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MESSAGE

| am immensely pleased to note that Delhi Technological
University is bringing out its Second Edition of Manual of
Office Procedure. It is a comprehensive guide to office work.
The procedure also instill a greater sense of responsiveness,
accountability, transparency and service excellence in the
current administrative system of the University and also
fulfil the need for further simplifying office procedures and
processes.

I am sure that the Manual would be of help to all who serve in
the University to increase their efficiency and effectiveness.
I am confident that the Manual will form the backbone of
process management in our offices and make office work
more rewarding for all the stakeholders.
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MESSAGE

Work environment having documented office procedures
is an important factor in encouraging and maintaining the
participation of employees in working effectively towards
the achievement of the organizational goals. A vital element
in ensuring this positive work environment is based on
procedure and policies which guidefor a greater sense of
responsiveness, accountability, transparency and service
excellence in the administrative system.

Delhi Technological University is bringing out its Second
Edition of Manual of Office Procedure. | am sure that
this Manual will endeavor in improving quality of office
management which will also contribute to a positive employee
relations atmosphere.
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FOREWORD

The Administrative Department of Delhi Technological
University is submitting its Second Edition of Manual of Office
Procedure to increase productivity in work and make the
administration more responsive. Efforts have been made to
maintain concordance between University goals, procedures
of work and functionaries entrusted with the responsibility of
discharging them.

For those who are working in the University and for future

entrants, the Manual will be an invaluable source of training,
guidance and reference.
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1. Introduction The efficiency of an
organization depends largely on evolution of
adequate processes and procedures and the ability
of its employees to follow them. Accordingly, the
efficiency of persons handling secretarial work in an
organization can be judged by their ability to dispose
of matters — mostly receipts, cases, etc. with speed
and quality, following the procedures prescribed for
the purpose. The ultimate object of all organizations
to meet the citizens’ needs and further their welfare.
At the same time, those who are accountable for fair
conduct of business have to ensure that public funds
are managed with utmost care and prudence. It is,
therefore, necessary, in each case, to keep
appropriate record not only of what has been done

but also of why it was so done.

The procedures prescribed in the Central
Secretariat Manual of Office Procedure (CSMOP),
attempt to balance the conflicting considerations of
speed, quality, transparency and propriety. In a
dynamic context, this balance cannot be rigidly or
permanently fixed. Every rule and step in the

procedure must serve a definite purpose.
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2. Objective. The ultimate objective of issue of
this Office Procedure is to instill a greater sense of
responsiveness, accountability, transparency,
service excellence in the current administrative
system of the University and also to fulfil the need
for further simplifying the office procedures and
processes. It would help all who are in the service
of the University and for future entrants to increase
their efficiency and effectiveness in office

management for better administration.

Henceforth, officers and staff at all levels
should ensure that they follow the procedures /
guidelines prescribed in the succeeding paragraphs
meticulously and utilise the same for effective
processing of cases for decision making and record

keeping.



3

CHAPTER |
STAFF DUTY

3. Definitions. The Definitions of some of the

terms used in this office order are:-

(@) “Appendix _to correspondence/file”.

Detailed/lengthy enclosures to a
communication / file which amplify the fact of a

case.

(b)  “Branch”. The Unit of an Establishment/
Organisation/Institution and may comprise a

couple of Sections / Cells.

(c) “Branch Officer” and “Section Officer”.

The officer who is directly above the Branch or

section in the line of control of execution of

work.

(d) “Case”. A current file or a receipt

together with other related papers, if any.

(e) “Central Receipt and Issue Section (R&l
Section)”. A unit within the University
consisting of the central registry for central
receipt, issue and despatch of incoming and

outgoing dak.
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(f) “Classified dak”. Dak bearing a security

classification, such as confidential, secret etc.

(@) Correspondence portion”. The portion

of file containing “receipts” and “office copies of
the communications” issued from the file
include self-contained inter-departmental notes
but excluding those recorded on the notes

portion of the file itself.

(h)  “Current file". A file on which action is

not yet complete.

(i) ‘Dak”.  All communication received/

issued by an office/department.

() ‘Dealing _hand”. Any functionary

entrusted with initial examination of case and

maintenance of records.

(k)  “Department” Any of the Departments
and Offices established by the University.

() “Departmental instructions”. Instructions

issued by a department/institution to
supplement or vary the provisions of the

Manual of Office Procedure.
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(m) ‘Departmental Record Officer (DRO)". —
Officer nominated under the Public Records
Act 1993.

(n)  ‘Desk”. A unit within a department with

a specific task assigned to it.

(o) “Desk functionary”. A functionary

assigned with a defined sub-function or activity

in the charge of desk.

(p)  ‘Diarist”. A functionary within a section
charged with the responsibility inter-alia of

maintaining the Section/Branch diary.

() ‘Diary number. The serial number

assigned to a receipt in the Section/Branch
diary/personal staff of officers followed by code
letters identifying the Section Diary. (i.e. Ser.
No. in the Diary and abbreviated symbol of the
section with date of receipt, e.g,
100/Estt./10.10.2017, 101/Estt./11.10.2017 and

so on.)

