\/ ' No.GAD/0&M /

Maharashtra State Electricit
Board, Mercantile Bank Blag.,
Fort,. Bombay-400 023,

Dtd. 15-3- 1975,

CIRQULAR 92
Subs- Filing System.

LA ]

The proposed system of filing to be introduced
in the Head Office and in the Field Offices was
circulated amongst all officers of the rank of
Superintending Engineers and Senior Poyer Station
Superintendents in charge of Circles ang Power
Stations, under this office Circular No.22 dated
26-8-1974, with a view to obtain their views in
the matter, before actual implementation of the
sy stem,

It has now been decided to introduce the sald
filing system in the GeAeD. of Head Office and in
all Field Offices, as per the details given in the
annexure to this Circular,

Sd/-
(N.S. Merchant)

Secretary
Encls Annexure,

To 2
. All officers of the rank of Executive
Engineers, Asstt.Fower StnsSuperintendent,
Asstt.Controller of Stores in-charge of. S
Divisions, Circles, Power Stations sna
Major Stores and above, -

o



ANN EXU RE
Subs- Revised filing procedure.

With a view to facilitate quick location of papers,
reference and files and for proper maintenance of record,
a ystematised uniform filing procedure based on appha-
nugerical system is prescribed, for the GADX with due approval
of the Chaiman) as detalled below s- :
: ‘ ¥ ! ‘

(a) A separate file should be opened for each distinct
subj ect or even for an individual case depending on the noting
and correspondence expected on the subject. The authority
competent to decide whether a separate:file should be opened for
a particular subject, sub-subject or a individual case will be
the Sectional Head in Head Office/Officer in charge of the unit.

(b) If, however the correspondence expected on a parti-
cular subjec% is not estimated to exceed a few pages and 1s
also not considered to be important, two or more allied subjects .
may be grouped together under a general heading or the papers
may be filed in a miscellaneous filej; this should, however
not be nomally resorted to save in exceptional cases because
classifying different subjects under one general head would
tend to make the file unwieldy and also delay disposal of
other pending letters for obvious reasons. In fact, as far
as possibley separate files should be operned for each subject.

(c) To begin, with, each Section/Group should list out
the subjects and sub-subjects, thereunder, if any required to
be dealt with by them. This 1ist should be got duly approved
by -the Sectional Head/Officer in charge of the Unit concerned.
The 1ist of main subjects. 'known as "Standard Heads") should
bear consecutive serial numbers. ThiEs 11st should be scruti-
nised and brought upto date at the beginning of every calendar
year. As far as possible, Standard Heads should be allotted the
same numbers year after year, If foynd necessary, a new head
mgy be added to the list, duripg. the. course,; of the year, with
the approval of the Sectional Head/O0fficer lncharge of the unit,
The Sub-heads, if any, to each of the Standard Head should also
be incorporated in the list and separately numbered:. For
instance, 'Grant of ‘advances’ is a subject by itself and it is,
therefore, a Standard Head. Under this, 'thére can be several
sub-heads viz. House Building Advance, Motor Car Advance,
Bicycle Advance, Pay Advance, Festival Advance etc. Ify however
a substantial and intemmittent correspondence and or noting Y
1s anticipated on any of the aforesaid sub-heads, that sub-
heads should be treated as a subject by itself and the individual
cases thereunder should be treated as sub-suB%ects for the
purpose of numbering and opening of files. e same principle
should similarly apply to other subjects and.subysubjects.

(d) The receipts on which no action is req‘uire’d should

be got filed straight away. The receipts which require
action should .. ' 134

p.T'Ot_n'oc--oz)



be brought on to a current file if a file already exists on
the subject; 1if not, a new file should be opened for initia-
ting action on the recetpt. It would be necessary to open
a new file as and when new subjects or extension of the
subject arise. The Asstt, should first detemine the
'Standard Head' under: which the receipt (or issue) should
fall in. He sheuld then prepare a suitable title and
allot it a serial number under the 'Standard Head' after
consulting the file Register and with due approval of the
Sectional Head, To ensure that this is done, the Head of
" ¢Be Section or the Supervisory staff may not entertain any
‘paper'or file, if it does not bear the file number.

2 - Titles

© " Every Tile should carry a title on 1ts cover to
indicate the subject/sub- subg_ect matter; space for writing
the subject/sub- subject and 'number' of:the file should
- be provided on the fornt page of the file cover, so that
.'pas;‘::tlingp'r paper: slips containing these information is
avoided. T2 0 ' i ' ; : -

'.3) 1 , Mn.&_ar_mn_t-

¢ The.Numbefing of the files should be done on the
lines of alphanumercial system. Alphabetic codes should

be used to denote the name of the Department and the Section
while numercial c¢odes should be used to denote the subject
and sub-subject, if any. "The a{phabetic code should nommally
consist of the first letter with which the word to be denoted
-begins with e,g. capital letters '"GAD' 'would denote 'General
Administration Department', while the capital letter will
denote the 'Establishment Section' and ' so forth., The

