PREFACE

Every office should have a manual prescribing the
office procedure to be followed so that a new entrant in
service may equip himself with sufficient knowledge of
office procedure to start work fairly satisfactorily without
having to grope in the dark and also to remind the senior
staff members and officers of their responsibilities in
getting the work done efficiently and expedituously.
Having this in view, the Board office Manual has been
compiled. As the manual is intended for all offices
under the Board, except its Secretariat, the instructions
therein are in general terms. No office Manual can, how-
ever, conceive of all the peculiar circumstances of every
office and cater fully and satisfactorily to the requirements
of every office. What can be done at best is only to offer
a general guidance of piinciples and procedures and
wherever it is absolutely necessary it is for the concerned
officer or officers to issue detailed instructions either as
supplementary to the instructions in this manual or in
slight deviation from any of the instructions in this
Manual by way of office orders. For instance, the officer,
who has to function as the officer incharge of general
supervision, has not been specified in respect of certain
officers. This has to be specified by an office-order.

2. Tn small offices, where theie are not more than
5 to 6 clerks, there is no need to devide the office into
small sections. There is also no need to open *New Case’
register in such offices. The Distribution register will
serve the purposes of both the Distribution and New Case
Registers-vide procedure in Appendi> ‘I’ to this Manual.,



TABLE OF CONTENTS ﬁ

Paragraph  Pages
No. From To

T TSy

CHAPTER—I
(Introductory)
Constitution of the Board ... 1 1 2
Organisational set up of the
Board 2 2 3
Mcode of treatment of files ... 3
CHAPTER -11
Definitions 4 5 8

CHAPTER —III
(Organisation of the offices)

Sections e 5 9 -
Officer in-charge of general

supervision 6 9 11
Heads of Sections 7 11 -

CHAPTER—IV
(Office System - General Qutline)

Introductory = 8 12 g
Unauthorized registers 9 12 -
Registers maintained 10 12 17
CHAPTER—V
(Tappal)

Receipt and Opening of
Tappal 11 i8 20



(i)

Yaragraph

Pagés

No. From To

Communications to be retur-
ned in original — Procedure

Tappal distribution
CHAPTER—VI
(Registration of currents)

Registering

What papers need not be
registered

Registaring - Special arrange-
ments when Accountants/
Clerks/Junior Engineers are
on tour oo

CHAPTER—VII

(Referencing, noting, TForms
and Rules of Communica-
tion and Correspondence
and Style)

SECTION—I
Referencing coe

Current file and its arrange-
ment cer

Pemi-cofficial and wun-official
communications

Reference to authorities quo-
ted - “Flagging’

Linking files: e

12

13

14

15

16

17

i8

i9

20
21

20
21

22

23

24

725

28

29

30

2

-

26

30



(1ii)

Paragraph  Pages

No. Fiom To
SECTION-—II{
(Noting)
Note file 22 30 31
,.;_ Order paper 23 31 32
1*} - Obhject and contents of note 24 32 33
When a draft may be put up
together with note 25 33 =,
References to authorltlcs
quoted in the note 26 34 &
Replies to officers’ queries ... 27 34 =
Opening a fresh file for a
separate subject arising out
of a current file 28 35 5
Reference to Acts, books,
etc. 29 35 =
Wrong and imperfect notes -
Removal 30 36 =
SECTION—II!
{Drafting)
Title to be written at head
of draft 31 36 37
=~ — Form of proceedings 32 37 &
S Enclosures to be minimized... 33 37 "
Office-copies, form of letters
and proceedings 34 37 38
Office-copies and fair copies
to be typed together when
possible 35 38 29



(iv)

Paragraph  Pages
No. From To
Unnecessary references and
piecemeal references 36 39 49
References to legal adviser
and other law officers 37 40 -
Communication of legal opi-
nions 36 40 -
Revision of orders 39 41 -
Reports by Subordinate offices 40 41 -
Communication of orders to
petitioners 41 41 -
Nature of disposal and other
particulars to be entered
on the draft 42 41 42
Endorsement or ‘N’ refer-
ences and disposals 43 42 -
Replies to reminders 44 42 -
Place of the draft in the file 45 42 43
SECTION -1V
(Forms and Rules of Communi-
cations)
Forms of communications ... 46 43 416
The authorities that should
be adddressed and the cha-
nel of commaunication in
certain cases 47 47 -



(v)

Paragradh  Pages °
From To

No.,

Correspondence  with the
Chairman and Secretary,
Andhra Pradesh State Elec-
tricity Board by subordinate
officers

Use of Honorifics
Rules of correspondence

SECTION=—V

{Style in notes and drafts and
common errors in English)

Style
Punctua on

Errors in construction of sen-
itences

Wrong usage of words
Appropriate prepositions ...

