 

Casual Leave 
To 

Credit 
Availed 

of Balance 

1 1 \ 

-' Intitials of the 
. Head of the 

j Office 

-

I 

i (0 
K3 

i 

J^ O. p. FORM No, 26 . - . . 

CORPORATION OF THE CITY OF BANGALORE 

Register of Books and Publications 

SLNo. 

-

Name of the 
Book or 

Publication 
Name of the 

Author 
Name of the 

Publisher 
Year of 
Edition Price 

-

Remarks 

^ 




