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No" 04/06/2016-RU

GOVERNMENT OF HARYANA
CHIEF SECRETARY'S OR.GANISATION

GENERAL ADMINISTRATION DEPARTMENT

{AR Branch}

C)'' *J"tt aryota
'f-iJ

(i) All the Adnrinistrative secretaries to Governmefit, flaryana, a,tl s 4,1 *+ 
t

iii) Allthe Heads of Departments in Haryana 
,f Arrn.rinirsrrators etr: or ub . tJy . .t""'

iiiir 
ffffiyr;,.il:xH:flfrL?;:,:Xt"?ffi:ff|:,'jdministrator* 

*''; 
Lt,w t hr t., pu ri,t

fiv) All the Divisional Commissioners in Haryana, 'f\ q'-" 
,r--P(v) Allthe Deputy Crrmmrssioners and SDO (C) in Flaryana "---.

iuil Att the nugiuir*rc of Universities in Haryana. /lsl,)l)

,,...
Lr'.,

$ui:ject : Manual of Office Procedure, 2022' v xLd +.h)'-
SiriMadam,

t am directerl to address you on the subiect notecl above and to siate thal till nrl'v ti:*

ptocs$sss and procedures laid down in the first edrtiort of Secretariat instructions' '198U {wiriclr lvas

lhe re,.rsed erjition of 1g57 edition of erstwhile Punjab Govt.) and the instructicr:s issued hy lnr

,:lifferenl ciepartnrents fronr tinre to time were berng followed by all tlepartments for handing ofircrai

il:slness.

Dated: Chandigarh, ffn January, 2oz3

improve efficiency in the disposal +f

of Office Procedure 2022 applicable

the office functionarieq,lo hat-tctie-ti:q

I To keep pace with changing scenario and to

cflicial work, Government has framed a common Manuai

acrO$$ the state. Ihe Manual seeks to provide guidelines to

rffice work as per laid do-wn procedures to{a}ntain Lrllor=lrfv so that the overail 1nt.l: 
incr*a*-ir

*,I G

i:ffrnrency, tran$parency anci to make tlre administralion more responsive is achieved
,-,

I ThiS Manual rs a compilation of important processes anrl procedures r"ls*c'lrv

uilvernment organizations at different levels. The existing office procedures contatned iri iIr;

sccretariat instructrons,lg8g and in other relevant rules books have been updatecl and lrtcluct:"'l

.r ,t

,: fhs Marrual lras been prepared in two Parts. Part"'l contains the Cir;rplers rl*a.irrrl

ri,lh Olfice Froc*dures in general namely, Definitions. Orgarrizational Sei u;: [:irtlrticrii:iiils r:ti'":i

l-;inctions. Dak-Receipt, Registration and Distribllion' Fresh Receipts- $rr$n.lirirjrriir'i t1'r:' r

l,.lurnl:ering si-srem, Notrttg, Draftrng, Drary & Dispatch ar"ld Action tirereafter 
'iltefdep'rl*1r::1.rt;i;

References, RecOrds Management, KnOwlec{ge Managenrent'i'realrrienl r:f Secrcl iilrrl

Iurrfidential Documents, Mea*ures for Prevent]on of Delays lnspectiorrs' L'lrr & i "-;tli;lr'li':tr

i}epafimenl, Legislative Procedures, Court Cases * lnstitution and Derfence, Pari ll of ih* il,1*:r.'';jil

r: a cornpilation of Obligatory Procedures r:amely' Finance Depadnren: 
:.:: 1,],-'it,]".t*
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*c,,u,*rnrlent Gazette, Office Automation and Electronically supported Office Procedures $! " 
,

*omput*rization/N,4oderrrization of Offices, National Flag, Natiortal Antherrr and lrlalioriai l.'rrrri.,'irl .

Settin( Up plelv Office, Preventive Law and Freventive n-rea$Lrres for Sexuai !""larass:rsn1. p13:li l,'1

Service. C{lr*ial Language, lnstructions Regarding Oath ceremony of the Governor ancl furxiirisft,'r,.

Action t* be taken on the Death of High Dignitaries etc. i '

I I anr rjirecterl io request you to kindly rssue insiructions to all concernetj t.lr:iJt;-''r'ir.t

adntin;strative control to follow metieulousiy the procedure/processes and to adopt the fornrati ir.;r

r;iaftinq. renortslr*turrrn ancl maintenance of registers etc, as prescribed in the sairj "l\,'lartr.r;rl ''l

!"r rn rerJ r,il*s'

() Soft ccpy o{ the Manual has heen uploadeti or}

qCh-A.t1glAjpy,n (Ad nr i n i st rati ve Ref orm s B ran ch ).

the iruebsilr

Yoir

(Gajender adav)
llnder Secretar;'Admi istrative Reforrns.

Gor i. Haryana.fr _-{
U'.1-:t]"

lL1 I

*

for 0hief $ecretary

ffi6rcrrrn tlarcr rgrar frqhgrwel tr:irtryrer tERqIun) -'l32oo'l
MA''r[nAilA pfijtrt,ip **fimrtnT$nff. sl*t1lfft$ttY, x*firsl" $lsfiIls*l - "ls*o*r

{A St.tG t nlvGr.lty E.t bllrhcd li da Hllyqrr. Act" Ho" 3a ol 2(,16)

OFFICE OF REGISTRAR
(Establ ishm0nt Branch)

Endst. No. MHU/E stt.l2ynl3813 - 3qoA Dated: f 6fos l*AS
Copy of chief Secretary to Govt. of Haryana Letter No. 04/06/2016-RU Dated t6.01.2023

having instructions regarding Manual of office Procedute, 2022 is forwarded to all

DeanlDirectors/Officers/HoDslBranch Heads/RD's of RRC's of this University for kind information

and further necessary action. Worthy Vice-Chancellor has approved to adopt the above instructions

to follow in MHU mutatis mutandis. These instructions may also be brought to the notice of all the

employees working under their control.
p

- il;.,.-;llh,,
r Registrar

CC:

D SVC for kind information of worthy Vice-Chancellor

ii) Joint Director (Audit). iiD PS to Registrar. iv) Internal Audit cell

v) "AO/Supdt./Asst. Internal. vi) Instructor (IT) for upload on university website.


