No.GAD/O&Y/Circular/ 1
Maharashtra Shate Tlect ., Bosme, g
-Mercantile Bank Building, 2
M.%.Road, Fort,

Bomhav-400023,

D a

D ta s _”2%5 Aiﬂ519f7
CIRGULIR 9.9 B

Subject : Filing Svstem,

At present there is no uniform svstem of filing
introducéd in Head Office and in *he ©i .14 Offices. Tach
Office is following 2 different svster suitable to them,
In the circumstances, it goes verv @ifficult to ‘trace old
record and also *o dispose off the Olic unwsented record.

In order to review the entire position, sndé to hring
uniformity, it is proposed tc prescrihed procedure, regsrd-

o ing filing of the papers, numbering of files, indicesting
the method of filing etc,
& copv of the proprosed Circuler regarding fillng svstem
1e enclosed kerewith, for information snd remarks if anv,
L hefore implementation of the s=me. g <o
™he information ané or remarks should rssch to this
Officzs on or heforelOth Sepntembher, 1074,
Encl 3-1 coov.
-~ S
Cony tos BSTIBLISENMENT OFFICER (G).
+ : TR }»f_y S
1) C.E.(3I) Nagrur/Addl.C.E,Nagik. 5%
2 ; 111 Dv, Chief Sngineers.in 7the field
3) 111 Sunerintending ©nginsers/¢r.Power Station Supdts./
Power Station Supdts.
T
” 4) %11 Dv, Establishment Officer in EHesd Office.
5) 311 Administmative Officers in the fisld.

RRL/-18-7-74.
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CIRCULAR

Sub : Revised filing procedure.

With a view to facilitste gulck loeation of papers, refer-
ence and files and feor propsr masintenanes of raecord, = svstems-
tised uniform filing procedurs hased on slpha-nugerical svstem
1s prescrihed, for the G'D with dus apnrovsl of %the Cha2irmen
as detailed helow :

1) Onening of files,

(a) * separate file should he opaned for ensch distinct
subject or even for an individusl case denending on the noting
and correspondence evpected on the sunjact. The suthoritw
competent to decide whether a csensrate file chould be opened for
a particular sahject, suh-subject or a irdivicdusl case will he
the Sectionesl Head in Head Office/Cfficsr in chorge of the Unit.

(b) If, however, the correspondencs evpected on a parti-
culsr snbject is not cstimasted to excesd a few nasses and is also
not considered to be important, twe or more s2llied subjects mav
be groupec together under s r~eneral ha-acine or the papers mav he
filec¢ in e miscell=neous file4 this should, hnwever, net he nor-
mallv resorted %o ssve in excentional cases hecause clegsifving
differsn®t subjects under nne seners1l hesd would *2nd *po make *+he
file unwieldv and slso delav fisnossl of other pending lekters
for ohrious ressons, In fach, 2s fer as possible, separate files
should he oneréd " for esch suhject,

(e¢) ™o hesin with, esch Section/Groun should list out the
subjects and sub-subjscts thereuncer, if anv, required to he
dealt with bvthem, ™his lis*t should he got Gulv soproved by the
Sectionsl Hesd/Officer in c¢harge of ths Unit concarned. The
list of main suhjects (known as "Standard Hesds") should hear
consesecutive serial numhers. This 1is* should he serutinised and
brought up-to-date at *he hzginnirg of everv cslendar vesr. As
far as possible, S*%andard liazads should be allotted the same .
numbers vear after vear, 7Tf found recsssarv, s new he=d mav he
added to the 1list, during the course of the vesr, with the
abproval of the Sectional Eaad/ Officer ir chargs of the Unit.
The Sub-he-ds, if anv, to e2ch of *bk2 Siardard Fend should slso
be incorporated in the 1ist =2ng senaratelv numhersd. For
instance, 'Grant of \dvances' is 5 sunject bv i+ts21f and it
18, therefore, a Stsandarc Head. Urder this, *therz csn he sevaeral
sub-heads viz, House Building Aidvanca, Motor Car idvance,

Bicecle 1dvance, Pav Acdvance, Festival icvance etc. If, however,
a substantisl and intermittent correspongerce and or roting is.
anticlpated on anv of the aforesaid sub-hescs, that sub-head
should be treated as a subject bv itself anc +he indivicual

casas thereunder shoulc »e traa*ted as suh-subiects for the
purpose of pnumbering ~nd openinz of files. ™he sams princi-

ple shoulc similarlv applv to other suhjects and/suhiects. Z_Sub-

(a) The Teceipts on which no actidn i reguired

shoulé@ he got filed straicht awav., The recaip*s which
reoguire action should... th £
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be brought on to a current file if a file already exists on tke subject;
if not, & new file should be opened for initiating action on the receipt.
It would be necescarv to open a new file as and when new subjects or
extension of the subject arise. The Asstt.should first determine the
'Standard Ekead' under whkict tte receipt (or issue) sbould fg1l1 in. He
stould then prepare a suitable title and allpt it a 'serial number

under ttre 'Standard Head', after consulting tte File Register & with

due approval of the Secticnal Head.To ensure trat this is done, the

Head of  the Section or tte Supervisorv staff may not entertain any

paper or file, if it does not bear thke file number.

