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No. 04/06/2016-RU

GOVERNMENT OF HARYANA

CXITi 
_SCCRETARY'S 

ORGAN ISATIO.N

criiEeilDMlN lsrRArloN DEPARTMENT
(AR Branch)

To

Dated: Chandigarh, tneffh January' 2023

(i) All the Administrative Secretaries to Government' Haryana'

iii) nirtn" Heads of Departments in Harvana'

(iii) Managing oirJ.ti'rlicnieiexecutir!'ori""t./chief Administrators etc' of

Board/Corporationslpublic Sector U ndertakings etc'

(iv) niitn" oivisionat Commissioners in Haryana'

/v\ Allthe Deputy Commissioners and SDO (C) in Haryana

i;il ;iiih; R"iitit"tt of Universities in Harvana'

Subject : Manual of Office Procedure ' 2022'

Sir/Madam,

lamdirectedtoaddressyouonthesubjectnotedaboveandtostatethattillnowthe

processes and procedures raid down in the first edition of secretariat instructions, 1g89 (which was

the revised edition of 1g57 edition of erstwhire punjab Govt.) and the instructions issued by the

different departments from time to time were being forowed by a, departments for handing official

business.

2'Tokeeppacewithchangingscenarioandtoimproveefficiencyinthedisposalof
officiar work, Government has framed a common Manuar of office procedure 2022 appricable

across the state. The Manual seeks to provide guidelines to the office functionaries to handle the

office work as per raid down procedures to maintain uniformity so that the overall aim to increase

efficiency, transparency and to make the administration more responsive is achieved'

3.ThisManualisacompilationofimportantprocessesandproceduresusedby
Government organizations at different revers. The existing office procedures contained in the

secretariat rnstructions,lggg and in other rerevant rures books have been updated and included

in it.

4..TheManualhasbeenpreparedintwoParts.Part-lcontainstheChaptersdealing
with office procedures in general namely, Definitions, organizational set Up, Functionaries and

Functions, Dak_Receipt, Registration and Distribution, Fresh Receipts - submission and Diary' File

Numbering System, Noting, Drafting, Diary & Dispatch and Action thereafter, lnterdepartmental

References'RecordsManagement,KnowledgeManagement,TreatmentofSecretand

confidentiar Documents, Measures for prevention of Derays, rnspections, Law & Legislative

Department, Legisrative procedures, court cases - rnstitution and Defence. part , of the Manual

is a compilation of obligatory Procedures namely' Finance Department' RTI Act' 2005' cM

window, (citizen Grievances Redressal)' Procedure for submission of Memorials' Haryana
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Government Gazette, Office Automation and Electronically supported Office Procedures System,

Computerization/Modernization of Offices, National Flag, National Anthem and National Emblem,

Setting Up New Office, Preventive Law and Preventive measures for Sexual Harassment, Right to

Service, Official Language, lnstructions Regarding Oath ceremony of the Governor and Ministers,

Action to be taken on the Death of High Dignitaries etc. ! 
.",

5. I am directed to request you to kindly issue instructions to all concerned under your

administrative control to follow meticulously the procedure/processes and to adopt the formats for

drafting, reports/returns and maintenance of registers etc. as prescribed in the said "Manual of

Procedures".

6. Soft copy of the Manual has been uploaded on the website

csharyana. o ov. i n (Ad m i n istrative Reform s Branch).

Under Secretary Admi
for Chief Secretary

adav)
strative Reforms,
Govt. Haryana.
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