(r) “‘Docketing”. Making of entries in the
notes portion of a file about the number
assigned to each item of correspondence
(whether receipt or issue) for its identification.
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(s)  “File". A collection of papers/documents
on a specific subject/case, assigned a file
number, subject, department/section, Vol. No,
date of opening etc. and consisting of one or
more of the following parts:

(i) Notes; (ii) Correspondence;

(iii) Appendices to Notes/ correspondence.

(t) “Fresh Receipt (FR)’. Any subsequent

receipt on a case which brings in additional

information.

(u)  “Minutes”. Record of proceedings and
decision taken in a meeting or on an agenda by

a board of officers.

(v)  “Note”. The remarks recorded on a case

to facilitate its examination and decision.

(w)  “Paper Under Consideration (PUC)". A

receipt pertaining to a case, the consideration

of which is the subject matter of the case.

(x)  “Peon Book”. A record of diary Nos. for
despatch of non-postal communications and

their receipt by the addressees.
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4. Officers of the University. The following are

the officers of the University in terms of DTU Act,
2009 and DTU First Statutes, 2009:-

(@)
(b)

The Vice Chancellor

The Pro Vice Chancellor (s)
The Deans

The Registrars

The Controller of Finance

The Controller of Examinations

Such other officers as declared by the
University from time to time according to
the Act and Statutes.

5. Functions at various levels.

(@)

The ibid officers shall exercise such

powers and perform such functions, as
prescribed in the DTU Act, 2009/DTU First
Statutes, 2009 and its amendments issued

from time to time; and on the decisions taken

by the University Authorities from time to time.
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(b)  Section Officer. A Section Officer is the

in-charge of a Section who has toensure

efficient and effective disposal of work, record
management and weeding out. For this, he
should take all necessary steps including (i)
distribution of work among the staff as evenly
as possible; (ii) training, helping and advising
the staff; (i) management and co-ordination of
work; (iv) ensuring maintenance of order and
discipline in the section; (v) maintenance of a
list of residential addresses and contact
numbers of the Staff (vi) submit incoming
dak/files which should be seen by Branch
Officer/Higher officer at dak stage; (vii) dispose
of routine cases with the concurrence of
immediate superior officer , issue reminders,
obtain or supply factual non-classified
information; (viii) take intermediate routine
action; (ix) keep a track of all judicial/quasi-
judicial matters where the issues being dealt
with by the section are involved; (x) record,
where necessary, a note setting out his own
comments or suggestions before submitting the

case to higher appropriate officer, (xi) ensuring
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proper handing/taking over of charges between
outgoing and incoming staff, (xii) ensuring up-
to-date record of files/registers/stock ledgers,
(xiii) ensuring correct entries in file
register/master register of stock ledgers etc.,
(xiv)maintenance of category wise lists of all
employees of the University / Department /
Branch / Section (as applicable) and ensuring

these are kept up-to-date at all times.

(c) Dealing Hands. Senior Office
Assistants, Assistants, Junior Office
Assistants, Data Entry Operators,

Documentlists and Console Operators are
different types of Dealing Hands(DH) in the
university , who are responsible for (i) Opening,
maintenance and custody of files; (ii) put up the
file to immediate superior officer mentioning
precedents/facts, rule position, pointing out any
mistake, incorrect statements of facts ; (iii) go
through the receipts(i.e. incoming dak) and
ensure that the receipts, with urgency grading,
are dealt with first; (iv) move the receipt to a
file; (v) if a file exists for this receipt, add the

receipt to the existing file; (vi) in case a file
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does not exist on the subject , a file will be
opened; (vi) DH will add the data/metadata
required for creating a new file. A file title
consisting of number, subject,
department/section, date of opening, year etc.
will be given by the dealing hand to the new file
(as per proforma shown at Appendix A) and in
the case of e-fle number will be assigned
automatically by the system on the creation of
e-file; (vii) reproduce remarks on the notes
portion of the file, if any, made by an officer on
the receipt. (vii) DH will have to give a serial
number and page number to all the letters
received and issued in chronological order. (ix)
Proper handing over of the charge/

responsibilities to the reliever.

(d) Personal Staff Members of Officers

(PSs)/Private Secretary/ Personal Assistant/

Stenographer. (i) Taking dictation in shorthand

and its transcription and assisting in drafting
and issue of all correspondences as may be
directed by the officer; (i) managing of
appointments/ engagements; (i) attending to

the telephone calls and receiving visitors; (iv)
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maintaining the papers required to be retained
by the officer; (v) destroying by shredding/
burning the stenographic record of the
confidential and secret letters; and (vi) assisting
the officer in such a manner as she/he may

direct.

(e)  Multitasking Staff (MTS) (Trained). (i)
Registration of dak; (ii) maintenance of Section

Diary and File Movement Register; (iii) typing,
comparing, photocopying, faxing, e-mailing
etc.; (iv) performing the task of a dealing hand;

and (v) any other official task assigned.

