U.T. Administration of Daman & Diu,
Department of Personnel & Administrative Reforms,
Secretariat, Daman — 396 220.

No.6/32/98-PER/Part/3 gL Dated:- 3| /05/2018.

Sub:- Amendment of the 14" Edition of the Central Secretariat
Manual of Office Procedure — regarding.

Madam/Sir,

Please find enclosed herewith a copy of letter F.No.15039/108/2016-UT
(Coord.)(Part-Il) dated 8" May, 2018 received from the Government of India,
Ministry of Home Affairs, New Delhi alongwith OM No.1-34020/23/2018-Coord-|
dated 02/05/2018 and OM No.146016/1/2018 dated 26/04/2018 and its enclosures
received the Government of India, Ministry of Personnel, Public Grievances and
Pensions, Department of Personnel & Training, New Delhi on the subject cited

above for information and compliance.

Yours faithfully,

f”’jlrtft /:} l’
{05 ]
Encl : As above. ( Gurpreet Singh )

Deputy Secretary (Per)
To,

All Heads of Office,
Daman & Diu.

Copy to -

1. The P.S. to Administrator, Secretariat, Daman for information, please.

2. The Deputy Collector, Diu with a request to circulate the same to all Head of
Offices in Diu District.

3. Office copy/Guard file.



F.No.15039/108/2016-UT (Coord.)(Part-1T)
Government of India/Bharat Sarkar
Ministrv of Home Affairs/Grih Mantralaya
UT Division
s
North Block. New Delhi
Dated the ¢ T, May, 2018

Tao
1. The Chief Secretary, Govt. of NCT of Delhi, Delhi Sachivalayva, LLP. Estate,
New Delhi-110002.
2. The Advisor to the Administrator, UT of Dadra & Nagar Haveli, Secretariat,
Silvassa.
3, The Advisor to the Administrator, UT of Lakshadweep, Karvaratti.
4. The Chiefl Secretary, UT of Andaman and Nicobar Islands, Port Blair.
3 The Adviser to the Administrator, UT of Chandigarh, Chandigarh.
e -——f_-;"’—-The;&d%isor—-tﬂihe:&dminisiﬁaw;ufdlamam&;ﬂiuﬁﬂrﬂaﬁaLﬂaman, .
Moti Daman.
7. The Chief Secretary, Government of Puducherry, Puducherry.
Subjeet: Amendment of the 14" Edition of the Central Secretariat Manual of Office
Procedure - regarding. e
Sir,

] am directed to forward herewith a copy of OM No. 1-34020/23/2018-Coord-I
dated 02/05/2018 along with a copy of OM no. 46016/1/2018, dated 26/04/2018 and its
enclosures received from Ministry of Personnel, Public Grievances & Pension Department of
- Administrative Reforms & Public Grievances en the above mentioned subject for information =
and compliance.
Yours faithfully
Encl: As above

(MLN, Khan)
Q/ Under Secretary to the Government of India
Tele: 23093147

wiHE i wETE i Fervarer, e,

Dept. of Per. & Admn.Reforms, Dama

FTS Inward '“WEU*ELJET‘E" 16
FTS Outward Now.is. dt
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Government of India/ Bharat Sarkar ]
Ministry of Home Affairs/ Grih Mantralaya

-

New Delhi, the 2™ May, 2018.

OFFICE MEMORANDUM

Subject: Amendment of the 14" Edition of the Central Secretariat Manual
of Office Procedure - reg.

The undersigned is directed to forward herewith a copy of Deptt of AR &
PG's O.M. No.46016/1/2018 — O&M dated 26.04.2018 alongwith its enclosure,

on the above mentioned subject for information and compliance.
TR
___—-—-_------

Z|s\2ut

______ . 8 o (Ram Saran)
Section Officer (C-l)
Tel:23093856

Encl: as above

To

\/qs (UT)

2. All Divisional Heads in MHA (P)
3. Adviser (P-ll)

4, RG & CCl.
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No 46018/1/2018-0&M
e = -—_'_f_.__i. \ Government of India

& "f:’ _ = : L’il. istry of Personnel, Public Grievanoss: & Feansions
: J‘__fi Eanshy - B =S D.;par[menl of Adminisirative Reforms & Public Grievances
\ g B 5" Floor, Sarder Patel Bhavan, Sansad Marg,
\ R e ;‘: h New Delhi-110001, Dated 26.04.2018
\ “5 ﬁ;—'af.?\f"’-
Vi, FH "_ B _P_H__;__;;',_‘. OFFICE MEMORANDUM
""“mct Amendment of the 14" Edition of the Central Secretariat Manual of Office
Procedure.