. General Administration Department is now divided into 3

arts, which are under the:contrel of Secy./Jt.Secy.G) and

teSecy .(Tech,), The Sections which are strietly under the
. control of Secy.s i.e. Board Secretariat, Labour and Industrial
Relations and L egal Department, bear a separate code letter,
" BS/LIR/L with a view to facilitate whether the reference has
orgginated from the Sections, which are under the control of
Jt.Seey.(Gen,) Or Jt.Sedy.(Teech,)after the code letter 'GAD'
letters 'ET'.of' EG' should be added. The letters, denoting
the name of the Department and the Section should be separated
from each other by oblique iR order to avoid mix up and conse-
quential confusion, ‘In case the letter used to denote the
name of d -Section i1s also the first letter of the name of
another Section in the same Dapartment, a combination of 2 or
3 letters should be used to denote the one or both the Sec-
tions to avoid any possible confusion in identifying the
‘Section, 1.g. Ins¥ection and Insurance, both of which start
with the letter '1I' could be denoted by letters 'IP' and
'Ins' respectively. In case there are groups under a parti-
‘cular Section, the same should be indicated by a Roman
number, The subject matter should be-indicated by a ,
serial number; and the sub-subject if any, should also be ¢
indicated hy. a serial number; in order, however, not to i
mix up the 2 numbers on oblique should separate the 2 numbers, |
Thus if the subject of advances is numbered as 25 and sub-
subj ect 'Car-advance' as 20, the file dealing with the
subj ect, should be numbered as GAD/E-47/25/20.
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Note -~ 'GAD denotes the name ‘of the Department.
‘ viz, General ‘Administration Department,
- VET/EG' denotes the name ‘of the Section,
viz, Establishment Technical /Establishnent General.
'I' denotes Group I in the Establishment Section g
which deals with the subject of 'advance$ /
'25' denotes ‘the serial number allqtted in the

11st to the subject of 'sdvances. 127 denotes in e
respExthe number in the 1ist allotted tor the .sub-subject of
Car advances. e

b)  Based on ‘the above principle the alphabetic codes in
respect qf sections in the @AD, as exis;ting at present agre

given sdvamees. below '

~Department Section ooty Code
Name L Letter/s
General Administration 1. Establishment(This_ A LodvidB
- Department R . 1s séparated into ( ET/EG)
¢ ) e 8 groups,each is .
(Code letter = GAD) ‘defioted by I,II
' RN M O e
& VIfI ‘respecti‘vely-
Xet Oepppa] O o linie G
3. Board Secretarat BS

. 4, 'La'bou'z;'&' Industrial LIR
P B.elati_on S. '

R e T
' 6. Vigilance & Security. Vs,
T A . 7. Publieity, - : P
) ! For the piirpr:osé of ;lndex:i.ng fhe person:al‘-fil‘es to be

‘maintalned by the Establishment Seetion, the following Sy stem
_should b_e adopt ed. : _ .y

' ; All employees of the Board are classified into 3 different
Classes for the purpose of seniority, State/Circle/Div-ision. Per-
sonal files of employees in the State seniority are maintained in
the H.0. as well as the respectively Circle/Division in which the
wployee 1s working. The file maintained by tha Field 0fficer, 1s
transferred from one Cirele to another Circle or Division, alongwith
the service book, as and when the employee is tranferred from one

Office to another.
osition in respect of the Cirele Office is almost

The
similar. In tga Case of employees in the Circlewise seniority,
& Personal file of *the enploy ee is mainteined at the Circle Office

L} .4.



and s2lso in the Bivision, in which hg is workinz. All
papers pertaining to the amployea, ﬁli){tﬁ:respfcii‘:e
of the nature of work, are f1iled in the personal file.
Due to this, the files become bulky and there '13 un-

necessary accumulation of record.

7 1n 'opder to avold this, the following systen
is proposed. The personal file s uld be divided into
m 2 partss ‘

r

Part I/IA/IT/IIA

Part I - should contain only very imp. papers, pertaining
to the employees. 1t should commence with appli-
cation, initial appointment order, -orders regarding
representation and decision/office notes of impor-
tance, etc,/tran sfers/promot-ions/demotions/pay
fixation. These files should be treated as a
permanent record.

Part IA -should contaln p.ape'fs of minor importance, i.e.
Earned leave application, joining report, relle-
ving report, handing over charge, etce.

Part II -is the personal file of the same person maintained
in field. It should be also of 2 parts I1 and I1IA,
similar to part I/IA maintained in H.0. part II should
contained impor#ant papers, i.e. it is a file corres-
pondénge to part I file, maintained in H.O0. part 1IA
file should contain other papers i.e. corresponding
to part IA file maintained in H.O.

i

The part IA/IIA files should be preserved for one yearT,
j,e. file for V72 should be kept upto 1973 end and destroy ed
aftervb@elS .This will avold dccumulation of record. papers to
be filed in part IA/IIA .should be destroy ed after verifying that
the necessary entries have béen made in the service books.

