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FOREWORD 

In terms of Rule 5(15) of Rules of Business, 1973, Pakistan Public 

Administration Research Center has been mandated to issue detailed 

Instructions to ensure uniformity in conduct of official business. These 

instructions are applicable to the entire Federal Secretariat and 

comprehend the distribution of work, managerial responsibilities, role of 

heads of Federal Ministries/Divisions and other authorities. 

2. These Instructions embody organizational setup, office procedure, 

noting, drafting, correspondence and detailed description of duties. Prime 

objective of this composition is to provide guidance in a simplified 

manner to the ministerial and ancillary staff working at all hierarchical 

levels. They serve the purpose of improving efficiency and effectiveness.  

3. Secretariat Instructions were last published in 2004 and since then 

a number of reforms have been introduced which has influence the work 

of Federal Secretariat viz-a-viz re-allocation of functions of Federal 

Ministries/Divisions. Particularly, the way Federal Secretariat has 

welcomed the information technology enabled services with the 

introduction of e-office, a need has been felt to revisit the earlier 

publication and bring it at par with the modern day practices by 

incorporating the subject in the revised version of Secretariat 

Instructions. Thus, this book codifies in a convenient form the present 

procedure of transaction of business, including the e-office.  

4. The contents of this edition will supersede all previous instructions 

relating to office procedures. It is available online in a searchable PDF 

format, on the website of Establishment Division and the link of 

pparc.establishment.gov.pk. 

5. I acknowledge and appreciate the supervisory role of Director 

General (PPARC) and endeavors of his team who dedicated themselves 

in completion of this task.  

6. Any clarification, if required, may be sought from Director 

General (PPARC). Review of the instructions is a continuous process, 

therefore suggestions for improvement would be most welcome.         

 

  (Afzal Latif) 

      Secretary  

Islamabad 

March, 2022 
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SECRETARIAT INSTRUCTIONS 

Being instructions issued in pursuance of Rule 5(15) of the 

Rules of Business, 1973 for the disposal of business in the Federal 

Secretariat  

1. (a) These Instructions shall be known as the “Secretariat        

Instructions”, 2021. 

   (b) They shall come into force with immediate effect and 

shall supersede all previous instructions and orders relating to office 

procedures not consistent with the provisions of these Instructions. 

 2. In these Instructions in addition to the definitions 

contained in Rule 2 of the Rules of Business, the expressions given 

below shall have the following meaning unless the context requires 

otherwise:–  

(i) “Attached Department” means a Department which has 

direct relation with a Division and has been declared as 

such by the Federal Government.  

(ii)  “Business” means all work done by the Federal 

Government.  

(iii)  “Head of Department” means the officer who has been 

declared as such by Government under the Fundamental 

and the Supplementary Rules.  

  (iv)  “President” means the President of Pakistan.  

  (v)  “Section” means a basic working unit of a Division.  

(vi)  “Section Officer” means an officer who is in direct charge 

of a Section.  

(vii)  “Subordinate Office” means a Federal Government office 

other than a Ministry, Division or an Attached Department.  

DISTRIBUTION OF WORK 

3.  The Secretary shall be the official head of the 

Ministry/Division and shall be responsible for its efficient administration 

and discipline. He shall also be responsible for the proper conduct of 

business allocated to the Division under Rule 3 of the Rules of Business 

and for the careful observance of these Instructions in his Division.  
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4. It shall be the duty of the Secretary in the Ministry/ 

Division to which the subject belongs to ensure that cases submitted to 

the Minister-in-charge and, where the Rules of Business so provide, to 

the President, the Prime Minister or the Cabinet are submitted in a 

complete form.   

Note.— For the purpose of these Instructions, the expression “the Ministry/Division to which the 

subject belongs” has reference to the allocation of subjects among Divisions made under 

the Rules of Business.  

5. (i) The Secretary shall determine the maximum extent of 

delegation of powers to officers serving under him and issue clear 

standing orders laying down these powers and also the manner of 

disposal of cases in the Division and shall ensure that —  

(a) the distribution of work is equitable;  

 (b) the channel of submission of cases is vertical and not 

   horizontal; and  

 (c) the tiers through which a case has to pass are ordinarily not 

   more than two excluding the Secretary.  

(ii)  The Secretary shall review the delegation of powers to 

various officers periodically to ensure maximum delegation of authority 

for disposal of cases at the initial and middle levels, with an appropriate 

reporting system to keep him fully informed.  

6. An Additional Secretary or a Joint Secretary, unless he is 

incharge of a Ministry/Division, shall be entrusted with a well-defined 

sphere of duty. Within this sphere he shall assume full responsibility and 

shall submit all cases direct to the Minister for orders, such cases being 

returned to him through the Secretary. The Secretary shall have the 

power, however, to call for any case for his own consideration and to 

request that he be consulted in any particular case before it is submitted 

to the Minister.  

 7. A Deputy Secretary shall dispose of all cases in which no 

major question of policy is involved or which under the rules or the 

standing orders he is competent to dispose of.  

8. A Section Officer shall dispose of all cases where there are 

clear precedents, and no question of deviation from such precedents is 

involved or which under the rules or standing orders he is competent to 
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dispose of. In case of doubt he may seek verbal instructions from his 

senior officer.  

 9. The Section Officer will ordinarily be assisted by an 

Assistant and a Stenotypist who shall be responsible for the following:  

(i)  Assistant  

(a) putting up previous papers and other references relating to 

the case under consideration;  

(b)  opening of files and keeping a record of movement of files;  

(c)  keeping a note of all important orders and decisions;  

(d)  recording, indexing and weeding of files;  

(e)  watching the necessity of keeping priority or security labels 

on files. He should bring to the notice of the Section Officer 

the first opportunity that occurs of removing these labels; 

and  

(f) other clerical duties assigned to him, including casual 

typing, maintenance of diary register, preparation of 

statements and putting up of routine reminders.  

(ii) Stenotypist  

(a)  Taking dictation, rendering transcripts and doing general 

typing work;  

(b) Attending to receipt and issue work during the absence of 

the Section Assistant; and  

(c) Any other ancillary function and work that may be assigned 

by the officer, e.g. reproduction of documents, arranging 

office amenities etc.  

10. Naib Qasid attached to the Section will normally perform 

the following duties:  

(a) Carrying from one place to another within and without 

office premises official files/papers.  

(b)  General arrangement and tidiness of the office, furniture 

including re-dusting of office furniture, record etc.  

(c)  Conducting visitors to the officers.  
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   (d)  Providing drinking water to the officers and staff.  

(e)  Carriage of steel boxes containing secret/confidential files 
from one officer to another.  

(f) Shifting of articles of light furniture e.g. chairs, side racks, 
small side tables etc., from one place to another within 
office premises.  

(g)  Any other duty that may be assigned to him by his Officer 
Incharge during working hours.  

Note.—  Dusting of the office furniture is usually done by the "Farash”, before and after 

office hours. If, however, some articles require redusting during office hours, 

when the Farash is not on duty this could be done by Naib Qasid attached to 

the officer or Section concerned.  

11. The Private Secretaries to the Secretaries/Additional 
Secretaries to the Government of Pakistan and Personal Assistant/ 
Assistant Private Secretary working in the Federal Secretariat and its 
Attached Departments shall normally be responsible for the following:  

Private Secretaries to Secretaries/Additional Secretaries  

1. To attend telephone and to keep record of trunk calls. 

2.  To screen callers and telephone calls. 

3.  To arrange engagements and maintain an engagement diary.  

4.  To prepare papers for meetings and interviews.  

5.  To see that matters requiring the Secretary's/Additional 
Secretary's attention are brought to his notice in good time 
and in complete and proper form. 

6. To maintain and index N.G.O. cases.  

7. To receive and arrange and, where necessary, register the 
Secretary's papers and correspondence including secret and 
top secret papers.  

8. To keep record of suspense cases and to see that such cases 
are put up to Secretary on due dates.  

9. To keep reference books up-to-date.  

10. To attend to work connected with Secretary's/Additional 
Secretary's tours etc.  

11. To assist the Secretary in such matters as he may direct.  

12. To keep proper record of movement of files and other 
classified documents.  

13.  To receive and conduct visitors.  

                                                           
Stenographer redesignated as Assistant Private Secretary vide Finance Division’s O.M.No.1(110)-

R-I/2012-124-13) dated 28-02-2013. 
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Personal Assistants/Assistant Private Secretary 

1. Taking dictation, rendering transcripts and doing other 

typing work. 

2.  To attend telephone and to keep record of trunk calls.  

3.  To keep proper record and movement of files and other 

papers. 

4.  To keep record of suspense cases, where ordered, and their 

submission on due dates.  

5. Handling of classified papers in accordance with general or 

special orders.  

6.  To receive and conduct visitors and to maintain officer's 

engagement diary.  

7. To keep reference books up-to-date. 

8. To attend to work connected with the officers' tours etc. 

9. Any other routine official duty that may be assigned by the 

officer, e.g. reproduction of documents, arranging petty 

office amenities, recording of entries in the Staff Car 

Movement Register, receiving from or delivering important 

dak at PIA, etc.  

Duties and Responsibilities of the  
Finance and Accounts Officer   

12. There shall be a well trained and experienced Finance and 
Accounts Officer in each Ministry/Division who shall be the Deputy 
Secretary or the Section Officer, as may be appropriate, for advising the 
Principal Accounting Officer on all financial, budgetary and accounting 
matters. He shall have such sub-ordinate officers and staff as may be 
necessary and shall concentrate on his work exclusively. He shall 
perform such other duties and responsibilities as may be prescribed by 
the Finance Division. He shall work under the Principal Accounting 
Officer; and if this is not feasible, then under the next higher officer.  

Role of Chief Finance and Accounts Officer  

13. To assist Principal Accounting Officers in financial 
management, there shall be Chief Finance and Accounts Officer 
positioned in Ministries/Divisions and role and functions of the office of 
Chief Finance and Accounts Officer shall be notified by Finance 
Division. The Financial Advisers’ Organization stands disbanded.   

                                                           
Stenographer redesignated as Assistant Private Secretary vide Finance Division’s O.M.No.1(110)-

R-I/2012-124-13) dated 28-02-2013. 
 Subs. vide Finance Division O.M No. F.10(14) PFMR-II/2020-part-149 dated 18-02-2021. 
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DISPOSAL OF BUSINESS 

14.  All business of Government shall be conducted in 

accordance with the Rules of Business and these Instructions.  

15. The following cases shall be submitted to the Secretary of 

a Division:–  

(a)  All cases, summaries and reports requiring submission to the 

President, the Prime Minister and the Cabinet.  

(b)  All cases involving major policy and important 

administrative issues.  

(c)  All cases of appointments or promotions that have to be 

referred to the President, the Prime Minister, Minister 

incharge, Establishment Secretary or the Selection Board.  

(d)  All cases involving foreign delegations and deputations 

abroad.  

(e) All important cases relating to development plans, annual 

budget and foreign exchange requirements.  

(f)  All cases of transfers of Heads of Departments and their 

Deputies.  

(g) Proposals received from Provincial Governments which it is 

proposed to reject.  

 Note.–  The above list may be added to wherever necessary.  

This shall not apply to cases which, under Instruction 6, a Joint Secretary 

or Additional Secretary will submit to the Minister direct.  

16. All other cases shall be disposed of by officers in 

accordance with the relevant rules or the powers delegated under these 

Instructions. All fresh receipts sent down by the Secretary, Additional 

Secretary or Joint Secretary shall ordinarily be taken to be sent down "for 

examination and disposal without reference to him", unless the case has 

to be shown to him under the provisions of these Instructions or he 

specifically asks for the case to be shown to him.  

 17. No officer shall deal with a case relating to his own 

promotion, transfer, pay or allowances or with a case dealing with his 

own official conduct.  
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Recording of notes and  

preparation of drafts  

18. As a rule not more than two officers (excluding the 
Secretary) shall note upon a case before its final disposal except where 
more than one Section may have to be consulted.  

19. When the higher officer agrees with the note or 
recommendation, he may merely append his signature.  

 20. In cases which can be disposed of directly by a Section 
Officer, no elaborate note need be recorded.  

21. In case where only a perusal of the paper under 
consideration is sufficient to enable a higher authority to take a decision 
there shall be no noting beyond a brief suggestion for action.  

22. In cases where a formal note is required, it shall be in the 
form of a statement of the case showing in detail, according to the 
importance and stage of the case —  

 (i)  the question for consideration, 

 (ii)  the circumstances leading upto it,  

(iii)  the rules and precedents bearing upon it, and 

 (iv) suggestions for action.  

23. The reproduction in a note of verbatim extracts from the 
paper under consideration or its paraphrasing shall as a rule be avoided. 
It shall be presumed that the paper under consideration will be read by 
the officer to whom it is submitted.  

24. In complicated or protracted cases, particularly those 
involving references to other Divisions, the Section Officer may prepare 
and place in a separate cover a duly referenced summary of the case (in 
triplicate) which shall be kept up-to-date by incorporating important 
decisions. The summary shall be signed by the officer who prepares it. 
The facts of the case shall not then be reproduced in the notes portion of 
the file. A copy of the summary may, if necessary be retained by another 
Division, when the case is referred to it.  

 25. All notes shall be temperately written and shall be free 
from personal remarks. If apparent errors are to be pointed out and if any 
opinion is to be criticised it shall be done in respectful language. Proper 
decorum shall be observed in commenting upon the notes recorded by 
higher authorities.  
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 26. When it is desired to examine the proposal of another 
office without showing that office such examination, a 'routine' file may 
be opened. This procedure should be adopted especially if the proposal is 
likely to be criticised severely. The routine file shall not be sent out to 
another office without special orders of the competent authority for 
treating it as a part of the regular file.  

 27. To expedite disposal of cases and especially in 
emergencies, informal discussions between officers of the same Division 
shall be resorted to. The telephone shall be freely used, provided the 
subject is not secret. Secretaries and other senior officers shall encourage 
their sub-ordinate officers to bring up cases for advice, discussion or 
disposal.  

 28. A draft of the communication to be issued shall, as a rule, 
be prepared at the earliest possible stage of the case.  

 29. All executive actions of the Government shall be 
expressed to be taken in the name of President.  

30. In order to avoid audit objections, financial sanctions shall 
be expressed to be made by the authority empowered to make them.  

Consultation with other Divisions   

31.  The provisions of the Rules of Business regarding 
consultations with other Divisions shall be carefully observed. Such 
consultations shall be in the following form:–   

(i)  By sending a written reference specifying the points on 
which the advice of the other Division is sought;  

(ii)  By personal consultation in the event of a difference of 
opinion or delay.  

Attention shall be paid to special instructions issued by the various 
Ministries for consultation with them. Wherever possible, the proposal 
shall be accompanied by a draft.   

32. When it is necessary to consult more than one Division on 
a case, the consultation shall be effected simultaneously except in cases 
where the multiplication of documents to be sent would involve an 
excessive expenditure of time and labour.   

33. Where simultaneous references have to be made to more 
than one Division, the file may be sent to the Division most concerned, 
other Divisions being consulted by means of self-contained office 
memoranda, un-official notes, or demi-official correspondence except in 
cases which can be disposed of by verbal consultation.   
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   34. In cases where a reference in the form of a self-contained 

office memorandum is preferred, the proposal and the point of reference 

shall be stated as fully and clearly as possible and references to relevant 

rules, orders, etc., given where necessary.  

35. If a case is received from a Division in an incomplete form 
the Division to which the reference is made may call for the information 
necessary to complete it.   

 36. Any case referred to a Division shall either be returned to 
the officer referring it, i.e. to the last officer whose signature appears on 
it; or if this is not done, it shall, on return to the referring Division, be 
placed at once without further noting, before that officer. The latter shall 
ordinarily deal with it himself without any further noting by a junior 
officer. If he wishes a junior officer to examine the case, he shall indicate 
on the case the point or points on which he wants examination or 
information.  

37. If a case has to be referred a second time to a Division on 
the same issue, it shall be sent to the senior most officer of that Division 
who has already seen it, and that officer shall follow the procedure 
indicated in Instruction 36 above.  

38. When a file has been referred to or returned from another 
Division and a difference of opinion between the Divisions is disclosed, 
personal discussion shall as a rule be substituted for further noting. If the 
difference of opinion is not resolved at the level at which the case was 
taken up, the level of personal discussion shall be appropriately raised. In 
any particular case where the two Ministers agree after personal 
discussion, the Secretaries shall, if necessary meet and record a joint note 
embodying the decision and there shall be no further noting.  

  [39.  (1) Reference to another Division shall as far as possible 
be addressed to the officer concerned by name and shall be signed by an 
officer of the rank at least of Section Officer bearing the full name, 
designation and telephone number either in type or rubber stamped or 
legibly hand written in block letters].  

  (2) A d.o. letter addressed by one Secretary to another should 
be replied at the same level. If a formal reply is issued by a sub-ordinate 
officer, it should be ensured that the contents of the reply have been 
cleared by the Secretary concerned.    

                                                           

 Amended vide Management Services Division (PPARC) O.M. No.2-1-89-Manuals dated 15-9-

1991. 



PAGE-10               SECRETARIAT INSTRUCTIONS                                             

 

 

References to and from authorities 
outside the Secretariat  

40. Notes written in one Division and sent to another shall not 
be referred to any officer outside the Secretariat without the general or 
special consent of the Division to which they belong.  

41. Where a general consent has been given to the reference of 
notes to an officer outside the Secretariat, such consent shall not be 
construed (except when the reference is one by the Ministry of 
Commerce to the [Secretary, Trade Development Authority of Pakistan] 
or by the Cabinet Division to the Director, Intelligence Bureau) to apply 
to cases in which the papers are marked confidential or secret and in no 
circumstances to cases in which the officer to whom the notes are 
referred is personally affected, or in which his official conduct is under 
consideration.  

42. Subject to the conditions laid down in Instruction 41, each 
Division shall be deemed to have given its general consent to the 
reference of its notes to the officers mentioned in Appendix 'A' by the 
Ministries/ Divisions indicated in each case.  

43. Subject to the control of the Ministry/Division to which he 
is subordinate, any officer to whom notes may be referred by any other 
Division under Instructions 40 – 42 above, may himself make un-official 
references to that Division, and, subject to the provisions of Instruction 
44, the following officers may make such references to any Division, 
namely:–  

 (i) Director, Intelligence Bureau.   

(ii)  Director General, Federal Investigation Agency.  

  (iii) Auditor General of Pakistan.    

  (iv) Director General Pakistan Post  

44. [No Sub-ordinate Office of the Government of Pakistan 
shall make un-official reference to the Law and Justice Division 
otherwise than through the Ministry/Division to which it is sub-ordinate. 
An Attached Department may, however make un-official reference to the 
Law and Justice Division under intimation to its parent Ministry or 
Division with the proviso that the latter may withdraw the reference from 
the Law and Justice Division].  

 45. General, Naval and Air Headquarters, the Pakistan 
Ordnance Factories Board and Chief Administrative Officer's Organiza-

                                                           
 “Export Promotion Bureau” renamed as “Trade Development Authority of Pakistan” vide TDAP 

 Act,2013.  
 Added vide Cabinet Division’s O.M.No.4-8/95-Min.I, dated 11-08-1996. 
 Subs vide O&M Division's O.M. No.1/6/81-Manuals dated 09-06-1981. 
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tion may make un-official references to any Ministry/Division of the 
Government of Pakistan (except the Law and Justice Division) and vice 
versa on all purely departmental questions in which no order of the 
Government of Pakistan in the Ministry of Defence are required. Such 
references may include formal or routine enquiries in cases in which the 
orders of the Government of Pakistan may be required, but which have 
not reached the stage of an impending proposition.  

46. The Attorney-General shall be consulted in accordance with 
the procedure laid down in the Rules of Business.  

47. Reference to the Federal Public Service Commission under 
the Federal Public Service Commission Ordinance, 1977 (Ordinance 
XLV of 1977) read with Federal Public Service Commission (Functions) 
Rules, 1978, and in terms of the Civil Servants (Appointment, Promotion 
and Transfer) Rules, 1973, shall be made direct by the Division 
concerned and, by the Head of the Department, in cases where he has 
been authorised to make appointments to the posts in Basic Pay Scale 16 
in the form of an official letter addressed to Secretary of the Commission 
and accompanied by the relevant papers or copies of papers. Detailed 
instructions on the subject are given in Appendix 'B' of these 
Instructions.  

 48. References to the Auditor-General of Pakistan shall be 
made by the Ministry of Finance or any other Division in the form of an 
official letter or memorandum with which all relevant papers or copies of 
papers should be sent. The Ministry of Finance may, if necessary, 
correspond with him un-officially on matters which solely concern the 
Auditor- General of Pakistan and the Ministry of Finance, e.g., questions 
relating to the Pakistan Audit and Accounts Service, questions of 
accounting procedure, etc.  

References from Heads of Departments  

 49. Proposals from a Head of a Department shall ordinarily be 
in the form of a self-contained communication stating the facts of the 
case, the points for decision and his specific recommendations.   

50. The Head of a Department shall be responsible for the 
technical soundness of his proposals which, as a rule, shall not be 
subjected to any technical examination by the Division concerned.  

  51. It shall be the duty of the Head of a Department to ensure 
that only those cases are submitted to the Division on which he is not 
competent to pass orders himself. If a case which he is himself 
competent to dispose of is received in the Division, it shall be returned to 
him without being subjected to any examination.  
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52. (1) A case referred to the Ministry/Division over the 

signature of the Head of a Department shall be placed before the 

Secretary or the Joint Secretary in the case of major Departments, or the 

Deputy Secretary in the case of minor Departments where the Head of 

the Department is of the approximate status of a Deputy Secretary. The 

officer concerned shall see whether he can pass orders on the reference 

straight away. If it is considered that previous papers are needed, or 

examination is required at a lower level, instructions shall be given 

accordingly, but the language used in examining or criticising such cases 

shall invariably be polite.  

  (2) In all cases, replies should be shown to the concerned 

officer before issue, who should normally send the reply under his own 

signature. In case an officer of a lower status signs the reply the level at 

which the decision has been taken should invariably be indicated by the 

addition of the words 'this issues with the approval of Secretary/Joint 

Secretary/Deputy Secretary' as the case may be. This may not, however, 

apply to the orders and other instruments made and executed in 

accordance with the provisions of para 7(2) of the Rules of Business.  

Note.–  The term approximate status of a Deputy Secretary used in the first 

paragraph of this Instruction means the officer holding appointments in BPS-19 in the 

Attached Departments and First Secretary or Consular in the Pakistan Mission abroad.  

Disposal of references  
between Federal and   
Provincial Governments  
 

53. (1) For scrutiny and disposal of references between the 
Provincial and Federal Governments, the relative status of the officers 
concerned as shown below may serve as the guiding principle:–  

Provincial Government  Federal Government 

Joint Secretary or 
Additional Secretary 

 Deputy Secretary 

Secretary/Additional Chief 
Secretary 

 Joint Secretary 

Chief Secretary  Secretary 
 

  (2) References received from the Provincial Governments 

shall be attended to expeditiously. If a reference has remained 

undisposed of for more than a month, it shall be brought to the notice of 

the Secretary with an explanation of the reasons for delay.  



SECRETARIAT INSTRUCTIONS                                            PAGE-13 

 

 

Correspondence with   
Foreign Governments  

  54. The channel of correspondence between the Government 

of Pakistan and Foreign Governments shall be as prescribed by the 

Ministry of Foreign Affairs. The existing instructions on the subject are 

given in Appendix 'C'.  

Correspondence with   
members of the public  

55. (1) A mechanism for continuous review and control should 
be introduced in each Ministry/Division and its Departments/Agencies 
dealing with matters directly affecting the public, in order to ensure that:  

(i)  every letter received from a member of the public is 
immediately acknowledged, and  

(ii)  a final reply is invariably sent after consideration of the case 
is completed.  

 (2) The forms and letters addressed to the members of the 
public should be politely worded and neatly printed or otherwise 
reproduced on stationery of suitable quality. The salutation "Dear 
Sir/Sirs" and subscription "Yours truly" should be invariably used while 
addressing communications to non-officials or group of individuals.  

Checks on delays  

56. (1) Every Section Officer shall prepare, in the prescribed 
form a monthly return of arrears and submit it to such higher officer or 
officers as the Secretary may order.  

 (2) The following system of reminders shall be adopted as a 
matter of routine. The first reminder shall be issued after a reasonable 
lapse of time in the form of an un-official note or office memorandum. It 
shall be followed, if necessary, by a second reminder which shall be in 
the form of a demi-official letter from the officer concerned or the 
Deputy Secretary. If there is still no response, the matter shall be taken 
up at a higher level by the Joint Secretary, Additional Secretary or the 
Secretary. Such written reminders shall be supplemented by telephonic 
reminders. Demi-official reminders shall be replied to by officers of the 
same rank.   
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GENERAL 

Inspection  

  57.   (a)  Deputy Secretaries shall inspect the working of their 

Sections once every six months and senior officers, not below the rank of 

Joint Secretary to the Government, shall make similar inspection 

annually. They shall pay special attention to:–  

(i)  compliance with the Rules of Business, Secretariat 

Instructions, standing orders and office directives;  

(ii)  security arrangements;  

(iii) general office management; and  

(iv) proper use and care of Government property and  

equipment.  

(b)  A guide to inspection is attached at Appendix 'D'.  

Meetings  

58. (a)  The Secretary (or Additional/Joint Secretary Incharge) 

should endeavour to convene meetings of all officers in the 

Ministry/Division and Heads of Departments once a month and at any 

rate, once every quarter, to discuss— 

(i)  important pending cases;  

 (ii)  specific problems calling for general expression of 

   views or exchange of ideas; and  

 (iii) questions of general interest concerning the Division 

   as a whole.  

(b) The Deputy Secretaries should hold periodical meetings 

with the Section Officers.  

59. All meetings shall be business-like. Brief minutes shall be 

recorded mentioning only the salient points considered and the decisions 

taken. Individual view points should not be recorded except on request.   
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Security arrangements and handling   
of classified documents  

 60. Security instructions shall be strictly adhered to.  

61.  All documents which are of secret and confidential nature 
shall be properly classified and treated, in accordance with the 
instructions contained in the booklet “Security of Classified Matter in 
Government Departments”.  

Security Instructions for use  
of Fax Machines/Computers in the   
Government Departments  

 62.  Fax Machine working in conjunction with tel/radio or any 
other means of communication without a crypto cover does not offer any 
security to the material being faxed thereon or there-through. To ensure 
security in relation to the Fax installed in the Government Departments, 
the following instructions will be followed:— 

(a) Fax will be handled/operated by a designated person 
approved by the head of the Department and record 
maintained.  

(b)  Fax will always be kept under lock and key of the 
designated   operator.  

(c)  Records of all documents transmitted or received on a Fax 
will be maintained on a register to be checked at suitable 
intervals under arrangements of Head of the Department.  

(d) Fax will be fed with a code number for gaining access to 
its functioning and changed frequently.  

(e)  Fax will be operated for transmission only after telephonic 
contact between the two Fax operators has been 
established.  

(f)  In case Fax is used for photocopying the official 
documents, instructions for use of photocopying machine 
will be followed.  

(g)  No classified document of confidential or above security 
classification will be transmitted on the Fax which is not 
provided with the security equipment.  

If the Fax link has been provided with cryptocover, the 
owner/user of the Crypto-cover Fax has to ensure that the cryptocover so 
used must be on the approved list of NCSB, and that the information 
being faxed thereon is kept within the confines of Cryptosecurity and 
security classification domains offered by the cryptosystem.  
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(a)  Security Instructions for use of Computers in Government 
 Department.  

1. To lock PC/terminal when not in use.  

 2.  To use properly labelled diskettes.  

 3.  To ensure safe custody of diskettes while in 
   possession.  

 4.  To return diskettes to inventory holder at packup 
   time.  

 5.  To maintain a record of data/files stored on 
 computer diskettes.  

(b) Responsibility of Computer Security Officers.  

1.  To restrict unauthorised access to computer 
 terminals/rooms.  

2.  ''Out of Bound'' sign be pasted.  

 3. To administer diskettes according to laid down 
   security instructions.  

4. To maintain diskettes in/out register.  

5. To maintain printers output register.  

Publication of papers   

63. All papers sent for publication in the Gazette shall be 
signed by the Secretary, or by an officer authorised by him. Officers 
authorised to sign papers for publication in the Gazette shall sign under 
their own designations and not ''for Secretary''.  

 64. No papers, except those which it has been the ordinary 

practice to publish in the Gazette or which are required by law to be so 
published, shall be published without full consideration and without the 
approval of the Secretary in the Ministry or Division to which the subject 
belongs.   

 65. No communication between Government offices shall, in 
normal circumstances, be published by the addressing authority until the 

addressee has received it. When circumstances render earlier publication 
unavoidable, the addressee shall be informed by telegram, telephone, fax 
or email.  

 66. No official shall, in any circumstances, give publicity to 
documents which might seem to reflect upon a superior authority or give 
assistance to the press in formulating adverse comments upon the orders 

or actions of a superior authority.  
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  67. The publication of correspondence between the 

Government of Pakistan and a Provincial Government which indicates a 

difference of opinion shall be avoided.  

68. In personal cases which have formed the subject of 
correspondence between a Provincial Government and the Government 
of Pakistan, the deciding authority shall in every case clearly, indicate:–        

(a)  whether only the substance of the decision should be 
communicated to the officer concerned, or  

(b) whether, in addition, a statement of the grounds upon which it is 
based or portions of the correspondence, and, if so, which 
portions should be furnished.  

69. [GOVERNMENT OF PAKISTAN shall be written above 
the name of the Ministry/Division/Department/Organization in Public 
Notices, Advertisements and Notifications issued from Ministries/ 
Divisions/ Departments/Organisations required to be published in the 
press] [and at website].  

DETAILED OFFICE PROCEDURE 

70. In matters of detailed office procedure, the Divisions shall 
be guided by the directions contained in Appendix 'E' to these 
Instructions.  

CONSULTATION WITH LAW AND JUSTICE DIVISION 

General  

71. The Law and Justice Division shall be consulted in all 
matters involving legal questions.  

Prosecution   

72. When the Government of Pakistan is concerned with any 
criminal prosecution, a reference shall be made to the Law and Justice 
Division. 

73. No prosecution shall be instituted without consultation 
with the Law and Justice Division, and no prosecutions shall be instituted 
or withdrawn in any manner contrary to the advice of the Law and 

                                                           
 Inserted vide Management Services Division O.M. No. 2-1/91 Manuals dated 26-4-1993. 
 Added vide Railways Division’s O.M. No.15(1)/2002-E.I, dated 31-10-2002. 
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Justice Division, without reference to the Government in the Division 
concerned.  

Conduct of cases in Courts   

74. Instructions regarding the conduct of cases of the Federal 

Government in Courts etc., shall be issued by the Law and Justice 

Division. The existing instructions on the subject are given in Appendix 

'F'.   

Role of Management Services Wing, Establishment Division   

75. [To prevent unnecessary expansion of the Government 

and to avoid duplication/overlapping of functions allocated to Ministries/ 

Divisions under Schedule II to the Rules of Business, all the Ministries/ 

Divisions shall comply with the following directions:–  

(i) Utilize the free consultancy services of Management 

Services Wing as far as possible and save expenditure on 

foreign/local consultants. 

(ii)  Involve Management Services Wing at the time of 

expansion also. Expansion in their activities and/or in 

number of personnel should be got cleared by the 

Management Services Wing.  

(iii) Give representation to the Management Services Wing on 

all Commissions/Committees concerned with the reorgani-

sation of government machinery].                

 
For E-Office  

 
76. On attaining the maturity i.e. level 4, a1l the Federal 

Ministries/Divisions shall adopt e-Office Application (Appendix-G). 

 
 
 
 

                                                           
 Added vide Cabinet Secretary's d.o. letter No. 6-18/91-GC dated 21-01-1992.  
 

 Added vide MoITT letter No. 1-14/2017-IT dated 30-08-2021. 



SECRETARIAT INSTRUCTIONS                                            PAGE-19 

 

 

APPENDIX ‘A’  
(See Instruction 42) 

 

Each Ministry/Division shall be deemed to have given its general 
consent to the reference of its notes to the officers mentioned below by 
the Ministries/Divisions indicated in each case:—  

(1) By any Ministry: 

 

Officers holding ex-officio Secretariat status 

(i)  Auditor General of Pakistan. 

(ii)  Accountant General Pakistan Revenues.  

(iii)  Director General, Pakistan Public Works Department.  

(iv)  Controller of Patents and Designs.  

(v)  Director General, Investment Promotion and Supplies. 

(vi)  Director General, National Archives of Pakistan.  

(vii)  Registrar, Central Copyright Office (IPO Pakistan).  

(viii)  Director, Intelligence Bureau.  

(ix)  Chief Executive Officer/Secretary, Trade Development 
 Authority of Pakistan. 

(x)  [Principal Information Officer, Press Information 
 Department.] 

(xi)  Surveyor General of Pakistan.  

(xii)  [Director General Pakistan Standard and Quality 
 Control Authority (PSQCA)].  

 

(2) By the Cabinet Secretariat:  

(a) Aviation Division; 

 (i) Director General, Pakistan Meteorological   
  Department. 

 

 

                                                           
“Export Promotion Bureau” renamed as “Trade Development Authority of Pakistan” vide TDAP 
 Act,2013. 
 Amended vide Information & Broadcasting Div.’s O.M No. 4(5)/2003-Coord dated 19-09-2016. 
 Subs. vide S&TR Division’s O.M. No.12(28)/2002-Estt-I, dated 25-10-2002. 
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(b)  Cabinet Division;  

(i) Secretary, National Telecommunication & 
Information Security Board (NTISB).  

(ii) [Director General, National Archives of Pakistan]. 

(c)  Establishment Division; 

 (i)  Chairman or Secretary, FPSC. 

 (ii) [Director General, Secretariat Training Institute.  

(iii)  Rector, National School of Public Policy.]  

(iv) Managing Director, Federal Employees Benevolent 
 and Group Insurance Funds.  

(v) Akhtar Hameed Khan, National Centre for Rural 
 Development, Islamabad. 

  
(3)  By the Ministry of Climate Change:  

 Climate Change Division; 

(i) Director General, Pakistan Environmental Protection 

Agency (Pak. EPA). 