Similar words used in diffe-
rent senses

Words usually Mis-spelt

CHAPTER—VIII
(Disposals)

Different kinds of disposals ...

Where disposal number is not
necessary

Disposal jackets

48
49
50

58

59

47
48

19

52

57
58
60

63
64

66

66
67

52

55
57
58
60

63

64
65

67



(vi)

Paragraph  Pages
No.

From To
Premature disposals 61 67 63
Lodged disposals 15 62 68 -
Call book For 63 68 70
Periodicals o 64 70 71
Periodicals not given dispo-
sals nor indexed 65 71 L
CHAPTER—IX
(Fair-copying, Examining and
Despatching)
Fair-copying =5 66 72 73
Instructions to the typists ... 67 73 75
Examining €8 75 et
Despatching _ 69 76 76
Notes not te be communi- :
cated 70 76 %
Envelopes, size, ete. i 71 76 <
Valuables 72 76 =
Despatch by post and local :
delivery books = 73 76 77
Despatch-stamp 74 77 £
CHAPTER—X
(Records)

Arrangements of record after
disposal 75 78 =



(vil)

Paragraph  Pages :
No. From To

1)’

ity
Disposal burdles 76 78 79
Filing-Definition 7707559 =
Board Proceedings 78 79 -
Field Papers not registered
when indexed a6 79 79 80
List of record files s 80 80 -
Periodicals 81 80 -
Confidential records 82 80 81
Demi-official correspondence 83 81 82
Maintenance of records ... 84 82 -
Deposit of Personal chlsters
etc. in the records branch.. 85 82 -
Issue of records 86 82 83
Intimation to Records 3 83 84
Detention and accumulation
of records 2 38 84 386
Tracing of missing records ... 39 86 87
Custody of the key of the
record-reom = 96 87 -
Destruction of recerds s 9] 87 89
CHAPTER—XI
{Indexing)
General e 92 90 94

Filing of index siips 3o 93 92 -



(viii)

Paragraph  Pages
No. From To
Titles pre-fixed to all drafts 94 92 -
Importance of prefixing title
to all communications 95 92 93
Title and head Defined 96 93 -
Head must be (a) Obvious
(b) Distinctive 97 93 -
Consistency essential — stan-
dard heads and sub-heads -
unauthorized additions for-
bidden 98 93 94
Use of heads and sub-heads ... 99 94 -
Use of “General” as sub-
head 100 94 95
Local classifications 101 v -
Personal papers . 102 95 -
Suits 103 95 -
Arrangement of several sub-
heads . 10 4 95 96
Title proper 105 96 -
Wording and articulation ... 166 96 97
Two or more title when neces-
sary Cross references ¥ ) 97 -
Confidential papers - Index-
ing 108 97 -
Indexing orders and communi-
cations from other offices... 109 97 98



oY

A

(ix)

Paragraph  Pages
No. From To
CHAI TER—XII
(Prevertion and checking of
arrea s and delays)
Checking of Personal regis-
ters 110 99 -
Arrear lists 111 100 -
Out-going returns 112 160 101
Incoming returns 113 101 -
Incoming reminders 114 101 -
Out-going reminders . 115 101 102
CHAPTER—XIII
(Office management)
Control 116 103 -
Office Papers 117 103 -
Address of officers and staff .. 118 103 -
Statistics of papers received... 119 104 -
Establishment list 120 104 -
Office Furniture etc. ... 121 104 105
Custody of date stamps 122 105 -
Circulation of Gazettee 123 105 -
Bicycles 124 105 -
Inventory of office furniture
and stores 125 105 106



(x)