2) Iitle:

Every file stould carry a title on its cover to irdicate tke sub=
ject/Sub-subject matter; space for writing tre subject/sub-subject and
'nunber' of tte file stould be provided orn tte front page of thre file
cover, so ttkat pasting of paper slips containing ttese information is
avoided. : :

3)  HNumbering of files:

The numbering of the files skould be done on tre lires of alpha-
numercial system. Alphabetic codes skould be used to denote the name
of trke Department and tke Section while numereial codes stould be ue .
to dénote the subject and sub-subject, if any. The alphabetic code
stould normally consist of tte first letter with whicht tke word to be
denoted begins with e.g. capital letters 'GAD' would denote 'General
Administration Department', while tte capital letter will denote the
'Establishment Section' and so forth. The General Administration
Department is now divided intc 3 parts, whick are under the control
of Secy/Jt.Secy (G) and Jt.Secy. (Techk.). The Sections which are
strictly under tte control of Secy., i.e. Board Secrétariat, Labour
and Industrial Helations and Legal ﬁepartment5 bear a ‘separate code
letter, BS/LIR/L. With a view to facilitate whethér tre
reference bas originated from thke Sections, which are under tte control
of Jt. Secy (Gen) or Jt.Secy. (Teck.) :after the code letter 'GAD',
letters 'ET' or 'EG" should be added. The letters, denoting the
name of the Department and tbte Secticn should 'be separated from
.eacht otker by a oblique in order to avoid mix up and consequential
confusion. In case the letter uced tc d encte the name of a Section
is also tkte first letter of the name of another Secticn in the same

“Department, a combinaticn of 2 cr 3 letters cstould be used to dencte .
. the one or bathk the Secticns te avoid any pes=ible’ confusicn -
in identifying thke Secticn, e.g. Inspecticn and Insurance, botk of
whick start witt the letter 'I' eoculd be dencted by letters .'IP' & «
and 'Ins' resp., Ir case ttere are groups under a particular seetion,
the same skculd be indicated by a Roman number. The subject matter
sbould be indicated by a cserial number;/in erder, however, nct tc
mix up tke 2 numbers, cn oblique shruld ~evarate the 2 numbers.
Thus if the :subject of advances is numbered as 25 and sub-subject
'Car-advance' as 2C, tte file dealing withk the subject, should be
numbered as GAD/E 47/25/20. :

TYBETE N I

/ and the sub-subject if any, stculd also be indicated by a serial
numbers; . S



Note - 'GAD denotes the name of the Department. : 4

viz, General Administration Department.
'ET/EG' denotes the name of the Section,
viz. Bstablishment Technical/Establishment General. -
'I' denotes Group I in the Establishment Section,
which deals with the subject of 'advances'
"25' denotes the serlal number alloted in the
to the subJect of 'advgngg 2 12Q'denotes the number in

ist
t?e list allotted to thé sub-subjec r advances,
Based on the above principle, the alvhsbetic codes in

respect of sections in the GAD, as ex1st1ng at present are given
below:

Department Section Code
7 Name ' Letter/s
General Adminlstratlon 1« Establishment (Thisg Section E
Department is separated into 8groups, (ET/EG)
: each is denoted by I, II,
(Code letter - GAD) III,” IV, V, VI, VII & VIII resp.)
2: General 55 G
3« Board Secretariat e
4. Labour & Industrial LIR
Relations,
5. wegal e L :
6. Vigilance & -Security = VS
T+ Pablicity P
c) For the purpose of indexing the personal files to be
maintained by the Establishment Sectlon, the following system
should be adopted. 5 ‘@

All employees of the Board are classified into 3 different
classes for the purpose of seniority, 8tate/Circle/Division. Personsl
files of employees in the State seniority are maintained in the H.O.
as well as the resp. Circle/Division, in which the employee is work-
ing. The file maintained by the Field Of icer, is transferred from
one Circle to another Circle or Division, alongwith the service book,
as and when the employee is transferred from one Office to another.

The position in respect of the Circle Office is almost
similar. In *he case of employees in the Circlewise seniority, a
personal fils of the employee is maintained at the Circle Office and
also in the Division, in which he is working. All papers pertaining
to the employee, irrespective of the nature of work, are filed in
the personal file, Due to this, the files become bulky and there is
un-necessary accumulation of record.