(4)  By the Ministry of Commerce:  

 Commerce Division;  

(i) @Chief Executive Officer/Secretary, Trade 
Development Authority of Pakistan. 

(ii) Controller, Patents & Designs (IPO Pakistan). 

(iii) @@[Vice President/Chief Executive Officer, Pakistan 
Central Cotton Committee, Karachi. 

(iv) Textile Commissioner’s Organization, Karachi.] 

                                                           
“Department of Communications Security” renamed as “National Telecommunication & 

 Information Security Board (NTISB)” through a directive of Chief Executive of Pakistan in the 

 year 2002.  
 Added vide Cabinet Division’s O.M. No.F.4/3/2002-Admn.II, dated 16-10-2002.   
 Subs. vide Estt. Div.’s U.O.  No.5-2/2015-CP-VII dated 08-09-2016. 
@ Former “Export Promotion Bureau”. 
@@ Added vide Ministry of Textile Industry’s O.M No. 1(134) TID/08-Admn dated 02-05-2017. 
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 (5) By the Ministry of Communications:   

Communications Division;   

(i) Chairman, National Highway Authority. 

(ii) Inspector General, National Highways & Motorway 

Police. 

(iii) Director General, Pakistan Post Department.  

(iv) Chief, National Transport Research Centre. 

(v) Director,Construction Technology Training Institute. 

(6)  By the Ministry of Defence:    

(a)   Defence Division;   

(i) Chairman, Joint Chief of the Staff Committee, the 

Chief of the Army Staff, the Chief of the Naval Staff 

and the Chief of the Air Staff.  

(ii) Principal Staff Officers at General, Naval and Air 

Headquarters.  

(iii) Military Secretary, General Headquarters and Naval 

Secretary, Naval Headquarters. 

(iv) Engineer-in-Chief, General Headquarters.  

(v) Judge Advocate General, Army, Navy and Air 

Force. 

(vi) Director General, Inter-Services Intelligence.  

(vii) Military Accountant General.  

(viii) Secretary, Pakistan Armed Services Board.  

(ix) Surgeon General, General Headquarters.  

(x) Chief Admn. Officer, General Headquarters. 

(xi) Director General of Military Lands and 

Cantonments.  

                                                           
 Added vide Communications Div.’s No.245/Sect-Ins/Coord dated 09-5-2017. 
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(xii) Surveyor General of Pakistan.  

(xiii) National Defence College and Joint Services Staff 
College.  

(xiv) Director, Federal Government Educational 
Institutions (Cantt. Garrison) FGEI (CG).  

(xv) Director General, Maritime Security Agency.  

 
 (7) By the [Ministry of Defence Production]:  

Defence Production Division;   

(i) [Chairman, Pakistan Ordnance Factories Board. 

(ii) Chairman Heavy Industries Taxila Board (HITB). 

(iii) Chairman Pakistan Aeronautical Complex Board 
(PACB). 

(iv) Director General, Munitions Production (DGMP).  

(v) Director General, Defence Purchase (DGDP).] 

 
(8)  By the Ministry of Energy: 

 Petroleum Division: 

(i) [Directorate General, Geological Survey of Pakistan. 

(ii)  Directorate General of Petroleum Concession. 

(iii) Directorate General of Oil. 

(iv) Directorate General of Gas.  

(v) Directorate General of Special Projects/ 
Administration. 

(vi) Directorate General of Liquid Gas.] 

(vii) Directorate General of Mineral.  

(viii) Director General, Department of Explosives.  

                                                           
 Subs. vide Cabinet Division’s Memo.No.4-20/2004-Min.I, dated 2-9-2004.  
 Subs. vide Ministry of Defence Production’s O.M No. 10-3/2016/DP-13 dated 16-08-2016.  
 Subs. vide O.M No. 2(3)/2016-CDN/V-III dated 08-12-2016. 
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 (9) By the Ministry of Federal Education and Professional  
  Training: 

 Federal Education and Professional Training Division; 

(i) [Director General, Pakistan Manpower Institute.] 

(ii) [Assistant Director, Higher Education Commission]. 

(iii)  Director General, National Training Bureau. 

(iv)  Director General, Federal Directorate of Education. 

 (10) By the Ministry of National Heritage & Culture: 

  National Heritage & Culture Division; 

  (i) Director General, National Language Promotion  
    Department, Islamabad. 

  (ii) Director General, Department of Archeology &  
    Museums, Islamabad.  

 (11) By the Ministry of Finance:  

(a)  Finance Division; 

(i) Governor, State Bank of Pakistan.  

(ii) Auditor General of Pakistan or any Accountant 
General including Military Accountant General.  

(iii) Director General, Central Directorate of National 
Savings.  

(iv) @[Chairman, Securities Exchange Commission of 
Pakistan (SECP)]. 

(v) @@[Chairman, Competition Commission of Pakistan 
(CCP)].   

  (b) Revenue Division;   

(i)  Member of the Federal Board of Revenue.  

                                                           
Added vide Federal Education & Professional Training, Pakistan Manpower Institute’s O.M No. 

7(4)/2013-Admn-1567 dated 29-11-2018.  
 Added vide Establishment Division’s O.M No. 2/2/2002-R-I dated 12-10-2020. 
 Finance Div.’s O.M No. 1(3)/Coord-I /2016- dated 23-8-2016. 
@ Subs vide Finance Division’s O.M. No. F. 8(2) Admn-I/2003-642, dated 05-05-2003. 
@@“Monopoly Control Authority” has been renamed as “Competition Commission of Pakistan” 

vide O.M No. 1(3)/Coord-I /2016- dated 23-8-2016. 
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 (12) By the Ministry of Housing and Works:  

Housing and Works Division;   

(i) Estate Officer, Estate Office Management, 
Islamabad. 

(ii) Director General, Federal Government Employees 
Housing Authority. 

(iii) Director General, Pak. Public Works Department. 

(iv) Director General, Pakistan Housing Authority & 
Foundation. 

 (13) By the Ministry of Human Rights: 

  Human Rights Division; 

(i) Directorate General of Special Education.   

(ii) National Council of Social Welfare. 

(14) By the Ministry of Information and Broadcasting:   

 Information and Broadcasting Division;   

(i) Director General, Directorate of Electronic Media 
and Publications (DEMP). 

(ii) Principal Information Officer, Press Information 
Department. 

(iii) Central Board of Film Censor.   

(iv) Implementation Tribunal for Newspaper Employees. 

 

(15) By the Ministry of Information Technology and 
 Telecommunication:  

Information Technology and Telecommunication Division; 

(i) Executive Director, National Information  

 Technology Board. 

(ii) Managing Director, Pakistan Software Export Board 

 (PSEB). 

 (16)  By the Ministry of Interior:   

Interior Division;   

(i) Director General, Federal Investigation Agency.  

(ii) Director General, Immigration and Passports.   

                                                           
 Subs. vide Ministry of Housing & Works O.M. No.F.6(19)/2002-A1, dated 26-10-2002.   
 Amended vide Ministry of Information’s O.M No. 4(5)/2003-Coord dated 19-11-2016. 
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(17) By the [Ministry of National Health Services, Regulations 
 & Coordination].  

National Health Services, Regulations & Coordination  
 Division  

(i) Directorate of Central Health Establishment, 
Islamabad.  

(ii) Directorate of Malaria Control, Islamabad. 
(iii) Executive Director, Pakistan Institute of Medical 

Sciences (PIMS), Islamabad. 
(iv) Medical Superintendent, Federal Government 

Services Hospital, Islamabad. 
 

(18)  By the [Ministry of Overseas Pakistanis and Human 
Resource Development]:   

 
Overseas Pakistanis and Human Resource Development       
Division;   

(i) Director General, Bureau of Emigration and 
Overseas Employment.  

(ii) Managing Director, Overseas Pakistanis Foundation 
(OPF). 

(iii) Secretary, Worker Welfare Fund (WWF) 

(iv) Managing Director, Overseas Employment 
Corporation (OEC). 

(v) Chairman, Employee Old Age Benefits Institution 
(EOBI) 

(vi) Chairman, National Industrial Relations 
Commission. 

(19) By the Ministry of Science & Technology: 

  Science & Technology Division;  

 (i) Director General, Pakistan Standards and Quality  
  Control Authority (PSQCA). 

                                                           
 Ministry of Health renamed as National Health Services, Regulations & Coordination vide Cabinet 

 Div.’s Memo No. 4-4-/2013-Min-I dated 04-5-2013. 
 NHS, R&C Div.’s O.M No. 9-139/2015-SO (Admn-I) dated 26-7-2016 
 Subs. vide OM No. 2(1)/2016-admn-I dated 05-09-2016. 
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 (20) By the Ministry of Water Resources: 

 Water Resources Division; 

 (i) Pakistan Commissioner for Indus Waters. 

 (ii) Chief Engineering Advisor/Chairman Federal Flood  
  Commission  
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APPENDIX ‘B’ 

(See Instruction 47) 

THE FEDERAL PUBLIC SERVICE COMMISSION 

1.  Functions of the Federal Public Service Commission in 
regard to recruitment are laid down in Section 7 of the Federal Public 
Service Commission Ordinance, 1977 (Annexure-I). Under Section 10 
ibid which empowers the President to make rules for carrying out the 
purposes of the Act, the Federal Public Service Commission (Functions) 
Rules, 1978 (Annexure-II) have been issued. Attention in this connection 
is also invited to:–  

(a) rule 10 of the Civil Servants (Appointment, Promotion and 
Transfer) Rules, 1973 regarding initial appointments to 
posts within the purview of the F.P.S.C. (Annexure-III); 
and  

(b) the Establishment Division’s O.M. No. 11/18/49-SE-II, 
dated the 17th January, 1951 regarding recruitment from 
abroad (Annexure IV).  

References to the Federal Public Service  
Commission and acceptance of its advice   

2.  All references shall be made direct to the Commission by 
the Division/Department in the form of an official letter addressed to the 
Secretary and with which all relevant papers shall be forwarded, 
provided that no reference which is not obligatory under the rules and 
instructions regarding consultation with the Commission shall be made 
without the previous concurrence of the Establishment Division and, in 
cases involving financial considerations, of the appropriate authority as 
well. Before a case is referred to the Establishment Division, the 
Division/Department shall place in the file the draft of the letter proposed 
to be submitted to the Commission.  

3. The Commission shall in all cases be informed of the 
action taken on its recommendations. For this purpose, ordinarily 
endorsement forwarding copies of communications in which orders are 
conveyed, recommendations are made or other action taken shall suffice.   

4.  Whenever a difference of opinion arises between the 
Commission and a Division/Department which cannot be resolved by 
correspondence, the matter shall be dealt with in accordance with the 
Establishment Division O.M. No.3/3/59-EVII, dated the 4th June, 1960 
(Annexure V) and the case will then be submitted by the Establishment 
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Division to the Prime Minister vide item 5(b) of Schedule V-A of the 
Rules of Business, 1973.  

 
Appointment/Recruitment to posts   
under the Federal Government  

5.(i)  Appointments to the various posts in BPS 16 and/or above 
which fall within the purview of the Commission shall be made in 
accordance with the recruitment rules framed in consultation with the 
FPSC and with the concurrence of the Establishment Division.  

 (ii)  Whenever, a post is entrusted to the Commission for 
recommending a suitable candidate, a requisition on the prescribed form 
accompanied by a copy of approved recruitment rules and after 
prescribing regional/provincial quota should be sent to the Commission. 
Once a requisition has been sent for recruitment and the Post has been 
advertised by the Commission, the qualification etc. should not be 
revised.  

Note.–  In the case of posts in BPS-1 to 15 which do not fall within the purview 

of the Commission, it is not necessary to consult the FPSC regarding the 

method and source of their recruitment. Recruitment rules should be 

framed with the concurrence of the Establishment Division.  

Recruitment by Examination  

 6. When any competitive examination is to be held for the 
purpose of recruitment to posts in BPS 16 and/or above under the Federal 
Government and consultation with the Commission is required, the 
Commission shall:–  

(i)   advise the President in regard to the regulations 
 prescribing the–  

(a)  conditions of admission to the examination; and 

 (b)  syllabus of the examination;  

 (ii) announce the number of vacancies to be filled from among 
  the candidates for the examination;  

(iii) make all arrangements for the actual conduct of the 
examination including viva voce and other tests connected 
with it in Pakistan, and, if necessary, abroad and may for 
this purpose, depute a Member to go abroad for sitting on 
the Interview Board; Provided that when the Commission 
finds it necessary to send more than one Member, it shall 
obtain prior approval of the President; 
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 (iv)  if considered necessary, request the President to nominate 
an officer not below the rank of Joint Secretary, to 
represent the Government at the interviews for 
Competitive Examinations for recruitment to posts in BPS 
16 and 17;  

(v) compile the result of successful candidates so examined 
and announce the same in conformity with such procedure 
as may be prescribed by the  President from time to time; 
arrange the qualified candidates in order of merit on the 
results of the examination; and in conformity with the 
relevant Rules and the number of vacancies announced 
and, if the examination be a combined one for recruitment 
to more than one service/group, determine the suitability 
of an individual candidate for different services/groups;  

(vi)  forward to the President a list of the  qualified candidates 
in accordance with (v) above;  

(vii)  conduct the Final Passing Out Examinations of the 
Probationers; and  

(viii)  advise the President on ancillary matters regarding FPO 
examinations of the probationers.  

Recruitment by Selection.   

7.  When recruitment to a post is to be made, or a particular 
post is to be filled, by selection and consultation with the Commission is 
required, the Commission shall:–  

(i)  advise the President in regard to the rules regulating the 
submission of application;  

(ii)  when necessary announce the number of vacancies and 
invite applications;  

(iii)  consider all applications received and if it considers 
necessary interview such candidates as prima facie           
appear most suitable for appointment. In the case of 
candidates already in Government service, Commission's 
recommendations in such cases will be subject to their 
character rolls being found satisfactory. The Commission 
can also requisition character rolls of the candidates 
employed outside Government; 

(iv)  Recommend only one candidate for each vacancy and keep 
some suitable persons, if available, in reserve; 
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 (v)  When there are two or more vacancies to be filled, arrange 
the candidates recommended in order of merit; 

 (vi)  Request the President to nominate an officer not below the 
rank of Joint Secretary to represent the government at the 
interviews; and  

(vii)  When recruitment is made by selection owing to the 
failure of a competitive examination to yield a sufficient 
number of qualified candidates or to give adequate 
representation to a certain province, zone, area, or 
community, recommend candidates in accordance with 
such orders as the President may pass in this respect.  

Recruitment from Abroad  

8. If a Division/Department considers that it is necessary to 
make recruitment to civil posts from abroad, it shall make a reference to 
the Commission, asking it to agree to such recruitment and, if it agrees, 
to proceed without delay to take all the steps necessary to make 
recruitment. The Commission shall advertise the post or posts abroad and 
make necessary arrangements for the candidates to be interviewed by 
Special Selection Committees. Thereafter the Commission shall make 
recommendations for the filling of the post or posts in question. In no 
case shall the Division/Department itself take steps to advertise the post. 

9.  In exceptional cases in which the Division/Department 
concerned is of the view that recruitment from abroad through the 
Commission will prove infructuous, e.g., in the case of appointments to 
highly technical posts or other posts of considerable importance in 
connection with which persons of high standing abroad are not likely to 
respond to advertisements and appear for interview, the Commission 
shall be consulted first and its concurrence obtained to recruitment to the 
post being made abroad. After the Commission has agreed, a reference 
shall be made to the Establishment Division for obtaining the approval of 
the Prime Minister. This reference shall be accompanied by a summary 
for the Prime Minister explaining why it is necessary for recruitment to 
be made abroad and otherwise than through the Commission and stating 
what steps the Division/Department has in mind for filling the post or 
posts in question as prescribed in the Cabinet Secretariat (Establishment 
Division) Office Memorandum No. 11/18/49-SEII, dated the 17th   
January, 1951 (Annexure IV).  

Ad hoc and Temporary appointments   

10. When under the Federal Public Service Commission 

(Functions) Rules, 1978, a post is required to be filled through the 
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Commission and the appointing authority considers it to be in the public 

interest to fill the post urgently pending nomination of a candidate by the 

Commission or, if it is a short term vacancy for a period not exceeding 6 

months, the appointing authority shall comply with the provisions of 

rules 18, 19 and/or 20 of the Civil Servants (appointment, Promotion and 

Transfer) Rules, 1973:  

  Provided that the ad hoc appointment, beyond the prescribed 

period of six months may be extended in accordance with the procedure 

laid down in rule 3 of the FPSC (Functions) Rules, 1978; and   

Provided further that all conditions regarding qualifications, age, 

experience, regional/provincial quota etc., prescribed for regular 

appointment to a post shall be observed for making ad hoc appointment 

to that post and no relaxation allowed.   
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Annexure-I  

(See Appendix B - Para - 1) 

FEDERAL PUBLIC SERVICE COMMISSION 
ORDINANCE, 1977 

No F. 24(I)/77-Pub.– The following Ordinance made by the 
President on the 17th December, 1977, is hereby published for general 
information:–  

ORDINANCE NO. XLV OF 1977 

AN  

ORDINANCE 

to repeal and, with certain modifications, re-enact the Federal   Public 
Service Commission Act, 1973 

 WHEREAS it is expedient to repeal and, with certain 

modifications, re-enact the Federal Public Service Commission Act, 

1973 (LXVI of 1973); 

 AND WHEREAS the President is satisfied that circumstances 

exist which render it necessary to take immediate action; 

 NOW, THEREFORE, in pursuance of the proclamation of the 

fifth day of July, 1977, read with the Laws (Continuance in Force) Order, 

1977 (CMLA Order No.1 of 1977), and in exercise of all powers 

enabling him in that behalf, the President is pleased to make and 

promulgate the following Ordinance:— 

 1. Short title and commencement.— 

(1)  This Ordinance may be called the Federal Public Service 

Commission Ordinance, 1977. 

(2) It shall come into force at once. 

 2. Definitions.— In this Ordinance, unless there is anything 

repugnant in the subject or context,— 

(a) "Commission" means the Federal Public Service 

Commission; and 

(b) "Member" means a member of the Commission and 

includes the Chairman thereof. 

 3. Composition of Commission, etc. 

(1)  There shall be a Federal Public Service Commission. 
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(2)  The President shall by regulations determine:- 

(a)  the number of members of the Commission and their 

conditions of service; and 

(b) the number of members of the staff of the Commiss-

ion and their conditions of service: 

Provided that the salary, allowances and privileges of 

a member of the Commission shall not be varied to his 

disadvantage during his term of office. 

 (3)  The Chairman and other members of the Commission shall 

be appointed by the President. 

*(4). The Commission shall have: 

(a) not less than one half of the members who shall be 

persons having held office in the service of Pakistan 

in basic pay scale 21 or above post: 

Provided that no serving Government servant 

shall be appointed as a member; 

(b) at least one member each from; 

(i) retired judges of the superior judiciary; 

(ii) retired officers not below the rank of Major-

General or equivalent of the Armed Forces; and 

(iii) women and the private sector possessing such 

qualifications and experience as the Federal 

Government may by rules prescribe. 

 **[(5). No proceedings or act of the Commission shall be 

invalid merely on the ground of the existence of a vacancy in, or a defect 

in the constitution of the Commission.] 

 4. Term of office of members, etc. 

 [(1)  A member of the Commission shall hold office for a term 

of three years from the date on which he enters upon office or till he 

attains the age of sixty-five years whichever is earlier; 

                                                           
*   Substituted vide FPSC (Amendment) Ordinance 56 of 2000, s.s.2 to 5, dated 17-11-2000. 
** Ins. and shall be deemed always to have been so ins. vide FPSC (Amdt.) Ordinance,1978 (25 of 

 1978) s.2. 
 Subs. vide FPSC (Amdt.) Act,2006 (v of 06) s.2 and shall be deemed to have been substituted.  
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 Provided that a member of the Commission who is a retired 

Judge of the Supreme Court or a High Court shall hold office for a term 

of three years within five years from the date of his retirement; 

 Provided further that a member of the Commission shall not be 

eligible for re-appointment. 

(1A) Notwithstanding anything in any contract, agreement or 

any instrument containing terms and conditions of the service, a member 

who, on or after the commencement of the Federal Public Service 

Commission (Amendment) Act, 2006, completes his tenure or attains 

upper age-limit specified in sub-section (1) shall on such commencement 

forthwith cease to be member as defined in clause (b) of section 2.] 

(2) A member may resign his office by writing under his hand 

addressed to the President. 

 *[4A. Oath of office. 

 Before entering upon office the Chairman and a member shall 

take oath in the form set out in the Schedule to this Ordinance before the 

President in case of Chairman and before the Chairman in case of a 

member.] 

 5. Ineligibility for further employment. 

 On ceasing to hold office, a member shall not be eligible for 

further employment in the service of Pakistan. 

 *[5A. Appointment of a serving member as a Chairman. 

 A serving member of the Commission shall be eligible for 

appointment as Chairman for a term not exceeding the unexpired portion 

of his term as such member.] 

 6. Removal from office. 

 A member shall not be removed from office except in the manner 

applicable to a Judge of a High Court. 

 7. Functions of the Commission. 

 (1)   The functions of the Commission shall be:— 

                                                           
* Amended vide FPSC (Amendment) Ordinance 2000 (56 of 2000) s.s. 2 to 5. 
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(a) to conduct tests and examinations for recruitment of 

 persons to All-Pakistan Services, the civil services 

 of the Federation and civil posts in connection with 

 the affairs of the Federation  in basic pay scales 16 

 and above or equivalent; 

  *(1a) The recruitment to the posts in basic pay scales 11 to 

  15 made by any authority or person on or after the 

   28th May 2003, other than through the Commission, 

   shall, notwithstanding any provision of this 

   Ordinance or any other law, rule, notification or any 

  order, decision of judgment of any court or forum, 

   be deemed to be, and always to have been validly 

   made, taken or done and shall not be called in 

   question in any court or forum or any ground 

   whatsoever. 

(b) to advise the President: 

  (i) on matters relating to, qualifications for and 

 method of recruitment to, services and posts 

 referred to in clause (a); 

(ii) on the principles to be followed in making initial 

 appointments to the services and posts referred 

 to in clause (a) and in making appointments 

 by promotion to posts in BPS 18 and above and 

 transfer from one service or occupational group 

 to another; and  

(iii) on any other matter which the President may 

 refer to the Commission; [and] 

      **(c) to hold examinations for promotion for such posts as 

 the Federal Government may, from time to time, by 

 notification in the official Gazette, specify. 

 

 

                                                           
 Substituted vide Act No. X of 2005 , s.7 (w.e.f. 28-05-2003). 
 Substituted and Added vide Ordinance No. XLIX of 2002, dated 03-09-2002. 
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  Explanation.— 

In this section, “recruitment” means initial appointment 

other than by promotion or transfer. 

 (2) Recruitment to the following posts shall be outside the 

purview of the Commission:— 

(i) in the President’s Secretariat; 

*[(ia) in the Directorate General of Inter Services Intelligence 

(ISI)]; 

    (ii) filled by appointing a person on contract for a specified 

period [not exceeding two years]; 

(iii) filled on ad-hoc basis for a period of six months or less 

provided that– 

(1) no ad-hoc appointment shall be made before 

placing a requisition with the Commission for 

regular appointment; and 

(2) before filling the post on ad-hoc basis, prior 

approval shall be obtained from the Commission; 

 (iv) filled by re-employing a retired officer, provided that the 

re- employment is made for a specified period **[not 

exceeding two years] in a post not higher than the post in 

which the person was employed on regular basis before 

retirement; and 

(v) filled by the employment or re-employment of persons on 

the recommendations of the High Powered Selection Board 

constituted by the President who are, or have been, Officers 

of the Armed Forces and hold, or have held, such posts 

therein as are declared by the President to be equivalent to 

the posts to be so filled.  

 [(3) (a) A candidate aggrieved by any decision of the Federal 

Public Service Commission may, within thirty days of 

such decision, make a representation to the Commission 

                                                           
* Inserted vide Act No. XII of 2004 s.2 dated 16th December, 2004. 
Words “not exceeding two years” were omitted vide Ordinance XLVI of 2007 s.2 and now stands 

restored w.e.f. 25-03-2010 on expiry of the Ordinance, please see clarification of Section 7(ii) & 

(iv). 
 Added vide FPSC (Amendment) Ordinance, 2001 dated 27-03-2001. 
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and the Commission shall decide the representation 

within fifteen days after giving the candidate a 

reasonable opportunity of hearing. The decision of the 

Commission, subject to the result of review petition, 

shall be final. 

(b) A candidate aggrieved by the decision of the 

Commission made under paragraph (a) may, within 

fifteen days of the decision, submit a review petition to 

the Commission and the Commission shall decide the 

review petition within thirty days under intimation to the 

petitioner. 

(c) Save as provided in this Ordinance, no order made or 

proceeding taken under this Ordinance, or rules made 

thereunder, by the Commission shall be called in 

question in any court and no injunction shall be granted 

by any court in respect of any decision made or taken in 

pursuance of any power conferred by, or under, this 

Ordinance. 

 (d) Any candidate aggrieved by a decision of the 

Commission under paragraph (b) may, within thirty days 

of the decision, prefer an appeal to the High Court.] 

 [7-A  Conduct of Business of Commission, etc.—The Chairman 

of the Commission may, with the approval of the Federal Government, 

make rules for regulating the conduct of the business of the Commission; 

and such rules may provide for any of the functions of the Commission 

specified by it being performed by a Committee composed of two or 

more members constituted by the Chairman for the purpose.] 

 8. Commission to be informed when its advice not accepted.— 

Where the President does not accept the advice of the Commission, he 

shall inform the Commission accordingly. 

 9. Reports of Commission.—(1) It shall be the duty of the 

Commission to present to the President annually a report on the work 

done by the Commission, and the President shall cause a copy of the 

report to be laid before the National Assembly and the Senate. 

                                                           
 Ins. vide FPSC (Amdt.)Ordinance,1978 (25 of 1978), s.3. 
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 (2) The report referred to in sub-section (1) shall be 

accompanied by a memorandum setting out so far as is known to the 

Commission:— 

(a) the cases, if any, in which the advice of the Commission 

was not accepted and the reasons thereof; and 

(b) the matter, if any, on which the Commission ought to have 

been consulted but was not consulted and the reasons 

thereof. 

  10. Rules.—The Federal Government may, by notification in 

the official Gazette, make rules for carrying out the purposes of this 

Ordinance. 

  11. *[Repeal]. 

 [SCHEDULE] 

(See Section 4A) 

 I,_________________________________________do solemnly 

swear that I will bear true faith and allegiance to Pakistan: 

 That, as a Chairman (or Member) of the Federal Public Service 

Commission I will discharge my duties, and perform my functions, honestly, 

to the best of my ability and faithfully in accordance with the Constitution of 

the Islamic Republic of Pakistan and the law, and always in the interest of 

the solidarity, integrity, well-being and prosperity of Pakistan. 

 That, I will not allow my personal interest to influence my official 

conduct or my official decisions and that in the performance of my 

functions, whether in the selection of persons for recruitment or appointment 

or in any other way, I will act without fear or favour, affection or ill will. 

 May Allah Almighty help and guide me (A’meen). 

President] 

[Authority.– FPSC’s Ordinance No.F.24(1)/77-Pub.,dated 17-12-1977]. 

 

 

 

                                                           
* Omitted vide Ordinance No.  XXVII of 1981, dated 08-07-1981. 
Added vide Federal Public Service Commission (Amendment) Ordinance No. LVI of 2000, s.3 

dated 17-11-2000. 
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CLARIFICATION 

Clarification Regarding Amendment In Federal Public Service 

Commission Ordinance, 1977  

 Section-7(2) (ii) & (iv) of the Federal Public Service 

Commission (FPSC) Ordinance, 1977 was amended vide FPSC 

(Amendment) Ordinance, 2007 and promulgated on 15-09-2007. 

Consequently, contract appointments and re-employments beyond two 

years were taken out of the purview of the Federal Public Service 

Commission.  

 2. Supreme Court of Pakistan in its judgment, dated 31st July, 

2009 had held that the ordinances promulgated by the President before 

03-11-2007, which were given permanence by PCO(1)/2007 and also the 

Ordinances made and promulgated by the President between 03-11-2007 

to 15-12-2007 (both days inclusive) which were also like wise given 

permanence through the same instrument, stood shorn of their purported 

permanence. The Supreme Court of Pakistan had observed that this 

Ordinance may be placed before the Parliament and allowed 120 days 

(period of validity) in terms of Article 89 of the Constitution to 

commence from 31st day of July, 2009 for placement of such Ordinances 

before the Parliament. FPSC (Amendment) Ordinance, 2007 was re-

promulgated on 26th November, 2009 as FPSC (Amendment) Ordinance, 

2009 (XLVII) of 2009), since it was difficult to get it passed from the 

National Assembly/Senate within 120 days. The aforesaid Ordinance 

was placed before the National Assembly, however, it could not be 

passed till date.  

 3. Since, the FPSC (Amendment) Ordinance, 2009 is still 

under process, the existing provision of Section 7(2) (ii) & (iv) have 

become ineffective and position prior to 15-09-2007 stand restored w.e.f 

25-03-2010 on expiry of aforesaid Ordinance in terms of Article-89 of 

the Constitution of Pakistan. Consequently, contract appointment-

employment beyond two years made after 25-03-2010 now requires 

concurrence of Federal Public Service Commission. 

[Authority:- Establishment Division’s U.O.No.3/2/2003-T.V dated 02-05-2012]. 
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Annexure-II  

(See Appendix B – para 1) 

FEDERAL PUBLIC SERVICE COMMISSION  

 (FUNCTIONS) RULES, 1978 

NOTIFICATION 

Rawalpindi, the 18th November, 1978 

  S.R.O. 1316(I)/78.– In exercise of the powers conferred by 
section 10 of the Federal Public Service Commission Ordinance, 1977 
(XLV of 1977), the Federal Government is pleased to make the 
following rules, namely:— 

 1. These Rules may be called the Federal Public Service 
Commission (Functions) Rules, 1978. 

 2. In these rules, unless there is anything repugnant in the 
subject or context:— 

(a) “ad-hoc basis”, when used with reference to an 
appointment, means appointment of a  person on temporary 
basis pending appointment of person nominated by the 
Commission; 

(b) “civil servant” means a person who is, or has been, a civil 
servant within the meaning of the Civil Servants Act, 1973 
(LXVI of 1973); 

(c) * (Omitted); 

(d) “regular basis” when used with reference to an appointment 
other than an ad-hoc basis, or on contract, or on a 
temporary basis, for a specified period; 

(e) “retired officer” includes a retired officer of the Armed 
Forces; and 

(f) “test” includes written examination, interview and viva 
voce. 

 **3. The Commission shall conduct tests and examinations for 
recruitment to all posts in connection with the affairs of the Federation in 
basic pay scale 16 and above or equivalent other than the posts.— 

(a) specified in the Schedule to these rules; 

(b) filled by appointing a person on contract for a specific 
period ***[not exceeding two years]; 

                                                           
*   Omitted vide Estt. Div.’s Notification SRO No. 147(I)/84 dated 09-02-1984. 
** Substituted vide an Act No. X of 2005, dated  6th July, 2005. 
***Words “not exceeding two years” were Omitted vide Estt. Div.’s Notification S.R.O 1245(I)/2008 

dated 27-11-2008 have been restored w.e.f. 25-03-2010 on expiry of the Ordinance. Please see 

clarification after Annexure-I. 



SECRETARIAT INSTRUCTIONS                                            PAGE-41 

 

 

(c) filled on ad-hoc basis for a period of six months or less 

provided that.— 

(i) no ad-hoc appointment shall be made before placing a 

requisition with Commission for regular appointment; 

and 

(ii) before filling the post on ad-hoc basis, prior approval 

shall be obtained from the Commission; 

(d) filled by re-employing a retired officer provided that re-

employment is made for a specified period of one year [not 

exceeding two years] in a post not higher than the post in 

which the person was employed on regular basis before 

retirement; and 

(e) filled by the employment, other than posts in pay scale 17 

filled by serving armed forces officers on the recommenda-

tions of FPSC, or employment of persons who are, or have 

been officers of the armed forces of Pakistan and held, or have 

held such posts therein as are declared by the President to be 

equivalent to the posts to be so filled. 

 [4. The Commission shall test civil servants, appointed at any 

time between the first day of January, 1972 and the fifth day of July, 

1977, or promoted to a higher post or grade during the said period whose 

cases may be referred to the Commission by the President, and make a 

report to the President whether they are fit to hold the post to which they 

were appointed or promoted, as the case may be, and, if not, whether, 

they are fit to hold any other civil post [equivalent or lower, as the case 

may be], compatible with their qualifications and experience.] 

 @[5. The Commission shall, on a reference made by the 

appointing authority, test persons, who may have been appointed to a 

civil post without observing the prescribed procedure or without 

fulfilling the prescribed qualifications, experience and age limits, and 

advise whether they are fit to hold the post to which they were appointed, 

and, if not, whether they are fit to hold any other civil post in the same or 

lower Basic Scale compatible with their qualifications and experience.] 

                                                           
 Words “not exceeding two years” were Omitted vide Estt. Div.’s Notification S.R.O 1245(I)/2008 

dated 27-11-2008 have been restored w.e.f.25-03-2010 on expiry of the Ordinance. Please see 

clarification after Annexure-I. 
Subs. vide Establishment Division’s SRO No. 147(1)/84, dated 09-02-1984. 
Subs. vide Estt. Division’s Notification No. 3/1/92-R-2 dated 15-09-1993. 
@ Added vide Estt. Div.’s Notification SRO 848(I)/2002, dated 27-11-2002. 
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“SCHEDULE” 

(See Rule 3(a))     

Posts excluded from the purview of the Commission 

  Ministry, Division or Organization  Name of post 

 1. President's Secretariat   All posts 

  (Personal or Public) 

2. Directorate General of   All posts 

  Inter Services Intelligence (ISI) 

[Authority: Estt. Div.’s Notification S.R.O. No. 1316 (I)/78, dated 09-11-1978]. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                           
 Amended vide Estt. Div.'s Notification No. SRO 415/2000, dated 19-06-2000. 
  Inserted vide Estt. Div.'s Notification SRO 424(1)/2005, dated 12-05-2005. 