() Multitasking Staff (MTS) (Untrained).
(i) Physical maintenance of records of

section/branch; (i) General cleanliness &
upkeep of the section/branch; (iii) Carrying of
files & other papers within the University;
(iv) Photocopying, sending of FAX etc;
(v) Other non-clerical work in the section /
branch; (vi) Assisting in routine office work like
diary, despatch etc. including on computer;
(vii) Delivering of Dak (inside & outside the
University); (viii) Watch & ward duties; (ix)
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Opening & closing of rooms; (x) Cleaning of
rooms; (xi) Dusting of furniture etc.; (xii)
Cleaning of building, fixture etc.; (xiii) Work
related to his ITI qualification, if it exists;
(xiv) Driving of vehicles, if in possession of valid
driving license; (xv) Upkeep of parks, lawns,
potted plants etc.; (xvi) Any other work

assigned by superior authority.

6. Management of Dak.

Movement of incoming dak/file (receipts)

Initial source of receipt — Diarist — Section Officer or
(Step-1) (Step-2) Branch in-charge)
(Step -3)

Concerned Officers
in the hierarchy
(Step-4)

.

Section (DH) <— Branch Officer/ <— Endorsement of remarks if any
Through Diarist ~ Section-in-charge by Officers in the hierarchy
(Step-T7) (Step-6) (Step-5)

7. Receipt of Incoming Dak/Files

(a) During office hours, the incoming dak of
the University will be received in the Central
Receipt & Issue Section(R & | Section) and the

dak addressed to Officers by name will be
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received in the Personal Branch of the Officers.
However, immediate/important dak will be sent
to the Branch/Section Officers forthwith.

(b) In case, an officer is on leave or on
training/tour or having retired or left the office
after completion of his tenure, the incumbent or
the personal staff concerned or the link officer
or the officer just below the officer concerned,
dealing with the subject will receive the
immediate / important dak/file, except classified
dak for which link officer arrangement will be
utilized. In case none of the above mentioned
officers are in position, the R & | section will

receive such letters.

(c) Outside the office hours, dak will be
received by the person authorised by the

university authority.

(d) E-mails addressed to Officers will be

downloaded by them or their personal staff.

8. Registration of incoming dak.

(@)  All covers, except those addressed to

Officers by name or those bearing a security
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grading, will be opened by'the R & | Section
and allot central register number and date. R &
| Section will hand over the dak to the
concerned section/branch/department diarist
and obtain their signature in the incoming dak

register.

(b)  All opened dak as well as the covers of
unopened, classified dak, will be date-stamped
in a format suitable to the Branch / Section /
Department concerned with details including
name of the Branch/Section/Department, Date
of Receipt and Section Diary Number.

(c) The physical dak (including the fax
messages) would be received by various
functionaries (e.g. Branch/Section/Department
or the personal staff of the officer concerned). It
shall be the responsibility of the functionary
who first receives the physical dak, to diarize it
(in case the enclosures are missing, the
concerned  official shall take action
_telephonically or in writing or electronically to

obtain the enclosures from the sender).
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9. Distribution of dak. The receipts may be

forwarded to the Officer/Branch/Section/Department
concerned. In  case of ambiguity, the
correspondence may be forwarded as per the

instructions of the appropriate authority.

10. File Management

Movement of files

Dealing Hand
l (Step 1)

Section/Branch Officer/HOD/Immediate Superior Officer in the
hierarchy

l' (Step 2)

Concerned Officers in the hierarchy
i (Step 3)*

*Note: Prior to putting up the files related to all
kind of financial matters to Concerned
Officers in the hierarchy, it will be routed
through the Officer-in-charge, Accounts
Branch directly from the Department /
Branch for vetting the financial
involvement, denoting budget head and
their recommendations / suggestions in
terms of relevant rules/regulations and

justification of the proposal.
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Guidelines for noting.

(@)  Atthe top centre in the first page of each
noting, name of the section/branch/department
should be mentioned. After its three spaces
below, the file No. and subject will be shown
from the left margin separately. After three"
spaces from the subject, record the note
containing introduction of the case, proposal,
detailed justification, financial effect if any and
summary to facilitate examination and decision
on a case (as per proforma attached as

Appendix B) .

(b) In the cases of incoming dak/receipts, all
notes should be concise and to the point.
Additional material, if any, may be placed in the
appendix to the note. Black or Blue ink shall be
used by all categories of staff and officers
except the Vice Chancellor. In case of hand
written noting, only black or blue ink shall be
used. All pages will be allotted with page Nos.
e.g. 1/N, 2/N, 3/N and so on. All paragraphs,
sub paragraphs and sub-sub paragraphs will be

denoted with Arabic numerical Nos. e.g. 1, 2, 3,
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and so on, small alphabets e.g. (a), (b), (c) and
so on; and lowercase roman numerals e.g. (i),

(i), (iii) respectively.

(c) However, in the cases of all kind of
finance/fund/grant/maintenance/repair related
matters, the following information will invariably

be manifested in sequence in the noting:-
(i) Introduction of the case.
(i) Proposal.

(iii) Detailed justification of the

proposal.

(iv) Financial effect (with support of the
proof of estimate in the cases of
procurement / purchase / maintenance /
repair of all kind of stores / equipment /

infrastructure).