In order to avoid this, the following system is proposed§ i
The personal file should be divided into 2 parts: 5 * Sl
Part I/I4A/II/IIA.

Part I - should coentain only very 1mp papers,pertaining to the
employees. It should commence with application, initial
app01nt§ent order, orders regarding representation and
decision/office notes of importance, etc./transfers/
promotions/demotions/pay fixation. These files should
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be treated as a Permanent record,

Part Ii-" should contain papers of minor importance, i.e.
Barned leave application, .joining report, relieving
report, handing over charge, ete.

Part II- is +hé personal file -of the same person maintsined
in field. It should be also of 2 parts, Part II and
part ITi, similar to Part I /IA  maintained in
H.Os  Part II shéuld contain imp. papers, i.e. it is
a file corresponding to Part I file, maintained in H.O.
Part II-4 file should contain other papers, i.e, Correspondir. -
to Part Il file maintained in H.O.

The part I4/ITa files should be preserved for one year, i.e. filc
for 1972 shduld be kept upto 1973 and ~nd destroyed afteiwards. This
will avoid accumilation of record . Papers to be filed in Part
T4 / II A should be destroyed after verifying that the necessary
entries have becn made in the service books.

When the emplovee is transferred from one Cirele to another, only
Part I4 and lates 4 should be sent alongwith tls service book to
Office, where the .empleyee is transferred.

The position of the files to be maintained at the anployees in
the Circle-wisc seniority, should be also similar to files to be maint-
tained at Circle Office and 2 corresponding files to be maintained at
Divisional Office, However, in the case of employees in the Division-
wise senlority, there should be only 2 files, Part I / II of the personal
files.

Numbering of filcs,

The ¥rocedurc of numbering of files should be as follows:-

The mumber of the personal files in the State-wise éeniority
should be controlled by H.O. of the Circle~wise seniority by the
Circle office and the Divisionswise seniority by the Division.

Numbering should be as followsse

1. Poersonsgl file - PF _ : 3

2: Initials of the employse.
Surnmme / his / her name / father's name ( Husband's name 5.
Viz. Kulkarni Madrmk;ar.c;op'al - KMG . | '
3.. The s_faﬁiori"by, s State/Bircle/ Division- s/C/D
4. The cadre to whi[:_h he / she belongs may be indicated.
T -~ technicql ‘ .
4= account,

G- L ]
S« Stores,

5. ~4h the casc of Oircle/Division, after T/4/G/Sy the first b tter of

. of the : Circle or Division- may be mentioneéd, vizs
E - - m“f‘r" ~
a) dmravati - Clin & i
b) durangabad - C/in
ct-Poona Rurnl - C/PR
d) Poons Urben - C/PU.
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Names of all empldyeés to be 013331f160 as per surname and
to be further classified, as his/ner name.

The same number shoulu be used by all offices, H_o,/bircle/
Division, whenever making any peference, pertaining to the
same employea, 5

In the case of empleyes in the gtate-wise seniority, there
i1s no possibility of change in the number for ever. 1In the
casé of employees in the Circle-wise seniority, the file
number will change only once., ™When he comes from gircle-
séniority to state seniority by promotion, whereas it will
change in the case of employees in Division seniority, when
he comes to gircle seniority. 3

The same number should be alloted to the ¢,Rs. fileg and
also the service book, 3

This will facilitate proper maintenance of record and also
tracing the record, pertaining to any 1ndividual :

4) piling.

a) The noting and correspondence portions of the file should be
maintained separately, as per the instructions contained in
Chapter IV of the Manual of office procedure,

b) After disposal of a case all flags, slips and ping should be
removed from the file,

c) If any papers are torn or have come out of the file, they
should be pasted properly and filed,

d) Blank papers should be remowed.

e) The receipts and issues should be filed chronologically, 1i.e.
according to the date in whiech they are received and issued. If
papers are required to be filed in a General or a }iscellaneous
file, 1t may be more advantageous to file them case-wise, in a
chronological order; each case arranged separataly, It

may not be possible "to maintain notdng and correspondence portions
separately. The main advantage in filing papers case-wise in a
Miscellaneous or General file would be the Tacility of reference
and the case with which the relevant bunch of papers could be
transferred to a s®parate file at a latoer 6atq[the quantum of
corre spondeénce warrants opening of a new file,

S5) rage numbering.

(a) The pages should be numbered serially on both sides of the page
geven— i@—;hg‘back side is a blank one. The pages of the notings and

correspondencs tions should b¢ numbered separately, CegsNoting
seetion IM, 24, 3A-and so on and theé Correspondence Section
1/c, 2/c and so on, e .

(b) The present practice of keeping old cage papers separately in
bunches without filing, should be discontinuuu. ~The numbering of
pages of a file at the end of the year or when o~ £ilc is closed
doos not serve any uscful purpose. The numbering orf *g¢s end
writing cross references should be done while action is tawan on
the receipt issue.