SECRETARIAT INSTRUCTIONS                                            PAGE-43 

 

 

Annexure-III  

[See Appendix B - Para-1] 

CIVIL SERVANTS (APPOINTMENT, PROMOTION AND 
TRANSFER) RULES, 1973 

 In exercise of the powers conferred by section 25 of the Civil 

Servants Act, 1973 (LXXI of 1973), the President is pleased to make the 

following rules, namely:– 

PART I – GENERAL 

 1. These rules may be called the Civil Servants (Appointment, 

Promotion and Transfer) Rules, 1973. 

 2. In these rules, unless there is anything repugnant in the 

subject or context,– 

(a) "appointing authority", in relation to a post means the 

person authorized under rule 6 to make appointment to that 

post; 

(b) *["selection board" means a Board constituted by the 
**[Prime Minister], for the purpose of selection for 

promotion or transfer to posts in basic pay scales 19 to 21 

and equivalent, consisting of such persons as may be 

appointed **[**]from time to time]. 

(c) "commission" means the Federal Public Service 

Commission; 

(d)  [“departmental promotion committee” means a Committee 

constituted for the purpose of making selection for 

promotion or transfer to posts under a Ministry, Division, 

Department or Office of the Federal Government in basic 

pay scales 18 and below and equivalent; and]. 

(e) *["departmental selection committee" means a Committee 

constituted for the purpose of making selection for initial 

appointment to posts under a Ministry, Division, 

Department or Office of the Federal Government in basic 

pay scales 1 and above other than appointments which fall 

within the purview of the Federal Public Service Commission 

under rule 3 of the Federal Public Service Commission 

(Functions) Rules, 1978; and] 

                                                           
* Subs. vide Estt. Div.’s Notification S.R.O. No. 430(I)/2000, dated 26-06-2000 
**Subs. & omitted vide Estt. Div.’s S.R.O No. 855(I)/2019 dated 19-07-2019. 
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(f) *[Omitted]. 

 3.   (1) Appointments to posts shall be made by any of the 

following methods, namely:— 

(a) [by promotion [*  *  *  *] in accordance with Part II of these 

rules;  

(b) by transfer in accordance with Part II of these rules; and 

(c) by initial appointment in accordance with Part III of these 

rules]. 

 (2) The method of appointment and the qualifications and other 

conditions applicable to a post shall be as laid down by the Ministry or 

Division concerned in consultation with the Establishment Division. 

 
***[(3) "Notwithstanding anything contained in sub-rule(I), or 

the method of appointment laid down in the recruitment rules, a person 

who is rendered surplus as a result of the reorganization or abolition of a 

Division, Department, Office or permanent post in pursuance of any 
@[decision made through enactment or by the Cabinet or by the Prime 

Minister, or by the authority otherwise competent to do so, as the case 

may be] or as a measure of economy may be appointed to a post in the 

basic pay scale to which he belonged, if he possesses the qualifications, 

and fulfils other conditions, applicable to that post"]. 

 @@[(4)  Where a person referred to in sub-rule (3),– 

(i) possesses educational qualifications which are considered 

interchangeable with, or equivalent to, the qualification 

prescribed in the relevant recruitment rules; or  

(ii) fulfils the prescribed qualifications and the conditions for 

initial appointment to the post in the relevant rules except 

the condition relating to prescribed experience, the 

appointing authority may, for reasons to be recorded in 

writing, relax the requirement of educational qualifications 

or, as the case may be, the prescribed experience]. 

 4.  (1) In each Ministry, Division, Department or Office of the 

Federal Government, there shall be one or more Departmental Promotion 

Committees, and Departmental Selection Committees, the composition of 

                                                           
*Omitted clause (f) vide Estt. Div.’s Notification SRO No. 146(I)/84, dated 09-02-1984. Related to 

promotion to posts in BPS 18 with special pay through CSB. 
 Subs. vide Establishment Division Notification S.R.O. No. 742(I)/2002, dated 28-10-2002. 
*** Added vide Establishment Division Notification S.R.O. No. 57(1)/93, dated 25-01-1993. 
@ Subs. vide Estt. Div.’s S.R.O No. 855(I)/2019 dated 19-07-2019. 
@@ Added vide Establishment Division’s Notification S.R.O. No. 961(1)/99, dated 25-08-1999. 
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which shall be determined by the Ministry or Division concerned in 

consultation with the Establishment Division. 

 (2) Each such Committee shall consist of at least three members 

one of whom shall be appointed Chairman. 

 5.  Where an appointing authority for *[posts in basic pay scales 

15 and below and equivalent] does not accept the recommendation of a 

Departmental Selection or Departmental Promotion Committee, it shall 

record reasons therefor and obtain orders of the next higher authority. 

 ** [6. ***[(1)] The appointing authority specified in column (3) of 

the table below shall be competent to make appointment to the various 

posts in the basic pay scales specified in column (2) of that table. 

TABLE 

S.No. Basic Pay Scale of Posts Appointing Authority 

(1) (2) (3) 

1. Posts in basic pay scales 20 

and above or equivalent. 

@Prime Minister. 

2. Posts in basic pay scales 17 

to 19 or equivalent. 

Secretary of the Ministry or 

Division concerned. 

3. Posts in basic pay scale 16 or 

equivalent. 

An officer notified by the 

Secretary of the Ministry or 

Division concerned. 

4. Posts in basic pay scales 3 to 

15 or equivalent. 

An officer notified by the 

Secretary of the Ministry or 

Division concerned. 

5. Posts in basic pay scales 1 

and 2 or equivalent. 

An officer notified by the 

Secretary of the Ministry or 

Division concerned]. 

 

 @@[Provided that appointment to posts in Basic Pay Scales 20 and 

above or equivalent in the President’s Secretariat shall be made by the 

President]. 

                                                           
* Added vide Establishment Division’s Notification S.R.O. No.961(I)/99, dated 25-08-1999. 
** Subs. vide Estt. Div.’s Notification S.R.O.No.276(I)/2000, dated 25-05-2000. 
*** Renumbered vide Estt. Div.’s Notification S.R.O. No.829(I)/2000, dated 16-11-2000. 
@

 Subs. vide Estt. Div.’s Notification S.R.O. No.1(I)/2003, dated 1-1-2003 w.e.f. 23.11.2002. 
@@ Added vide Estt. Div.’s Notification S.R.O. No.607(I)/2002, dated 10-09-2002. 
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 [(2) Notwithstanding anything contained in sub-rule (1), the 

Appointing Authority specified in column (4) of the table below shall be 

competent to make appointments to the posts specified in column (3) of 

that table in the department specified in column (2) thereof. 

TABLE 
 

Sl. # Name of Department Basic Pay Scale of 

posts 
Appointing Authority 

1 2 3 4 

1. Pakistan Audit 

Department and 

Officers of Inter-

Departmental Cadre of 

Pakistan Audit & 

Accounts Group 

(i) 17 to 19 or 

equivalent. 

(ii) 16 or equivalent. 
 

(iii) 3 to 15 or 

equivalent. 

(iv) 1 to 2 or 

equivalent. 

Auditor-General of Pakistan. 

An officer notified by the Auditor-

General of Pakistan. 

An officer notified by the Auditor-
General of Pakistan. 

An officer notified by the Auditor-

General of Pakistan]. 
*** [2. Intelligence Bureau (i) 17-19 or 

equivalent 

(ii) 1-16 or equivalent 

Director-General Intelligence 
Bureau. 

Officer(s) notified by the Director 
General, Intelligence Bureau]. 

@[3. Controller General of 

Accounts 

(i) BS-17 & 18 and 

equivalent posts 

in the offices 
specified in 

Section 6 of the 

Controller 
General of 

Accounts  

(Appointment, 
Functions and 

Powers) 

Ordinance, 2001 
(XXIV of 2001). 

(ii) BS 1-16 or 
equivalent posts 

in the offices 

specified in 
Section 6 of the 

Controller 

General of 
Accounts 

(Appointment, 

Functions and 
Powers) 

Ordinance, 2001 
(XXIV of 2001). 

Controller General of Accounts 

 

 

 

 

 

 

 
 

 

(Officer(s) notified by Controller 

General of Accounts. 

 

 

@@[4. Directorate General, 
Inter Services 
Intelligence 

(i) BS-17 to BS-19 

(ii) BS-1 to BS-16 

Director General, ISI 

Director General (Personnel), ISI  

                                                           
 Added vide Estt. Div.’s Notification S.R.O. No.829(I)/2000, dated 16-11-2000. 
 Now Pakistan Audit and Accounts Service vide Estt. Div’s O.M No. 1/17/92-CP I dated 10-12-2002. 
*** Added vide Estt. Div.’s Notification S.R.O. No.891(I)/2000, dated 14-12-2000. 
@ Added vide S.R.O. No. 630(I)/2011, dated 13-06-2011. 
@@ Added vide S.R.O No. 720 (I)/2021 (vide Notification No. F.16/38/99-R-II dated 04-06-2021. 
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PART II – APPOINTMENTS BY PROMOTION OR TRANSFER 

 7.  [Promotions and transfer to posts in basic pay scales 2 to 18 

and equivalent shall be made on the recommendation of the appropriate 

Departmental Promotion Committee and promotions and transfer to posts 

in basic pay scales 19 to 21 and equivalent shall be made on the 

recommendation of the Selection Boards]. 

  [7-A. (1) The Competent Authority may approve the promotion 

of an officer or official from the date on which the recommendation of the 

Central Selection Board or, as, the case may be, the Departmental 

Promotion Committee was made. 

 Notwithstanding anything in FR 17 the officer or official who 

expires or superannuates after the recommendations of the Central 

Selection Board or the Departmental Promotion Committee and before the 

issuing of the notification, shall stand exempted from assumption of the 

charge of the higher post. The Principal Accounting Officer or an Officer so 

authorized, will give a certificate to the effect that the officer or official has 

expired or superannuated]. 

 8.  Only such persons as possess the qualifications and meet the 

conditions laid down for the purpose of promotion or transfer to a post shall 

be considered by the Departmental Promotion Committee or the Central 

Selection Board, as the case may be. 

 [8-A. No promotion on regular basis shall be made to posts in basic 

pay scales @[17] to 22 and equivalent unless the officer concerned has 

completed such minimum length of service, attended such training and passed 

such departmental examination, as may be prescribed from time to time]. 

 8-B. (1) Where the appointing authority considers it to be in the 

public interest to fill a post reserved under the rules for departmental 

promotion and the most senior civil servant belonging to the cadre or 

service concerned who is otherwise eligible for promotion does not possess 

the specified length of service the authority may appoint him to that post on 

acting charge basis. 

 (2)    @@[omitted]  

                                                           
 Subs. vide Estt. Div.’s Notification S.R.O. No. 430(I)/2000, dated 26-6-2000. 
 Added vide Estt. Division’s Notification No. S.R.O 733(1)/2005, dated 22-07-2005. 
 Subs. vide Estt. Div.’s Notification S.R.O. No. 850(I)/98, dated 25-07-1998. 
@ Amended vide Estt. Div.’s Notification SRO No. 835(I)/2000, dated 17-11-2000. 
@@Omitted vide Establishment Division’s Notification S.R.O No. 269(I)/2000, dated 19-05-2000. It 

provided that as long as a civil servant holds the acting charge appointment, a civil servant junior to him 

shall not be considered for regular promotion but may be appointed on acting charge basis on a higher 
post. 
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 (3) In the case of a post in *[basic pay scales 17 to 22 and 
equivalent], reserved under the rules to be filled by initial appointment, 
where the appointing authority is satisfied that no suitable officer *[drawing 

pay in basic pay scale] in which the post exists is available in that category 
to fill the post and it is expedient to fill the post, it may appoint to that post 
on acting charge basis the most senior officer otherwise eligible for 
promotion in the organization, cadre or service, as the case may be, in 
excess of the promotion quota. 

 (4) Acting charge appointment shall be made against posts which 

are likely to fall vacant for a period of six months or more. Against 
vacancies occurring for less than six months, current charge appointment 
may be made according to the orders issued from time to time. 

 (5) Appointment on acting charge basis shall be made on the 
recommendations of the Departmental Promotion Committee or the Central 
Selection Board, as the case may be, save in the case of *[post in basic pay 

scale 22 and equivalent] 

 (6) Acting charge appointment shall not amount to appointment 
by promotion on regular basis for any purpose including seniority. 

 (7) Acting charge appointment shall not confer any vested right 
for regular promotion to the post [ ] held on acting charge basis. 

 9. Appointments by transfer shall be made from amongst the 

persons holding appointment on a regular basis in *[posts in the same basic 
pay scale or equivalent to or identical with the posts to be filled]. 

PART III __ INITIAL APPOINTMENT 

 10.  [Initial appointment to the All-Pakistan Services, the Civil 
Services of the Federation and posts in connection with the affairs of the 
Federation in basic pay scales 16 & above or equivalent, except those 

which under the Federal Public Service Commission (Functions) Rules, 
1978, do not fall within the purview of the Commission, shall be made 
on the basis of tests and examinations to be conducted by the 
commission]; and 

                                                           
* Subs. vide Establishment Division’s Notification S.R.O. No. 146(I)/84, dated 09-02-1984. 

 Subs. vide Establishment Division’s Notification S.R.O. No. 773(I)/2013, dated 28-07-2003. 
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 11. *[Initial appointments to posts in basic pay scales 1 to 15 and 

equivalent, shall be made on the recommendations of the Departmental 

Selection Committee after the vacancies have been advertised in newspapers]. 

 12.  A candidate for initial appointment to a post must possess the 

educational qualifications and experience and, except as provided in the 

rules framed for the purpose of relaxation of age limit, must be within the 

age limit as laid down for the post [ ] ;  

 **[Provided that unless otherwise specified in the method of 

appointment, qualifications and other conditions applicable to a post as laid 

down under sub rule (2) of rule 3, the experience prescribed for initial 

appointment shall be the post-qualification experience]. 

 ***[12-A. Alteration in the date of birth.–The date of birth once 

recorded at the time of joining government service shall be final and 

thereafter no alteration in the date of birth of a civil servant shall be 

permissible].  

 13.  A candidate for appointment shall be a citizen of Pakistan; 

Provided that this requirement may be relaxed with the approval 

of the Establishment Division: 

Provided further that, in the case of candidates to be appointed 

on temporary basis to posts in the Pakistan Missions abroad, such 

relaxation shall not be accorded for a period exceeding one year at a 

time. 

 14. Vacancies in the undermentioned posts shall be filled on 

All-Pakistan basis in accordance with the merit and provincial or 

regional quotas @[as prescribed below: 

 Merit       7.5% 

 Punjab (including Federal Area of Islamabad)   50% 

 Sindh       19% 

  The share of Sindh will be further  

  Sub-allocated in the following ratio: 

  Urban areas namely Karachi, Hyderabad 40% of 19% 

  and Sukkar        or 7.6% 

  Rural areas i.e. rest of Sindh excluding        60% of 19% 

                                                           
* Subs. vide Establishment Division’s Notification S.R.O. No. 773(I)/2013, dated 28-07-2003. 
 Omitted and added vide Estt. Div.'s Notification S.R.O No. 970(I)/98, dated 09-09-1998. 
*** Subs. vide Establishment Division’s Notification S.R.O. No. 520(I)/2000, dated 31-07-2000. 
@ Subs. & inserted vide Establishment Division’s S.R.O No. 747(1)/2020 dated 19-08-2020. 
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 Karachi, Hyderabad and Sukkar.                  or 11.4%  

 Khyber Pakhtunkhwa    11.5% 

 Balochistan     6% 

Newly merged Districts of Khyber Pakhtunkhwa (Ex-FATA) 3% 

(This share shall not be merged into Khyber Pakhtunkhwa and 

be observed independently for next 10 years in conjunction with 

the ten-year Development Plan devised to bring the Ex-FATA at 

par with the Khyber Pakhtunkhwa socially and economically). 

Gilgit-Baltistan      1% 

Azad Kashmir        2%] 

 (i) All posts in *[basic pay scales 16 and above and 

equivalent]. 

 (ii) Posts in *[basic pay scales **[6 to 15] and equivalent] in 

offices, which serve the whole of Pakistan.  

  ***[Provided that if no suitable person holding the domicile of 

the Province or Region to which a vacancy has been earmarked and 

fulfilling the prescribed qualifications is found even after the vacancy has 

been advertised twice, the appointing authority may fill up the vacancy 

on open merit on contract in the following manner, namely:— 

(i) contract appointment shall be made initially for a period 

of one year, and if the post falls under the purview of the 

Federal Public Service Commission, the Commission 

shall be informed about contract appointment; 

(ii) if nomination is not received from the Federal Public 

Service Commission within one year, contract 

appointment may in the public interest be extended for 

another one year; and  

(iii) the Federal Public Service Commission shall ensure that 

the nominations of the qualified candidates are made 

within a period of two years. If Federal Public Service 

Commission does not find a suitable candidate, it shall 

advise the appointing authority, for the extension in the 

contract]. 

                                                           
*Subs. vide Establishment Division Notification S.R.O NO. 146(I)/84, dated 09-02-1984. 
**Subs.vide Estt. Div.’s S.R.O No. 634(I)/2019 dated 17-06-2019. 
***Subs. and added vide Establishment Division Notification S.R.O. No. 784(I)/2002, dated 07-11-

2002.  
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 [Provided further that where the post of Head of an 

Organization is reserved for promotion and in the absence of suitable 

person, the post is required to be filled by initial appointment in 

accordance with the provisions of Recruitment Rules, the appointing 

authority may fill up the vacancy on open merit on contract basis and 

where such post is reserved for initial appointment, it may be filled on 

regular basis on open merit.]  

 15. Vacancies in posts in [basic pay scales [6 to 15] and 

equivalent] in offices which serve only a particular province or region shall be 

filled by appointment of persons domiciled in the province or region 

concerned ***[strictly in accordance with the provisions contained in the 

recruitment rules of the post concerned] @[:] 

 @[Provided that vacancies in such posts in basic pay scales 6 to 15 

and equivalent which serve only the region of Islamabad Capital Territory 

(ICT) shall not, at any time by initial appointment, be filled less than fifty 

percent of persons domiciled in the ICT.  

 Provided further that the first proviso shall not be applicable to the 

vacancies in posts, as specified in clause (ii) of rule 14, in such offices of the 

Federal Government whose functional jurisdiction extends beyond the region 

of Islamabad Capital Territory e.g. Federal Ministries/Divisions, Regulatory 

Authorities, Corporations/Departments with a federal charter extending 

beyond Islamabad Capital Territory. In such organizations, regional/provincial 

quotas shall be applicable.]  

 16.  Vacancies in posts in **[basic pay scales ***[1 to 5] and 

equivalent] shall ordinarily be filled on local basis @@[**] @[:] 

 @[Provided that vacancies in such posts in basic pay scales 1 to 5 

and equivalent in all offices situated within ICT shall not, at any time by 

initial appointment, be filled less than fifty percent from amongst the 

persons domiciled in the ICT.]  

 17. @@@[Except any law provides otherwise, a candidate for] 

appointment must be in good mental and bodily health and free from any 

physical defect likely to interfere with the discharge of his duties. A 

                                                           
 Inserted vide Establishment Division’s S.R.O No. 208(I)/2017 dated 28-03-2017. 
 Subs. vide Establishment Division’s Notification S.R.O NO. 146(I)/84, dated 09-02-1984. 
 Subs. & Ins. vide Estt. Div.’s S.R.O No. 634(I)/2019 dated 17-06-2019. 
@ Subs. & added vide Establishment Division’s S.R.O No.791(I)/2020 dated 24-08-2020. 
@@ The word “through balloting” Omitted vide Estt. Div.’s S.R.O No.198(I)/2020 dated 11-03-

 2020. 
@@@ Subs.vide Estt. Div.’s S.R.O No. 855(I)/2019 dated 19-07-2019. 
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candidate who after such medical examination as Government may 

prescribe is found not to satisfy these requirements, shall not be 

appointed. 

PART-IV.—  AD-HOC AND TEMPORARY APPOINTMENTS 

 18. [When under the Federal Public Service Commission 

(Functions) Rules, 1978, a post is required to be filled through the 

Commission, the appointing authority shall forward a requisition to the 

Commission on a prescribed form immediately. In exceptional cases, ad-

hoc appointment may, however, be made for a period of six months or 

less with prior clearance of the Commission as provided in rule 19. 

  19.  When the appointing authority considers it to be in public 

interest to fill a post falling within the purview of the Commission 

urgently pending nomination of a candidate by the Commission, it may 

proceed to fill it on ad-hoc basis for a period of six months or less after 

obtaining prior clearance of the Commission. The post shall be 

advertised and the same procedures as laid down for initial appointment 

in Part III shall be followed in making ad-hoc appointments]. 

  20.   Short term vacancies in the posts falling within the purview 

of the Commission and vacancies occurring as a result of creation of 

temporary posts for a period not exceeding six months, may be filled by 

the appointing authority otherwise that through the Commission on a 

purely temporary basis after advertising the vacancy. 

 20A.  Appointment on deputation.— (1) A person in the service of a 

Provincial Government or an autonomous, semi-autonomous body or 

corporation or any other organization set-up, established owned, managed or 

controlled by the Federal Government who possesses the minimum 

educational qualifications, experience or comparable length of service 

prescribed for a post shall be eligible for appointment to the said post on 

deputation for a period not exceeding three years which may be extended for 

another period of two years on such terms and conditions as may be 

sanctioned [by the appointing authority] in consultation with the lending 

Organization. 

 (2) Subject to any rule or orders on the subject ***[*****] a 

civil servant who fulfills the conditions and is considered suitable may be 

sent on deputation to an autonomous, semi-autonomous body or 

corporation established by law or to the Provincial Government on such 

                                                           
 Subs. vide Establishment Division’s S.R.O. No.122(I)/2000, dated 15-03-2000. 
 Inserted vide Estab. Div.’s Notification No. 3/54/2006-R.2, dated the 03-05-2007. 
 Subs. & omitted vide Estt. Div.’s S.R.O No. 855(I)/2019 dated 19-07-2019. 
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terms and conditions as may be decided by the lending and borrowing 

organizations. 

 (3) In case of appointment under sub-rule (1) or sub-rule (2) 

pension contribution shall invariably be made by the borrowing organizations. 

 * “Provided that posting of serving husband and wife at the same 

station, unmarried female government servants at the place of residence of 

their parents/family and that of married female government servants at the 

place of residence/posting of their husbands who are not in government 

employment shall be exempted from the said rule.”  
PART V –- PROBATION 

 21. (1) Persons appointed by initial appointment, promotion or 

transfer shall be on probation for a period of one year. 

 (2) The period of probation may be curtailed for good and 

sufficient reasons, to be recorded, or, if considered necessary, it may be 

extended for a period not exceeding one year as may be specified at the 

time of appointment. 

 (3) On the successful completion of probation period, the 

appointing authority shall, by specific order, terminate the probation. 

 (4) If no order is issued under sub-rule (3), on the expiry of the 

first year of probation period, the period of probation shall be deemed to 

have been extended under sub-rule (2): 

 Provided that, subject to the provisions of proviso to sub-section (2) of 

section 6 of the Civil Servants Act, 1973 in the absence of an order under sub-

rule (3), the period of probation shall, on the expiry of the extended period 

under sub-rule (2), be deemed to have successfully been completed. 

[Authority:— Estt. Div.’s Notification S.R.O. No. 1498(I)/73, dated 20-10-1973]. 

 

 

 

                                                           
* Inserted vide Estt. Division’s Notification S.R.O No.375(I)/2012 dated 16-04-2012.  
Added vide Establishment Division’s Notification S.R.O. No. 968(I)/82, dated 21-09-1982. 
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Annexure-IV   

GOVERNMENT OF PAKISTAN, CABINET SECRETARIAT 
(ESTABLISHMENT BRANCH) O.M. NO. 11/18/49-SE II,  

 DATED THE 17th JANUARY, 1951 

SUBJECT:—   Procedure regarding recruitment from abroad in civil posts 

under Federal Government.   

The question of the procedure which should be adopted when it 
becomes necessary to resort to recruitment from abroad to civil posts 
under the Federal Government has been engaging the attention of the 

Cabinet Secretariat for some time. It may be mentioned that the 
procedure followed before Partition in connection with such recruitment 
was that, after the Federal Public Service Commission had agreed, under 
Regulation 4(a) of the Federal Public Service Commission (Consultation 
by the Governor-General) Regulations, to a particular post being filled 
by recruitment from abroad, the Department concerned took steps to 

recruit from abroad after obtaining the agreement of the Home 
Department of the undivided Government of India to such recruitment. 
This procedure has, however, not been followed in Pakistan after 
partition. In some cases, the Pakistan Public Service Commission have 
taken the necessary steps to recruit from abroad, while in a few others, 
Ministries themselves have advertised abroad. With the object of 

establishing a uniform procedure, it has now been decided by the 
Government of Pakistan that recruitment from abroad should be made in 
the manner indicated in the following paragraphs.  

 2. If a Ministry considers that it is necessary to make 

recruitment to civil posts from abroad, it should make a reference to the 

Federal Public Service Commission, asking them to agree to such 

recruitment and if they agree, to proceed without delay to take all the 

steps necessary to make such recruitment. The Pakistan Public Service 

Commission will themselves advertise the post or posts abroad and make 

the necessary arrangements for the candidates to be interviewed by 

Special Selection Committee. Thereafter, the Pakistan Public Service 

Commission will make recommendations for filling of the post or posts 

in question.  In no case should the Ministry itself take steps to advertise 

the posts. 

 3. There may, however, be exceptional cases in which the 

Ministries concerned are of the view that recruitment from abroad 

through the Pakistan Public Service Commission will prove infructuous, 
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e.g., in the case of appointments to highly technical posts or other posts 

of considerable importance in connection with which persons of high 

standing abroad are not likely to respond to advertisements and appear 

for interviews. In such cases, which should be very rare, the prior 

approval of the Prime Minister will be necessary for recruitment to be 

made by the Ministry concerned without the assistance of the Pakistan 

Public Service Commission.  The procedure to be adopted in such cases 

will be that the matter should be referred to the Establishment Division 

so that the orders of the Prime Minister can be obtained. Such reference 

to the Establishment Division should be made only after the Pakistan 

Public Service Commission have first agreed to recruitment to the post in 

question being made from abroad, and it should be accompanied by a 

Summary for the Prime Minister, explaining why it is necessary for 

recruitment to be made otherwise than through the Pakistan Public 

Service Commission and showing what steps the Ministry have in mind 

for filling the post or posts in question. 
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Annexure-V  

No. 3/359-EVII 

GOVERNMENT OF PAKISTAN 

PRESIDENT'S SECRETARIAT 

(Establishment Division) 

Karachi, the 4th June, 1960 

OFFICE MEMORANDUM 

SUBJECT:—  Acceptance of the advice of the Federal Public Service 
Commission.   

In supersession of the Cabinet Secretariat (Establishment 
Branch) Office Memorandum No. 10/3/50-SEII, dated the 13th June, 
1950, on the subject of the Convention regarding acceptance of the 
advice of the Federal Public Service Commission, the undersigned is 
directed to say that the Government have been pleased to decide that the 
advice of the Federal Public Service Commission in a case referred to it 
shall be accepted by the Ministry/Division/Department concerned subject 
to the provisions of para 2 below.   

2. Where a referring Ministry, Division or Department 
disagrees with the advice given, it shall communicate the reasons for 
disagreement to the Commission, and after the Commission has 
expressed its further views in the matter, the case will be submitted for 
decision to the President through the Establishment Division.   

 

J.D. HARDY,  
Establishment Secretary.   

All Ministries/Divisions. 

 Copy forwarded to:— 

1.  F.P.S.C., Karachi  

2.  Provincial Governments.  

J. ALI,  
Section Officer  
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APPENDIX ‘C’ 

(See Instruction 54) 

PRESCRIBED CHANNEL OF CORRESPONDENCE WITH THE 
GOVERNMENT OF A FOREIGN COUNTRY, A PAKISTAN 
DIPLOMATIC MISSION ABROAD OR A FOREIGN MISSION IN 
PAKISTAN.  

Channel of Communication between the Governments  

 of Pakistan and Foreign Governments 

In accordance with established diplomatic norms and practice 
worldwide, all correspondence between the Government of Pakistan and 
Foreign Governments and their Diplomatic Missions based in Pakistan 

shall be conducted through the Ministry of Foreign Affairs. If there is no 
Pakistan Diplomatic Mission in a particular country, the correspondence 
shall be conducted through the Pakistan Diplomatic Mission it is 
accredited to. If no diplomatic Missions have been exchanged at all, the 
correspondence may be either routed through a Pakistan Diplomatic 
Mission at a station where the country concerned also has a Mission or 

addressed directly by the Ministry of Foreign Affairs to the Foreign 
Ministry of the country concerned.  

  2. In matters of purely routine or technical nature the following 
exceptions to the above channel of communication are permissible:— 

  (a) In respect of the United Kingdom:  

  (i)  The [Ministry of Overseas Pakistanis [and Human Resource 
Development] may correspond directly with the Ministry of 
Pensions, London, and vice versa in connection with the 

grant of awards to dependents of deceased seamen of ex- 
British registered ships killed by enemy action during the 
last war. 

  (ii) Naval Headquarters may correspond direct with Common-
wealth Relations Office of Her Majesty's Government and 
vice versa, on routine matters concerning pay, accounts, etc. 
of officers and rating of Pakistan Navy serving in the United 
Kingdom.  

(b) In respect of India:  

(i)  Direct correspondence may be conducted between the 
Services Headquarters, the Military Accounts Offices and 

                                                           
 Subs. vide S.R.O No.622(1)/2013 (F.No.4.8/2013-Min-I), dated 28-06-2013. 
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the Regimental Centres on purely routine matters relating to 
records, accounts etc.  

(ii) Direct correspondence may be conducted between the 
Ministries and subordinate organisations concerned of the 
two Governments on all such matters as may be agreed    

upon by the two Governments. Copies of important 
communications thus exchanged shall be sent to the High 
Commissioner for Pakistan in India.  

(iii)  All correspondence between the Provincial Governments in 
India and Pakistan may be routed through respected Camp 
Offices, on matters specially agreed to by the two Central 
Governments. Copies of important communications thus 
exchanged shall be sent to the High Commissioner for 
Pakistan in India.  

(c) In respect of all countries:  

(i)  Heads of scientific and technical departments of Federal or 
Provincial Governments in Pakistan may correspond directly 

with their counterparts under other Government and vice 
versa, on purely technical matters which do not involve or 
are unlikely eventually to involve any question of policy.  

(ii)  In order to make bilateral engagements more productive and 
meaningful, Pakistan Diplomatic Missions in foreign 
countries shall be kept fully informed of all matters which 
the officials of Pakistan Government wish to transact with 
officials of foreign Governments. Copies of all 

communications, shall be endorsed to the Pakistan Diplom-
atic Mission, accredited to the country concerned. All the 
Ministries/Provincial Governments shall invariably consult 
the Ministry of Foreign Affairs on a question of policy with 
any political repercussions.  

Channel of Communication between the Government   

of Pakistan and International Organisations 

3. In accordance with established diplomatic norms and practice 

worldwide, direct correspondence may be conducted between the 

International/Regional Organisations/as well as UN entities and the 

Ministry concerned, provided that in matters of policy the Ministry of 

Foreign Affairs shall invariably be consulted and its concurrence 

obtained. All correspondence regarding admission to or withdrawal from 

the membership of an international organization shall, be conducted 

through the Ministry of Foreign Affairs. On Policy issues especially 
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those with bearing on Pakistan’s Foreign Policy and national priorities, 

international/regional organizations and UN entities shall consult and 

regularly brief the Ministry of Foreign Affairs on, including but not 

limited to, development assistance framework, modes of assistance, and 

their compatibility with national priorities.  

Channel of Communication between the Government of Pakistan 

 and Pakistan Diplomatic Missions abroad 

4.  In accordance with established diplomatic norms and practice 
worldwide, all correspondence shall normally be conducted between the 
Ministry of Foreign Affairs and the Heads of the Missions but the 
following exceptions are permissible:—   

(i)  Ministries/Provincial Governments may correspond with the 
Missions directly in matters pertaining to them provided that 
no question of policy, particularly with regard to Pakistan’s 
Foreign Policy is involved. Apart from matters involving 
questions of policy, copies of correspondence need not be 

endorsed to the Ministry of Foreign Affairs as a matter of 
course. Pakistan Diplomatic Missions may correspond with 
Ministries/Provincial Governments directly on matters that 
do not involve questions of policy. Copies of all such 
correspondence will be endorsed to the Ministry of Foreign 
Affairs.  

(ii)  The Auditor General of Pakistan and his Sub-ordinate 
Offices may correspond directly with the Pakistan Missions 
abroad on matters relating to audit, accounts and payments 
etc. Copies of such correspondence shall be endorsed to the 

Ministry of Foreign Affairs.  

(iii)  All Officers posted in  Pakistan Diplomatic Missions 
including Educational Attaches, Community Welfare 
Attaches, Consular Attaches, Press Attaches, Commercial 

Attaches, Military, Naval and Air Force Attaches and 
Advisers, may correspond directly with their parent 
Ministries on all matters provided that:— 

(a)  the Head of the Mission shall have the right to see all such 

correspondence, or depute one of the diplomatic officers on 
his staff to see it; and  

(b)  all correspondence involving important questions of policy 
or likely to have political repercussions shall pass through: 
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 i. the Heads of the Missions and the Ministry of Foreign 
Affairs if emanating from abroad. 

ii. the Ministry of Foreign Affairs and the Head of the 
Mission if emanating from any other Ministry of the 
Government of Pakistan. Copies of the correspondence 
may simultaneously be sent to the Ministry concerned.  

Channel of Communication between the Government of Pakistan  

and Foreign Diplomatic Missions in Pakistan 

  5. (1) In accordance with established diplomatic norms and practice 

worldwide, all correspondence with foreign diplomatic missions in 
Pakistan shall ordinarily be conducted through the Ministry of Foreign 
Affairs. However, the Ministries/Divisions listed below may contact the 
Diplomatic Missions in Pakistan, after prior consultations with and 
advice of the Ministry of Foreign Affairs, in relation to matters indicated 
against each. Copies of all Communications pertaining to Policy aspects 

including foreign technical and financial assistance, whether bilateral or 
multilateral, (in and outward) shall be sent by Ministries/Divisions to the 
Ministry of Foreign Affairs Islamabad:—  

I. Aviation Division: 

 (a) Pakistan International Airlines Corporation. 