(v) Summary (the relevant rules /
provisions for the procurement /
purchase/ maintenance / repairshould be
mentioned in the summary and attested
copy of the same should be placed in

correspondence side as Appendices to
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Note and the page No. of the
Appendices should be referred in the

note).

(vi) To obtain administrative approval,
the file should be routed through
Accounts Branch directly from the
Department/Branch  concerned  for
vetting its financial involvement and to
mention budget head in accordance with

rules/regulations/provisions.

(vii) After getting the administrative
approval, for expenditure sanction, note
will invariably be supported by “call for
quotations/tenders issued to minimum
three dealers/suppliershaving
TIN/TAN/GST Number (in case the
required item is not available at GeM

place), minimum three
quotations/tenders, comparative
statement duly marked L-1

dealer/supplier, minutes of meeting for
opening of quotations, order for

purchase/procurement, supply/purchase
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order, original bill duly affixed revenue
stamp and dealer's signature duly
verified and receipted by the Officer-in-
Charge, Certified Receipt Voucher(s)
vide which the items taken on stock
ledger duly signed by the Officer-in-
Charge. All these documents will be
marked as Appendices to the Note and
placed in the correspondence portion of
the file in the ibid sequence from bottom
to topdenoting page Numbers. The
Appendices will be marked as Appendix
A, Appendix B, Appendix C and so on.
The page numbers of the Appendices

should be referred in the noting.

The dealing hand/officer, who makes the

noting, should append full signature, name,

designation and date on the left below the note.

Next immediate officer should endorse his

recommendations/comments/suggestions with

full signature, name, designation and date on

the right hand side of the note and mark the file

to the next Concerned Officersin the hierarchy

as the case may be.
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12. Modification of notes.

(a) Officers in the hierarchy should not
require any modification in, or replacement of,
the notes recorded by their juniors once they
have been submitted to them. Instead, the
higher officers should record their own notes
giving their views on the subject, wherever
necessary, correcting or modifying the facts

given in earlier notes.

(b)  Pasting over a note or a portion of it to
conceal, should not be done. Where a note
recorded in the first instance requires any
modification on account of additional facts or
any error having come to notice, a subsequent
note may be recorded, keeping the earlier note

intact.

13. Guidelines to streamline the purchase

Procedure.

(a) Fundamental Principles of Public

Buying. Rule 144 of GFR-2017 provides that
“Every authority delegated with the financial

powers of procuring goods in public interest
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shall have  the responsibilities  and
accountability to bring efficiency, economy,
and transparency in matters relating to public
procurement and for fair and equitable
treatment of suppliers and promotion of

competition in public procurement”.

(b) It is, therefore, essential that whenever a
purchase of goods is required to be made it
shall be made efficiently. But, achieving
efficiency by compromising economy and
transparency cannot be allowed. At the same
time, any undesirable delay in the name
ofeconomy and transparency cannot be
condoned. It is the cardinal principle of public
purchase that purchase are efficient,

economical and transparent.

(c) In order to ensure financial discipline in
purchase, following guidelines are being issued

for strict compliance by all concerned:

(i) The proposal for the purchase of
any Goods (as defined in Rule 143,
GFR-2017) should be initiated by

concerned department well in in time so
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that purchase can be completed timely
in the most transparent manner. The
specifications should be generic, broad
based and clearly spelt out keeping in
view the specific needs for which
purchase is being made. The
specification so worked out should meet
the basic needs of the department
without including superfluous and non-
essential features, which may result in
unwarranted expenditure. Purchase of
equipment should be strictly in
accordance  with the  procedure
prescribed in GFR-2017.

(ii) For the purchase of general
items, the Purchase Department should
immediately initiate the process of
registration on Government e-market
place (GeM). The registration process
should be completed on Top Priority.
Once registered on GeM, the purchase
of the items which are available on GeM
should be made through GeM under
Rule 149 of GFR-2017.
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(i) ~ Till such time the process of
registration of GeM is not completed or
in respect of the items which are not
available in GeM, purchase of such
items may be made by following fair,
transparent and reasonable procedure in
efficient manner as prescribed under
GFR-2017.

(iv)  While initiating a proposal for
purchase of general items which are
purchased frequently, the Purchase
Department should prepare realistic
estimates on the basis of actual
consumption of similar items during
recent years. While doing so care
should also be taken to avoid
purchasing quantities in excess of
requirement to avoid inventory carrying
costs. If the purchases are required to
be made through open tendering effort
should be made to enter into Rate
Contract so that genuine competitive
rates can be obtained through open
bidding and actual purchases are made

as and when requirements arrive.
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(v) A demand of goods should not be
divided into small quantities to make
piecemeal purchase to avoid the
necessity of obtaining the sanction of
higher authority required with reference
to the estimated value of the total
demand. Wherever possible demands
for similar items should be clubbed in
order to get most competitive rates (Rule
151 of GFR-2017).

(vi) Requirements/ demands  of
works/services/Repair & Maintenance/
AMC of machinery, equipment, furniture,
computer, ACs, etc. should be assessed
and clubbed as a whole and Annual
Rate Contract/AMC through following
due procedure may be finalised.