The undersigned is directed to refer to this Department's D.O. letter of even
number dated 28™ May, 2015 from Secretary, Depariment of Administrative Reforms &
Public Grievances addressed to Secretaries of all Central Ministries/Departments of the
Government of India forwarding therewith a copy of the 14" Edition of Central Secretariat
Manual of Office Procedure for adoption (copy enclosed) and to say that on reconsideration
of the 14" Edition of the CSMOP it has been felt that the following two amendments are

required in the CSMOP:-

———Changein the Title of the paragraph 37 of the 14" Edition of theCSMOP

Existing
"Correspondence with Member of Parliament, VIPs"

Revised

“Correspondence with Member of Parliament, VIPs and Member of Fublic”

Addition of a sub-paragraph No. (viii) in the paragraph No. 37 of the CSMOP against
which the text should be as follows:

“Asfar as possible, requests from members of public should be looked at from the user's
point of view and not solely from the point of view of what may be administratively

convenient."

2. The above two amendments may be brought to the notice of all concerned in their
Ministries/Departments and for adoption positively by 01.05.2018.

e
D
%\“\ 3 This issues with the approval of the competent authority.

I
eI\t C«M ///
D_Q M x (Anurag Srivastava)

¢ L e 1@'{"’ Deputy Secretary to the Government of India
Tel: 23362325

Ve
f%@é’{ b e-mail: srivastava.a@nic.in

The Secretary, of the Government of India
Ministry of Home Affairs,
North Block, New Delhi.
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5.0.No, 46016/2/2014-04M dated 26™ May, 2015

Diear Secretary

As you would be aware that the guiding spirit behind the GovernmenT functioning
is contained in the Central Secrefariat Manual of Office Procedure (CSMOP), which was
last updated in September, 2010. This Thirteenth edition of CSMOP consisted of 22l
pages.

% The Hon'ble PM has stressed upon the need for simplification of the Procedures
and to remove the redundancy therein. The draff of the fourteenth edition of CSMOP

"~ was circdlated in J b’ﬁ'&aﬁy,_‘zmﬁ—fur-wggesﬁunsatu.uil,Min[s.triasr’depnr‘rmen‘rs. After

examining The various suggestion received, the Fourteenth edition of CSMOP has been
finalized and placed in e-Book form in a bilingual format, on the website of Department
of Administrative Reforms and Public Grievances on Friday 22" May, 2015,

(www.darpg nic.in). This edition consists of 51 pages.
3; A copy of CD containing in the Hindi and English versicn of CSMOP (Fourteenth

edition) is annexed. To facilitate transition from the Thirteenth fo the Fourteenth
edition, the Thirteenth edition is still available in t+he website of DARPG.

4. The Para 64 of CSMOP stresses upon preparation of citizen/ client Charter by
the Ministry/Department for the services they are providing and fo constantly update
the some. A similar approach wauld be required in respect of maintaining and updated
the departmental website in terms of Para 63 of CSMOP.

With good wishes,

Yours sincerely,

Encl: As per gbove /@_f&
=q-5-2¢ \E

(Alok Rawat)

Secretaries in Government of Indig

pleace visit our websites hitp://darpgE gowin: http:f,-'p!rsmin@ gov.in/ pension.esp

_________———-—-___-_ e B
- ne 11 32747133 Telefay 81-11-237425456 pemiails secy-arpe@nic.in

fAINISTRY OF PEREONMNEL FUBLIC GRIEVANTES & PENSIO HE
TEATIVE REFORNMSE, FO B PEMSIONS