 (b) Air Service agreements with other countries; liaison with 

International Civil Aviation Organization and other international 
agencies concerned with aviation.  

 (c) Federal Meteorological Organizations and Meteorological 
observations; World Meteorological Organizations.  

II.  Cabinet Division: 

(a) Repatriation of civilians and civil internees from India, 

Bangladesh and those stranded in Nepal and other foreign 
countries, and all other concerned matters. 

(b)  Resettlement and rehabilitation of civilians and civil 
Government servants uprooted from East Pakistan including 

policy for grant of relief and compensation for losses suffered by 
them.  

(c) All matters arising out of options exercised by and expatriation 
of Bengalis from Pakistan. 
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(d) Grant of subsistence allowance to Government servants under 
the rule making control of the Government of East Pakistan and 
its corporations, and their families stranded in West Pakistan.  

(e) Management of movable and immovable properties left by the 
Bengalis in Pakistan.  

III.  Climate Change Division: 

 Coordination, monitoring and implementation of environmental 
 agreements with other countries, international agencies and 
 forums.    

IV.  Commerce Division:  

   Imports and export across custom frontiers including:—  

(a)  treaties, agreements, protocols and conventions with other 
countries and international agencies baring on trade and 
commerce;  

(b) promotion of foreign trade including trade offices abroad, trade  

delegations to and from abroad, overseas trade exhibitions and 
conferences and committees connected with foreign trade;  

(c) Liaison, dialogues, negotiations, except trade negotiations, and 
cooperation with international donor agencies and multilateral 
regulatory and development organizations with regard to textile 
sector. 

 (d) Textile related statistics, surveys, commercial intelligence, 

   analysis and dissemination of information and reports on 

   international demand patterns, market access etc. 

V.  Defence Division:  

(a)  Defence matters pertaining to treaties and agreements with other 
Governments except those relating to purchase of stores; and  

(b) Matters regarding military assistance to foreign countries.  

(c) International Red Cross and Geneva Conventions in so far as 
they effect belligerents.  

                                                           
The task of coordination, monitoring and implementation of environmental agreements is to be 
carried out by Ministry of Climate Change at the national level. As for contact with foreign 
governments, international organizations and forums, the Ministry of Climate Change shall consult 
and seek advice from the Ministry of Foreign affairs on all policy issues including diplomatic 
positions, financial and technical assistance, candidatures and implementation of international 
obligations arising from treaties to which Pakistan is a party.   
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(d) International aspects: 

 (i) Matters arising out of the implementation of law of the Sea 
 pertaining to Maritime Affairs.  

 (ii) International negotiations, agreements and treaties 
 (excluding those handled by other Divisions).  

 (iii) Liaison with International Sea Bed Authorities and other 
 International Agencies in the Maritime field.  

VI. Defence Production Division:   

(a) Negotiations of agreements or MOUs for foreign assistance or 
collaboration and loans for purchase of military stores and 
technical knowhow or transfer of technology.  

(b) Export of defence products.  

(c) Marketing and promotion of activities relating to export of 
defence products.  

VII.  [Economic Affairs Division:  

(a) Assessment of requirements, programming and negotiations for 
external economic assistance from foreign governments and 
organisations.  

(b)  Matters relating to IBRD, IDA, IFC, ADB and IFAD.  

(c) Economic matters pertaining to the Economic and Social 
Council of United Nations, Governing Council of UNDP, 
ESCAP (Economic and Social Commission for Asia and 
Pacific), Colombo Plan and OECD.  

(d) Negotiations and coordination activities etc. pertaining to 
economic cooperation with other countries (excluding RCD and 
IPECC).  

(e) Assessment of requirements, programming and negotiation for 
securing technical assistance of Pakistan from foreign 
governments and organizations including nominations for EDI 
Courses.  

(f)  External debt management, including authorization of remittance 
for all external debt service, compilation and accounting and 
analysis of economic assistance from all foreign governments 
and organizations. 

(g) Review and appraisal of international and regional economic 
trends and their impact on the national economy. Proposal 
pertaining changes in International Economic Order.  

                                                           
 Amended vide Economic Affairs Division’s letter No. 16(49)/EA/SOA.I/2002, dated 30-10-2002.  
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(h) Matter relating to transfer of technology under UNDP assistance.  

(i)  Matters relating to International Islamic Development Bank.]   

 VIII. Establishment Division:   

 Matters relating to Special Selection Board, except the Special 

 Selection Boards constituted in the Divisions relating to selection 

 of officers for posting in Pakistan Mission Abroad.   

IX. Federal Education and Professional Training Division: 

(a) Pakistan Chairs Abroad. 

(b) Selection of scholars against Pakistan Chairs Abroad by the 

 Special Selection Board 

(c) International exchange of students and teachers, foreign studies 

 and training and international assistance in the field of education. 

(d) Relationship with UNESCO and participation in its 

 activities, liaison with other international agencies and 

 organizations in educational programmes. 

X.  Finance Division:  

(a) Currency, Coinage and legal tender, Pakistan Security Printing 

Corporation and Pakistan Mint.    

(b) Financial settlement between Pakistan and India and division of 

assets and liabilities of the pre-independence Government of 

India.  

(c) International Monetary Fund.  

(d) Negotiations with International Organizations and other 

countries and implementation of agreements thereof.  

XI. Human Rights Division: 

 (a) Initiatives for harmonization and legislation, regulations and 

   practices with international human rights covenants and 

   agreements to which Pakistan is a party and monitoring their 

  implementation.  

 (b) Pursuing or defending issues, complaints representations and 

matters for and against Pakistan relating to human rights before 

any official or non-official Government Organizations, body or 

forum in Pakistan, in consultation with Foreign Affairs Division 

before any international organization and foreign Government or 

non-Government Organization.   
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 (c) Representation of Pakistan in international bodies, organizations 

and conferences relating to human rights in consultation and 

conjunction with Foreign Affairs Division.  

 (d) Provision of facilities for professional and technical training at 

national and international level relating to human rights issues.  

 (e) Representing Pakistan at international and bilateral level, 

involving all gender related matters.  

(f) Dealings and agreements, with other countries and international 

organizations in the fields of social welfare.  

XII. Industries and Production Division: 

(a) Import and distribution of white oil. 

(b) Employment of foreign personnel in commercial and industrial 

enterprises. 

XIII. Information and Broadcasting Division: 

(a) External Publicity. 

(b) Special Selection Board for selection of Press Officers for 

posting in Pakistan Missions abroad.  

(c) Establishment of tourists centers abroad.  

XIV. Information Technology and Telecommunication Division: 

 Co-ordination with the Provincial Governments, autonomous 

 bodies, private sector, international organizations and foreign 

 countries in respect of information technology and 

 telecommunications.   

XV. Interior Division: 

(a) Internal security; matters relating to public security arising out of 

dealings and agreements with other countries and international 

organizations. 

(b) Preventive detention for reasons of State connected with 

defence, external affairs or the security of Pakistan or any part 

thereof; and for reasons, connected with the maintenance of 

public order or the maintenance of supplies and services 

essential to the community; persons subjected to such detention. 

(c) Admission of persons into, and expulsion of persons from 

Pakistan, including:— 

(i) policy regarding entry, exit and sojourn of foreigners and 

 aliens; and  
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(ii) Regulation of movement in Pakistan of persons and 

domiciled in Pakistan. 

(d) Admission of persons into, and departure of persons from 

Pakistan, including:— 

(i) policy regarding immigration;  

(ii) passports, visas, permits for entries and exits and other such 

certificates; and 

(iii) extradition and expulsions from Pakistan. 

(e) Surrender of criminals and accused persons to Government 

outside Pakistan. 

(f) Special studies of penal reforms in the context of national mores 

and requirements; coordination of reforms by the Provinces and 

provisions facilities for professional and technical training of jail 

staff, at home and abroad; and dealing with such items pertaining 

to prisons, etc., as are embodies in the Federal and [Provincial 

Subjects.]  

(g) Protection and maintenance of non-Muslim shrines in Pakistan 

and pilgrimages from India.  

(h) To act as National Central Bureau to keep liaison with the 

INTERPOL.  

XVI. Inter-Provincial Coordination Division: 

(a) Medical, nursing, dental, pharmaceutical, para-medical and 

allied subjects;— 

(i) education abroad; and  

(ii) educational facilities for backward areas and for foreign 

nationals, except the nomination of candidates from 

Federally Administered Tribal Areas for admission to 

Medical College.  

(b) Dealing and agreements with other countries and international 

organizations in matters relating to Youth Exchange 

Programmes (External). 

(c) International Organizations and agreements relating to tourism. 

XVII. Kashmir Affairs and Gilgit-Baltistan Division: 

 Matters relating to the Settlement of Kashmir dispute, other than 

 those falling within the purview of the Foreign Affairs Division.   
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XVIII. Law and Justice Division: 

(a) Dealings and agreements with other countries and International 

organization in judicial and legal matters.  

(b) Arbitration in respect of Federal areas and International 

arbitration.  

XIX. Maritime Affairs Division: 

(a) National Planning, research and international aspects of — 

(i) Inland water transport; and 

(ii) Coastal shipping within the same Province. 

(b) Mercantile marine; planning for development and rehabilitation 

of Pakistan merchant navy; international shipping and maritime 

conferences and ratification of their conventions; training of 

seamen; pool for national shipping. 

XX. Narcotics Control Division: 

(a) Policy on all aspects of narcotics and dangerous drugs, such as 

productions, processing, marketing, import, export and 

transshipment, trafficking etc., in conformity with national 

objectives, laws and international conventions and agreements.  

(b) Bilateral and multilateral cooperation with foreign countries 

against narcotics trafficking and all other international aspects of 

narcotics including negotiations for bilateral and multilateral 

agreements for mutual assistance and cooperation in the field of 

enforcement of narcotics laws.  

(c) Coordination of aid/assistance from foreign countries and of 

narcotics control interdiction for poppy crop substitution.  

(d) Regulation of administrative, budgetary and other matters of 

Pakistan Narcotics Control Board.  

XXI. National Food Security and Research Division: 

(a) Imports and exports control on food grains and foodstuffs, 

inspection, grading analysis of foods grains and foodstuffs, 

maintenance of standards of quality for import and export and 

inspection, handling, storage and shipment of rice exports.  
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(b) Collection of statistics regarding production, consumption, 

prices, imports and exports of food grains.  

(c) Food and Agriculture Organization (FAO) of United Nations in 
respect of food.  

(d) Procurement of food grains, including sugar— 

(i) from abroad; 

(ii) for Federal requirement; 

(iii) for inter-Provincial supplies; and  

(iv) for export and storage at ports. 

(e) Grading of agricultural commodities, other than food grains, for 
exports. 

(f) Veterinary drugs, vaccines and animal feed additives’— 

(i) import and export; and 

(ii) procurement from abroad for Federal requirements and for 
inter-provincial supplies.  

(g) International cooperation matters relating to agriculture and 
livestock. 

(h) Administrative control of the Agricultural Counselor’s Office at 
Rome, Italy.  

XXII. National Health Services, Regulations and Coordination 
Division: 

(a) International aspects of medical facilities and public health, 
International Health Regulations, health and medical facilities 
abroad. 

(b) Dealing and agreements with other countries and international 
organizations in matters relating to Population Planning 
Programmes.  

(c) Dealings and agreements with other countries and international 
organizations in the fields of health, drugs and medical facilities 
abroad. 

(d) Scholarships/fellowships, training courses in health from 
International Agencies such as W.H.O and UNICEP. 
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XXIII. National Heritage and Culture Division: 

(a) International agreements and assistance in the field of 
archaeology, national museums and historical monuments 
declared to be of national importance.  

(b) Cultural pacts and protocols with other countries. 

XXIV. National Security Division: 

(a) Formulate strategies and implement them in collaboration with 
Ministry of Information, Broadcasting and National Heritage to 
counter negative propaganda against Pakistan and its institutions 
through its internal and external publicity Wings, under the 
guidance of NSC. 

(b) Seek, analyze and utilize policy inputs from the Planning 
Committee on National Security, public and private sector think 
tanks and other experts in the fields of internal and external 
security, foreign affairs, defense and economy.  

(c) Conduct national security dialogue with other countries in 
consultation with the Ministry of Foreign Affairs.  

(d) Interact with counterpart National Security Councils of other 
countries.  

XXV. Overseas Pakistanis [and Human Resource Development] 

 Division: 

(a) National policy, planning and coordination regarding manpower 

development and employment promotion for intending overseas 

workers. 

(b) Preparation of short and long-term programmes for manpower 

development and employment promotion abroad. 

(c) Research into problems of overseas Pakistanis; promotion and 

coordination of measures and motivating Pakistani citizens 

abroad to strengthen their links with the mother country. 

(d) Policy for linkages between the training of workers / labour force 

with the latest requirements abroad. 

(e) Linkage of training imparted at training institutes like National 

Training Bureau, Pakistan Manpower Institute etc. with the 

efforts for increase in manpower export through Overseas 

Employment Corporation and Bureau of Emigration and 

                                                           
 subs. vide S.R.O 622 (1)/2013 (F.No. 4-8/2013-Min-I), dated 28-06-2013. 
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Overseas Employment. This would also include close 

coordination and linkage with the Community Welfare Attaches 

abroad.  

(f) Welfare of Pakistani emigrants abroad and their dependents in 

Pakistan. 

(g) Periodic assessment, review and analysis of manpower resources 

and employment requirements overseas. 

(h) Special Selection Board for selection of Community Welfare 

Attaches for posting in Pakistan Missions Abroad. 

(i) Administration of— 

(i) the Emigration Ordinance, 1979, (XVIII of 1979) and; 

(ii) the Control of Employment Ordinance, 1965 (XXXII of 

1965); 

(iii) the Workers Welfare Fund Ordinance,1971(XXXVI of 

1971); 

(iv) the Companies Profits (Workers Participation) Act, 1968 

(XII of 1968); and 

(v) the Employees’ Old Age Benefits Act, 1976 (XIV of 1976) 

including supervision and control of the employees’ old 

age benefits institutions. 

(j) Administrative control of:— 

(a) Overseas Employment Corporation; and 

(b) Bureau of Emigration and Overseas Employment. 

(k) Foreign Employment and Emigration. 

(l) Dealings and agreements with international organizations in the 

fields of labour and social security.  

(m) Administration of the Industrial Relations Act, 2012 (X of 2012), 

keeping a watch on labour legislation from international 

perspective, coordination of labour legislation in Pakistan and 

the Industrial Relations Commission. 

XXVI. Petroleum Division: 

 (i) Petroleum concessions agreements for land, off-shore and deep 

seas areas; 

(ii) Import of machinery, equipment, etc., for exploration and 

development of oil and natural gas. 
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XXVII. Planning, Development and Special Initiatives Division: 

(a) Association with the Economic Affairs Division in matters 

pertaining to external assistance in individual projects, form the 

stage prior to preliminary discussion up to the stage of final 

signing of documents with aid-giving agencies. 

(b) Coordination with the Provincial and Federal Governments, 

Semi-autonomous bodies and international organizations on 

statistical matters bearing directly or indirectly on such subjects 

as trade, industry, prices, expenditure, input-output accounts, 

flow of funds, balance of payments, etc. 

(c) Preparation and implementation of in-service and foreign 

training programmes in the fields of statistics. 

(d) Compilation of labour, manpower and employment statistics for 

national and international consumption. 

XXVIII. Poverty Alleviation and Social Safety Division: 

 Trust of Voluntary Organizations.    

XXIX. Power Division: 

Liaison with international engineering organizations in power 

sector.  

XXX. Privatization Division: 

 Negotiation with International organizations relating to the 

 functions of Privatization in consultation with the Economic 

 Affairs Division. 

XXXI. Railway Division: 

 Negotiations with international organizations and other countries 

 and implementation of agreements, with them. 

XXXII. Religious Affairs [and Inter faith Harmony] Division: 

(a) Pilgrimage beyond Pakistan; Muslim pilgrims visits to India. 

(b) Ziarat and Umra. 

                                                           
 Inserted vide S.R.O 622(1)/2013 (F. No. 4-8/2013-Min-I) dated 28-06-2013. 
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(c) Welfare and safety of pilgrims and Zairian. 

(d) Administrative control of the Haj Directorate at Jeddah and 

dispensaries in Makkah and Medina. 

(e) Exchange of visits of scholars of Islamic learning and Education, 

international conferences/seminars on Islamic subject and liaison 

with foreign and international bodies and institutions. 

(f) Donations for religious purposes and propagation of Islamic 

Ideology abroad. 

(g) International agreements and commitments in respect of all 

religious communities and implementation thereof. 

(h) Representation of Pakistan at UN Sub-Commission on 

Prevention of Discrimination to Minorities. 

XXXIII. Science and Technology Division: 

(a) Promotion of applied research and utilization of results of 

research in the scientific and technological fields carried out at 

home and abroad. 

(b) Promotion of scientific and technological contacts and liaison 

nationally and internationally, including dealings and agreements 

with other countries and international organizations. 
 

XXXIV. States and Frontier Regions Division: 

 [(a) Tribal Areas - 

(i) matters relating to the Durand Line; 

(ii) visits of foreigners to Tribal Areas;] 

(b) Afghan refugees. 

(c) Coordinating medical arrangements and health delivery systems 

for the Afghan refugees. 

XXXV. Water Resources Division: 

(a) Indus Waters Treaty, 1960, and Indus Basin Works. 

(b) Liaison with international engineering organizations in water and 

power sectors, such as International Commission on Large 

                                                           
 Note:— 

In pursuance of the 25th Constitutional Amendment and consequent merger of the erstwhile 
FATA Secretariat and its directorates in the concerned line departments of the Government of 
Khyber Pakhtunkhwa vide Notification No. SO(E-I)/E & AD/9-126/2019 dated 16th January,2019, 
whereby, the functions performed by Secretary, Law & Order Department, erstwhile FATA 
Secretariat (Merged Area Secretariat) stand transferred to the Secretary to the Government of 
Khyber Pakhtunkhwa, Home & Tribal Affairs Department.  
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Dams, International Commission on Irrigation and Drainage and 

International Commission on Large Power Systems (Cigre). 

 5. (2) Diplomatic Missions at Islamabad may contact the Provincial 

Governments only through the Ministry of Foreign Affairs.  

  The Consular and Trade Offices of Diplomatic Missions may 

establish direct contact for the conduct of Consular/Commercial work 

with Provincial Governments within whose jurisdiction their 

consular/trade Districts lie. Contacts with other Provincial Governments 

by such offices should be through the Ministry of Foreign Affairs.  

5. (3) Services Attaches may contact the Ministry of Defence Inter- 

Services Intelligence Directorate directly. Similarly, Press Attaches and 

foreign journalists may contact the Ministry of Information and 

Broadcasting directly.  

5. (4) Offers of scholarships, training facilities, donations and 

invitations for visits abroad etc. from Diplomatic Missions excepting 

those relating to technical assistance to Pakistan from foreign 

Governments Organisations and vice versa and covered under item 3 of 

sub-para 5(1), should however, be addressed to the Ministry of Foreign 

Affairs and not directly, whether to individuals or to Provincial 

Governments or to other Ministries of the Federal Government.  

MODE OF CORRESPONDENCE 

5. (5) The communication intended to be addressed to the Foreign 

Missions direct by the Ministries/Divisions etc. should be in the form of 

letter beginning with the words 'Dear Sir' and ending with 'Yours 

faithfully' irrespective of the form i.e. Note Verbale, Diplomatic Note or 

any other form used by the Missions concerned.  

Explanatory Note:  

 A broad description of the forms of communications used for diplomatic 

work by the Ministry of Foreign Affairs is as under:–  

(i) Diplomatic Note.– A Diplomatic Note is a mode of 

communication in third person form and is exchanged 

between the Ministry of Foreign Affairs and Foreign 

Diplomatic Mission and vice versa or between the Ministries 

                                                           
 Subs vide Establishment Division O.M. No. 1/5/75-Manuals, dated 24-5-1976.  
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of Foreign Affairs of any two countries, whenever necessary. 

The note is invariably stamped and initialled. Initials of the 

issuing officer should appear inside the stamp.   

(ii)  Note verbale.– This form of communication is also used 

between the Diplomatic Missions and the Ministry of 

Foreign Affairs. This is written in the third person and is 

neither addressed nor signed. It should, however, end with 

an expression of courtesy. It is often used for a record of 

conversation or in order to put a question.  

(iii)  Aide Memoire.–This is often a detailed statement of facts 

and of arguments based thereon, not differing essentially 

from a note, except that it does not begin and end with an 

expression of courtesy and need not be signed. It may be 

delivered by a short covering note or presented personally.   

Channel of Communication between the Government of Pakistan 

and private institutions or individuals in foreign countries 

6.  Such correspondence shall ordinarily be conducted by the 

Ministries/Provincial Governments through the Pakistan Diplomatic 

Mission in that country. In case the correspondence is conducted directly 

with an institution or individual, copies shall be endorsed to the Mission 

concerned.  
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APPENDIX ‘D’ 

(See Instruction 57) 

INSPECTION IN THE SECRETARIAT 

Desultory or casual inspection are of little value if they lack 
purpose or if the inspecting officer has not settled in his mind what he is 
going to look for. For inspection to be useful tool of supervision, it is 
necessary to lay down a list of specific points to which attention should 
be directed. A list of points which should be kept in view by an 
inspecting officer, while carrying out inspections in the Secretariat is 
given below:— 

I.  Performance  

(1)  Is the distribution of work equitable and according to 
ability and temperament? Does each functionary know the 
precise nature of his duties and responsibilities?  

(2)  Is the output of work of various categories of staff 
reasonably satisfactory? Does it conform to the accepted 
yard-sticks?  

While evaluating the rate of disposal of work a random 
check of cases disposed of should be made to see the 
contributions made at different levels before the 
submission of the cases to the competent authority for 
decision.  

(3) Is the rate of disposal of work satisfactory? Do actual 
pending papers or cases tally with arrears or suspense 
statements?  

 Arrears statements should be very carefully scrutinized at 
the time of inspection to make sure that the figures of 
'disposals' indeed represent substantive action and not 
merely movement of files within the Ministry or the issue 
of reminders and similar routine action.  

(4)  Is there any indication of unnecessary accumulation of 
files at any point?  

 Delays.–  Procedural as well as those occurring due to 
sheer lethargy and indifference. Sometimes these may also 
be unhealthily motivated.  

(5)  Are actionable files being kept in suspense unnecessarily?  

(6)  Is there any evidence of files being passed unnecessarily 
from one section to another in an attempt to shift 
responsibility?  
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(7)  Are standing orders regarding the delegation of powers to 

officers observed in practice?  

(8)  Is there any indication that the Rules of Business or the 

Secretariat Instructions are not being properly complied 

with?  

(9)  Is the register of important decisions maintained properly 

and kept upto date?  

(10)  Are "please speak" cases attended to promptly? Is the 

number of such cases excessive?  

(11) Is the procedure for categorisation, recording and indexing 

properly and intelligently observed? What is the 

proportion of un-categorised files? Is weeding and 

destruction of unnecessary files and papers carried out 

regularly?  

(12)  Is the procedure for issuing reminders effective? Is it 

followed regularly?  

(13)  Are periodical reports and returns sent out to the 

authorities concerned regularly? Is a list of such reports 

and returns maintained? (For this purpose, all items of 

work that could easily be quantified, should be taken into 

account).  

II. Use of Government Property.  

(14) Is there any indication of wastage or misuse of stationery, 

electricity, telephones, furniture equipment, vehicles, etc.?  

(15)  Is the procedure for the receipt, custody and issue of 

stationery efficient? (A check of the actual stock of some 

of the items with the quantity shown in the stationery 

register will give a good indication).  

(16)  Are stock registers for furniture and office equipment 

maintained properly?  

(17)  Are the furniture and equipment kept in good repair? Are 

unserviceable items stocked unnecessarily?  

 (18)  Are the log books of staff cars, and other vehicles 

complete and up-to-date? Are cars and vehicles maintained 

in good condition?  

III. Working Conditions:  

(19)  Are the working conditions satisfactory?  

(20)  Is the office lay-out convenient? Are tables, chairs and 

other equipment properly arranged?  
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(21)  Are the office premises kept clean and tidy?  

(22)  Are the necessary reference books, codes, manuals, 

prescribed forms of reports and returns (Required in 

connection with the work of the office) readily available?  

(23)  Do the staff have the necessary office equipment, material 

aids, furniture, stationery, etc.  

(24)  Do the staff have necessary amenities (Transport facilities, 

canteens, fans, drinking water, etc.)?  

(25)  Are personal claims or grievances of staff regarding 

increments, pay, allowances and advances, etc., attended to 

promptly?  

(26) Are the service records, leave account, seniority lists, etc., 

properly maintained?  

IV. Security and Discipline:  

(27) Are security arrangements satisfactory and in accordance 

with the prescribed instructions?  

(28)  Have the character and antecedents of each functionary 

been verified?  

(29) Is the staff sufficiently security-minded? Are Instructions 

regarding security classification followed properly?  

(30)  Are there any unauthorised visits of outsiders or by staff?  

 (31)  What is the degree of punctuality of staff? Is there any 

indication of habitual late attendance?  

(32)  Does the staff pay undivided attention to work during 
office hours?  

V. Cash and Accounts:  

(33)  Are the arrangements for the custody and handling of cash 
satisfactory?  

(34)  Are the cash books, contingent register, bills and cheques 
register neatly and properly written up-to-date? Does the 
cash in hand tally with the balance in the cash book?  
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(35) Is the accounting of receipts and expenditure up-to-date? 
Are accounts reconciled with the accounts of the 
Accountant General in time?  

(36)  Are the voucher relating to contingent expenditure and 
acquittance rolls kept safely?  

(36A) Have the audit objections pertaining to the Ministry, 
Attached Departments and subordinate offices during the 
inspection year been attended to and disposed of 
promptly?  

VI. Receipt and Despatch:  

(37)  Is the procedure for the receipt and distribution of papers 
efficient? Is there any avoidable delay between the receipt 
of dak in the R&I Section and its delivery to the officer 
concerned?  

(38) Has the R & I Section a comprehensive and up-to-date list 
of subject dealt with by the respective Sections and 
officers?  

(39)  Are diary registers and movement registers kept according 
to the prescribed procedure? Purely routine papers should 
not be diarized to inflate the number of receipts?  

(40)  Are the arrangements for the despatch or distribution of 
mail satisfactory? Are dak books duly initialled by 
recipient of papers?  

 (41)  Is the register of postage stamps maintained properly?  

2.  This list is by no means exhaustive and it should not 
therefore prevent an inspecting officer from looking into other aspects 
which in his opinion, need attention for improving the efficiency of the 
organization. For example, lowering standards of discipline amongst 
public servants may rightly be considered as the major factor in today's 
deteriorating standards of efficiency in Government offices, causing 
serious inconvenience to public. At the same time it is not necessary for 
the inspecting officer to examine in detail all the points given in this list 
during a single inspection. He should, however, cover as far as possible 
the entire field so that he is in a position to judge whether his 
Organization is functioning efficiently. Inspections as a rule have 
generally a salutary effect, but useful results can only be achieved if the 
inspecting officer is thorough and searching in his observation and gives 
constructive and helpful advice to his subordinates for rectifying obvious 
shortcomings and defects.  
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3.  To ensure that the system of inspection yields the desired 

result and does not deteriorate into a routine formality the inspecting 

officer should submit proper inspection report to the next higher officer. 

Inspection reports by a Deputy Secretary should be submitted to the Joint 

Secretary concerned and by the Joint Secretary to the Head of the 

Ministry or Division.  

In the case of annual inspections, the report must be submitted to 

the Secretary or the Additional Secretary Incharge, as the case may be. 

The Heads of Attached Departments should also be directed to draw up 

annual inspection reports on the lines provided for inspection in the 

Federal Secretariat with suitable modification. Attention is also invited to 

the Government instructions reproduced at Annexures-I & II.  

4.  The inspection reports should be brief, precise and to the 

point, and should give a clear picture of the working of the particular 

sector of the organisation on which the report is submitted. It should 

simply enumerate the defects noticed and give constructive suggestions 

for improvement. The report should particularly highlight such aspects 

which have an important bearing on efficiency and need special attention 

of senior officers.  

5.  After the inspection report has been seen and returned by 

the officer concerned, it should be the duty of the inspecting officer to 

ensure that all corrective action is taken. This process should not involve 

unnecessary noting. As far as possible, problems arising from inspections 

should be settled and resolved by discussion. It will be desirable to file 

the inspection reports in a chronological order to facilitate the 

progressive evaluation of the results of inspection.  

6.  During inspections the inspecting officers may often 

discover procedural defects or other problems which cannot be solved 

readily without a detailed investigation. Such problems should be 

referred to the Management Services Wing, Establishment Division for 

advice.     
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Annexure - I  

(See Appendix D - Para 3) 

GOVERNMENT OF PAKISTAN 

CABINET SECRETARIAT 

(O & M Division) 

PUBLIC ADMINISTRATION RESEARCH CENTRE 

No. 11/2/81-Manuals.                      Islamabad, the 15th August, 1981.   

OFFICE MEMORANDUM 

SUBJECT:–  Institutional arrangements for more effective Inspection 

and supervision of the Working of Secretariat and 

Attached Departments/Subordinate offices.   

The undersigned is directed to enclose an extract (Annexure) 

from the recommendations made by the Secretaries Sub-Committee on 

Simplification of Forms and Procedure and to state that the Cabinet has 

taken the following decisions:–  

"44.  All Secretaries incharge of Ministries/Divisions should be 

required to ensure strict observance of instructions about 

inspection as embodied in the Secretariat Instructions. Joint 

Secretary (Admn.) in each Ministry/Division should be made 

responsible for this".  

"45.  The proformae for inspection should be simplified so as to 

include only selected items to be covered by each inspecting 

officer. The responsibility for inspection and supervision at 

different levels should be very clear and precise".  

 2.  The Ministries/Divisions are requested kindly to take 

necessary action to implement the above decisions of the Cabinet under 

intimation to this Division.  

3.  Regarding inspections in the Federal Secretariat as laid 

down in para 57 of the Secretariat Instructions, it is clarified that it is no 

longer necessary to send copies of inspection reports to the President's 
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Representative on Administrative Inspection as that organisation has 

since been abolished.   

Sd/-  

M.J.R. KHAN,  

Director General (PARC).   

All Ministries/Divisions,  

(Joint Secretaries In-charge of Admin.)  

Rawalpindi/Islamabad/Karachi.  

Copy to:–  

The Chief Secretary,  

Government of Punjab/Sindh/NWFP/Balochistan,  

Lahore, Karachi, Peshawar and Quetta for 

 information and necessary action.   

Sd/- 

M.J.R. KHAN,  

Director General (PARC).  

  

 

 

 

 

 

 

 

 

 

 

                                                           
 Now K.P.K. 
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Enclosure   

RECOMMENDATIONS MADE BY THE 

SUB-COMMITTEE 

Item No.  5.  

The Sub-Committee considered this issue and felt that detailed 
instructions for carrying out regular and systematic inspections by 
Deputy Secretary and Joint Secretary already existed in the Secretariat 
Instructions. Similar instructions to carry out inspections in Attached 
Departments were circulated by the Establishment Division to all 
Ministries/Divisions. It was, however, noted that in actual practice 
inspections were not carried out at regular intervals.  

2.  Views expressed by two Provincial Governments also 
confirmed that inspections were not being regularly carried out in various 
organizations in the Provinces. This was primarily due to the reason that 
most of the time of the officers responsible for carrying out inspections 
was being consumed daily in solving matters like enforcing the price 
level of essential commodities, protocol, checking of vehicles etc. In 
certain cases, the Senior Officers who did find time for inspection, 
deputed their subordinates to carry out inspection on their behalf. 
Moreover, the multiplicity of institutional arrangements to carry 
inspection e.g., Governor's Inspection Team, the Provincial Vigilance 
Commission, Divisional Vigilance Committees, and District Vigilance 
Committees etc., may create confusion with consequential blurring of the 
responsibility of each institution.  

3.  The Committee was also informed of the cumbersome 
procedures for inspection, which usually rendered inspections more 
difficult and time consuming.  

4.  After discussion the Sub-Committee decided to make the 
following recommendations:–   

(i)  All Secretaries incharge of the Ministries/Divisions should 
be requested to ensure that instructions about inspection, 
as embodied in the Secretariat Instructions were strictly 
followed. For this purpose the Joint Secretary (Admn.) in 
each Ministry/Division should be made responsible to 
ensure compliance of the provisions of the Secretariat 
Instructions.   
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(ii) The need to reduce the number of inspecting agencies to 

make the system more effective and economical may be 

considered.  

(iii)  The proformae for inspection should be simplified so as to 

include only selected items to be inspected by each 

inspecting officer.  

(iv)  The line and sphere of responsibility for inspection and 

supervision should be very clear and precise.            
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Annexure-II 

(See Appendix D - Para 3) 

GOVERNMENT OF PAKISTAN 
CABINET SECRETARIAT 

(Establishment Division) 

 

Mr. Maqbul Ahmed Sheikh,  
Joint Secretary  
Phone: 68270.   

 

D.O. No. 98/DS(C)/82,                                 November 4, 1982.  

SUBJECT:–   Inspections.  

My dear Secretary,  

There is a prescribed system of internal inspections by 

departmental officers for the Ministries/Divisions/Attached Departments 

etc. Detailed instructions are laid down in the Secretariat Instructions and 

other departmental manuals for internal inspections by the senior 

officers. However, presently the internal inspections are either not 

conducted or have been reduced to a mere formality.  

2. The matter has been considered in a meeting recently held 

under the Chairmanship of the COS to the President and it has been 

decided that:–  

(a)  The Secretaries of the Ministries/Divisions and the Heads 

of the Departments/Corporations etc., should ensure that 

existing instructions regarding internal inspections by the 

departmental officers are faithfully observed/implemented 

by all concerned; and  

(b)  The departments /corporations /autonomous bodies, where 

internal inspections are not already prescribed, should 

devise elaborate system/procedures of such inspections. 

The Heads of departments/corporations/autonomous 

bodies should ensure compliance of instructions/ 

procedures so prescribed.   
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 3. I am, therefore, to request that the above decisions may 

be brought home to all concerned for strict implementation.  