Paragraph  Pages
No. From To
Office purchases 126 106 -
Typewriters and other copy-
ing machines " 127 106 107
Peons 128 107 -
Presents to inferior servants... 129 107 -
Librory 130 108 -
Telephones 131 1C8 -
Hours of work, Holidays,
Casual Leave etc. 132 108 -
Attenders and Peons - Hours
of Attendance 133 108 -
Late Attendance 134 109 -
Penalty for late attendance ... 135 109 -
Members of Staff not to leave
office during work hours . 136 109 -
Lunch interval 137 109 110
Attendance Register 138 110 -
Compensatory Holidays ... 139 110 111
- Application for leave .., 140 111 12
Procedure in dealing with
leave applications som 141 112 -
Medical leave o= 142 112 113
Communication of orders on
leave applications > 143 113 -



i)

(xi)

= Paragraph  Pages
0. From To
Casual leave 144 113 -
Conditions for grant of casual
lezve 145 1(3 -
Examination leave 146 113 -
Transfer or leave 147 113 115
Absence due to infectious -
disease 148 115 -
Permission to leave head-
quarters 149 115 -
Service Book 150 115 116
Certificates of physical fitness
and conduct 151 116 —_
Landed property register 152 116 -
Punishments 133 116 -
Register of probationers 154 117 118
Tidiness and cleanliness of
the office 155 19 -
Officers® rooms 156 119 -
CHAPTER—XIV
(Telephones)
Introductory 157 120 =
How to got connection through
the sub-exchange 158 120 121



(xii)

Paragraph Pagés
No.  From To

Special instructicns for the
operator at the sub-ex-
change 159 121 122

Instructions to telephone
clerks = 160 122 121

Written messages — General
instructions 161 124 &

Telephone message to and

from officers 162 124 125
Telephones - Care of - Re-

pairs 163 125 -
Changes in the telephone

directory 164 125 -
Payment of telephone charges 165 125 =
Residential Phones 166 126 i
Trunk telephones 167 126 127

CHAPTER—XV

(Miscellaneous)
Correction slips 168 128 =
Personal Files 169 128 133
Method of maintenance ... 170 133 134
Entries relating to conduct... 171 13} 135

Receipt and Disposal of con-
fidential Reports 172 135 -

g7l



(xiii)

Para graph Pages

From To
Precautions against fire 173 135 136
Punching of Adhesive Stamps 174 136 =
Submission of files to officers
houses or ecamps - Use of
boxes 175 136 137
Submission of papers at head-
quarters — Ca.mp “Tappal 1 aetys il
arrangement’’ 176 137 138
Arrangement of papers sub-
mitted to head of an office 177 138 =
Economy in the use of statio- ioreficad
nery 178 138 141
Stock filss 179 141 142
Printing 180 142 143
Sale of Unserviceable articles
and Waste paper 181 142 -
Receptionist 23 182 143 &
Visitors 183 143 144
Summons 184 144 =
Procedure when employee is
unfit to service on account ; i
of ill-healtk 185 144 145
General discipline 186 145 148
Use of electric lights, and
Fans 187 148 b
Inspections - 188 148 149



(xiv)

Paragraph  Pages
No. From To
Authorities responsible for
inspections 189 149 -
Inspection of Central Offices 190 149 =
Inspection of Division Offices 191 150 -
Procedure for inspection 192 151} -
Items for inspection 193 151 -
Field Order Book 194 151 152
Custody of Field Order Book 195 . 152 -
Transfers - Principles 196 152 -
Retention of staff for long
periods . 197 152 153
Transfer of Accounts staff ... 198 153 =
" Transfer of Bill Collectors ... 199 153 -
Transfer of staff 200 153 -
Transfers of officers 201 153 -
Transfers in special cases 202 153 -
Membership in co-operative
Societies 203 15t -
Deposits and Debentures 204 104 -
Insurance =5 205 154 -
Membership in house buil-
ding co-oprrative Societies 206 15¢ -
Paid employment in compa-
nies and Societies - prohibi-
‘ted 207 154 155



fe

7.

(xv)

Paragraph  Pages
No. From TO___
CHAP .ER—XVI
(Good work is its own reward)

General 208 156 -

Officers . 209 156 158

Section heads 210 158 -

Accountants/Clerks Junior

Engineers 211 158 -

All 212 158 -

APPENDICES :
APPENDIX—A.

Forms I—XXIV s 159 182
APPENDIX —B.

Forms I—VI - 183 192
APPENDIX—C. 193 203
APPENDIX—D. w 204 205
APPENDIX—E. 206 225
APPENDIX—F. 226 227
APPENDIX—G. 228 232

APPENDIX —H,

233