(vii) The Imprest Advance should be
utilised only for the purpose of non-
recurring and urgent nature expenses.
Keeping in mind the maximum limit
approved by University from time to

time.
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(viii) However, before making any
purchase of Goods, administrative
approval of the Vice Chancellor should
be obtained. In the proposal, estimated
cost of expenditure involved and
sufficient funds are available in
concerned Head of Expenditure with a
certificate by the proposer branch that
due procedure as per GFR-2017 and
guidelines issued by the University from
time to time will be followed, should be

recorded.

(ix) Expenditure Sanction may be
obtained after the proposal is thoroughly
examined by Finance Accounts (F & A)
Department. The Head of F & A
Department record a certificate that the
proposal is checked and found
financially viable as per GFR-2017.

(x)  The check list and guidelines for
procurement of goods and services are
given at Appendix C to this Officer

Procedure for reference and compliance.
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Purchase of Computer and
Peripherals

(i) The Lab-in-charge or Branch-in-
charge will propose for the procurement
of computer and peripherals based on
their requirement on file with suitable
note showing the detailed justification of
the proposal, brief description of
items(s), cost per unit of each item,
importance/benefits of its use in
department/university, OEMs, Vendors,
and other institutes who have purchased
such items etc. In case of software, also
mention whether the license is annual or
perpetual, AMC and updates.
Justification of number of seats,
modules and comparison with other
equivalent software including open
source will also be mentioned in the
noting. The proposal on file will be
supported with the duly completed
requisition form as per the proforma

given at Appendix AB to this manual.
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Channel and _Procedure of

Process

(aa) From wuser to HoD/
Branch-in-charge for
recommendation.

(ab) HoD/Branch-in-charge
will forward the proposal to Officer-
in-Charge (S&P) with comments/

recommendation.

(ac) Officer-in-Charge (S&P)
will further forward to the Registrar
along with comments/

recommendation.

(ad) After its perusal, the
Registrar will send the proposal to
Accounts Branch for vetting of
financial viability, rules/regulations/
financial instructions/guidelines/
provisions, delegation of financial
powers, budget head and for their
comments / recommendations

thereon.
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(ae) ~ Accounts Branch will re-
submit the file to Registrar after the

vetting.

(af) If budget provisions is
there, then to be put up in TEC,
DTU if not then submit to VC for
Budgetary Approval.

(ag) After the  budgetary
approval/confirmation of budget
provisions, Registrar will send the
file to Member Secretary, TEC to
examine the proposal and to
prepare agenda and put up in TEC.
The Agenda should be sent to the
members at least 05 working days
in advance along with the
photocopy of proposal submission

form.

(ah) Meeting of TEC will
analyse and evaluate the case-to-

case/need basis proposals.
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(aj) After evaluation, Member
Secretary, TEC will issue minutes
and return the recommended files
to Officer-in-Charge (S&P) and
other remaining files to respective
department for further necessary
action as per the remarks endorsed
by the TEC.

(ak) Officer-in-Charge (S&P)
will seek administrative approval
from Hon'ble VC through pro

(al) Remaining action will be
taken as per the guidelines given at
para 13 (a) to (c) above.

14. Streamlining the Working of Engineering

Division. The following guidelines are being issued
for strict compliance by all concerned:

(a) Engineering Division should maintain
Register of ‘Buildings. The inspection of
buildings will be carried out as prescribed in
CPWD Maintenance Manual, 2012. Annual
“action plan will be prepared on the basis of this

inspection.
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(b)  Estimates for various maintenance and
repair works should be prepared timely after
conducting proper inspection of the buildings.
There should not be too many estimates for
Annual Repairs or Special Repairs. As far as
possible, number of estimates should be
restricted by clubbing the similar nature works
and open tenders should be invited wherever

applicable.

(c) Placing work orders by collecting spot
quotations may be resorted only in case of
Emergency Works. In cases of urgency, work
orders can be placed by inviting open
quotations through University Website and
notice board but, only after obtaining the
prior approval of the Vice Chancellor for the
same. Under normal circumstances no work
should be carried out through spot quotations.
Further, annual limit as prescribed in CPWD
Works Manual, 2014, for work orders should

not be crossed.
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(d)  Emergency works means those kinds
of works which arise all of suddenand are

inescapable requiring immediate action that
cannot bear any delay such as earth quakes,

floods, fire, war, sudden collapse of building,
spread of epidemic, works required to maintain
law and order in abnormal situations,
restoration of services in case of accidents, any
work declared emergent by the Vice Chancellor

in public interestetc.

(e)  Urgent Works means those kinds of
works which requires fast start/completion
within compressed schedule and are to be
taken up on top most priority at the instructions
of competent authority. The urgent works need
not to be treated at par with the works to be

taken up under emergency situations.

(f) Lack of foresightedness at times
converts routine works into urgent and results
in making compromise with the standard
procedure prescribed for e-tendering. By
taking timely approvals a Iot of so called urgent
works can be pre-planned and executed like
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any normal work by fulfilling all codal
requirements. The financial powers under
emergency and urgent situation should be
exercised with great caution after watching the

financial interest of the University.