 

With regards.   

                          Yours sincerely,  

          Sd/-  

(MAQBUL AHMED SHEIKH)   

All Secretaries/Additional Secretaries, 

 (Incharge) of the Ministries/Divisions, 

Rawalpindi/Islamabad, (By name).     
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APPENDIX ‘E’ 

(See Instruction No. 70) 

DETAILED DIRECTIONS ON OFFICE PROCEDURE 

RECEIPT AND DISTRIBUTION OF PAPERS IN THE  
DIVISION 

All communications shall be received in a separate Section known 

as the Central Registry. This unit of the office should, if possible, be 

centrally located and shall be responsible for:  

(a)  the receipt and distribution of all fresh receipts; and  

(b) the despatch of outward mail.  

 2. Receipts addressed to an officer by name shall be sent to 

him unopened by the Central Registry. If the officer is absent, on tour or 

on leave, such receipts should be sent to the officer who is looking after 

his work.  

3. Receipts addressed to an officer by name should be 

received by the officer himself or by his Private Secretary, Personal 

Assistant, Assistant Private Secretary/Stenotypist or Assistant. Receipts 

addressed to a Minister should be received, on his behalf, by a member 

of his personal staff.  

4. Receipts addressed to an officer by name should be opened 

by him or, in his presence, by a member of his personal staff.  

 5. Receipts marked 'Top Secret', or 'Secret' or 'Confidential' 

shall be handled in accordance with the instructions contained in the 

booklet "Security of Classified Matters in Government Departments".  

 6. However, the following routine shall be observed by all 

concerned for receipt and transmission of classified matter:–  

(i)  General:  

(a)  The recipient should check the accuracy of the contents, 

before signing the receipt and the sender should do the 

same on return of the classified/ accountable material.  

(b) The classified matter which is allowed to be sent by post 

should have a receipt in the inner cover to be signed and 

returned by the recipient.   
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 (ii)  Receipt and Diarisation:  

(a)  When any classified matter is received in an office it 
should be immediately diarised in a separate register as 
provided in clause (b) below.  

(b)   Separate registers should be maintained for diarising Top 
Secret, Secret and Accountable Matter.  

(iii) Subsequent Movement/Transfer of Custody:  

(a) Subsequent movement of such matter at all stages 
should be properly recorded in the diary register so 
that its exact location is traceable at any time.  

(b)  The movement/transfer of custody of classified 
matter particularly of Top Secret, Secret and 
Accountable Matter even with a Department, an 
Organisation etc. should also be covered by a 
receipt. The Dak Book or a receipt slip 
accompanying such matter should indicate the office 
of origin, date and time of despatch, full signatures 
and the name and designation of the recipient 
indicating the date and time of receipt. A rubber 
stamp about the name and designation of the 
recipient should be affixed.  

(c)  Same principle should be followed about the 
movement of classified matter even from a sub-
ordinate to his senior and vice-versa.  

7. All other covers should be opened in the Central Registry 
and sorted out Section-wise. To facilitate allocation of receipts, the 
Central Registry should always be kept supplied with an up-to-date 
statement showing the subjects dealt with in each Section.  

 8. Reminders should be separated and submitted to the 
Deputy Secretary concerned in a pad marked 'Reminders'. The Section to 
which the reminders relate should be indicated on the receipt by the 
Central Registry.  

9. All receipts should be stamped in the Central Registry with 
a rubber stamp showing the name of the Division and the date of receipt. 
The Section Diary number for which provision should be made in the 
Central Registry stamp, should be filled in by the Section Assistant 
subsequently when the receipt is diarised by him. No receipt shall be 
diarised in the Central Registry.   
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  10. All receipts shall be passed on by the Central Registry to 

officers concerned at regular intervals twice or thrice during the day. 

Ordinary receipts received after office hours may be held over for 

distribution on the next working day.  

Use of Labels.  

11. (1) There shall be three priority labels namely, "Residence", 
"Immediate" and "Priority", which shall be used according to the 
following instructions:–  

(i) "Residence" labels will be used for files or papers which it is 
necessary to send to an officer's residence after office hours. 
No file or papers should however be sent to Ministers or 
Officers at their residences between 11 p.m. and 7 a.m. 
except in an emergency. This will, however not apply to 
Cypher Telegrams which may be sent to the residences of 
the Ministers and the officers concerned by the Duty Cypher 
Officer, Crypto Centre, Ministry of Foreign Affairs if the 
urgency of the matter demands it. Before doing so, the Duty 
Cypher Officer will contact the addressee on telephone to 
confirm that they are available at the residences to receive 
such Cypher Telegrams.  

(ii) "Immediate" labels will be attached to the cases requiring 
instant attention and in any event final disposal within 24 
hours.  

(iii) "Priority" labels will be used for cases which should be 
disposed of within 3 days.  

(2) The use of 'Residence' and 'Immediate' Labels should be 
made most sparingly.  

12. Receipts wrongly marked to a Section should be 
transferred promptly to the Section concerned or returned to the Central 
Registry. Such receipts should not be diarised in the Section to which 
they do not relate.  

PROCEDURE FOR DIARISING AND DISPOSAL OF PAPERS 

13. The Section Officer shall, on receiving fresh receipts:  

(a)  go through them carefully and dispose of all cases which 
are not required to be submitted by him under the rules or 
orders to higher officers and where reference to previous 
papers is not necessary;   
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 (b) record specific instructions on receipts requiring previous 

references or consultation with other Sections concerned; 

and  

(c)  submit to the Deputy Secretary or higher officers receipts 

which in his opinion, are important enough to be seen by 

them before action is initiated.  

14. The Deputy Secretary may, in his discretion, submit to his 
superior officer any receipts which he thinks should be brought to the 
latter’s notice or on which he desires instructions at that stage.  

15. The Deputy Secretary or any other officer to whom 
receipts are submitted should give instructions, wherever necessary, as to 
the action which should be taken. If he proposes to deal with a receipt 
himself, he should ask for the file to be put up to him with the relevant 
papers.  

16. Fresh receipts should be seen and returned to the Section 
concerned promptly.  

Diarising of Receipts.  

17. After fresh receipts have been seen by the Section Officer, 
and other officers where necessary, the Assistant shall diarise i.e. enter in 
the Section Diary Register (specimen of the form given in Annexure 'I') 
particulars of all receipts except those specified in paragraph 18 below. 
He should, at this stage, complete only columns 1 – 5 of the Register and 
simultaneously enter the diary number on the receipt.  

18. The following types of receipts shall not be diarised:–  

(a)  copies of tour programmes;  

(b)  miscellaneous routine circulars, e.g. those relating to office 
hours, telephone lists, changes in addresses of officers, 
notices on holidays etc., except in the Section in which 
they are originally received;  

(c)  post copies of telegrams and routine acknowledgements;  

(d) press cuttings which are for information only;  

(e) unsigned or anonymous communications or advance 
copies of representations on which no instructions have 
been recorded by officers and on which no action is 
therefore to be taken;   
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(f)  identical representations from individuals or groups of 
individuals except one copy viz., that received first;  

(g)  applications for casual leave;  

(h)  requisitions for stationery and other miscellaneous articles;  

(i)  publications on which no specific action is to be taken.  

19. A file referred to or received back from another office un- 
officially (u/o) should be diarised each time it is received back.  

20. After receipts have been diarised by the Assistant, he 
should classify them into the following four categories—  

(a)  Files received from other offices;  

(b)  Receipts relating to files already existing;  

(c)  Papers of ephemeral or routine nature for which no file has 
to be opened; and  

(d) Receipts for which new files are to be opened, and deal 
with them in the following manner:—  

(i)  Receipts in category (a) should be dealt with 
according to the instructions given by the Section 
Officer.  

(ii)  Receipts in category (b) should be placed on the 
appropriate file and submitted to the Section Officer 
alongwith any other connected papers, previous 
decisions, documents, e.g., copies of relevant Acts, 
rules, regulations, etc.  

(iii)  Receipts in category (c) should be placed on 
appropriate files, if any, and should be submitted to 
the Section Officer, if he has so directed, or 
otherwise disposed of according to his instructions.  

(iv)  For receipts in category (d) fresh files should be 
opened which should be put up with other relevant 
references and precedents, if any.  

21. If an Assistant is unable to put up a receipt at least by the 
next working day, due to the non-availability of previous files or 
references,  he should bring the fact to the notice of the Section Officer 
who will then, if the matter is of some urgency and importance, either — 

(a)  dispose of the case in the absence of previous papers, or   

(b)  submit the case to his senior officer for orders, if he feels 
 that it is beyond his competence to deal with it.  
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22. If a Section Officer is unable for any reason to dispose of a 
receipt within three working days, he shall take it personally to his 
superior officer and obtain instructions.  

23. If a Deputy Secretary is unable for any reason to dispose 
of any work pending with him for three working days, he shall bring it 
personally to the notice of his superior officer and obtain instructions.  

24. Every letter received from a member of the public should 
be immediately acknowledged and a final reply invariably sent after 
consideration of the case is completed.  

Opening of new files.  

 25. All new files should be given a file number by the 
Assistant in consultation with the Section Officer. The file number shall 
be allotted to each file according to the file headings maintained by the 
section for the subjects dealt in it. For example, if an Administration 
Section in a Ministry has — 

1.  "Leave and Transfer".  
2.  "Recruitment of Staff".  
3.  "Purchase of furniture and stationery".  

as file headings, all files relating to 'Recruitment of staff’ should be 
entered under 2. Each file opened under the file heading will be given a 
separate serial number, e.g. file dealing with "Recruitment of Assistants" 
may be given serial No. 1 under the file heading 2 and the file dealing 
with "Recruitment of Naib Qasids" as Serial No. 2 under the same 
heading, and so on. To the file number should be affixed a distinguishing 
letter or letters denoting the Section to which the file belongs. The year 
in which the file is started should also be indicated. Thus '2-3/60 
Admin.', would means that the file is the third in the series opened by the 
Administration Section in the year 1960 under the file heading "2".  

26. A suitable subject heading should be given to the file by 
the Assistant in consultation with the Section Officer according to the  
contents of the receipts for which a new file is opened. For example, if a 
communication is received from the Establishment Division nominating 
Section Officers selected by the FPSC, the file should bear the following 
heading:–  

"Recruitment of Section Officers: Nomination of candidates  
selected by FPSC".  

27.(i) While submitting summaries for the Prime Minister a 
special type of file cover (Form S-204-E) shall be used. For all other 
work, i.e, notes, correspondence and routine, file cover bearing Form 
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No.S-204-(R) shall be used; this file cover shall bear the words 
Government of Pakistan printed in prominent and bold letters in blue ink 
and the name of each Ministry/Division etc., shall be written thereunder; 
alongwith border strips on all four sides. The file cover will be made of 
strong pulp board of blue colour.  

(ii) Special type of file cover (Form-S-204-E) mentioned in 
clause (i) above, will also be made of strong pulp board paper of white 
colour. The name of each Ministry/Division will be printed thereon in 
prominent and bold letters, in blue ink, alongwith border strips on all 
four sides. A sticker in orange shade about 1" wide and 4" across, with 
the word 'Secret' printed thereon, in black ink, will be pasted across the 
top right hand corner of the file cover. The cover will have a pocket in 
the middle with a blank removable slip in orange shade inserted thereon 
for writing or typing the subject matter of the case. Below the pocket, the 
words 'Summary for the Prime Minister' will be printed in bold letters in 
blue ink.   

28. The list of the file headings should be pasted on the 
opening pages of the File Register, which shall have columns as in 
Annexure ‘II’ (Revised).  

29. The serial numbers of files should run from 1st January to 
31st December each year. A new series should be started each year but 
the main file heading allotted to particular subjects should as far as 
possible be retained.  

30. The file number allotted to a receipt of file should be noted 
in column 6 of the Diary Register.  

31. An index card should be prepared for each file. Both the 
Assistant and Stenotypist attached to a Section Officer shall be jointly 
responsible for the custody of the files of the Section.  

32. No file should be opened unnecessarily. The opening of a 
part file should also be avoided as far as possible. A part file may, 
however be opened when the main file is not likely to available for some 
time and action cannot be held up in the meanwhile. When more than 
one part file is opened, each of them should be given a distinct number, 
e.g., “1-2/60 (Part File I)-Admin” “1-2/60 (Part File II)-Admin”. etc.  

33. The part file or files should be amalgamated with the main 
file as soon as the latter becomes available. When a part file is 
amalgamated with the main file, the chronological order of notes and 
correspondence should be preserved as far as possible.  

                                                           


 Index Card may be prepared on the pattern of Index Slip, Specimens of which may please be seen in 

Annexure IV(a) of Appendix E (Specimens 3-5).    
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Referencing.  

34. No fresh receipt or case shall be submitted to an officer 

without previous papers to which references are made in fresh receipts or 

in the notes.  

35. All previous papers, rules and regulations etc., to which 

reference is made in fresh receipts or in notes should be indicated by 

giving the number of the page in the margin in pencil and, where 

necessary, by flagging with alphabetical slips. The slip should be pinned 

neatly under the pages. When a large number of references are to be 

flagged, the slips should be so spaced as to be easily visible. If references 

are flagged with alphabetical slips the pages of the relevant document 

should also be indicated in the margin, so that if the slips are lost or 

removed at later stage, the references can still be traced. If the document 

put up for reference is a report, periodical or other publication, its full 

title etc., should also be given in the margin in ink unless it is clearly 

mentioned in the note by name. In case of a file, its number must be 

given in ink.  

36. Reference books, normally available with the officers, 

should not be put up with a file; but relevant pages to which attention is 

to be drawn should be indicated in the margin.  

37. Linking of files on which action is in progress should, as 

far as possible, be avoided. As a general rule this practice should be 

resorted to only when the files are inter-connected and orders have to be 

passed on them simultaneously. If a reference has to be made to papers in 

another current file, relevant extracts should be taken if the matter 

involved is not too lengthy.    

Movement of files.  

38. The movement of files should be noted by the Assistant 

under the direction and supervision of the Section Officer in the File 

Register. These entries should be crossed out in pencil on return of the 

file.  

39. The movement of file which has not been allotted a file 

number should be shown in the Section Diary.  

NOTING ON FILES 

40. No elaborate note shall be recorded by a Section Officer -   

(i)  on a receipt which he is competent to dispose of himself in 

the light of clear precedent or practice or under the 

standing order delegating specific powers to him to 

dispose of such cases;  
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(ii) in a case where a line of action has been indicated by a 
senior officer and he is required to put up a draft, unless 
something important has to be pointed out.  

41. A note should be recorded on a file only in a case which is 
to be put up to a higher officer for orders. In such a case the Section 
Officer should present the following in a systematic form:–  

(a) the facts of the case (The Section Officer should point out 
any mistake or error or mis-statement of facts in the paper 
under consideration or in notes of other Ministries and 
Divisions);  

(b)  the statutory or customary procedure to be adopted in 
dealing with the case;  

(c)  any rules and regulations having a bearing on the case;  

(d)  any other related facts or figures;  

(e)  the points for decision; and  

(f)  the suggested course of action.  

42. In complicated or protracted cases, particularly those 
involving references to other Divisions, the Section Officer may prepare 
and place in a separate cover a duly referenced summary of the case (in 
triplicate) which shall be kept up-to-date by incorporating important 
decisions. The summary shall be signed by the officer who prepares it. 
The facts of the case shall not then be reproduced in the notes portion of 
the file. A copy of the summary may, if necessary, be retained by another 
Division, when the case is referred to it.   

43. All notes should written on note sheets. No note should be 
written on the receipt itself. If a higher officer has already made any 
remarks on a receipt, they should be copied out on the note sheet before 
subsequent notes are recorded. The officer recording the note should 
affix his signature on the right side of the note sheet at the end of the 
note. His name, designation and telephone number should be typed or 
rubber stamped below his signature.  

44. With a view to having uniformity of approach in the use of 
abbreviations, only standardised abbreviations should be used. The use 
of under mentioned approved abbreviations is permissible in notings:–  

1. P.U.C.    Paper under consideration.  

2.  F.R.    Fresh Receipt.  

3.  Corr.    Correspondence.   

4.  u.o.    Un-official.   

5.  d.o.    Demi-official/officially.   

6.  S.N.    Serial Number.   

7.  KW.    Keep with (file).   
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8.  L.F.    Linked file.   

9. D.F.A.   Draft for approval.   

10.  Memo.     Memorandum.   

11.  O.M.   Office Memorandum.   

12.  P.P.    Previous papers.   

13.  O.O.    Office Order.   

14.  C.R.    Character Roll.   

15.  Endt.    Endorsement.   

16.  O/c    Office copy.  

45. When a case is submitted to the Minister, a summary 

should be put up if the last note on the file itself is not self-contained.  

46. A summary for the Cabinet prepared in accordance with 

rule 18 of the Rules of Business shall be printed and 55 copies furnished 

to the Cabinet Division. The date on which it is submitted should be 

indicated at the end of the summary which should not normally exceed 

two printed pages.   

  47. On files referred unofficially from one office to another, 

notes should ordinarily begin immediately below the note recorded by 

the office referring the case. The name of the office where the note is 

recorded should be clearly typed or stamped with a rubber stamp at the 

beginning of the note.  

48. The following procedure should be observed by the 

Section Officer before submitting a file to senior officers:— 

(a)  All files shall be placed in file boards or bands. The 

subject and the number of the file shall be written on the 

file cover or typed on a slip and pasted on it.  

(b)  Page numbers shall be entered consecutively on all pages 

of correspondence in black or red ink-near enough to the 

corner of each page for them to be read quickly without 

turning pages over completely and far enough from the 

corner for them not to be torn off or obliterated. Reference 

to correspondence shall only be "Pp. 13-14/C".  

(c)  Paragraphs of notes shall be numbered continuously from 

the beginning onwards. References to notes shall be "para 

19/N". However, where a summary to the Prime 

Minister/President is incorporated in the notes, para 

numbers should not be amended but the entire summary 

should be given one number and paras of the summary 

should become sub-paras e.g. 20.1, 20.2, 20.3 and so on.  
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(d)  Two or three blank sheets shall be added to the notes for 
the convenience of higher officers.  

(e)  All previous papers (recorded collections) put-up with a 
case should be chronologically arranged, the oldest being 
at the bottom of the file.  

(f)  Above the previous papers shall be placed the file cover 
containing the current correspondence and notes. The draft 
(if any) pinned with a 'Draft for approval' slip shall be 
placed inside that cover on top of "Correspondence".  

(g)  If any reference books have to be put up, they should, if of 
the same size as the file board or the file cover, be placed 
at the bottom; and if of a smaller size at the top.  

(h)  Where a file which is required to be put up for information 
or for reference has been printed, a printed copy and not 
the original copy should be submitted.   

49. The following instructions shall be observed when a 
file/case is submitted to the Prime Minister:— 

(i)  It shall include a self-contained, concise and objective 
summary stating the relevant facts and points for decision. 
The summary, which shall include the specific 
recommendations of the Minister-in-Charge, and signed by 
the Secretary, shall be accompanied by a draft 
communication wherever appropriate.  

(ii)  Where in cases enumerated in Schedule V-B to the Rules 
of Business, 1973 an order is required to be made by the 
President, the Division concerned shall incorporate a 
paragraph to this effect in the Summary for the Prime 
Minister. The Prime Minister shall tender his advice and 
submit the case to the President. After the President has 
seen and approved the case, the Secretary to the President 
shall return it to the Prime Minister.  

(iii)  Where in cases enumerated in Schedule VI to the Rules of 
Business, 1973 any order has to be issued by the President 
in his discretion, the Division concerned shall submit the 
case to the President through the Prime Minister including 
a self contained, concise and objective Summary entitled 
as summary for the “President” stating the relevant facts 
and points for decision prepared on the same lines as 
prescribed in these Rules for a Summary for the Cabinet, 
except that only one copy will be required which may not 
be printed. This procedure will not, however, be applicable 
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where the case is initiated by the President himself decided 
in consultation with the Prime Minister.  

(iv) The summary should be placed inside the special file cover 
(Form No. S. 204-E), as prescribed under para 27, properly 
tagged. If the space left at the end of summary is less than 
one third of the page, a spare sheet should be added for 
recording other notes and/or orders.  

(v)  Where character rolls, reports or other documents 
accompany a summary, they would be in ordinary file 
covers [Form No. S. 204(R)] tagged or where too bulky for 
file covers they should be placed in envelope (s) of 
suitable size.  

(vi) Even where a file to be submitted to the Prime Minister 

consists of one or few sheets only it should invariably be 

placed in a file cover properly tagged and placed on a file 

board or a band. The notes should be closed like the 

correspondence portion. All other files and papers which 

are of no relevance to the matter under consideration 

should be detached.  

(vii)  Only such cases which must receive immediate attention 

should bear "Immediate" slip and only those flags which 

are actually referred to in the summary or the notes should 

be allowed to stand and others removed.  

PREPARATION OF DRAFTS 

50. In a case to be submitted to a higher officer wherever a 

communication is to issue, a draft shall be prepared and put up with the 

note by the Section Officer. A higher officer may himself prepare a draft 

and authorise its issue or submit it to the next higher officer for approval 

as the case may be.  

51. A draft should convey the exact intention of the orders 

passed. The language should be clear, concise and incapable of 

misconstruction. Lengthy sentences, abruptness, redundancy, 

superlatives and repetitions, whether of words, expression or ideas, 

should be avoided. In communications of some length or complexity, the 

main points should be summarised in the concluding paragraph.  

52. The following instructions should be observed while 

preparing a draft:–  
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(i)  A draft should be written or typed in double space on both 

sides of the paper. A sufficiently wide margin should be 

left for corrections and additions.  

(ii)  All drafts should bear the relevant diary number or file 

number and the subject. The reference number of the 

addressee's letter if available, should always be given in 

subsequent correspondence. When two or more letters, 

notifications etc., are to issue under the same file number 

on the same date to the same addressee, a serial number 

should also be given in addition to the file number to avoid 

confusion, e. g., "1-2(i)/60-Admn.", "1-2(ii)/60-Admn."  

(iii)  A draft should show clearly the enclosures which are to 
accompany the fair copy. To draw the attention of the 
typist to the enclosures, a diagonal stroke should be made 
in the margin. The number of enclosures should also be 
indicated at the end of the draft on the left-hand corner of 
the page.  

(iv)  If copies of enclosures referred to in the draft are available 
and are not to be typed, the fact should be clearly stated in 
the margin of the draft for the guidance of the typist.  

(v)  When it is known that the office to which the letter or 
memorandum is to be sent will require extra copies, the 
number of copies likely to be required should be indicated 
on the draft.  

(vi)  The officer over whose signature the communication is to 
issue should initial and date the draft in token of his 
approval. His designation should invariably be indicated 
on the draft.  

(vii)  A clean carbon copy of the letter issued should be placed 
on the file. This should be referenced immediately before 
any other action is taken on the file.  

(viii) The appropriate priority marking i.e., "Residence", 
"Immediate" or "Priority" should be indicated on the draft. 
If any papers are to be despatched by special messenger or 
issued under registered post or under postal certificate, as 
Express Delivery, U.M.S. or by Air Mail, necessary 
instructions should be given on the draft for the guidance 
of the despatcher.  

Forms of Communications  

53. Written communications shall be in one or the other of the 
following forms:–  
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(a)  Letter.  

(b)  Memorandum.  

(c)  Office Memorandum.  

(d)  Demi-official letter.  

(e)  Un-official Note.  

(f)  Endorsement.  

(g)  Notification.   

(h)  Resolution.  

(i)  Press communiqué/Note.  

(j)  Telegrams, Teleprinter, Fax and Email messages.  

(k)  Office Order.  

54. Letter.– An official letter purporting to convey the views or 
orders of the Government of Pakistan must specifically be expressed to 
have been written under the direction of the Government. It shall be used 
for all formal sanctions and communications to Provincial Governments, 
public bodies and individuals. This form may also be used for 
communicating formal sanctions of Government to Attached 
Departments and subordinate offices, but shall not be used for 
correspondence between different Divisions of the Government of 
Pakistan.  

A letter should be composed of the following:–  

(a)  letter head bearing the words Government of Pakistan and 
the name of the Division;  

(b) number and date;  

(c)  name (with titles if any) and designation of the sender;  

(d)  designation and address of the addressee;  

(e) subject;  

(f)  salutation;  

(g)  main text of the letter;  

(h)  subscription; and  

(i)  signature and designation of the sender with his telephone 
number.  

Letters addressed to official authorities should begin with the salutation 
‘Dear Sir’ and end with 1"Yours faithfully". Letters addressed to non- 
officials or groups of individuals should begin with "Dear Sir/Sirs" and 
should end with the subscription 'Yours truly' followed by the signature 
and designation of the person signing the letter.  

                                                           
 Amended vide PPARC, M.S. Wing, Estab. Division letter No.2(1)/2001-M, dated 18.3.2002.   
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 Official letters not purporting to issue under directions from 
Government should begin with the words "I have the honour to" and not 
"I am directed to".  

55. Office Memorandum.– This form should be used:   

(a)  for correspondence between various Divisions;  

 (b)  for conveying information not amounting to an order of 
   Government to Attached Departments and subordinate 
   authorities.  

It should be written in the third person and should bear no 
salutations except the signature and designation of the officer signing it. 
The name of the Division or Attached Department (including, if 
necessary, the name of the officer) should appear at the bottom on the 
left hand corner of the page. The Office Memorandum purporting to 
issue under directions from Government should begin with the words 
"The undersigned is directed to……".  

56. Memorandum.—  This form should be used:–-  

(a)  for correspondence between the Divisions and Attached 
Departments and their subordinate offices;  

(b) in replying to petitions, applications for appointments etc.  

It should be written in the third person and should bear no 
salutations or subscriptions except the signature and designation of the 
officer signing it. The name of the addressee should appear on the left 
hand corner of the page. The Memorandum should begin with the words 
"Reference application/petition/letter No. .……………………………… 
dated……………………….…, from……………………..".  

57. Demi-official Letter.– This form should be used in 
correspondence between Government officers when it is desired that a 
matter should receive the personal attention of the individual addressed.  

A demi-official communication should be addressed to an officer by 
name. It should be written in the first person singular with the salutation 
"My dear-------------------------------" or "Dear Mr.---------------------------" 
and end with "Yours sincerely". The expression 'My dear' should 
normally  be used  for an  officer of the same status or an officer one step  
higher in status and "Dear Mr." if the officer to be addressed is two or 
more steps higher in status. The name and designation of the sender with 
titles, if any, should also be typed under the crest on the first page. The 

                                                           
Please see also clarification issued vide O&M Division’s O.M.No.1/2/79-Manuals, dated 21st  

April, 1979 regarding reply to d.o. letters addressed by one Secretary to another.   
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telephone number of the officer sending the communication shall 
invariably be indicated.  

58. Un-official note.– An un-official (u.o.) note should be made  
by  sending  a  note  on  the  file  itself.  This method of consultation 
should be generally employed between Divisions and a Division and 
Attached Department where so authorised.  

59. Endorsement.– This form should be used when a copy of a 
communication is to be forwarded to others in addition to the original 
addressee. The endorsement may take one of the following forms:–   

“A copy (with a copy of the letter replied to) is forwarded                       
to …………………for information/for information and guidance/ for 
necessary action/for compliance".   

60. Notification.–  This form should be used for notifying in the 
Gazette of Pakistan Ordinances, rules and orders, appointments, leave 
and transfer of gazetted officers and other matters which are required to 
be published in the Gazette of Pakistan.  

61. Resolution.– This form should be used for making public 
announcements in the Gazette of decisions of Government on important 
matters of policy, appointments of committees or commissions of 
enquiry and of the results of the review of important reports of such 
bodies.   

62. Press Communique or Press Note.– A press communique 
or press note should be issued when it is sought to give publicity to a 
decision of Government. It should ordinarily be prepared in consultation 
with and issued through the Press Information Department.   

62-A. Telegrams and Teleprinter Messages.– A telegram 
should be issued only on occasions of urgency. As fast airmail services 
exist, no telegram should be sent if a letter with an appropriate priority 
marking can serve the purpose. Where teleprinter service exists, the 
greatest possible use should be made of it in preference to telegrams and 
telephones.  

The text of a telegram or teleprinter message should be brief and 
clear but clarity should not be sacrified for brevity. Where groups of 
figures are necessary in a message, these should be typed in words in the 
copy to be issued e.g., 19365 should be typed "Nineteen thousand three 
hundred and sixty five". If further precaution is necessary, the words "the  
double of which is thirty-eight thousand seven hundred and thirty" may 
be added.  
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The priority of the messages is as follows:– 'Ordinary', 'Express', 
'Important', 'Immediate', or 'Most Immediate',. It should be clearly 
indicated on the typed copy. Immediate and Most Immediate, telegrams 
should be sent only on the authority of a Secretary/Additional 
Secretary/Joint Secretary.  

In all cases (except cypher telegrams) post copies of telegram 
should be sent to addressees.   

[When a telegram is to be sent in cypher, the message should be 
drafted in normal and not in telegraphic English; needless verbiage 
should, however, be avoided. Cypher messages should be transmitted 
through the Pakistan Crypto Centre, Ministry of Foreign Affairs, 
Islamabad. The prepared message required to be issued in Cypher should 
be in a sealed cover addressed to Cypher Officer on Duty, Crypto Centre, 
Ministry of Foreign Affairs, Islamabad. Cypher, being the classified 
channel, may be used if the contents really merit their issuance in this 
system.  

Copies of Cypher Telegrams  

(i)  It is strictly prohibited to make the copies of Cypher 
Telegrams (photo copies or typed). In case a copy is 
required then the Cypher Officer (on duty), Ministry of 
Foreign Affairs may be requested in writing for the same.  

(ii)  Making an unauthorized copy of a Cypher telegram is a 
serious breach of Cypher Security which endangers the 
communication Security.  

(iii)  Giving reference number and date of a Cypher Telegram, 
both at the same time, in an enclair Communication 
compromises its Security, which should be avoided.  

(iv)  A Cypher Telegram once issued should not be passed 
enclair on fax or by any other electronic means, as it 
requires Security protection].  

62-B. Email and Fax Messages.– For quick disposal of official 
business urgent messages may be transmitted through Email or Fax.  

63. Office Order.–  This form should be used for conveying 
instructions to be followed in office and notifying appointment, 
promotion, leave, etc., of the non-gazetted staff.  

 

 

                                                           
 Subs. & added vide Ministry of Foreign Affairs letter No.CSS-2(3)/2002, dated 06.03.2004.   
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PRINTING OF POSTAL CODES ON THE LETTER HEADS 

64. All Ministries/Divisions should ensure that this respective 
postal codes are invariably printed on their letter heads, as well as, 
written on all such communications which are issued by them besides 
ensuring implementation of the similar instructions from their Attached 
Departments/Subordinate Offices and Autonomous Bodies working 
under them.  

TYPING AND DESPATCH 

65. When the issue of a draft has been authorised, the typing of 
the fair copy shall be done by the Private Secretary, Personal Assistant, 
Assistant Private Secretary or Steno-typist attached to the Officer over 
whose signature the letter is to issue.  

65-A. When more than twelve copies are required, a stencil 
should be cut and copies produced on a duplicating machine.  

66. The fair copy with enclosures, and the typed office copy 
together with approved draft, should be put up in a signature pad to the 
officer concerned for his signature.  

67. Despatch.– All papers and files to be despatched to other 
offices shall be sent to the Central Registry which shall follow the 
despatch procedure outlined in Annexure-III.  

68. All communications should bear the date on which they are 
actually issued. They should not be double-dated.  

69.  (i) The documents to be sent out should be placed in covers 
and the name and address of the addressees should be neatly and 
correctly written or typed on an economy slip which should be used for 
all covers containing ordinary (i.e. unclassified) communications except 
when the contents are bulky or when it is proposed to send the cover by 
insured post. Economy slips should not be used for covers addressed to 
foreign countries. The covers/envelops of the communication should 
bear complete postal/residential address. The envelope/cover should 
carry the stamp and signature of the sender.  

(ii) After a communication has been despatched, the office 
copy should be rubber stamped "Issued" and returned to the Section 
concerned.  

 

                                                           
 Inserted vide Cabinet Division’s d.o. letter No.1/12/90-General, dated 29-09-1990.   
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ACTION AFTER DESPATCH 

70. The Assistant should place the office copy on the file in 
chronological order and give it a page number.  

71. If a reply to the communication is awaited or further action 
is to be resumed at a later date, the Assistant should mark the file 
'reminder' or 'suspense', as the case may be, and note the date on which 
the file is to be resubmitted.  

72. If the communication issued constitutes final disposal and 
no other action has to be taken on the file, it should be marked 'record'.  

73. The Assistant should maintain a record of suspense cases 
on an ordinary calendar diary. He should enter date-wise:–-  

(a)  cases placed in suspense with instructions for resubmission 
on a particular date;  

(b)  cases on which reminders are to be issued on specified dates; 
and 

(c)  cases which have been referred un-officially to other 
Ministries and the return of which is awaited.  

74. The Assistant should consult this diary every morning and 
should submit to the Section Officer for disposal all files required to be 
put up to him on that date. The Section Officer should check the diary 
periodically to ensure that the procedure outlined above is being 
observed by the Assistant.  

MANAGEMENT OF RECORDS 

75. (1) The disposal and management of non-current records is 
to be governed in accordance with the principles envisaged in the 
National Archives Act, 1993.  

Record management is a process of keeping records properly for 

the purpose of their use and retrieval, which includes opening of file, its 
recording, indexing, weeding, appraisal and disposal. File remains active 
till the completion of the specific action/purpose for which it was 
opened, where as it becomes non-current on the date of final letter 
received or issued or notes recorded thereon.  

                                                           
Sections 75, 76, 79 & 82 Subs. /modified vide National Archives of Pakistan (NAP)’s letter No.         

F.4-1/2016- DD(PRW) dated 28-09-2016.   
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Definitions.  

(2)  In these instructions:  

“Non Current Records” are those, declared closed, on the 
completion of particular reference dealt there in.  

 “Disposal Schedule” means the rules regarding life cycle of a 
record fixed by the Ministry/Division in consultation with the National 
Archives of Pakistan.  

“Disposal” means decision about retention period of a file or 
group of files, by the review committee appointed by the Government 
under National Archives Act, 1993 or permission granted by the Director 
General NAP for destruction, on the request of disposal made by the 
creating agency or by the custodian department if the records relate to a 
defunct department.  

