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No. 6/1/98-RU

From
The Commissioner & Secretary to Governmentt,
Haryana, Administrative Reforms ‘Department, -

To 5 ;
(i) All Heads of Departments in the State.

(i) Commissioners of Ambala Hisar/Rohtak and Gurgaon’ Divisions.
(i) All Deputy Commissioners & all Sub Divisieaal Officers (Civil) in Haryana.

T T
Puujab & Haryaoa High Court, Chandigarh.

Dated Chandigarh, the 24-2-1 998, '

Subject .__Standardisation of Drafts, Notes etc.

SirjMadam, oy g . 3 '
i Mg you-are .gbseady AWALC, all -Government offices have.to ideal -with reutine. .andstereatype
.gases which domotinced detailed «examination. . Fer example, eases ,pertaining to Leave, Adyances,
- withdrawal of GPE, forwarding @ﬁappﬁnat-iomioxr--mmide emahymtmdzdaa.hng _with some Budge-
. tary proposals in Finance Pepartment :etc...can be dealt -with .in standasdised moting form. Most iof
these routine matters are common for all offices. For such cases, every time, preparing of._lengthy
notes and drafts unncce:sarily adds to paper work and wastage of time of the dealing person. . There-
“fore, in-order to-avoid “wastage ~of “paper -and -official time, “the StateGovermment have decided that
each ‘department shoufd take ‘mecessary’ action in regard to’i— ;
(i) identify the type of cases which would be considered of routine nature or which would be
amendable to:aistandard pattern-of disposal;

(it) forms of lettersior onders of common type ghould -be .stm;la;:dised..-and.:inwiably used so
-as'fi&:avoid.-.trhc 'lengﬁhy=;pr~owd.u.ra;neqnirad~ for .approval .and thereafter .getting fair copies
made. i : : ol .

These instructions may be\wm;ﬂied-:with*matimlausly,_andﬂtbe. receipt-of :this communication may
- also ‘be -acknowledged . : T4 3 . :
2 Y ours: faithifully,
" iSd;-
- (Ghiv:Raman Gavr)
i Joint gecretary (AR)
e .‘for"p'ommi_ssioner @ Secretary to Govt.,
‘Haryana, Admn. Reforms “Deptt.
A capy is forwasded to 4ll the “Fimancial ~Confmissiorers .and Administrative Secretaries to
Government, Haryana for, iﬁi’qnﬁaﬁon_‘mﬁ“necessaw' action. ' -
v - Sdy-
. Jeintgecretary:(AR)
for Commissioner & Secretary to Government,
Haryana, Admn. Reforms Department.

To
All fhe Financial Commissioners &
Aﬁrﬁnistrg&w"&cmaries to Gq\rernment, Haryana.
U:0. No.:6/1/984(RU) ' Dated Chandigarh, the 24-2-98
Endst. No .-6/1/98-RU : Dated Chandigarh,.the 24-2-98

- - . Acepy:is forwarded to the Director, Haryana Institute of Public Administration, 76 HIPA
‘Complex, Sector-18, ’Gurgaon,'%r‘itffmfrﬁvn. A Lokt = VS
' ' ' 'Sd/f- -,
(Shiv Ram Gaur)
- ~ Joint Secretary (AR)
for Commissioner & Secretary to Government,
Haryana, Administrative Reforms Deptt.