When the 'enploy ee 18 tranferred from one Circle to =
another, only part IA and latest part IIA should be sent alongwith
the service book to 0ffice, where the employee 1s transferred.

The position of the files to be maintained at the enploye
in the Circlewise seniority , should be also similar to files
to be maintained at Circle Office and 2 corresponding files

%o be maintained at Divisional Office. However, in the case

of enployees in the Divisionwlse seniority, there should be

only 2 files, part I/I1 of the personal files.’

. Numbering of files.

The procedure of numbering of files should be as followss

' The number of the personal files in the .State-wise

seniority should be controlled by H.O. the Circle-wise senio- :
rity by the Circle Office and the Division-wise seniority by "
the Division. ;

e Numbering should be as followss-
1. Personal file - PF
2 Initials of the enploy ee.

Sername/his/her name/father' s name Husband's name) .
viz. Kulkarmni Madhukar Gopal

3. _ﬁle seniority, i.e. State/Circle/Division - s/C/D

< “Sadre to which he/she belongs may be indicated.



A- Accounts.
G-.GAD,
S- Stores.

5. In the case of Circle/Division, after T/A/G/S, the first
letter of the Circle or Division may be mentioned, viz.

a) Amrdvati - C/Am.
b) Aurangabad - C/Au
¢) Poona Rural - C/PR,
d) Poona Urban - C/PU.

6. _The file number wi‘ll,‘come' aftérwa.rds; .

The number should be given as follows, based on hig/her
surname and his or her name, i.€eeveves: -

Names of all employees to be classlfiedy, as per surname and
to be further classified, as his/her name.,

The same number should be used by all Offices, H.0./Circle
Division, whenever making any reference, pertaining to the
same employ ee. )

In the case of employees in the State-wise seniority, there
is not possibility of change in the number for ever. In the
case of employees in the Circle-wise seniority, the file
~humber will change only onee. When he comes from Circle-
‘seniority to State seniority by promotion, whereas it will
change in the case of enmployees in Division seniority, when
he comes to Circle seniority.

The 'sézﬂ'e number should be ailott ed to the é- Rs. 'files and
also the servige“book. : ; e ‘

PRE

Ti's will facilitate proper mainrtenance of record and alse
tracing the record; pertaining to any individual,

. 4) Filling

a)— The noting and’ correspondence poftions of the file should be
maintained separately, as per the instructions contained in
Chapter IV of the Manual of Office procedure,

b)  After dis'pOSal-o.f a c-asre all fla S siins q
renoved from the file, | g ’ ..P : an pips should be

c) If any papers are torm or have come 'out of the file, they
should be pasted Properly and filed,. s 14

d) Blank papers should be removed..

e The receipts angd issues should be filed chronologi cally, i
according to the date in. which they are received and issuedsr’ Ife'



5) Page numbering.

(a) The pages should be nunbered serially on both sides of
the page even if the back side is a blank one. TIhe pages
of the notings and correspondence portions should be num-
bered separately, e.g. Noting Section I/N, 2/N, 3/N and

so on and the Correspondence Section 1/C, 2/C and so on.

(b)® The present practice of keeping 0old case papers
separately in bunches without filing, should be disconti-
nued. The numbering of pages of a file at the end of
the year op when the file is closed does not serve any
useful purpose. The nunbering of pages and writing cross
reference should be done while action 1s taken on the
receipt issue, - ¢

(¢) When the file becomes bulky, say 200-250 Lheets,
it should be closed, bound and marked '"Volume 1'. Further
action on the subject should be continued on a new volume

.of- the same file., The pages on the new volume should be

numbered in a separate series. e

G)WMMMM

‘(a) ‘The Noting Assistants should be responsible for the
' proper maintenance of files including upto-date and correct

filing of papers page numbering, marking of cross references
keeping the files in a neat and tidy manner.

(b) The physical eustody of the files, when not in use,
shall, however, 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 Sectional icad or the Group Head econégrnady. as may be
decided by the Sectional Head. 3

'( c) The Clerk or the Daftary sanctioned, interalia,

for filing work shall assist the Noting Assistant in the
actual filing of papers and proper maintenance of files.

7 Location of files

The files of a Section or Group should be kept at
one place neatly and gy stenatically arranged in a filing -
gabinet, 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 indexed on
a separate sheet of paper to be filed at the beginnirng of
the correspondence and noting sections of the file. The
ﬁdex should indicate very briefly the contents page number-
Se. - : :

~ 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 No. and date, name of the —
addressor or addressee and page number s). The index of -‘
the correspondence portion should similarly indicate the
Sr.No,, the letter o.and date to which the noting pertains
and page numbers. Both the indexes should be kept upto-

‘ date by the Noting Assistant,