“Historical Significance” is the information about the political, 
social economic and cultural issues or those records, which brace work 
of enduring value or carry evidential value or contain precedence about 
matters special to the creating agency dealing the case.  

“Creating Agency” means the Ministry/Division/Department/ 
Commission/Committee, which opened and closed a file or produced a 
report or published a book/booklet through financial resources of the 
Government.  

 “Recording” means the process of closing a file after 
completion of action on all issues considered therein.  

“Surrender” means the emergent transfer of a public record to 
NAP when asked by the Director General pending routine transfers.  

“Weeding” means destruction of unnecessary papers of a file as 
asked by the Review Committee after review.  

“Retention Schedule” means categorization of files into various 
categories depending on the “period” for which day should be preserved 
by the creating agency.  

 “Classification” means classification of files into “Secret” or 
“Confidential” files.  

“Indexing” means preparation of index slips for each file and 
ultimately an Annual INDEX of the files of the Ministry/Division/ 
Department.   
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Weeding 

(3) Listing of weeding papers of category “A” or category “D” 
current or non-current record. 

 Listing 

(i) For review process of category “D” non-current 

destroyable record only hard copies of list (three sets) are 
acceptable to NAP.  

(ii) For transfer of non-current permanent category “A” record 
only hard copies of list (2 sets) may be acceptable to NAP.  

Retention schedules  

(4)  The Ministries/Divisions shall prepare the retention 
schedules of their records in consultation with the NAP.  

 The Non Current Record are to be divided in four categories as 
given below:–  

(i) Category A - Permanent Records.– This category shall 
include vital records of permanent value, which are irreplaceable and 
have to be preserved with the utmost care. As a general rule, the 
following types of non-current record shall be classified under this 
category and transferred to NAP for preservation, after completing five 
years of their life in the Ministry/Division:—  

(a)  Files containing discussions or orders on important matters 
of policy, legislation, rules and regulations.  

(b)  Files embracing minutes.  

(c)  State documents such as treaties and agreements with 
foreign countries.  

(d)  Files containing orders establishing important precedents 
that are likely to be required frequently for reference over 
a long period.  

(e)  Files relating to individuals whose importance warrant 
retention of their cases permanently.  

(f)  The files, embracing data about economy, population, 
trade, education, manpower, agricultures, etc.  

(g)  File giving information about politics, law, land, science, 
economy and foreign relation etc.  

(h)  Files embracing surveys.  

(i)   Files about Commissions, Committees and projects.  
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(j)  Files giving information about establishment expansions 
or ligament of an organization and progress reports of its 
activities.  

(k)  Files, which constitute history of the country.  

(l)  Files bearing research value.  

(m) One copy of each publication produced by any public 
office.   

(ii) Category B –- Records to be retained for 10 or more years.–

This category shall include all those files which are not important enough 

to be preserved permanently but are important enough to be retained for 

a period of ten or more years depending upon the extent of their utility. 

Service records of the Government servants should be classified under 

this category. These files should be transferred to the Record Room of 

the Division after having been kept in the Section concerned for 3 years.  

(iii) Category C –- Records to be retained for 3 to 9 years.– This 

category shall include files which have limited utility and which may be 

required for only a few years. These files will also be transferred to the 

Record Room of the Division after having been kept in the Section 

concerned for 3 years.  

(iv) "Category D — Records to be retained for less than 3 

years.– This category shall include papers of routine or ephemeral 

nature, which are not likely to be required beyond a period of three years. 

The files/record marked category "D" when decided for destruction on a 

reference by the creating agency non-current destroyable category “D” 

record’s lists on Archival format will be submitted to NAP for Review 

Process. Archival Format for listing of non-current destroyable category 

“D” record.  

S.No. File No. Subject Closing year Category 

     

Procedure for transfer  

76. The Ministries/Divisions shall transfer their all non-current 

Category “A” permanent records to NAP after five years of their 

becoming non-current.  
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i)  Each Section of Ministries/Divisions shall prepare a list of 

non-current files in the month of January each year and 

send it to NAP in the month of March each year so that 

NAP may prepare a schedule of acquisition of the said files. 

The NAP will communicate the schedule to the relevant 

Divisions/ Departments.   

ii)  The Ministries/Divisions shall transfer the Records in 
corrugated boxes as provided at appendix alongwith list of 
contents of each box.  

iii)  Ministries/Divisions shall send a copy of annual Index of 
their files to NAP in the month of March each year.  

Preservation and Weeding of various registers  

77. The various registers used in Federal Secretariat should be 
categorized as under and preserved/retained for the period indicated 
against each:-  

(a)  File register   –  Category 'A'   Permanent  

(b)  Register of files   –  Category 'A'    Permanent        
 due for destruction.  

 (c)  Register for  –  Category 'A'   Permanent                    
disposal of record.  

(d)  Section Diary  –  Category 'C'   5 years.      
Register.  

  (e)   Dak Book.    –  Category 'D'   1 year  

Note:  The Ministries shall theirselves destroy the (d) and (e) 
 above whereas the (b) and (c) may be kept in the 
 appropriate place and ultimately transferred to the NAP.  

Recording of Files.  

78.  Within one month of the completion of action on each file 
the Section Officer concerned will—  

(i)  Give final subject heading to a file and under-line the 
major (with double line) and minor keywords (with single 
line) therein. The subject should reflect the final outcome 
on the file, so that in many cases the subject heading 
originally given on the file cover as well as in the file 
register will need to be modified. An example of a typical 
subject is given below:-  
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Appointment of Mr.  Abdul Karim  as Senior Research Officer in 
Planning Division on contract basis. 

(ii) Indicate the category (A,B, C or D) of the file as laid down 

in instruction (3) of para 75 above.   

(iii) Indicate the year in which the file is to be destroyed (in the 

case of files of category B, C and D).  

79. The Assistant of the Section shall then proceed to take the 
following action:—  

(i)  Enter the category and classification of the file as 
prescribed by the Section Officer and the month and year 
in which the file is recorded in the File Register as under:-  

 “B, November, 1995”.  

(ii)  Note the numbers of connected files or previous references 
on the file cover of the file being recorded and also on the 
covers of files under reference.  

(iii) Note on the relevant page of the Register of Files due for 
Destruction (Annexure IV), the number of the file. This 
Register should contain at least one page for each calendar 
year, on which shall be noted the number of all the files to 
be destroyed in the particular year.  

(iv)  Check that all pages of the file are complete, and remove 
all unnecessary routine papers from it.  

(v)  Have all torn pages mended and twisted pages 
straightened.  

(vi) See that all marginal references both in the Notes and 
Correspondence are either available on the file or in 
Appendix at the end of the file or are duly referenced so as 
to make them readily traceable. (In this process flags shall 
be clearly identified with or replaced by the names of 
relevant documents, numbers of files, page numbers, para 
numbers etc.).  

(vii) Write or type the full names of officers (who dealt with the 
file) with correct spellings and their designations below 
signatures where signature of officers is not legible.  

(viii) Having completed the above action stamp the file 
“Recorded” in the margin of the last page of Notes, initial 
it and mark the file to the Record Room.  
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(ix)  Record Room will keep the file (B,C,D) for a period of 
five years and then will submit the lists of non-current 
destroyable category “D” Record three hard copies of the 
lists.   

Indexing of Files  

80. The Record Room will be responsible for the following 
action:— 

(1) Getting the file cover replaced it the existing one is worn 
 out, and have the following particulars typed, pasted or 
 stamped on it.   

(a)  File No.  

(b)  Month and year in which the file is recorded. 

(c)  Permanent (or) Destroy in Year.  

 (d)  Category and classification of the file, and name of 
the Ministry/Division and the Section concerned (to 
be stamped).  

(e)  Subject.  

(f)  Previous and later references. 

(2)  Placing foolscap sheet stamped CORRESPONDENCE and 
APPENDIX immediately before the correspondence and 
appendix portions of the file and having the file (including 
its Notes portion) stitched securely with double thread. 
(Stitching should be done at a distance of about ¾" from 
the edge of the file cover).  

(3)  Having the INDEX SLIPS typed on a paper of size 
17×10.5 mm, in respect of files of categories A, B and C 
specimens of which may be seen at Annexure IV (a). An 
example of a file of category 'B' is given below:– 

(a)  Abdul Karim ------------- Appointment of ----------------- as  

 Senior Research Officer on contract basis.   

       File--------------B, November, 1985.  

(b)  Senior Research Officer---------See Abdul Karim  

File--------------B, November, 1985  

(c) Appointment------------See Abdul Karim  

        File--------------B, November, 1985.  

(d) Contract-----------------See Abdul Karim  
   File--------------B, November, 1985.  
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These index slips will be kept in a steel almirah with pigeonholes 
as illustrated in Annexure IV (b).   

Annual Index of the Division’s Proceedings.  

81. Immediately upon the close of the year, the Record Room 
will arrange the Index Slips from each pigeonhole in alphabetical order 
and get them typed in a continuous form. The typed material will be sent 
out for printing by the end of February with instructions for completion 
of the work of printing of an INDEX for the Division concerned by the 
end of June.  

Review, Re-categorization and destruction of Record.  

82.  (1) The Section Assistant will prepare register of non-
current files including files due for destruction. In January each year after 
completion of five years in the Ministry/Division the non-current 

permanent records of category “A” are to be transferred to the NAP. The 
Section will go through the files to see if a particular file should be 
retained, further; and, if so change the relevant entry of the file cover and 
initial it and affix his rubber stamp below his initials. The Assistant will 
strike off the old entry in the Register of files due for destruction make a 
fresh entry on the relevant page and return file to the Record Room.  

(2)  Files, which have outlived their utility and are no longer 
required, may be disposed as per envisaged in Clause 7 of the National 
Archives Act, 1993. All confidential and Secret files and papers decided 
for destruction shall be destroyed in accordance with the instructions 

contained in the booklet ‘Security of Classified Matters’ in the Civil 
Departments. All non-confidential files and papers shall be destroyed in 
the presence of a responsible official after the approval of DG National 
Archives of Pakistan. Newspapers, magazines and press cuttings, no 
longer required for use, should be disposed of as per standing 
instructions regarding sale of waste material, again in consultation with 

the National Archives of Pakistan.  

(3)  Destruction of Record is purview of NAP, no 
Ministry/Division may destroy any file on their own.  

(4) Procedure for destruction of non-current destroyable 

category “D” Record. NAP will be approached and informed for the 

destruction of non-current destroyable category “D” Record.  

(5) The following Archival Formats of National Archives of 
Pakistan for listing of categories “A” & “D” current and non-current 
permanent and destroyable Records will be adopted.  
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 i. Archival format of listing for Category “A” current record:  

S.No. File No. Subject Category 

    

 

 ii. Archival format of listing for Category “A” non-current 
record: 

S.No. File No. Subject Closing 
year 

Category 

     

 

 iii. Archival format for listing of non-current destroyable 
category “D” record:  

S.No. File No. Subject Closing 
year 

Category 

     

 

 (6) Blank forms of all Ministries/Divisions/Departments. 

 (7) Licenses. 

 (8) Opening of files with category.  

 (9) Trunk call books/trunk call registers, incoming outgoing 
call registers.    

 (10) Duty on/off registers/complaint registers.  

Quarterly Return about Recording   
and Indexing of Files  
 

83.  A quarterly return about the recording and indexing of 
files on which action has been completed and the weeding out of old 
records shall be sent to the Pakistan Public Administration Research 
Centre (Statistical Cell) in the form in Annexure V. These reports will be 
consolidated by the PPARC, Establishment Division and sent to the 
Cabinet Secretary for watching overall progress of work.   
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Transfer of Files to the Record Room and   
requisitioning thereof 

84. (1) Normally recorded files will be kept in the Section 
concerned for 3 years from the date of recording. In the month of January 
following the year in which the 3 years' period expires, the Section 
Assistant shall prepare a list (in duplicate) of files to be transferred to the 
Record Room. He shall transfer the files to the Record Room and obtain 
the signature of the Officer Incharge on one copy of the list in token of 
having received the files.  

(2)  No files kept in the Record Room shall be allowed to be 
removed from it except against proper requisition slips signed with date 
by the officer requisitioning the file. The requisition slip shall contain the 
following particulars:–  

(1)  File No.       

(2)  Category, Month and Year of record           

(3) The number of the file or papers with               
  which it is to be put up.               Annexure-V (a)   

(4)  The requisition slip shall be placed in   
the shelf at the place from where the  
relevant file has been taken out.  

Preservation of Records  

85.  The files categorised 'A' shall be sent to the National 

Archives of Pakistan under the Cabinet Division.  

86.(1)The Record Room shall have sufficient almirahs, steel 

shelves and other equipment for proper storage and preservation of files 

and records.  

 (2) The Record Room shall be kept free of rats, dirt, dust and 

direct sunlight and shall be sprayed periodically with insecticide.   

Files which are less than 3 years old and are kept in the Section 

concerned, should also be disinfected at least once in 3 years.  

 87. State documents, treaties, agreements with foreign 

countries and original copies of all laws authenticated by the President, 

shall also be sent to the NAP for preservation unless otherwise agreed to 

by the Cabinet Division.  

 

                                                           
Please also see O&M Wing Memorandum No.124/3/6-O&M, dated the 28th March, 1967 regarding 

disinfection of records.   
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Annexure-A   

 

SPECIFICATION OF CORRUGATED BOX 

 

Length        39 cm  

Height        26 cm  

Width        17 cm     

 

 

 

Note:– Sample of the box can be obtained from the National Archives of 

Pakistan on request.   
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 Record Room Personnel  

88. Normally, the Record Room will have the following staff:–-  

Sl. 

No. 

Designation No. of 

posts 

Function 

1 2 3 4 

1. Record Superin-

tendent (BS-16) 

1 To hold overall charge of the Record 

Room. He will be under the supervision of 

the Section Officer concerned with Admn. 

or Miscellaneous duties.  

2. Assistant 2 To prepare the files for stitching, get the 

file covers completed and to arrange the 

files stitched.  

To receive the files for safe-custody in the 

Record room and to issue the files against 

requisition slips, etc.  

3. Typists 3 Typing of entries on/for file covers, typing 

of index slips, Annual Index and other 

typing work  

4. Record Sorter. 1 Taking out files against requisition slips or 

placing of  files in appropriate shelves, 

bundles year-wise upon receipt from the 

Sections. 

5. Daftries 2 Pasting of typed entries on file covers, 

stitching of files.  

6. Naib Qasid; 1 Usual duties.  

Large Ministries like Foreign Affairs, Finance, etc., may have larger 
complement of staff according to their actual needs.  

CHECKS ON DELAYS 

89. On receipt of a third reminder, the recipient should, 
wherever possible, secure the pending file himself and dispose of the 
case as expeditiously as possible or arrange for its quick disposal by the 
officer concerned.   

90. (i) On the first working day of each month a return shall be 
prepared in the prescribed form (specimen of form at AnnexureVI) 
showing the particulars of all cases not finally disposed of within one 
month of the date of their receipt in the Division. This return shall be 
submitted for scrutiny of the Secretary/Additional Secretary/Joint 
Secretary-Incharge through the Deputy Secretary concerned.  

(ii) The overall state of work (both intake and disposal) in the 
Division should be charted graphically and displayed in the office of the 
Head of the Division.   
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MISCELLANEOUS 

Attendance Register   

91. An attendance register in the prescribed form shall be 
maintained in all Sections. It shall be initialled by the Section Officer at 
ten minutes after the time fixed for arrival. Any member of the staff 
arriving after the period of grace shall have to explain his late arrival.  

Submission of periodical statements on due dates   

92. To ensure that all reports and returns due for submission 
are sent on the prescribed date, Control Charts should be maintained in 
the form prescribed in 'Annexure VII'. These charts should be maintained 
separately for fortnightly, monthly, quarterly or yearly returns and 
prominently displayed in the room of Section Officer/Deputy Secretary 
concerned. The Section Officer should examine these charts at least once 
a year and should initiate action for discontinuing any report/return 
which has ceased to be necessary.  

Circulation of decisions of general application   

93.  Decision of general application taken in a Division which 
may form precedents in other cases, should be listed by the Section 
Officer concerned in the form at Annexure VIII, and sent through the 
Deputy Secretary concerned to the Deputy Secretary dealing with 
coordination and general administration who should have it circulated in 
the Division.  

Use of red and blue-black inks   

94. For ordinary work (noting, drafting and signing of official 
papers) blue-black or similar ink should be used and red ink is to be 
employed only for special purposes laid in certain rules or instructions.  

Note.– A few examples of rules/instructions enjoining the use of 
red ink may be found in Annexure IX.  

Duties to be performed by the Ministerial   
Staff of the Federal Secretariat   

95. The Ministerial Staff of the Federal Secretariat perform 
such duties/functions as are assigned to them by the competent authority. 
A broad framework of duties/responsibilities of the Superintendents, 
Council Assistants, Upper Division Clerks and Lower Division Clerks is 
given below:–   

(i)  Superintendent  

(1)  Supervising the work of Assistants, Clerks etc. working in 
the Branch/Section;   
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(2)  Submission of cases to higher officers in proper and 
complete form;  

(3)  To see that discipline and tidiness is maintained in the 
Branch/Section.  

(ii) Council Assistant  

(1)  To keep an up-to-date record of Assembly Questions, 
Resolutions, Cut Motions, etc. and the dates on which they 
are to be answered/discussed;  

(2)  To co-ordinate the work relating to Assembly Questions, 
official and non-official Resolutions, Cut Motions on the 
Demands for Grant and any other Motions which a 
Ministry has to undertake under the provisions of different 
Acts of Legislature;  

(3)  To keep a watch on the movement of files dealing with 
Assembly Questions, etc.;  

(4)  To prepare fair replies for the Minister and the 
parliamentary Secretary of the Ministry/Division 
concerned;  

(5)  To attend Assembly Session and to keep notes of 
supplementaries or any other development concerning the 
Division;  

(6)  Any other work which may be assigned to him in 
connection with the Assembly Questions, Resolutions, Cut 
Motions, etc.  

(iii) Upper Division Clerks  

(1)  Recording and Indexing;  

(2)  Supervision of the Receipts, Issue and General 
Branches, wherever a clerk is appointed to hold charge 
of these Branches; 

 (3)  Night Duty;  

 (4)  Preparation of pay bills etc.; and  

 (5)  Cashier's duties.  

(iv)  Lower Division Clerks  

Lower Division Clerks are expected to deal with routine 
type of work, e.g., typing, receipts, despatch, diarising 
etc.  
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Annexure-I  

(See Appendix E-Para 17)  

SECTION DIARY REGISTER 

S. No. No. and date of  

Document 

From whom received Brief Subject File No. Record of 

movement 

Date of 

disposal 

No. Date 

1 2 3 4 5 6 7 8 

        

 

 

 

Note.–  The date of receipt in the Section is to be written across the centre of the page at the beginning of each day's receipt. 

Amended vide O&M Division's O.M. No. 1/2/83-Manuals, dated 19.11.1983.  

S.31(New)   
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  Annexure II (Revised)  

S-92  

(See Appendix E-Paras 25,28 & 38)  

NUMBER OF  

MAIN HEADING  ---------------------------------                  

--------------------------------  

FILE REGISTER 

YEAR---------------------                               

     MAIN HEADING -----------------------------------------------------------------------

----------------------------------------------------------------------- 
 

Serial No. --------------------------------- 

File No. ----------------------------------- 

Subject:------------------------------------ ----------------     

Date of Recording ----------------------- 

Category ---------------------------------- 

Classification -----------------------------  

MOVEMENT 

Serial No. --------------------------------- 

File No. ----------------------------------- 

Subject:------------------------------------ ----------------     

Date of Recording ----------------------- 

Category ---------------------------------- 

Classification ----------------------------- 

MOVEMENT 
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Annexure-III 
(See Appendix E - para 67)  

 

CHART SHOWING PROCEDURE FOR DESPATCH 

Despatcher  

–  Receives papers for despatch. 

 –  Checks the enclosures, if any. 

 –  Separates fair copy from the office copy and records date of 
despatch on both copies. 

–  Affixes rubber stamp "issued" on the office copy and puts his dated 
initial under it.  

–  Returns office copy to the Section concerned. 

–  Places fair copies in the relevant compartments of the sorting rack. 

–  Clears compartments of sorting rack one by one and arranges letters 
office-wise, separating communications for local despatch from 
those to be despatched by post.  

–  Enters communications for local despatch in Dak Books.  

–  Passes communications and Dak Books to Naib Qasid for delivery. 

–  Prepares covers where necessary and writes addresses on covers or 
economy slip, as the case may be, for communications to be 
despatched by post (cyclostyled address slips shall be used for 
addresses frequently addressed).  

–  Passes covers to Daftry.  

Daftry 

 –  Closes covers. 

 –  Weighs and notes value of stamps required. 

 –  Franks covers with necessary stamps.  

–  Returns covers to the Despatcher.  

Despatcher   

–  Makes necessary entries in the Register of Issues and Stamps 
Account and Despatch Register, specimen of which is given in 
Annexure III(a). 

–  Passes cover to Naib Qasid for posting.  

 

                                                           
 Corrected vide O&M Division’s O.M. No.1/8/81-Manuals, dated 22.07.1981.   
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                                                           Annexure III (a) 

                                           (See Appendix E - Para 67)   

DESPATCH REGISTER 

S.No. Number and date No. of 

enclosures 

Addressee's 

particulars 

D.R./Ordinary/ 

Registered dak 

Stamp value 

  Rs.                   Ps 

1 2 3 4 5 6 
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Annexure IV  

[(See Para 79(iii)]  

REGISTER OF FILES DUE FOR DESTRUCTION 

Files to be destroyed in 20------------------------------------------------------  

Sl. 

No. 

File Number Category (B, 

C or D) & 

when 

recorded 

Destroyed 

on  

Shifted to 

year 

Section 

Officer’s 

Signature 
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     Annexure IV (a)  

(See Appendix E - Para 80)  
  

SPECIMEN INDEX SLIPS 

 

1.  

Deputy Secretaries 

 

____ 

 

(For File Cover) 

Special Pay on Appointment as 

Private Secretary to Federal Minister 

No. 1/2/80-admn 

2.  

Deputy Secretaries 

 

Destroy in 1986 

 

____ 

 

(For File Register) 

Special Pay on Appointment as 

Private Secretary to Federal Minister 

No. 1/2/80-admn 

3.  

Deputy Secretaries 

 

 

____ 

 

DEPUTY SECRETARIES 

Special Pay on Appointment as 

Private Secretary to Federal Minister 

No. 1/2/80-admn 

4.  

Deputy Secretaries 

 

 

____ 

 

PRIVATE SECRETARY 

Special Pay on Appointment as 

Private Secretary to Federal Minister 

No. 1/2/80-admn 

5.  

Deputy Secretaries 

 

 

____ 

 

SECRETARY 

Special Pay on Appointment as 

Private Secretary to Federal Minister 

No. 1/2/80-admn 
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  Annexure IV (b)  

[See Para 80(3)]   

INDEX SLIPS ALMIRAH 

 

Specifications  

Size:- 72" x 36" x 18"  

Pigeon holes:- Size 10" x 9" with 1-1/2" front name plate.  

(28 in number)   
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Annexure V   

(See Para 83) 

QUARTERLY PROGRESS REPORT OF RECORDING, INDEXING OF FILES AND WEEDING OUT OF OLD 

RECORDS FOR THE QUARTER OF--------------------------------------------------  

MINISTRY/DIVISION------------------------------------------ 

Category of 

files 

Recording and indexing of files Weeding out of old records 
 

Remarks 

No. of files 

to be 

recorded 

No. of files actually 

recorded/indexed 

during the quarter 

Balance to 

be recorded 

No. of files 

due to be 

weeded out 

No. of files 

actually weeded 

out during the 

quarter  

Balance 

to be 

weeded 

out 

1 2 3 4 5 6 7 8 

A        

B        

C        

D        

Total        

T o   

The Director (Stat.)        SECTION OFFICER 

  PPARC (Statistical Cell) 

Establishment Division,  

ISLAMABAD.  

S.215 
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Annexure V (a)  

[See Para 84(2)]  

REQUISITION SLIP 

Number of File  

Requisitioned----------------------------------------------------------------------- 

Category, Month &  

Year of Record---------------------------------------------------------------------  

To be put up with  

(File Document No.)--------------------------------------------------------------- 

Requisitioned by--------------------------------                                         

(Signature)   

 

Date--------------------------- Designation----------------------------------------  

----------------------------------------------------------------------------------------     
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Annexure VI  

(See Appendix E - Para 90)  

 

MINISTRY/DIVISION…………………… 

RETURN OF RECEIPTS, DISPOSALS AND ARREARS FOR THE MONTH OF………..20 

Section……………….  Name of Section Officer………………… 

No. of 

references 

brought 

forward from 

the previous 

month 

No. of 

receipts 

during the 

month 

Total of 

columns 

1 and 2 

No. of references disposed of 

during the month 

Number of cases outstanding on the 

last working day of the month 

Remarks 

At SO’s level At higher 

level 

More than two 

weeks but less 

than one month 

old  

More 

than one 

month 

old 

Total 

1 2 3 4 5 6 7 8 9 

         

Note .–  Particulars of cases more than a month old should be given very briefly on the reverse. Urgent and personal cases, i.e., cases pertaining to pay, 

increment, seniority, disciplinary matters, etc. should be marked with an asterisk.   

Date…………………………..                Signature of Section Officer.   
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  (Reverse - Annex -VI)  

PARTICULARS OF CASES PENDING FOR MORE THAN ONE MONTH 

 Section…………………………………….   

Sl. No. File/diary 

No. 

Date of 

receipts 

Subject Particulars of cases pending Since when 

pending 
Why pending Where 

pending 

1 2 3 4 5 6 7 
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Annexure VII  

(See Appendix E - Para 92)  

CHART OF RETURNS TO BE SUBMITTED 

Monthly             Section 

Quarterly   Return due from the ………………………  Division 

Yearly 

 

Sl. No. Subject Due date for 

Despatch 

*Date on which actually sent during the month of  

January 

2000 

February-April 

2001 

March-July 

2002 

April-October 

2003 

       

 

 

                                                           
* Note.– The entry in the last column will be regulated by the frequency of the reports which the particular chart is intended to control, e.g., 

in the case of quarterly reports, the entries in the column will be January, April, July and so on. In case of yearly reports, they will be 2000, 

2001, 2002 and so on.   

 



SECRETARIAT INSTRUCTIONS                                            PAGE-129 

 

 

Annexure VIII 

 (See Appendix E - Para 93)  

STATEMENT OF IMPORTANT DECISIONS 

Ministry  

Division  

Sl. 

No.  

 

Decision Name and designation of 

officer who took the 

decision  

Date of 

decision 

Reference No. 

     

 

 

 

 

 

 

 

 

 

 

 

 

Prepared by — Section Officer.  

Dated the………………………………  

Countersigned by — Deputy Secretary 
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Annexure IX 
 (See Appendix E - Para 94)  

INSTRUCTIONS FOR THE USE OF RED INK 

I.  Treasury Rules   

(a) Rule 138.  "The following instructions with regard to the 
preparation and form of bills shall be observed:–  

(iv)  Erasures and over-writing in any bill are absolutely 
forbidden and must be avoided; if any correction be 
necessary, the incorrect entry should be cancelled neatly in 
red ink and the correct entry inserted………."  

(c) Rules 297 (ii).  

"Every sub-voucher which under the provisions of Section 
IV of this Chapter is not forwarded either to the 
Accountant General or to a Controlling Officer alongwith 
bill but is recorded in the office to which the expenditure 
relates, must be duly cancelled by means of a rubber stamp 
or by an endorsement in red ink across the voucher, the 
cancellation being initialled by the officer authorised to 
draw the contingent bills of the office……."  

II.  Secretariat Instructions.  

[Appendix 'E' Para 48(b)].  

"Page numbers should be entered consecutively on all pages of 
correspondence in black or red ink………"  

III.  Instructions for writing and maintaining Confidential 
Reports as printed on PER Forms.  

D.(2) "If you consider that a particular remark of the reporting 
officer is wrong and should be expunged, score it out in 
red ink, initial the scoring and add any other remark which 
you may consider appropriate……."  

(4)  "Underline in red ink remarks which in your opinion are 
adverse and should be communicated to the officer 
concerned…….."     
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IV.  Income Tax Office Manual, 1961 (Edition).  

(i)  Arrears demand brought forward on the 1st of April/1st of July 

from the preceding year.— The entries in respect of these 

demands should be made in red ink (except the demand which 

should be in black) at the beginning of the register.  

(ii)  The clerk concerned, as soon as he receives the I.T. -93 slip 

from the Head Clerk will enter the slip in the Register of 

information slips and then record in red ink on the order sheet 

of the file concerned the number and date of the communic-

ation slip and name of the office from which the communica-

tion or I.T.-93 slip originated.   
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APPENDIX ‘F’ 

(See Instruction 74) 

INSTRUCTIONS REGARDING THE CONDUCT OF  
 CASES OF THE FEDERAL GOVERNMENT IN  

 COURTS, ETC. 

Suit or legal proceedings by Government  

1.  No-civil suit or legal proceedings shall be instituted or 
initiated on behalf of the Federal Government by any 
Division/Department without the prior consultation with the Law and 
Justice [**] Division.  

2.  When the administrative Division/Department concerned 
considers it advisable that a suit or legal proceedings be instituted or 
initiated on behalf of the Federal Government a detailed and clear 
summary should be furnished to the Law and Justice **[**] Division 
showing:–  

(a)  The circumstances which, in the opinion of the 
administrative Division/Department, render institution of 
the suit or legal proceedings in the court of law.  

(b)  The subject of the claim and the relief sought.  

(c)  The steps which have been taken so far to obtain 
satisfaction of the claim.  

(d)  The comments or objections, if any, which have been 
urged by the opposite party against the claim.  

(e)  The evidence, which is believed to be obtainable and 
which it is proposed to adduce in support of the claim.  

(f)  Any other facts which the administrative division/ 
department may consider material or relevant to the case.  

(g) List of property movable and immovable and/or securities 
from which it is proposed to realise the amount claimed, if 
decreed.   

3.  Copies of all documents referred to in the report should, as 
far as possible, accompany the report; where for any reason, the copies 
cannot be supplied the originals should be submitted.  

4.  If the Law and Justice **[**] Division agrees it will 
nominate a counsel to file and conduct the suit or legal proceedings.  

                                                           
These Instructions apply mutatis mutandis to service appeals before the Service Tribunals and cases 
before special courts and tribunals.   
 Words “Human Rights” omitted. 
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Defence of suits, etc.  

5.  No suit/legal proceedings be defended if the claim and 
relief sought is justified and genuine.  

 6. The object of the notice prescribed by section 80 of the 
Code of Civil Procedure, is to allow ample time to the Government to 
inquire into the genuineness or otherwise of the claim or relief sought 
and to affect a settlement of all just claims before a suit is brought, and 
the best use should be made of the opportunity thus given by the law 
towards equitable and amicable adjustment of claims.  

7.  When notice of an intended suit is given under section 80 
of the Code of Civil Procedure, the officer to whom it is delivered, or the 
head of office at which it is left, should forthwith endorse, or cause to be 
endorsed, on the notice:— 

(a) the date and time of receipt;  
(b) the manner of delivery; and  
(c)  the signature of the officer making the endorsement, with 

date.  

8.  The departmental officer concerned should, immediately 
on receiving any notice of an intended suit, proceed to enquire into the 
matter and to consider the claim put forward and move the proper 
authority to decide, in consultation with the Law and Justice [**]  
Division, whether any and, if so, what steps should be taken to adjust the 
claim (whether in whole or in part) or whether the notice-giver be left to 
take such legal action as he may deem proper.  

 9.  When the departmental authority having power to deal 
with the case is clearly of the opinion that the whole or any part of the 
claim put forward is justly due he should, in consultation with the Law 
and Justice *[**] Division, proceed to endorse settlement thereof 
accordingly.  

10. Any amount held to be justly due to the claimant should be 
formally and unconditionally tendered to him without prejudice and 
without requiring him to give an acquittance in full adjustment of his 
claim, but upon a receipt for the sum tendered. No tender of payment or 
payments should be made after the suit has been brought except with the 
approval of and in accordance with the instructions of the Law and 
Justice *[**] Division.  

11.  Under Order V, rule 2, C.P.C. the summons in a suit is 
required to be accompanied by a copy of the plaint or concise statement 
thereof. If a summons is not accompanied by a copy of plaint/petition, or 
concise statement, service should be refused, if possible, with a note 
requesting for a copy of the plaint/petition and the matter should be 

                                                           
 Words “Human Rights” omitted.  
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brought to the notice of the Law and Justice [**] Division forthwith. In 
no case the duplicate copy of the summons, when received, should be 
returned to the court before showing the case to the Law and Justice *[**] 
Division.  

12.  At subsequent stages of a suit and in appeals copy of 
plaint/petition, or of memo of appeal, is not sent with the notice and quite 
often Ministries/Divisions find it difficult to link those notices with the 
main case in dispute. It is, therefore, imperative that in each 
Division/Department, a Section, hereinafter referred to as the Litigation 
Section, should be earmarked for dealing with or co-ordinating the 
litigation cases. This Section should receive all summons/notices from 
courts, maintain a nominal index of litigation cases in the following 
form, in a Register, and keep a watch over their progress.   

Name of 
parties 

Nature of 
cases 

Subject Court Counsel File No. Result 

A B C 
vs 

Pakistan 

Civil suit 
or appeal 

Service 
matter, 

arbitration 

High 
Courts, 

Peshawar 

A.G. 
Peshawar 

 Dismissed 

 

13.  Where service of a summons/notice not accompanied by a 
copy of plaint has been affected, the court issuing the summons, not 
being a High Court or the Supreme Court, should be immediately 
requested to supply the same and extend the date of hearing accordingly. 
The matter should simultaneously be reported to the Law and Justice 
*[**] Division for further advice and appropriate action in the matter. 
The envelopes of such summons/notice should be kept intact.  

14.  When a summons has been duly served, the Litigation 
Section should, after noting its particulars in the nominal Index Register, 
pass it on to the concerned officer or department who should collect 
relevant information and documents/papers from the concerned quarters, 
examine the matter thoroughly and then refer it to the solicitor to the 
Government of Pakistan in the Law and Justice *[**] Division for further 
examination and nomination of an Advocate to undertake the defence of 
the case, if considered necessary. 