(g) Before incurring any expenditure related
to new construction, addition and alteration,
repairs and maintenance, administrative
approval and expenditure sanction should be

obtained from the Vice Chancellor.

(h) Any proposal prepared by the
Engineering Division which involves financial
implications should be examined by the
Accounts Branch strictly in accordance with the
provisions of CPWD Works Manual, General
Financial Rules and other applicable guidelines
as may be issued by the University from time to
time. A certificate to this effect that “the
proposal has been examined and it is found in
conformation with the prescribed procedure”
should be recorded on the note sheet by the
Head, Accounts Branch while recommending
any case seeking Administrative Approval and
Expenditure Sanction of the Vice Chancellor.
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() In general, the procedure prescribed in
CPWD Works Manual, 2014 and CPWD
Maintenance Manual, 2012 should be strictly
adhered to with respect to preparation of
estimates, inviting tenders, awarding works,
execution of works and making payment to the

contractors.

15. Financial Discipline. General Financial Rules
(GFR) 2017 and guidelines by Government of NCT
of Delhi are followed by Delhi Technological

University. In order to impose financial discipline, all
proposals with financial implications must be sent to
Vice Chancellor for administrative approval after the
examination by Finance Branch. However, financial
powers of the officers may continue as per approved

guidelines issued from time to time.

16. Arrangement of papers in a case. The papers

in a case will be arranged in the following order from
bottomupwards:
(a) Reference (Receipt).

(b)  Note for consideration (Noting portion).

(c) Running summary of facts (in Noting).
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(d)  Other papers, if any, referred to e.g.,
extracts of notes or correspondence from other
files, copies of orders, notifications, gazettes,
proof supporting to the fact brought out in the
noting arranged in chronological order, the

latest will be placed on the top.

(e) Standing guard file, standing note or

reference folder, if any.

(f) Recorded files, if any, arranged in
chronological order, the latest being placed on

the top.
(9) Appendix to notes and correspondence.
(h)  Draft for approval, if any.

() Correspondence portion of the current
file ending with the latest receipt or issue, as

the case may be.

Referencing.

(a) Every page in each part of the file (viz.
Notes, correspondence, appendix to notes and
appendix to correspondence) will be

consecutively numbered in separate series.
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Notes will be serially numbered at the middle
top as 1/N, 2/N, 3/N and so on; and in the
correspondence (receipt and issue), appendix
to notes and appendix to correspondence will
be serially numbered on the top right hand

corner as 1/C, 2/C, 3/C and so on.

(b) The document under consideration on a
file shall be flagged as “PUC” and the latest
fresh receipt noted upon, as “FR”. If there is
more than one “FR" they should be flagged

separately as “FR-I", “FR-II" and so on.

(c) To facilitate the identification of
reference to documents contained in other liked
files, the number of the file referred to will be
quoted invariably in the note. Similarly, the
number and date of orders, notifications and
the provisions, and, in the case of acts, rules
and regulations, their brief title together with the
number of the relevant section, rule paragraph
or clause, referred to should be quoted in the
notes.

(d) Linking of files. If the issues raised in

two or more current files are inter-connected,
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the relevant files should be linked. After
completion of action, the linked files should be

de-linked after taking relevant extracts/copies.

Use of urgency grading.

(@) The urgency grading advised are
“IMMEDIATE”, “PRIORITY” and ‘TOP
PRIORITY".

(b)  The label “IMMEDIATE” will be used
only in cases requiring prompt attention.
Amongst the rest, the “PRIORITY” label will be
used for cases which merit disposal in
precedence to others of ordinary nature. “TOP
PRIORITY” will be applied in extremely urgent
cases. The required labels will be affixed on
the top right hand corner of the file cover in

capital letters.

(c)  The label on the file covers for the “Top
Priority” and “Priority” matters are to be
labelled/underlined in red colour and green
colour respectively, in order to facilitate their

identification for urgent dealing.
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19. Forms and Procedure of Communication.

The different forms of communication, its content
and format generally used by the University are

reproduced below:-

(a) Letter : Used for correspondence with
Government Departments, various
constitutional bodies, heads of subordinates
officers, public enterprises, statutory bodies
and members of the public generally. A letter
begins with the salutation “Sir/Madam” as may

be appropriate.
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Format

feech drenfra fAwafaens =7~
DELHI TECHNOLOGICAL UNIVERSITY

Established by Govt. of Delhi vide Act 6 of 2009
{Formerly Delhi College of Engineering)

(After 3 spaces)

File No. Dated:
(After 3 spaces)
Address

(After 3 spaces)

Subject :Allocation of Funds

(After 3 spaces)

Dear Sir or Dear Madam,

(After 2 to 3 spaces)

With reference to your office letter No. X XXxxxx

(After three spaces)
Yours Sincerely,

(After 5 to 9 spaces according to the style/shape of
signature)

