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No. 04/06/2016-RU j_ﬁ\\\gg
QVERNMEN’T OF HARYANA
GH!EF SECRETARY'S ORGANISATION
' »GENERAL ADM!NISTRAT!ON DEPARTMENT ,/‘
v (AR Branch)
Dated: Chandigarh, the{}§" January, 2023
TO Gf'\/ lem aAm 0“7
() -~ All the Administrative Secretaries to Government, Haryana, Y 3
(i)  All the Heads of Departments in Haryana, i % 9 /fw
(i) Managing Directors/Chief Executive Officers/Chief Administrators etc. of &l - by S
Board/Corporations/Public Sector Undertakings etc. Lo 1 Fhe I v

(iv) All the Divisional Commissioners in Haryana, 7£" i

(v) Al the Deputy Commissioners and SDO (C) in Haryana i Tl ; :
(vi) All the Registrars of Universities in Haryana. /ﬁ | )ﬁ

Subject:  Manual of Office Procedure, 2022. (/@-bd 754 frhe~
SiriMadam, '

Il am direc/ted to address you on the subject noted above and to state that till now the
processes and procedures laid down in the first editior} of Secretariat instructions, 1989 (which was
the revised edition of 1957 edition of erstwhile Punjab Govt) and the instructions issued by the
different departments from time to time were being followed by all departments for handing official

business.

2 To keep pace with changing scenario and to improve efficiency in the disposal of
official work, Government has framed a common Manual of Office Procedure 2022 applicable

across the State. The Manual seeks to provide guidelines to the office functicnaries to handle the

office work as per laid down procedures to ma ntam uniformity so that the i overall aim to increase
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efficiency, transparency and to make the admmnstratron more responswe is achieved.

B §el

3 This Manual is a COmpilaﬁon of important processes and procedures used by
Government Organizations at different levels. The existing office procedures contained in the
Secretariat instructions, 1989 and in other relevant rules books have been updated and included

in it

4. The Manual has been prepared in two Parts. Part-l contains the Chapters dealing
with Office Procedures in general namely, Definitions, Organizational Set Up, Functionaries and
Functions, Dak-Receipt, Registration and Distribuiion, Fresh Receipts -- Submission and Diary, File
Numbering Sysiem, Noting, Drafting, Diary & Dispatch and Action thereafter, Interdeparimental
References, Records Management, Knowledge Management, Treatment of Secret and
Confidential Documents, Measures for Preventlon of Delays, Inspections, Law & Legislative
Department, Legsslatlve Procedures, Court Cases _ Institution and Defence. Part [l of the Manua!
is a compilation of Obligatory Procedures 1amaly, Finance Department RTI Act, 2005, CM
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Government Gazette, Office Automation and Electronically supported Office Procedures Sy.
Computerization/Modernization of Offices, National Flag, National Anthem and Naticnai Embiem,
Setting Up New Office, Preventive Law and Preventive measures for Sexuai Harassment, Right to
Service, Official Language, Instructions Regarding Oath ceremony of the Governor and Ministers,
Action to be taken on the Death of High Dignitaries etc. y ‘

5. | am directed to request you to kindly issue instructions to all concerned under your
administrative control to follow metiéulously 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 hés' | been uploaded on the website
csharyana.gov.in(Administrative Reforms Branch).

Youts faithfgilly, o
i —

(Gajendé’? adav)
Under Secretary Admihistrative Reforms,

KAKREERRAK 56 4

pammy,  HERTON weard surs Rreat@ares, seens (gfR=romm) - 132001
g: ) MAHARANA PRATAP HORTICULTURAL UNIVERSITY, KARNAL (HARYANA) - 132001

(A State University Established Vide Haryana Act. No. 32 of 201 6)

OFFICE OF REGISTRAR
(Establishm&nt Branch)
Endst. No. MHU/Estt./2023| 3893 - 3907 : - Dated: [} [63 I 2083

Copy of chief Secretary to Govt. of Haryana Letter No. 04/06/2016-RU Dated 16.01.2023
having instructions regarding Manual of office Procedure, 2022 is forwarded to all
Dean/Directors/Officers/HoDs/Branch 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. ;

. . .
Superintenden
for Registrar

cC:
i) SVC for kind information of worthy Vice-Chancellor

ii) Joint Director (Audit). iii) PS to Registrar. iv) Internal Audit Cell
v) AO/Supdt./Asst. Internal. vi) Instructor (IT) for upload on university website.