15.  Where a summons does not give adequate time for 
examination and arranging defence, an authorised officer of the 
administrative department concerned should appear in person in the court 
and apply, under rule 5, Order XXVII of the First Schedule to the Code 
of Civil Procedure, for a reasonable extension of time. In the absence of 
prior notice under section 80 CPC, the court is obliged to give at least 3 
months time for the filing of written statement and first hearing.  

16.  In case of applications for interim injunction pendent lite, 
time allowed is usually 3 to 7 days. If, for any reason, it is not possible to 
arrange defence in time, some recognised agent, i.e. a person holding 

                                                           
 Words “Human Rights” omitted. 
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power-of-attorney in this behalf, should appear in the court on the date of 
hearing and seek adjournment for about 15 days. Thereafter, the case 
should be referred to the Solicitor with utmost despatch. Usually, plaints 
are to be read as part of the application for interim injunctions but quite 
often copies of plaints are not supplied by courts alongwith notices for 
the hearing of such applications. Where copies of plaints are not so 
received, the same should be procured from the court before referring the 
case to the Law and Justice Division.  

17.  After the Law and Justice [**] Division has examined the 
case and nominated an Advocate to defend/conduct it in a court of law, a 
responsible officer of the administrative department concerned well- 
conversant with the facts of the case, and preferably stationed at or near 
the seat of the court, should contact and brief the counsel at the earliest 
and well before the next date of hearing of the case. This responsibility 
should never be left to the sub-ordinate staff.  

18.  Although it should not normally be necessary for the 
departmental representative to be present in the court on each date of 
hearing, he should remain in touch with the counsel and keep watch over 
the progress of the case. Whenever required by the counsel he must 
present himself in the court and render all possible assistance to the 
counsel in the conduct of the case, as if it was his personal case. Where, 
however, a department has an office at the station where the suit is 
pending, someone may be deputed to attend the court and assist the 
counsel on each date of hearing if possible.  

Action on Termination of Proceedings  

19.  As soon as a suit is decided, particularly when the 
decision is adverse to the Government, the administrative department 
concerned should apply, in the prescribed form, to the concerned 
Court/Copying Branch or the District Judge for copies of judgment and 
decree-sheet "for official use". These would be supplied free of cost. In 
addition, the counsel should also be asked to apply separately for 
certified copies of judgment and decree-sheet.  

Appeals  

20.  If the decision is either wholly or partially adverse to the 
Government, the matter should be reported immediately to the Solicitor, 
Complete record of the case, alongwith copies of judgment and decree- 
sheet and comments of the department, should be sent to him thereafter 
as soon as these copies become available.  

                                                           
 Words “Human Rights” omitted. 
Certified copies of judgment etc. should be kept by the Department in safe custody, as the same 
may have to be filed in court if appeal is to be filed and photo-stat copies thereof should be placed on 
the file. In fact, original of all important documents should be kept by the Department in safe 
custody as soon as litigation or threat of litigation starts. 
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21. Although time is the essence in litigation in general, in 
appeal it is of utmost importance because the time allowed for appeals is 
limited and appeals filed after the expiration of limitation period are 
ordinarily dismissed as barred by time and no appeal lies against the 
refusal of a court to condone delay. It is, therefore, very necessary that 
the litigation cases in general and appeals in particular should be handled 
with promptness and diligence.  

  When time left for filing an appeal is less than 7 days, an officer of the 

administrative department, not below the rank of Deputy Secretary, should bring the file 

personally to the solicitor.    

  22.  The periods of limitation prescribed for various kinds of 
appeals, etc., are as under:–   

No. of article of the first schedule to the 
Limitation Act, 1908, or other relevant rule 
and description of appeal or application.  

Period of Limitation  
 

       1                2 
151 From a decree or order of a High 

Court in the exercise of its original 
jurisdiction.  

20 days 

152 Under the Code of Civil Procedure 
to the court of a District Judge. 

30 days.  

156. Under the Code of Civil Procedure 
to a High Court.  

90 days.  

158. Application to set aside or to get an 
award remitted for reconsideration.  
 

30 days from the date 
of service of notice 
of filing of the 
award. 

161. For a review of judgment by a 
court of Small Causes 

15 days.  

162.   For a review of judgment by a 
High Court.  

20 days 

164. Application by a defendant to set 
aside a decree passed ex-parte.  

30 days from the date 
when he has 
knowledge of the 
decree.  

178. Application for the filing in court 
of an award.  

90 days from the date 
of service of notice 
of making of award.  
 

                                                           
 This should be followed in other court cases as well when the date of hearing falls within 7 days.   
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   1                                         2 

 

Order XIII. 
Supreme 
Court Rules, 
1956  
 

 
For petition for special leave to 
appeal to the Supreme Court.  
 

 
30 days where 
leave to appeal is 
refused by the 
High Court; 
otherwise 60 days. 

Order XII, 
Rule 6B. 
Supreme 
Court Rules, 
1956.  

For appeal to the Supreme Court 
where certificate of fitness is 
granted by a High Court.   

30 days from the 
date of grant of 
certificate.  

 

23.  In computing the period of limitation, the days from 
which such period is to be reckoned and in case of appeals, or application 
for review, the day on which the judgment complained of is pronounced 
and the time requisite for obtaining a copy of the judgment/decree 
appealed from or sought to be reviewed is to be excluded.  

Execution  

24.  A decree favourable to government may be executed either 
by the court which passed it or by such other court in whose jurisdiction 
the judgment-debtor voluntarily resides or carries on business, or 
personally works for gain or owns property sufficient to satisfy the 
decree. While referring a case for execution of a decree it is, therefore, 
necessary that an inventory of the movable property, containing a 
reasonably, accurate description of the same, and a list of immovable 
property, containing a description and location of such property 
sufficient to identify the same, and a specification of the judgment-
debtor's share or interest in such property should be furnished to the 
Solicitor.  

If an appeal is instituted by the opposite party and the execution 
of the decree is stayed by the order of the court, the interval before the 
decision of the appeal should be made use of in making inquiries as to 
the property of the judgment-debtor.  

Writ Petitions.  

 25. The instructions in the preceding paragraphs apply mutatis 
mutandis to Writ Petitions. It is, however, to be noted that High Courts 
usually call for reports/comments from the administrative departments 
concerned before admitting the petitions to regular hearing. Failure to 
comply with the orders of the High Court may lead to the admission of 
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petitions to regular hearing which may then take long time to be decided. 
It is, therefore, imperative that the reports/comments asked for should be 
promptly supplied to the High Courts and where it is not possible the 
High Court may be requested, before the expiry of the time allowed, for 
reasonable extension. The report/comments should be shown to the Law 
and Justice [**] Division before sending the same to the High Court.  

Arbitration  

26.  According to Government decision no provision is to be 
made in agreements with domestic contractors for resolution of disputes 
through arbitration. However, if the agreements already concluded by or 
on behalf of the Government contained any condition of getting any 
question, difference or dispute decided by reference to arbitration then 
the same has to be acted upon and the instructions contained herein 
before apply mutatis mutandis to the conduct of arbitration proceedings 
to which a Ministry/ Division/Department of the Federal Government is 
a party.  

Expenses.  

27. All expenses on the conduct of litigation, including costs, 
court fees, counsel fees, not being the decretal amount of costs payable to 
the other party under the decree or order of the court, are payable by the 
Law and Justice Division out of the funds placed at its disposal. The 
penal costs ordered by the court to be paid to the other party for any 
default on the part of the government and the charges payable to the 
witnesses are, however, to be paid by the administrative department 
concerned.  

All expenses in criminal cases are payable by the administrative 
departments concerned.  

Mode of submission of cases  

  28. To ensure quick disposal of files and to avoid un-necessary 
correspondence and delay a self-contained summary of the case 
indicating the point or points on which the advice of the Law and Justice 
*[**] Division is required should be placed on the file in duplicate in the 
opinion cases and at least in triplicate in court cases. In court cases, para- 
wise comments, on plaints/petitions should also be furnished in triplicate. 
Such references to the Law and Justice *[**] Division from the 
Ministries/ Divisions should be made preferably at a senior level.   

                                                           
 Words “Human Rights” omitted.  
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  29. Draft of para-wise comments, etc., should be typed in 
double space and half-margin should be left to enable the Law and 
Justice [**] Division to carry out amendments wherever considered 
necessary.  

30. Standardised court labels (S-209-A to 212-B) obtainable 
from the [***], should be used while sending a court case to the Law 
and Justice *[**] Division.   

31.  If a reference is made to any earlier advice of the Law and 
Justice *[**] Division the number and date of that advice must invariably 
be quoted and if possible, a copy of the same be placed on the file. 
Whenever a case is referred to the Law and Justice *[**] Division and 
any previous opinion of the Law and Justice *[**] Division on the point 
at issue is within the knowledge of the referring Division, it should also 
invariably be quoted in the referring note indicating the number and date 
of that previous opinion.  

32. Unnecessary references on which the Ministries/Divisions 
should themselves be able to formulate opinion should not be referred to 
the Law and Justice *[**] Division. With particular reference to drafting 
of pleadings and affidavits it should be noted that while an officer 
signing any pleading or affidavit on behalf of the Government has every 
right to be satisfied that there is no mis-statement of facts, actual drafting 
of pleadings and affidavits and the choice of wording have always been 
the privilege and the responsibility of the counsel conducting a case on 
behalf of the Government. Therefore, so long as facts are correctly set 
out in the pleadings or affidavit there should hardly be any occasion for 
objection as to the contents, arrangement or wording used by counsel in 
such pleadings or affidavit and should not normally be referred to the 
Law and Justice *[**] Division for vetting.  

For list of officers authorised to sign and verify plaints/written 
statements Law and Justice Division's Notification No. SRO, 
1013/(K)/71 dated 28.08.1971 may be consulted.  

33. (i) Under paragraph 44 of the Secretariat Instructions, the 
Attached Departments of the Government of Pakistan are authorised to 
make un- official references to the Law and Justice *[**] Division under 
intimation to the parent Ministry/Division. Such references should 
clearly show that the reference is being made under intimation to the 
parent Ministry/Division.  

                                                           
 Words “Human Rights” omitted.  
 The office of “Controller Stationery and Forms” stands devolved w.e.f. 31-12-2020 and functions 

transferred to Printing Corporation of Pakistan Press, Islamabad.  
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 (ii)  Subordinate Offices and the Statutory and Autonomous 
bodies which are not authorised to make direct references to the Law and 
Justice Division should, route their references only through the 
Ministries/ Divisions concerned.   

 34.  In case of Departments authorised to correspond directly 
with the Law and Justice [**] Division, the references should come 
under the signature of a fairly senior officer. In case of Attached 
Departments the officers sending the reference should indicate their ex- 
officio Secretariat status.  

35.  The cases touching upon service matters and 
interpretation of financial rules and regulations should be referred to the 
Establishment Division or, as the case may be, to the Ministry of Finance 
in the First instance and the assistance of Law and Justice *[**] Division 
should be sought only if a question of law is involved.  

36. Where a Division obtains an opinion from the Law and 
Justice *[**] Division, the referring Division should not in announcing 
Government's decision (i.e. that Division's own decision) disclose that 
the Law and Justice *[**] Division was consulted. Care should be taken 
that endorsement in such cases meant for the Law and Justice *[**] 
Division are not carried out in the copies meant for other Divisions and 
Departments.    

37. While the Law and Justice *[**] Division would welcome, 
where considered expedient, back references from the administrative 
Divisions for reconsideration of its opinions, but such references should 
be at least from the same level at which legal opinion was tendered in the 
Law and Justice *[**] Division.  

38. Where in any case there is a difference of opinion between 
the Law and Justice *[**] Division and the Division concerned and the 
latter desires to consult the Attorney-General, it should send to the 
former all relevant papers together with a self-contained summary of the 
case precisely indicating the points on which the advice of the Attorney- 
General is sought. Under no circumstances a case is to be referred to the 
Attorney-General by the administrative Divisions directly.  

39. The Secretary in each Division will be personally 

responsible for the observance of these instructions by his subordinates 

including the officers in the attached and subordinate offices. He should 

ensure that his subordinates do not disregard these instructions. When a 
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case is finally disposed of and decided against the Government he should 

have an inquiry instituted in the matter and take appropriate action 

against the concerned officials where the judgment has gone against the 

Government because of the non-observance of the rules of procedure on 

the part of the dealing officials. Where any lacuna in law or procedure is 

revealed steps should be taken to amend the law or the rules, as the case 

may be, if considered necessary and expedient.   

 Implementation of Judgments/Orders passed by the  

 Federal Services Tribunal  

40. On acceptance of an appeal by the Federal Services 

Tribunal, a written order is communicated to the concerned parties and 

respondent Ministries/Divisions/Departments. On receipt, the judgment 

is to be examined on top priority basis with a view to filing a Civil 

Petition for Special Leave to appeal (CPSLA) before the Supreme Court 

of Pakistan for which 60 days time is available to the aggrieved parties. 

In case, it is decided in consultation with the Law and Justice [**] 

Division that an order passed by the Tribunal does not involve any 

substantial question of law of public importance for moving a CPSLA 

before the Supreme Court of Pakistan, the order should be implemented 

forthwith under intimation to the Registrar, Federal Services Tribunal, 

Islamabad.   

 

 

 

 

 

 

 

 

                                                           
 Inserted vide Establishment Division's O. M. No. F. 10/14/92-Lit-I dated 04.05.1993.   
 

 Words “Human Rights” omitted. 
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APPENDIX ‘G’  
(See Instruction 76) 

E-OFFICE USER GUIDE 

PREAMBLE 

All the procedures and instructions in the Secretariat 
Instructions, unless explicitly modified or amended in this Appendix, are 
applicable to e-Office users. It deals with only those procedures & 
responsibilities where technology has facilitated or automated the 
process or modified the modus operandi. Misuse/violation of e-Office 
guidelines shall be dealt under invogue Efficiency & Discipline Rules.  

Role of head of Organization/PAO/Controlling Authority 

2. The head of organization/PAO shall ensure, 

a) Administrative, social, and organizational culture 
 change management resulting due to the shift from 
 manual system to electronic communication system    
 (e-Office, e-Mail, video conferencing, web presence 
 etc.). 

b) To monitor e-Office Executive Dashboard for 

 performance evaluation of the Division and take 
 necessary actions (if required). 

c) Sustainability of e-Office operations & services in 
 his/her organization.  

d) Availability of requisite infrastructure  (LAN/ Laptops/ 
 PCs/Scanners/Connectivity with e-Office Servers) 

 in consultation with Ministry of Information 
 Technology & Telecommunication (MoITT): 

i. one computer for all the officers BPS-17 and 
above.  

ii. a computer for supporting staff (for e-Office only) 
 of the officer.  

iii. Local Area Network (LAN) for all e-Office users.  

iv. Automatic Document Feeder (ADF) scanner for 
 every file initiating officer.  

e) E-Office as the preferred means for official 
 communication till attaining level 04 (where 
 applicable i.e. even one e-Office service desk is 
 available); 

i. President Office, Prime Minister Office, National 
Assembly, Senate Secretariat, Constitutional 
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Organization/Bodies where e-Office services are 
available.  

ii. Intra-Ministry/Intra Division.   

iii. Inter-Ministry/Inter Division.  

iv. Among the Ministries and departments under their 
control.  

v. Intra-departmental/Organization.  

vi. Inter-departmental/Organization.   

f) In case R&I component of IC-Module is opted for 

implementation it shall be properly equipped with 

infrastructure and requisite human resource to enable it for 

sending/receiving e-Office files/Documents. 

g) Issuance of necessary SOPs for change management 

necessitated. This may also include re-alignment of the role/ 

responsibilities of the officers/supporting/helping staff (if 

required). 

Signatures/Signing of Noting/Issuance of Documents 

 3. E-Office has built-in digital signature, with embedded 
encryption for security and authentication. The document marked/issued 
through e-Office shall be considered signed; and shall be acceptable as a 
legal evidence at any forum and court of law.  

Signature on the Documents to be Sent to the Financial/Audit 

Institutions (this arrangement is only for the time until e-Office is 

holistically adopted in Federal Government) 

 4. In case the relevant financial office doesn’t have the          
e-Office in place; the Ministry/Division may designate an officer in 
intimation to the relevant financial institution (AGPR etc.), and inform 
that the signature of the designated officer may be treated as the approval 

of the relevant officers/authorities.     

Role Delegation/Additional Charge 

 5. The e-Office allows the designated officer to assign the  
additional roles/charges to an officer subject to the approval of the 
competent authority, which is accessible from his original ID/Password 
without shifting his office/location. In case the officer is on leave (any 

kind) or on official duty (out of office), he/she: 

(i) may not relinquish his/her charge and keep on working 
through authorized remote access, 

or 
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(ii) his/her charge/role may be given/delegated to another 
officer.  

6. In both the cases approval of the competent authority shall 
be forwarded to the e-Office local App-Admin for the necessary action 
and when the incumbent returns from the leave, it may be intimated to        
e-Office local App-Admin for resumption of the charge.  

Supporting/Helping Staff 

7. E-Office operations require only one qualified supporting/ 
helping staff or as per entitlement of the officer, that may be an 
Assistant, Steno, UDC, LDC, PA,PS,SPS, PRO, or Staff Officer etc. to 
assist the officer. Supporting staff shall be responsible for the following: 

(i) All the tasks related to processing of cases on e-Office.  

(ii) Digitization of record. 

(iii) Any other duty/task assigned by the officer.     

Function of R&I 

(receipts/issue from the individuals/organization not part of Federal 

Divisions/Department)   

8. Organization will have the option to implementation of 
R& I component of IC module. The helping/supporting staff in R&I shall 
scan the paper based receipts and forward it to the addressee through              

e-Office, and keep the hard copy in record. Wherein, the officers are 
addressed by name, or document is secret/confidential, the dak shall be 
sent to the officer without opening the envelop. The supporting/helping 
staff of the officer shall upload the scanned copy of the document in               
e-Office (if required) for further necessary processing. Heavy 
correspondence done by inter/intra Ministries shall be shifted to e-Office.   

External/Internal Receipts 

9. The officer shall view e-Document marked to/received on 
his/her desk; 

(i) if it is relevant to him/her, it shall be accepted and attached 
in the relevant e-File and necessary action should be taken, 
otherwise.  

(ii) It should be returned to the R&I and R&I shall it forward to 
the relevant officer.  

E-File Creation 

10. For e-File creation all the mandatory fields (heading, type, 
number, subject, initial noting para numbers etc.) shall be filled 
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alongwith defining the priority level, and classification. Brief description 
of the e-File and “key words” must be defined.  

Preparing a New Case 

11. Before the processing of a new case it will be checked that 
a relevant e-File already exists/ if not, then new e-File shall be created; 

(i) Work flow shall be defined.  

(ii) Approving authority of the case shall be selected.  

Referencing in the E-File 

12. Links to the PUCs, FRs, DFAs, and all other reference 
documents shall be properly given in the noting of the file.  

Transfer of E-File 

 13. The e-Files are transferable from one section to another in 
line with work distribution.  

Previous Papers/Precedence by Supporting Staff 

14. If already not available in the e-File/Document, 
supporting/ helping staff shall upload it in e-Office. 

Keeping Note of All Important Record 

15. E-Office keeps record of all types of documents 

automatically, and is retrievable all the time, subject to the provision of 

access to that e-File/Document.  

E-Dak Registers 

16. E-Dak register automatically maintains in-bound/out-

bound e-Files/Documents. 

Inter-Ministerial Communication 

17. Authorized e-Office user (as per Secretariat Instructions) 

may send e-File/e-Document to any user of any Ministry/Division.     

Record Keeping and Archiving 

18. All records are auto-managed.  

To Keep Proper record of Movement of Files and other Classified 

Documents 

19. This function is auto-managed by e-Office system.  
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Advice/Comment from Other Divisions 

 20. Advice/comments from other Ministries/Divisions may be 

sought by forwarding e-File/Document to the relevant Ministry/ 

Division. 

E-Part Files 

 21. e-Part file may be created under following conditions: 

(i) Main e-File is not currently on the desk of the owner/ 

 custodian. 

(ii) To maintain secrecy of the main e-File. 

(iii) Two or more parallel cases are required to be 

 processed on same subject with different audience. 

Audit 

22. The e-Office files can be assigned in read-only mode to 

Audit officer. Moreover, the e-Office content is valid for all kinds of 

evidences and for the court of law. 

Reminder on “Time bound cases” 

23. The relevant reminder option may be associated/ assigned 

to each, with each e-File/Document. 

Secrecy—Confidentially of files 

 24. e-Office files marked as confidential can only be accessed 

by authorized users. 

Security of the System 

 25. The e-Office system has maximum built-in security 

features based on the available technology, however, the following 

precautionary measures shall be taken by the user; 

(i) Do not share his/her password. 

(ii) That there is no unauthorized physical access to 

PC/Laptop. 

(iii) Do not connect his PC/Laptop to the internet. 

(iv) The Digital certificate should only be installed on one 

PC/Laptop (Preferably). 

(v) Follow the e-Office security guidelines advisories 

issued by NTISB & NITB from time to time. 
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(vi) The computer on which e-Office is running shall not be 

connected with internet, and all the external ports except the 

one through which e-Office is being accessed, should be 

blocked.   

Correspondence with Organization/Individual having no Provision 

of e-Office 

26. The user will have the provision to print the document 

from e-Office, or send it to R&I for printing and further necessary 

forwarding of the hard copy of the letter. All outgoing dak from the 

Secretariat will also be sent out, using e-Office via e-mails. 

Prioritization 

 27. E-Office has built-in functionally to assign the due priority 

level to the e-File/Documents. 

Letter, Memorandum… Notification 

 28. E-Office has built-in templates for all the mode of 

communication given in the relevant section of this book. 

 

_______________ 
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INDEX 

ABBREVIATIONS USED 

S.I.   .. .. Secretariat Instruction(s). 

App.   .. .. Appendix. 

Ann.   .. .. Annexure. 

P.   .. .. Para(s). 

 

A  

‘A’ Record— 

Type of records which for purposes of retention should be categorized 

as___________and the period for which they should be retained  ....................  

 

App.E,P.75(3) 

Abroad— 

Recruitment from__________ ..........................................................................  

App.B.P.8 

 

Additional Secretary— 

See “Joint Secretary’  

App.E,P.28—39. 

 

Advice of Justice Division— 

Mode of submission of cases for seeking_________ ........................................  

App.E,P.87 

Advice/Comments from other Divisions 

__________ may be sought by forwarding e-file/e-document to the relevant 

Ministry/Division ..............................................................................................    

App. G, P-20 

Agreements— 

___________with foreign countries to be sent to the Cabinet Division for 

preservation .......................................................................................................   

App.C,P.5(5) 

Aide Memoire— 

A form of communication, its purpose and composition ...................................   

S.I. 45. 

Air Headquarters— 

May make references to any Ministry except the Justice Division and vice 

versa on purely department al questions ............................................................  

App.E,P.81. 

Annual Index of Files— 

To be compiled by the Assistant posted to the record room ..............................  

App.E,P.81 

Appeals— 

Procedure of ___________ in Federal Government cases ................................  

App. P.20-23 

Appointments— 

__________on ad hoc basis ..............................................................................  

App. B, P.10. 
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Arbitration— 

Conduct of __________ proceedings ................................................................  

App. F, P.26 

Arrears— 

Monthly return of ________to be prepared by every Section Officer ...............  

App. E, P.89. 

Assistant— 

Action to be taken by the __________for recording of file ...............................  

App. E, P.79. 

Action to be taken by _________for review, re-categorization and 

destruction of record .........................................................................................  

App. E, P.82. 

Action to be taken by the __________ on a fresh receipt which he is unable 

to put up by the next working day .....................................................................  

App. E, P.21. 

Fresh receipts to be diarised by the ___________ after they have been seen 

by officers .........................................................................................................  

App. E, P.17. 

List of files to be transferred to record room to be prepared by the 

_________ in duplicate .....................................................................................  

App. E, P.84(1). 

Movement Register to be maintained by the — under the direction and 

supervision of the Section Officer .....................................................................  

App. E, P.3. 

New files to be given distinct file Nos. by the ________ in consultation 

with the Section Officer ....................................................................................  

App. E, P.25. 

Procedure for handling fresh receipt by the__________ ...................................  App. E, P.20. 

_________should consult his Calendar Diary every morning and submit to 

the Section Officer all files required to be put up on that date ..........................  

App. E, P.74. 

________should maintain a Calendar Diary to note suspense and reminder 

cases ..................................................................................................................  

App. E, P.73. 

__________should mark the file “Reminder” if a reply to the 

Communication is awaited and note the date on which the file is to be re-

submitted ...........................................................................................................    

App. E, P.71. 

_______should mark the file “Suspense” if further action is to be resumed 

at a later date and note the date on which the file is to be re-submitted ............   

App. E, P.71. 

________to place the office copy on the file in the chronological order and 

give it a page number ........................................................................................  

App. E, P.70. 

Attached Department— 

Conditions under which an ___________or a Subordinate office may make 
un-official references to the Justice Division ....................................................  

S.I. 44. 

Definition of _____________ ...........................................................................    S.I. 2(i)  

Attendance Register— 

________to be maintained in the prescribe from in all Sections .......................  

App. E, P.90. 

Section Officer to Initial____________ ............................................................   App. E, P.90. 
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Attorney General— 

Procedure for Consulting_________ .................................................................  

S.I. 46. 

Auditor General of Pakistan— 

Procedure for reference to the________ ...........................................................  

S.I. 48. 

Audit 

The e-Office can be assigned in read only mode to _________ officer ............   

App.G P-22 

  

B  

“B” Record 

Type of records which, for purposes of retention, should be categorized as 

_____________ and the period for which they should be retained ...................  

App. E, P. 75(3) 

Business— 

All ___________ of Government shall be conducted in accordance with the 

Rules of Business and the Secretariat Instruction ..............................................  

S.I. 14. 

Definition of __________ .................................................................................    S.I. 2 (ii). 

C  

“C” Record— 

Type of records which for purposes of retention should be categorized as 

__________ and the period for which they should be retained .........................  

App. E, P. 75(3) 

(iii)  

Cabinet— 

A summary for the _________ shall be printed and copies furnished to the 

Cabinet Division as required .............................................................................  

App. E, P. 46 

Essential requirements of a summary for the_________ ...................................  App. E, P. 46. 

Cabinet Division— 

Stated documents, treaties, agreements with foreign Governments etc., to 

be sent to the _________ for preservation .........................................................  

App. E, P 87. 

Calendar Diary— 

Each Assistant should consult his ________ every morning and submit to 

the Section Officer all files required to be put up on that date ..........................  

App. E, P. 74. 

Each Assistant should maintain a ___________ to note suspense and 

reminder cases ...................................................................................................  

App. E, P 73. 

__________to be checked by Section Officer periodically ...............................  App. E, P 74. 
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Case 

Preparing new _____________ 

App.G, P-11 

Cash— 

Method of checking whether arrangements for custody and handling of — 

in a Secretariat Office are satisfactory ...............................................................  

App. D, P. 1(v) 

Central Board of Revenue— 

References to Justice Division may be made by __________ without the 

intervention of the Ministry of Finance .............................................................  

S.I. 44. 

Central Registry— 

All papers for dispatch to other officers to be sent to the __________ ..........  

App. E, P 67. 

All receipts handled by the _________ to be impressed with a rubber stamp 

showing the name of the Division and the date of receipt ..............................  

App. E, P 9. 

All receipts processed by the ___________ to be passed on the officers 

concerned at regular intervals .........................................................................  

App. E, P. 10 

Dispatch procedure to be followed in the _____________ ............................  App. E, P.67. & 

Ann. III to App. E 

Functions and location of __________ in Secretariat Offices ........................  App. E, P. 1 

Handling of reminders in the ____________ .................................................  App. E, P. 8. 

No receipt to be diarised in the _____________ ............................................  App. E, P. 9. 

Opening of covers and sorting of receipts in ____________ .........................  App. E, P. 7. 

Receipts wrongly marked by the ________ to a Section to be promptly 

returned to the Section concerned or to the central registry ...........................  

App. E, P. 12. 

Channel of correspondence— 

Prescribed ___________ with the Government of a foreign country, the  

Pakistan Diplomatic Mission abroad, a foreign Mission in Pakistan, 

International organizations and private institutions or individuals in foreign 

countries .........................................................................................................  

S.I. 54 & App C. 

Charge  

The e-Office allows the designated officer to assign of the  additional 

roles/_______ to an officer 

App. G, P-5 

Checks on delays— 

Monthly return of arrears to be prepared by every Section  Officer 

__________ ....................................................................................................  

S.I. 56 & App. E, 

P. 89. 

  Procedure to be adopted on receipt of a their reminder ................................  App. E, P. 88 

Circulation— 

_________of decisions of general application ...............................................  

App. E, P. 93 
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Civil Suit—  

_________by the Federal Government to be instituted in consultation with 

Justice Division ..............................................................................................  

App. F, P 1-4. 

Classification— 

Means________ of files into “secret” or “confidential” .................................  

App. F, P. 75(2) 

Classification and Categorisation of Records— 

________for purposed of retention, records to be categorized in four 

categories .......................................................................................................  

App. E, P. 75 

Classified Documents— 

To Keep Proper record of Movement of Files and other ____________ .......  

App.G,P-19 

Classified Records— 

Procedure to be followed for destruction of ________ ..................................  

App. E, P. 82(2) 

Communication(s)— 

Forms of ____________; their purpose and the occasion on which each 

should be used ................................................................................................  

App. E, P, 53-63 

Conduct of cases of the Federal Government in Courts— 

_________for civil suit by the Federal Government to be instituted in 

consultation with the Justice Division ............................................................  

App. F, P 1-4 

________in defence of suits etc .....................................................................  App. F, P 5-18 

________, action on termination of proceedings ...........................................  App. F, P 19. 

________, procedure of Appeals ....................................................................  App. F, P 20-23 

________for execution of decree ...................................................................  App. F, P 24 

________in writ petitions ...............................................................................  App. F, P 25. 

________in conduct of Arbitration proceedings ............................................  App. F, P 26. 

________for expenses on conduct of litigation ..............................................  App. F, P 28-39. 

________, mode of submission of cases for seeking the advice of Justice 

Division ..........................................................................................................  

App. F, P 28-39 

________, implementation of Judgments/Orders passed by Federal 

Services Tribunal ________ ...........................................................................  

App. F, P 40. 

Confidential documents— 

Classification and treatment of documents of secret and ________nature .....  

S.I. 60-62 

Confidentiality—  

Secrecy/________ of files 

App.G, P-24 

Consultation with other Division(s)— 

A reference to another Division shall, as far as possible, be addressed to the 

officer concerned by name________ .............................................................  

S.I 39. 
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Manner in which ________ to be done ..........................................................  S.I. 31. 

Procedure for ________ when more than one Division has to be consulted ..  S.I 32-33 

Control Charts— 

Each Section Officer should examine ________ at least once a year and 

initiative action for discontinuing and report /return which has ceased to be 

necessary ........................................................................................................  

App. E, P. 91.  

________to be maintained in all sections to ensure that all reports and 

returns due for submission are sent on the prescribed date.............................  

App. E, P. 91. 

Controlling Authority— 

Role of head of organization/PAS/___________ ...........................................    

App.G,P.2 

Copies of Cypher Telegrams App. E, P.62-A 

(i-iv). 

Correspondence  

_________________ with organization/individual having no provision of 

e-Office  

App. G, P.26  

Covers— 

File _________Serving Form S.204-E (Revised) should be used for office 

work ...............................................................................................................  

App. E, P. 27. 

Method of preparing _________for documents to be sent out .......................   App. E, P. 69. 

Creating Agency— 

_________means the Ministry/Division/ Department/Commission/ 

Committee  which opens and closes the files .................................................  

App. E, P. 75(2) 

Creation— 

E-file_________   

App.G, P.10 

Cypher— 

Instructions regarding grading, editing and numbering of _________ 

telegrams issued by the Ministry of Foreign Affairs to be carefully 

observed .........................................................................................................  

App. E, P 62-A 

Method of sending telegrams in _________ ..................................................  App. E, P 62-A 

D  

‘D’ Records— 

Type of records which, for purposes of retention, should be categorized as 

_________ and the period for which they should be retained ........................  

App. E, P 

75(3)(iv) 
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All communications to bear the _________on which they are actually 

issued; they should not be double-dated .........................................................  

App. E, P 68 

Decision— 

Circulation of _________ of general application ...........................................  

App. E, P 92. 

Decree— 

Execution of _________ ................................................................................  

App. E, P 24. 

Defence of Suits— 

Procedure of _________ ................................................................................  

App. F, P 5-18  

Delays— 

Monthly return of arrears to be prepared by every Section Officer ................  

S.I. 56(1), App. 

E, P. 89. 

Demi-Official Letter— 

A form of communication; its purpose and composition ................................  

App. E, P 57. 

Department of Stationery and Forms— 

All newspaper, magazines, press cuttings, wrapping paper, no longer 

required to be made over to _________ .........................................................  

App. E, P 82(2) 

Deputy Secretary— 

Action to be taken by__________ on fresh receipts submitted to him by 

Section Officer ...............................................................................................  

App. E, P 14-16. 

Periodical inspection to be carried out by the __________ ............................  S.I. 57. 

Procedure to be adopted by the __________if he is unable to dispose of any 

work pending with him for three working days ..............................................  
App. E, P .23. 

Second reminder to be in the form of a demi-official letter from the 

__________ ....................................................................................................  
S.I. 56(2) 

__________should hold periodical meetings with Section Officers ..............  S.I.56 (b) 

Type of cases which a __________can himself dispose of ............................   S.I. 7 

Despatch—  

After a communication has been dispatched, office copy to be rubber 

stamped “issued” and returned to the Section concerned ...............................  

App. E, P. 69(ii) 

All papers for __________ to other officers to be sent to the Central 

Registry ..........................................................................................................  
App. E, P 67. 

Method of checking whether arrangements for __________ of papers in a 

Secretariat Section are efficient ......................................................................  
App. D, P 37-41 

Destruction— 

__________of classified documents; procedure to be adopted for 

__________ ....................................................................................................   

App. E, P. 82(2) 

Destruction of Records— 

Procedure for __________ .............................................................................  