Sd/- X XXxx
(Name of the Officer)
Desigation
(After 2 spaces)
Enclosures :___pages
(After 2 spaces)
File No. Date :
(After 2 spaces)
Copy to for information and similar/necessary action to:
(After 2 spaces)
1. X xxxx
2. X XXxX

(After 5 to 9 spaces according to the style/shape of

signature) oy
=X X XXXX

(Name of the Officer)
Desigation

Shahabad Daulatpur, Bawana Road, Delhi — 110042
(Branch/Department)
Tele. No. X XXX, Fax No. X XXX , e-mail- X XXX



39

(b)  Demi-official (D.O.) letter. Generally

used in correspondence between Government

Officers for inviting their personal attention on
the issue. Since demi-official letter is written in
the first person in a personal and friendly tone,
it should be addressed by an officer in the
University/Department who is ordinarily not
more than one or two levels below the officer to
whom such communication is addressed.
Communications to non-officials can also take
the form of a demi-official letter. The colour
code and use of DTU Emblem on D.O. letter
will be as per the instructions issued by the

University from time to time.
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Format

facell Wenfie) Rmafleae 2
DELHI TECHNOLOGICAL UNIVERSITY

Established by Govt. of Delhi vide Act 6 of 2009
(Formerly Delhi College of Engineering)

Name of Officer
Designation
(After 2 spaces)
D.0. No. Date :

(After 3 spaces)

My dear/Dear Shri...

(After 2 to 3 spaces)

We propose to draw up a model scheme for. . .. ... .. A
copy of the outline prepared in this connection is enclosed.
(After 2 spaces)

| shall be grateful if you would let me have your comments
as soon as possible. | may add that we intend circulating
the drafts scheme formally to all departments in due course
for their comments.

(After 2 spaces)

With regards.
(After 3 spaces)

Yours sincerely,

Sd/-x X xx
(After 2 to 3 spaces)
Name of Addressee
Designation
Postal Address

Shahabad Daulatpur, Bawana Road, Delhi — 110042, INDIA
Off. : +91-11- , Website :www.dtu.ac.in, e.mail :
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(c)  Office Memorandum. Generally used

for correspondence with other departments or
in calling for information from or conveying
information to its employees. It may also use in
correspondence with attached and subordinate
offices. It is written in the third person and
bears no salutation or supersession except the

name and designation of the officer signing it.



42

Format

foceh urenfia fQmfaeaess 7~
DELHI TECHNOLOGICAL UNIVERSITY

Established by Govt. of Delhi vide Act 6 of 2009
(Formerty Delhi College of Engineering)

(After 3 spaces)
File No : Date :
(After 3 spaces)
OFFICE MEMORANDUM
(After 3 spaces)

Subject :x xxxxx
(After 3 spaces)

The undersigned is directed to refer to this Department O.M.
NO: i s 5o dated. .. .....
(After 2 spaces)

Doubts have been expressed whether the provisions of . . . .
.alsoapplyto. .. ...

It is clarified that . . . . ..

(After 5 to 9 spaces)

Sd/- x xxx

(Name of the signing officer)

Designation
(After 2 spaces)
(After 2 spaces)

The Departmentof . .........

Shahabad Daulatpur, Bawana Road, Delhi — 110042
(Branch/Department)
Tele. No. X XXX, Fax No. X XXX , e-mail- X XXX
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(d) Inter-departmental Note (earlier

referred to as U.O. Note i.e. before 7'
edition of CSMOP). (i) This form is generally

employed for obtaining the advice, views,

concurrence or comments of their departments
on a proposal or in seeking clarification of the
existing rules, instructions etc. It may also be
used by a department when consulting its
attached and subordinate offices and | vice
versa. (i) This note may either be recorded on
a file referred to another department or may
take the form of an independent self-contained
note. The subject need not be mentioned when

recorded on the file.
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Format

fecel utenfire fazafdene™ @1&
DELHI TECHNOLOGICAL UNIVERSITY =%

Established by Govt. of Delhi vide Act 6 of 2009
(Formerly Dethi College of Engineering)

(After 3 spaces)

LD. NOTE
(After 3 spaces)

Subject :x xxxxx
(After 3 spaces)

The present rules regulating the issue of identity cards
provide inter aliathat . ............
(After 2 spaces)

A question has now arisen whether. . . . ..
X XXXXX

This department will be grateful for the advice of the . . . . ...
...... on the issue raised in Para. 3 above.
(After 5 to 9 spaces)
Sd/- x xxx
Name of the signing Officer)
Designation
(After 2 spaces)

General Administration Branch
Delhi Technological University
(After 1 space)

1.D. No. Dated :

Shahabad Daulatpur, Bawana Road, Delhi = 110042
(Branch/Department)
Tele. No. X XXX, Fax No. X XXX , e-mail- X XXX
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(e) Office Order. Normally used for
issuing instructions meant for internal
administration. E.g. grant of regular leave,
distribution of work among officers and

sections, appointments and transfers etc.