(¢) When the file becomes bulky, say 200-250 sheects, it should be
closed, bound and marked 'vVolume 11, purther action on the subjeat
shoulo be continued on a new volume of the same file. The pages on
the new volume should be numbered in a separatec series.



6) Proper maintenance of records and custody of files :

(a). The Noting Assistants should be responsible for the proper main- i
tenance of files-including upto-date: and correct filing of 'papers,

page numbering, marking of cross references, keeping the files in a -

neet and tidy manner, g . : :

[

(b) The physical chstody of the files, when not in uge, shall, how-
ever, be entrusted to the Clerk-in-charge File Register or the Daftary
excepting confidential, secret and very important files, custody of
which must remain with the 8ectional Head or the Group Head concerned,
as may be decided by the Sectional Head.

(¢c)  The Clerk or the Daftary sanctioned, intcralia, for filing
work shall assist the Noting Assistant in the actual filing of
papers and proper maintenance of files. :

73 Locagtion of files.

The files of a Section or Group should be kept at one place neatly

and systematically arranged in a filing cabinet, cupboard or rack
according to the order of Standard Heads and serial number of the sub-heads.

8) File Index :

The contents.of each file should be duly indéxed_on a Separate
sheet of paper to be filed at the beginning of the correspondence and
noting sections of the file., The Index should indicate very briefly
the contents page number-wilse. ; ;

In order to ensure that the contents of the File Index are kept
to the minimum, the correspondence portion should indicate Sr.No.,
the letter Fo. and date, name of the addressor cr addressee and page
number(s)s The index of the correspondence portion should similarly
indicate the Sr.No., the letter No. and date to which the noting ="
pertains and page numbers, Both the indexes should be kept upto-date
by the Noting .issistant,

9) File List.

The file list should not be confused with the File Index. The
purpose of the file list is to“indicate the files openeg under each .
Standard Head in a Section or Group. This list should indicste 2%
Standard Fead, its code number snd files opened thereunder with their
full code number and subject matter (arranged chronologically as far
as feasible) in the following form, 35 B g e

Standard Head ‘ . '
Cede Number — '/"ﬂ:ﬁ"‘/ﬁ;;_;_-
Sr.lo, & File No. i Volume No,if any 3 Sub ject

. Covdgg of the file list should be furnished to each Noting
dssistynt in the Section/Group to enable him to requisition the
regaired file from the filing clerk by denoting the file number only,
This file list would have to be supplemented from time to time depend-
ing on the new files opened.



1V0) [Flle Register

a4 record of files open
in a File Register, specime

Standard Head No:

Standard headings

Fils No.! Subject Mate of o
1 ]

! 1
! 1

ed under each Standard Hesd should be kapt

n form of which is given below:

pening 'Classification 'Date of '™ate of
'(and year of 'transfer ! actu=l
' destruction) 'to Reco- 'destr: cti-
s ird vopms ! on

This R2gister shculd also r
the file,closing of the fil
stored e%c. As soon as a n
should inform the Clerk mai
Ject alloted to the file, T
the File Register. The File
by entering the details of
File List should also be br
nad to facilitate quick ref
11) File Issue Registor

All issue of files sho
the custody of files, in g
is indiceted belows

eccrd particulars such as date of opening
e, the date c¢n vuich it is destroyed cr

eéw file is openad,the Noting Assistant
ntaining the Register the number and sub-
he Clerk should then enter the details in
Register should thus be kept upto-date -
each new file as and when o}cned and the _
ought upto-date and circulzted all concaer-
arencea,

uld be entered by the Clerk in charge of
File Issue Register,specimen form of which

Sr. 'File Mate of 'Racelvar
No.'No, ' issue ! signatu

's ' Date of ' File Clork's 'Romarks
e - ipratien ! Bignature !

Notes Receiver's signature
quisitioning file thr

While issuing a Fein,
Register should be racordead
of the front file cover to
the Register on its r=aturn,
fecaiving the file back.

120 Change ovér

If duc to any practica
above system with immediate
implementsd in s rhased man
ing three months in any cas

A

13) 0ld Rgcords

The instructions issue
Procedurc regarding classif
if properly 1mplemented,wil
of files and records requir
thus facilitate their prope

may not be necessary if the system of re-
ough a file requisition slip is in vogue.

the Sr.No. of the antry in the Issue
in pencil on the left hand bottom cornaer
facilitate its link up with the entry in
This pencil entry should be 2rased on

1 difficulty the implamentation of the

effect 1s not possible, the same may be
ner extending ovar a period not exceed-
a,

d in Chapter X of the Manual of Office
ication,weeding and destruction of records,
1 abviously help to raducc the total number
ed to be looked after in cach section and

r maintenancec.
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