App. E, P. 82(2) 
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Diarising— 

A file referred to or received back from another office un-officially should 

be diarised each time when it sis received back .............................................   

App. E, P. 19. 

Procedure for __________ and disposal of papers .........................................  App. E, P. 13-16 

Type of receipts which shall not be diarised ..................................................   App. E, P. 19. 

Diary Register— App. E, P. 18. 

Each Section to maintain a __________ ........................................................   App. E, P. 17. 

File number allotted to a receipt to be noted in __________..........................  App. E, P. 31. 

Diplomatic Note— 

A form of communication, its purpose and composition ................................  

App. C, P.5 (5) 

Disposal Schedule— 

__________means the rules regarding life cycle of a record fixed by the 

Ministry/Division in consultation with NAP ..................................................  

App. E, P. 75(2) 

Distribution of Papers— 

Procedure for __________ in the Division .....................................................  

App. E, P. 1-12. 

Double-date— 

All communication to bear the date on which they are actually issued; they 

should not be double-dated.............................................................................  

App. E, P. 68. 

Draft(s)— 

Appropriate priority marking to be indicated on ___________ .....................  

App. E, P. 52 

(viii) 

Designation of the Officer over whose signature the communication is to 

issue, should invariably be indicated on the___________ .............................  

App. E, P. 52 

(vi) 

Ingredients of a good___________ ................................................................   App. E, P. 51. 

Instructions to be observed while preparing___________ .............................  App. E, P. 52 

Number of extra copies usually required by the addressee to be indicated 

on the___________ ........................................................................................  

App. E, P. 52(v) 

Preparation of___________ ...........................................................................  App. E, P. 50-52 

The enclosures which are to accompany fair copy to be shown clearly on 

the___________ .............................................................................................  

App. E, P. 52 

(iii) 

Duties— 

___________to be performed by the Ministerial Staff of the Federal Sectt. ..  

App. E, P. 95. 

E  

E-dak 

_________ registers .......................................................................................  

App. G, P. 16 
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E-File 

Reference of _________ ................................................................................  

Transfer of _________ ...................................................................................  

 

App. G, P.12 

App. G, P.13 

E-Port 

__________ files 

App. G, P.21 

Economy slips— 

___________not to be used for covers containing classified 

communications or those addressed to foreign countries ...............................  

App. E, P. 69. 

—should be used on all covers containing ordinary communications ............  App. E, P. 69. 

E-Mail— 

For quick disposal of official business urgent messages may be transmitted 

through___________ .....................................................................................  

App. E, P. 62-B 

Endorsement— 

A form of communication; its purpose and composition ................................  

App. E, P. 59. 

External 

__________/internal receipts .........................................................................   

App. G, P.9 

F  

Fair Copy—  

___________of a draft to be put up in Signature Pad to the officer 

concerned for his signature 

App. E, P. 66. 

When and how typing of the ___________ of a draft should be don App. E, P. 65. 

Fax Message— 

For quick disposal of official business urgent message may be transmitted 

through___________ 

App. E, P. 62-B. 

FPSC— 

Acceptance of the advice of the__________ ..................................................  

App. B, P. 4. 

Ad-hoc appointments made by Ministries and Department without 

consultation with the__________...................................................................  

App. B, P.10. 

Consultation with the __________ for recruitment to posts in BPS-16 and 

above ..............................................................................................................  

App. B, P 5-10 

Procedure for making references to__________ ............................................  S.I. 47 & App.B 

File(s)— 

Categorization of __________ .......................................................................  

App. E, P. 75(3) 

File Heading(s)— 

A register of _____________ to be maintained by each Section for the 

subjects to be dealt with by it .........................................................................  

App. E, P. 25. 
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Final Disposal— 

A file to be marked ‘Record’ if the communication issued on it 

constitutes__________ ...................................................................................  

App. E, P. 72. 

Finance & Accounts Officer— 

In each Ministry/Division __________ shall be responsible to advise the 

Principal Accounting Officer on all budgetary matters ..................................  

S.I. 12. 

Financial Adviser— 

The role of __________ is to help the Ministry/Division to which he is 

adviser to achieve its goals with due regard to the dictates of economy ........  

S.I. 13. 

Financial sanctions— 

__________shall be expressed to be mad by the authority empowered to 

make them ......................................................................................................  

S.I. 30. 

Flags— 

Correct (method of flagging) and indicating references .................................  

App. E, P. 35. 

Foreign Countries— 

Channel of communication between Government of Pakistan and private 

institutions or individual in__________ .........................................................  

App. C, P. 6. 

Foreign diplomatic missions in Pakistan— 

Channel of communication between the Government of Pakistan and 

__________ ....................................................................................................  

App. C, P 5. 

Foreign Governments— 

Channel of correspondence between the Government of Pakistan 

and_________ ................................................................................................  

S.I. 54 and  

App. C, P I 

Fresh receipt(s)- 

Action to be taken by the Assistant on ___________ which he is unable to 

put up by the next working day ......................................................................  

App. E, P. 21. 

Action to be taken by Section Officer if he is unable to dispose of a 

_________within three working days ............................................................  

App. E, P. 22. 

Action to be taken by the Section Officer on_____________ ........................  App. E, P. 13. 

Any remark made by a higher officer on a ___________ should be copied 

out on the note sheet and then subsequent note should follow .......................  

App. E, P. 43. 

No notes should be written on ___________ itself ........................................  App. E, P. 43. 

Procedure for handling ______________ by Assistant after they have been 

diarised ...........................................................................................................  

App. E, P. 20. 
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Function- 

___________ of R&I  ....................................................................................  

 

App. G, P. 8. 

___________of the Federal Public Service Commission ...............................  App. B, P. 1. 

G 
 

Gazette of Pakistan- 

All papers for publication in the ___________ shall be signed by the 

Secretary or by an Officer authorized by him ................................................  

S.I. 63. 

No paper shall be sent for publication in the ___________ without full 

consideration and without the approval of the Secretary concerned ...............  

S.I.64. 

General Headquarters- 

___________ may make references to any Ministry except the Justice 

Division and vice versa on purely departmental questions .............................  

S.I. 45. 

Government property- 

Method of determine whether ___________ in the Secretariat is being 

properly looked after ......................................................................................  

 

 

App. D, P. 1 

(14)-(18) 

H  

Head(s) of Department- 

Definition of__________ ...............................................................................  

S.I. 2(iii) 

Disposal of cases received from a ___________ which he is himself 

competent to dispose of ..................................................................................  

S.I. 51. 

Manner in which a case referred to the Ministry over the signature of a 

___________ shall be disposed of .................................................................   

S.I. 52. 

Meetings of ___________ and senior officers of the Division to be 

convened by the Secretary once a month .......................................................  

S.I. 58. 

Proposal from a ___________ shall be in the for of a self-contained 

communication ...............................................................................................  

S.I. 49. 

Proposals from a ___________ shall not be subjected to any technical 

examination by the Division concerned .........................................................  

S.I. 50. 

Responsibility of a __________for technical soundness of his proposals ......  S.I. 50. 

Type of cases which a __________ should not refer to the Ministry .............  S.I. 51. 

Historical significance— 

________is the information about records which brace work of enduring 

value or carry evidential values or contain precedence about matters special 

to the creating agency dealing the case ..........................................................  

App. E, P. 75(2) 
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I 
 

Immediate Label— 

Use of ‘Residence’ and ___________to be made most sparingly ..................  

App. E, P. 11. 

Incomplete proposals— 

Action to be taken on ________ received from other Divisions ....................  

S.I. 35. 

Indexing— 

__________means preparation of index slips for each file and an annual 

_______ of files .............................................................................................  

App. E, P. 75(2) 

Action to be taken by the Section Officer for recording and 

____________of Secretariat files ...................................................................  

App. E, P. 80. 

Individuals in foreign countries— 

Channel of communication between the Government of Pakistan 

and__________ ..............................................................................................  

App. C, P. 6. 

Ink— .............................................................................................................  

Use of red and blue-black __________ (s) for official work ..........................  

App. E, P. 93. 

Inspection(s)— 

Procedural defects or other problems which cannot be solved readily 

without detailed investigation, notices during ___________ should be 

referred to the Management Services Wing, Establishment Division for 

advice .............................................................................................................  

App. D, P. 6. 

Inspection report 

Procedure for submission of ________ to Deputy Secretary, Joint Secretary 

and Secretary ..................................................................................................  

App. D, P. 3-6. 

Intelligence Bureau— 

Reference to the Justice Division may be made by ———— without the 

intervention of the Cabinet Division ..............................................................  

S.I. 44. 

Inter-departmental reference(s)— 

Conditions under which an officer can make un-official references to a 

Division to which he is not subordinate .........................................................  

S.I. 43. 

Conditions under which notes received from one Division may be referred 

to any officer outside the Secretariat ..............................................................  

S.I. 40. 

 Conditions under which unofficial references may be made by an Attached 

Department or a Subordinate Office direct to the Justice Division ................  

S.I. 44. 

List of Ministries which should be deemed to have given their general 

consent to the reference of their notes to certain offices by special 

Ministries .......................................................................................................  

S.I. 42. & App. 

A. 
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International Organisation— 

Channel of communication between the Government of Pakistan and 

_________ ......................................................................................................  

App, C, P. 3. 

‘Issued’ Rubber stamp— 

After a communication has been dispatched the office copy to be 

_________ and returned to the Section concerned .........................................  

App. E, P. 69. 

J  

Joint Secretary/Additional Secretary— 

Periodical Inspection to be carried out by the___________ ...........................  

S.I. 57. 

___________shall be entrusted with a well defined sphere of duty ...............  S.I. 6. 

___________shall submit cases falling within his sphere of responsibility 

direct to the Ministry ......................................................................................  

S.I. 6. 

K  

Keeping— 

__________ note of all important record 

App.G, P.15 

L  

Law and Justice Division— 

Consultation with___________  ....................................................................  

S.I. 71-73. 

Conditions under which an Attached Department or a subordinate office 

may make unofficial references to the___________  .....................................  

S.I. 44. 

No prosecution to be instituted without consultation with the________ ........  S.I. 71. 

Labels— 

Use of ‘Residence’ and ‘Immediate’ ___________ to be made most 

sparingly .........................................................................................................  

App. E, P 11(2).  

Late Arrival— 

Any member of staff arriving after the period of grace (10 minutes) to 

explain his___________ ................................................................................  

App. E, P. 90. 

Laws authenticated by the President— 

___________to be sent to the Cabinet Division for preservation ...................  

App. E, P. 86. 

Letter— 

A form of communication; its purpose and composition  ...............................  

App. E, P. 55. 

_________, Memorandum……. Notification  ...............................................  App.G, P.28 
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Linking of files— 

Circumstances is which ___________ may be done ......................................  

App. E, P. 37.  

___________on which action is in progress to be avoided as far as possible  App. E, P. 37. 

Litigation- 

Expenses on conduct of — payable by the Justice Division...........................  

App. F, P.30. 

M  

Magazines— 

No longer required for use, to be made over to the Controller of Stationery 

and Forms .......................................................................................................  

App. F, P. 82(2) 

Management Services Wing, Establishment Division— 

Role of __________ .......................................................................................  

S.I. 75. 

Management of Records— App. E, P.75(1) 

Meeting(s)— 

Deputy Secretary to hold periodical _________ with the Section Officers ....  

S.I. 58. 

Method of recording minutes of_________ ...................................................  S.I. 59. 

Secretary to convene _________ of senior officers in the Division and of 

Heads of Departments once a month ..............................................................  

S.I. 58. 

Memorandum— 

A form of communication; its purpose and composition ................................  

App. E, P. 56. 

Minister— 

When a case is submitted to the __________ a summary should be put up if 

the last note on the file is not self-contained ..................................................  

App. E, P. 45. 

Ministry of Foreign Affairs-— 

Channel of correspondence between the Government of Pakistan and 

Foreign governments to be prescribed by_________ .....................................  

S.I. 54 

Minutes of meeting(s)— 

Method of recording __________ ..................................................................  

S.I. 59. 

Movement of file(s)— 

Method of recording _________in the movements register ...........................  

App. E, P. 38. 

Method of recording ______________ to which file numbers have not been 

allotted............................................................................................................  

App. E, P. 39. 
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Movement Register— 

Method of recording movement of file in the .................................................  

App. E, P. 38. 

_____________to be maintained by the Assistant under the direction and 

supervision of the Section Officer ..................................................................  

App. E, P. 38. 

N  

Naib Qasid— 

Duties of _________attached to an Officer Section .......................................  

S.I. 10. 

National Archives of Pakistan— 

Records to be sent to __________ for retention .............................................  

App. E, P. 85. 

All newspapers, magazines, press cuttings, wrapping paper etc., no longer 

required to be made over to ________ ...........................................................  

App. E, P 82(2) 

Naval Headquarters— 

_____________may make references to any Ministry except the Justice 

Division and vice versa on purely departmental questions .............................  

S.I. 45. 

New File(s)— 

______________should not be opened unnecessarily ....................................  

App. E, P. 32. 

System to be followed for opening of___________ .......................................  App. E, P. 25-33 

Newspapers— 

__________no longer required for use, to be made over to the Department 

of Stationery and Forms .................................................................................  

App. E, P. 82(2) 

Non Current Records— 

______________are those declared closed on the completion of particular 

reference dealt therein ....................................................................................  

App. E, P. 75(2) 

Note Sheet(s)— 

All notes to be written on______________ ...................................................  

App. E, P. 43. 

An officer recording a note on a file should affix his signature on the right 

hand side of the ___________at the end of the note ......................................  

App. E, P. 43. 

Note Verbale— 

A form of communication; its purpose and composition ................................  

App. C, P. 5(5). 

Notification— 

A form of communication; its purpose and composition ................................  

App. E, P. 60. 

Noting on File(s)— 

Any remark made by a higher officer on a fresh receipt should be copied 

out on the note sheet and then subsequent note should follow .......................  

App. E, P. 43. 
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Cases in which no elaborate __________ is needed .......................................  App. E, P. 40. 

Correct method of recording a note on a file ..................................................  App. E, P. 41. 

How notes on files referred un-officially from one office to another should 

be recorded .....................................................................................................  

App. E, P. 47. 

Ingredients of formal ___________ ...............................................................  S.I. 22 & App. 

E, P. 41. 

No elaborate note to be recorded in cases which can be disposed of directly 

by a Section Officer .......................................................................................  

S.I. 22 & App. 

E, P. 40. 

No noting beyond  a brief suggestion for action needed in cases where a 

perusal of P.U.C. can enable a decision to be taken by a higher authority .....  

S.I. 21. 

Notes shall be temperately written and shall be free from personal remarks..  S.I. 25. 

Not more than two officers (excluding Secretary) to note upon a case ..........  S.I. 10. 

Reproduction of verbatim extracts from the P.U.O. or its paraphrasing  to 

be avoided ......................................................................................................  

S.I. 23. 

__________to be recorded only in cases which are to be put up to higher 

officers for orders ...........................................................................................  

App. E, P. 41. 

Summary to be prepared by the Section Officer in complicated or 

protracted cases ..............................................................................................  

S.I. 24 & App. 

E, P. 42. 

When a case is submitted to the Minister a summary should be put up if the 

last-itself is not self-contained ........................................................................  

App. E, P. 45. 

Numbering of paragraphs— 

Paragraphs of notes shall be numbered continuously from the beginning 

onwards ..........................................................................................................  

App. E, P. 48(C) 

O  

Office Copy— 

The Assistant should place the ________ on the file in the chronological 

order and give it a page number .....................................................................  

App. E, P. 70 

Management Services Wing, Establishment Division— 

Procedural defects or other problems which cannot be solved readily 

without detailed investigation, notices during inspection should be referred 

to the __________ for advice .........................................................................  

App. D, P. 6. 

Office Memorandum— 

A form of communication; its purpose and composition ................................  

App. E, P. 55. 
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Office Procedure— 

In matters of detailed ___________Divisions to be guided by the directions 

contained in App. E to Secretariat Instructions ..............................................  

S.I. 73. 

P  

Pakistan Crypto Centre— 

Cypher message to be submitted through_________ .....................................  

App. E, P. 62-A. 

Pakistan Diplomatic Mission Abroad— 

Channel of communication between the Government of Pakistan 

and____________ ..........................................................................................  

App. C, P. 4. 

Paragraphs numbering— 

Paragraphs of notes shall be numbered continuously from the beginning 

onwards ..........................................................................................................  

App. E, P. 48(C)  

Part file— 

Circumstances in which _________may be opened .......................................  

App. E, P. 32. 

__________should be amalgamated with the main file as soon as latter 

becomes available ..........................................................................................  

App. E, P. 33. 

Performance— 

Method of measuring__________ in the Secretariat for purposes of 

inspection .......................................................................................................  

App.D,P.1 (1-13). 

Periodical Inspections— 

______to be carried out by Deputy Secretary and Additional/ Joint 

Secretary ........................................................................................................  

S.I. 57. 

Permanent Record— 

Type f records which should be categorized as ________and the period for 

which they should be retained ........................................................................  

App. E, P 75 (3)(i)  

Personal Assistants/Stenographers— 

Responsibilities of ___________ ...................................................................  

S.I. 11. 

Personal cases— 

No officer should deal with a case relating to his own promotion, transfer, 

pay, allowances, etc ........................................................................................  

S.I. 17. 

Personal discussions- 

Level at which _________ should take place in cases where there is a 

difference of opinion between two Division ..................................................  

S.I. 38 

 

To be resorted to in cases where there is a difference of opinion between 

two Divisions .................................................................................................  

S.I. 38. 
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Pakistan Ordinance Factories Board- 

May make references to any Ministry except the Law and Justice Division 

and vice versa on purely Departmental ..........................................................  

S.I. 45. 

Postal Codes— 

____________to be printed on Letter Heads..................................................  

App. E, P 64. 

PWD— 

References to the Law and Justice Division may be made by ___________ 

without the intervention of the Works Division .............................................  

S.I. 44. 

Preservation and weeding of various registers— 

____________in Federal Secretariat should be categorized...........................  

App. E, P 77. 

President— 

All executive actions of Government to be expressed in the name 

of___________ ..............................................................................................  

S.I. 29 

Definition of_______________ .....................................................................  S.I. 2(iv). 

Method of submitting a file to the____________ ..........................................  App. E, P. 49(vi). 

Origin copies of all laws authenticated by the ________ to be sent to the 

Cabinet Division for preservation ..................................................................  

App. E, P. 87. 

Press Communique— 

A form of communication; its purpose and composition ................................  

App. E, P. 62. 

Press Cutting— 

___________no longer required for use, to be made over to the Department 

of Stationery and Forms .................................................................................  

App. E, P. 82(2). 

Press Note— 

A form of communications; its purpose and composition ..............................  

App. E, P. 62. 

Priority— 

E-Office has built in functionality to assign the due _________ level to the 

e-file/documents .............................................................................................     

App. G, P.27 

Private Secretary— 

Responsibilities of ________to the Secretaries/Addl. Secretaries ..................  

S.I. 11. 

Private Institution in Foreign Countries— 

Channel of correspondence between the Government of Pakistan 

and______________ ......................................................................................  

App. C, P. 6. 

Prosecution— 

Justice Division to be consulted when Government of Pakistan is 

concerned with any criminal __________ ......................................................  

S.I. 71. 
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Not to be instituted without consultation with the Justice Division................  S.I. 72. 

Procedure for transfer— 

________of all records, permanent or destroyable to NAP after five years ...  

App. E, P. 76. 

Provincial Governments— 

Publication of correspondence between the Government of Pakistan and 

___________ which indicates a difference of opinion to be avoided .............  

S.I. 67. 

Reference received from ___________shall be attended expeditiously .........  S.I. 53(2). 

Relative status of officers for scrutiny and disposal of references between 

Federal and___________ ...............................................................................  

S.I. 53(1). 

Publicity— 

Conditions under which communications between Government offices may 

be published ...................................................................................................  

S.I. 65. 

No official shall give ______________ to documents which might seem to 

reflect upon a superior authority.....................................................................  

S.I. 66. 

Publication of correspondence between the Government of Pakistan and 

Provincial Governments which indicates a difference of opinion to be 

avoided ...........................................................................................................  

S.I. 67. 

Q  

Quarterly Return— 

____________about Recording and Indexing of files ....................................  

App. E, P. 83. 

R  

Receipts  

________/issue from the individuals/organization not part of the Federal 

Divisions/Department.....................................................................................   

App.G.P.8 

Receipt of Papers— 

Procedure for ______________in a Division .................................................  

App. E, P. 1-12. 

Receipt Procedure— 

Method of checking whether the _____________ in the Section is being 

carried out efficiently .....................................................................................  

App. D, P. I. IV 

(37-41). 

Receipt(s)— 

Action to be taken b a Section Officer if he is unable to dispose of a 

__________within three working days ..........................................................  

App. E, P. 22. 

Handling and distribution of _____________ addressed to an officer by 

name ...............................................................................................................  

App. E, P. 2-4. 
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Handling of classified_____________ ...........................................................  App. E, P. 5. 

Type of _______________which shall not be diarised ..................................  App. E, P. 18. 

Record— 

A file to be marked ___________ if the communication issued on it 

constitutes final disposal ................................................................................  

App. E, P. 72. 

_______ keeping and archiving  App. G, P.18 

“Recorded” —Rubber stamps— 

___________and indexed files to be marked by the Assistants 

with__________ .............................................................................................  

App. E, P. 78. 

Recording— 

_____________means the process of closing of a file after completion of 

action all issues ..............................................................................................  

App. E, P. 75(2). 

Records Management— 

Arrangements for_______________ ..............................................................  

App. E, P. 85-86. 

Categorisation of records for purposes of retention into four categories ........  App. E, P. 75. 

State documents, treaties, agreements etc., to be sent to the Cabinet 

Division for ....................................................................................................  

App. E, P. 74. 

Recording of Notes— 

Ingredients of a formal note ...........................................................................  

S.I. 22 & App. 

E, P. 40-43. 

No elaborate note to be recorded in cases which can be disposed of directly 

by a Section Officer .......................................................................................  

S.I. 20 & App. 

E, P. 40. 

No noting beyond a brief suggestion for action needed in cases where a 

perusal of P.U.C. can enable a decision to be taken by a higher authority .....  

S.I. 21. 

Notes shall be temperately written and shall be free from personal remarks..  S.I. 25. 

Not more than two officers (excluding Secretary) to note upon a case ..........  S.I. 18 

Reproduction of verbatim extracts from the P.U.C. or its paraphrasing to be 

avoided ...........................................................................................................  

S.I. 23. 

Recording Procedure— 

Action to be taken by the Section Officer for recording and indexing of 

Secretariat files ...............................................................................................  

App. E, P. 78. 

Record Room— 

Annual index of files to be compiled by the Assistant posted to 

the___________ .............................................................................................  

App. E, P. 81. 

Files from________ to be issued against proper requisition slip signed by 

the Assistant or the Officer concerned ...........................................................  

App. E, P. 84. 
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Files more than 3 years old should be transferred to a separate 

___________in the Division ..........................................................................  

App. E, P. 84. 

List of files to be transferred to__________ to be prepared by the Assistant 

in duplicate .....................................................................................................  

App. E, P. 84. 

__________Personnel ....................................................................................  App. E, P. 87. 

Records— 

Arrangement for preservation of ....................................................................  

App. E, P. 85. 

Recruitment— 

__________By examination...........................................................................  

App. B, P. 6. 

___________By selection ..............................................................................  App. B, P. 7. 

Consultation with the Federal Public Service Commission for 

______________to Public Services ...............................................................  

App. B, P. 6-10. 

____________from abroad ............................................................................  App. B, P. 9. 

 

References— 

_________to and from authorities outside the Secretariat 

S.I. 40-43. 

Reference Books— 

Normally no _________should be put up with files 

App. E, P. 36. 

Referencing— 

How _________should be done  

App. E, P. 35. 

No fresh receipt or case to be submitted without linking of previous papers 

to which references are made in fresh receipts. 

App. E, P. 34. 

Register of file— 

To be maintained in each Section 

App. E, P. 25 

Preservation of_________ App. E, P. 77. 

Reminder(s)— 

Handling of _________ in the Central Registry .............................................  

App. E, P. 8. 

__________ on time bound cases...................................................................  App. G, P.23 

Procedure for issuing_________…………………..  S.I. 56. 

The Assistant should mark the file “Reminder” if a reply to the 

communication is awaited and note the date on which the file is to be 

resubmitted 

App. E, P. 71. 
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Resolution— 

A form of communication; its purpose and composition……. 

App. E, P. 61. 

Retention schedule— App. E, P. 75(3). 

Return of arrears— 

Monthly _________ to be prepared by every Section Officer and submitted 

to the Secretary/Additional/Joint Secretary through the Deputy Secretary 

concerned and a copy to be sent to the Deputy Secretary-in-charge of 

Administration/Co-ordination……………………………… 

S.I. 56 & App. E, 

P. 89. 

Routine file— 

Purpose of a _________ and circumstances in which it may be opened… 

S.I. 26. 

Rubber stamp— 

All receipts handled by the Central Registry to be impressed with a 

_________showing the name of the Division and the date of receipt ............  

App. E, P. 9. 

Provision to be made in the Central Registry _________for Section diary 

number ...........................................................................................................  

App. E, P. 9. 

Rules of Business— 

All business of Government to be conducted in accordance with 

_________and the Secretariat Instructions .....................................................  

S.I. 14. 

S  

Secretary— 

A summary of a case for the President should be signed by the_________ ...  

App. E, P. 

49(iii). 

All fresh receipts sent down by the _________shall be taken to be sent 

down for examination and disposal without reference to him ........................  

S.I. 16. 

Any reference received from a Provincial Government which remained 

undisposed of for more than a month shall be brought to the notice of 

_________with and explanation for delay .....................................................  

S.I. 53(2). 

Maximum extent of delegation of powers to officers serving under him to 

be determined by the__________ ..................................................................  

S.I. 5. 

__________may call for any case from the Additional/Joint Secretary for 

his own consideration .....................................................................................  

S.I. 6. 

Monthly return of arrears to be submitted by every Section Officer to such 

higher officer as the _________ may order ....................................................  

S.I. 56(I). 

Responsibility of the _________ for the efficient administration and 

discipline in the Division ................................................................................  

S.I. 3. 

_________shall be the official head of the Division ......................................  S.I. 3. 

__________shall ensure that cases submitted to Minister (or Prime 

Minister) are in a complete form ....................................................................  

S.I. 4. 
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___________should encourage subordinate officers to bring up cases for 

advice, discussion or disposal ........................................................................  

S.I. 27. 

Type of cases to be submitted to__________.................................................  S.I. 15. 

Secret document(s)— 

Documents of secret and confidential nature shall be properly classified 

and treated ......................................................................................................  

S.I. 62. 

Section- 

Definition of___________ .............................................................................  

S.I. 2(v). 

Section Officer(s)— 

Action to be taken by the ___________ for recording and indexing of 

Secretariat files ...............................................................................................  

App. E, P. 78. 

Action to be taken by the ____________ for weeding and destruction of 

records ............................................................................................................  

App. E, P. 82. 

Action to be taken by the ___________ if he is unable to dispose of a 

receipt within three working days  .................................................................  

App. E, P. 22. 

Action to be taken by the ____________ on a receipt which the section 

Assistant is unable to put up by the next working day ...................................  

App. E, P. 21. 

Action to be taken by the _______________ on fresh receipts ......................  App. E, P. 13. 

Attendance register to be initialled by________________ ............................  App. E, P. 90. 

Cases in which _____________should not record elaborate notes on files ....  S.I. 20 and App. 

E, P. 40. 

Definition of_________ .................................................................................  S.I. 2(v). 

Monthly return of arrears to be prepared by every_______ ...........................  S.I. 56 & App. 

E, P. 89. 

Movement Register to be maintained by the Assistant under the direction 

and supervision of the __________ ................................................................  

App. E, P. 38. 

New files to be given distinct file numbers by the Assistant in consultation 

with the____________ ...................................................................................  

App. E, P. 25. 

Routine procedure to be observed by the __________before submitting a 

file to senior officers ......................................................................................  

App. E, P. 49. 

_________shall dispose of cases where there are clear precedents and no 

question of deviation from such precedents is involved .................................  

S.I. 8. 

_________should check the Calendar Diary of the Assistant periodically ....  App. E, P. 74. 

_________should examine control charts at least once a year and initial 

action for discontinuing report/return which has ceased to be necessary .......  

App. E, P. 92. 

The Assistant should consult his Calendar Diary every morning and submit 

to the ___________ all files required to be put up on that date ......................  

App. E, P. 74. 

Will ordinarily be assisted by an assistant ......................................................  S.I. 9. 
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Security- 

__________ of system ...................................................................................  

 

App. G, P.25 

Methods of determining whether__________arrangements in a Secretariat 

office are in accordance with the prescribed instruction ................................  

App. D, I(IV). 

Security Instruction(s)— 

_________shall be strictly adhered to ............................................................  

S.I. 60. 

Selection— 

Recruitment by__________ ...........................................................................  

App. B, P. 7. 

Self-contained communication(s)— 

Circumstances in which _________ may be prepared ...................................  

S.I. 33. 

In _________the proposal and the point of reference should be fully stated 

and reference to relevant rules, orders, etc., given where necessary ..............  

S.I. 34. 

Serial Nos. of files— 

______should run from the 1st January to the 31st December each year.........  

App. E, P. 29. 

Signatures 

___________/signing of noting/issuance of documents .................................    

App. G, P. 3 

__________ on the documents to be sent to financial/Audit institutions .......   App. G, P. 4 

Signature Pad— 

Fair copy of the draft to be put up in ____________ to the officer 

concerned for his signature.............................................................................  

App. E, P. 66. 

Simultaneous reference to Divisions— 

Method of making______________ ..............................................................  

S.I. 32-33. 

State Documents— 

_________to be sent to the Cabinet Division for retention ............................  

App. E, P. 87. 

Submission of Periodical Statements— 

_________on due date ...................................................................................  

App. E, P. 92. 

Responsibilities of__________ ......................................................................  S.I. 9. 

Subordinate Office— 

Conditions under which an Attached Department or a Subordinate office 

may make unofficial reference to the Law and Justice Division ....................  

S.I. 44. 

Definition of____________ ...........................................................................  S.I. 2(vii). 

Suit or Legal proceedings— 

___________shall be instituted on behalf of the Federal Government with 

prior consultation with the Law and Justice Division .....................................  

App. F, P. 1. 
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A clear report regarding ____________ to be furnished to the Law and 

Justice Division ..............................................................................................  

App. F, P. 2. 

Summary— 

A copy of the __________ on a file may be retained by another Division 

when the case is referred to it .........................................................................  

App. E, P. 42. 

A file to be submitted to the President/Prime Minister should invariably 

include a concise but self-contained and properly referenced_________ ......  

App. E, P. 49. 

A ________for the Cabinet shall be printed and copies furnished to the 

Cabinet Division as required ..........................................................................  

App. E, P. 46. 

Circumstances in which a _________ may be prepared by Section Officer ..  App. E, P. 42. 

How a ___________should be placed on a file ..............................................  App. E, P. 42. 

In complicated or protracted cases the Section Office may prepare and 

place in a separate cover a __________ of the case in triplicate ....................  

S.I. 24 and App. 

E, P. 42. 

Method of preparing _______ for the President .............................................  App. E, P. 49. 

When a case is submitted to the Minister a _________should be put up if 

the last note on the file itself is not self-contained .........................................  

App. E, P. 45. 

Supporting Staff— 

Previous papers/precedence by _________ ....................................................   

App.G, P.14 

Supporting— 

____________ helping staff ...........................................................................   

App.G, P.7 

Surrender— 

___________means the emergent transfer of public record to NAP ..............  

App. E, P. 

75(2). 

Suspense— 

The Assistant should mark the file ________ if further action is to be 

resumed at a later date and note the date on which the file is to be 

resubmitted .....................................................................................................  

App. E, P. 71. 

T  

Telegram(s)— 

A form of communication; its purpose and composition ................................  

App. E, P. 62-A. 

Different classes of_____________ ...............................................................  App. E, P. 62-A. 

Method of sending ____________in Cypher .................................................  App. E, P. 62-A. 

Post copies of ________________to be sent to the addresses........................  App. E, P. 62-A. 
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Teleprinter Message— 

A form of communication; its purpose and composition ................................  

App. E, P. 62-A. 

Termination of Proceedings— 

Action on_______________ ..........................................................................  

App. F, P. 19. 

Third Reminder- 

Procedure to be adopted on receipt of______________.................................  

App. E, P. 89. 

Transfer of files— 

____________to the Record Room ................................................................  

App. E, P. 84. 

Treaties— 

To be sent to the Cabinet Division for preservation .......................................  

App. E, P. 87. 

Typing— 

A stencil should be cut when more than 12 copies of a draft are required .....  

App. E, P. 65-A. 

When and how _________ of fair copies of a draft should be done ...............  App. E, P. 65. 

U  

Un-official reference(s)— 

A file referred to or received back from another office unofficially should 

be diarised each time it is received back ........................................................  

App. E, P. 19. 

A form of communication; its purpose and composition ................................  App. E, P. 58. 

Conditions under which an Attached Department or a Subordinate office 

may make ______________to the Law and Justice Division.........................  

S.I. 44. 

How notes on files referred unofficially from one office to another should 

be recorded .....................................................................................................  

App. E, P. 47. 

Use of red and blue-black inks— 

_______________for special purposes ..........................................................  

App. E, P. 94. 

W  

Website— 

‘Government of Pakistan’ shall be written above the name of the 

Ministry/Division/Organization in Public Notices, Advertisements and 

Notifications issued from Ministries/Division/Departments/Organizations 

given at______________ ...............................................................................  

S.I. 69. 

Weeding— 

___________means destruction of unnecessary papers of a file ....................  

App. E, P. 75(2) 
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Weeding of Records— 

Procedure for_____________ ........................................................................  

App. E, P. 82. 

Working condition(s)— 

Method of determining whether — in Secretariat offices are adequate ..........  

App. D. 

Wrapping Paper— 

No. longer required for use to be made over to the Controller of Stationery 

and Forms .......................................................................................................  

App. E, P. 82. 

Writ Petitions- 

Reports to be called for from the administrative departments before 

admitting ........................................................................................................  

App. F, P. 25. 

  

  

  