Format
faceh venfie) favafdene™
DELHI TECHNOLOGICAL UNIVERSITY 5%«

Established by Govt, of Delhi vide Act 6 of 2009
(Formerly Delhi College of Engineering)

(After 3 spaces)
File No : Date :
(After 3 spaces)

OFFICE ORDER

(After 3 spaces)
It has been decided to transfer the work relatingto . ... ..
from... sectionto............. section.
(After 5 to 9 spaces)

Sd/- x xxx
(Name of the signing officer)
Designation
(After 2 spaces)

Copy to :
(After 2 spaces)
1 XXXXX
2. XXXXX
Sd/- x xxx
(Name of the signing officer)
Designation

Shahabad Daulatpur, Bawana Road, Delhi = 110042
(Branch/Department)
Tele. No. X XXX, Fax No. X XXX , e=mail- X XXX
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(f) Order. Generally used for issuing
certain types of financial sanctions and for
communicating government  orders in
disciplinary cases etc.,, to the officials

concerned.
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Format

facell Wlenfie) fQuafdereay <~
DELHI TECHNOLOGICAL UNIVERSITY

Established by Govt. of Delhi vide Act 6 of 2009
(Formerly Dethi College of Engineering)

’r’f-:.'g.h
. Qﬂl H "

S

(After 3 spaces)
File No : Date :
(After 3 spaces)
ORDER
(After 3 spaces)
Sanction of the Vice Chancellor is accorded under Rules. . .
o AOT NG s 4 , to write-off irrecoverable loss of Rs. . . . .
(BUPEEs: . ouveaeniid only) being the value of the following
articles belonging to this University:
(After 2 spaces)
(@) xxxxx
(b) xxxxx

(After 5 to 9 spaces)

Sd/- x xxx
(Name of the signing officer)
Designation
(After 2 spaces)
Copy forwarded to :
(After 2 spaces)
s XXXXX
2. XXXXX
Sd/- x xxx
(Name of the signing officer)
Designation

Shahabad Daulatpur, Bawana Road, Delhi — 110042
(Branch/Department)
Tele. No. X XXX, Fax No. X XXX , e-mail- X XXX
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(g) Notification. This form is mostly used
in notifying the promulgation of statutory rules
and orders, appointments and promotions of
Gazetted officers etc., through publications in
the Gazette of India. '
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Format

DELHI TECHNOLOGICAL UNIVERSITY .~/ .% .

Established by Govt. of Delhi vide Act 6 of 2009
(Formerly Delhi College of Engineering)

(After 3 spaces)
File No : Date :
(After 3 spaces)

NOTIFICATION

(After 3 spaces)

The Record Retention schedule in the University is hereby
notified as under with immediate effect:

(After 2 spaces)
Sr. | Nature of Records Period of
No Preservation
1. | All Files other than classified 3 years
and personal files
2,
(After 5 to 9 spaces)
Sd/- x xxx
(Name of the signing officer)
Designation
(After 2 spaces)
To
(After 2 spaces)
1 XXXXX
2. XXXXX
Sd/- x xxx
(Name of the signing officer)
Designation

Shahabad Daulatpur, Bawana Road, Delhi = 110042
(Branch/Department)
Tele. No. X XXX, Fax No. X XXX , e-mall- X XXX
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(h)  Press Communiqué/Note. This forms is

used when it is proposed to give wide publicity
to a decision of the University. A press
communiqué is more formal in character than a
press note and is expected to be reproduced
intact by the press. A press note, on the other
hand, is intended to serve as a hand-out to the
press which may edit, compress or enlarge it,
as deemed fit.
Format

Not to be published or broadcast before. . . . . .. a.m. /p.m.
ON 3% on b5 5om ieratie
Day, the .. .... 2018.
(After 3 spaces)
PRESS COMMUNIQUE / NOTE
(After 3 spaces)

In response to thepublic demand, the University have
appointed a committee to go into the problemof .. .. ... and
make suitable recommendations to the University.

The committee will consist of Shri. . . . ... as Chairperson
and the following are members:

(a)

(b)

(c)
In making its recommendations, the committee is expected
to give consideration to the following matters:

(a)

(b)
The committee is expected to submit its report to the
Universityby . . . . ..
(After 3 spaces)
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feeehl wlenfiat fAvafdenc G
DELHI TECHNOLOGICAL UNIVERSITY =/.-7..

Established by Govt. of Delhi vide Act 6 of 2009
(Farmerly Delhi College of Engineering)

(After 3 spaces)
INO Lo i Delhi, the. . ..... 2018

(After 3 spaces)

Forwarded to the Principal Information Officer, Press
Information Bureau, Government of India, New Delhi, for
issuing the communiqué and giving it wide publicity.

(After 5 to 9 spaces)

Sd/- x xxx
(Name of signing officer)
Designation

Shahabad Daulatpur, Bawana Road, Delhi — 110042
(Branch/Department)
Tele. No. X XXX, Fax No. X XXX , e-mail- X XXX

) Endorsement. This form is used when

a paper has to be returned in original to the
sender, or the paper in original or its copy is
sent to another department or office, for
information or action. It is also used when a
copy of a communication is proposed to be
forwarded to parties other than the one to
which it is addressed. Normally this form will
not be used in communicating copies to State
Governments. The appropriate form for such

communication should be a letter.















































































































































































































































































































































































































































































































