
 
 
 

 
 



 
 

 
  OFFICE & OFFICE SYSTEM 

• Office is a work place where teams of people work 
together, mostly in a hierarchy.  
 
• People are paid for their efforts by the organization. 
 
• An office is a kind of control tower where information is 
processed to facilitate a competent authority to take 
decisions to achieve organizational goals. 



  
 

STORY OF FOUR PEOPLE 
 

 

There were four People in an Office named EVERYBODY, 
SOMEBODY, ANYBODY & NOBODY. There was an important work 
to be done and EVERYBODY was sure that SOMEBODY would do it. 
 
ANYBODY could have done it, but NOBODY did it.  
 
SOMEBODY got angry about that because it was EVERYBODY’s job. 
 
EVERYBODY thought that ANYBODY could do it, but NOBODY realized 
that EVERYBODY would not do it.  
 
It ended up that EVERYBODY blamed SOMEBODY, when actually NOBODY 
accused ANYBODY. 



 

  

  

 

SYSTEM 
 

In government offices the procedure to be followed is 
prescribed by rules. 
 
 From all the above, simply, we can define a “System” 
as “doing the things methodically by following 
certain procedures laid down with a clearly defined 
roles and responsibilities for smooth and effective 
functioning of the office”. 





 
 

  
vfHkys[k izcU/k 

vfHkys[k & 
 os lHkh i=] i=koyh o lkexzh ¼QksVks] fQYesa] dSlsV] ¶YkkWih] 
lh-Mh- vkfn½ tks orZeku ;k Hkfo"; esa mi;ksxh gks] vfHkys[k dgykrs gSa- 
 
 
 
 
 
 

vfHkys[k j[ks tkus ds dkj.k & 
• ;kstuk cukus esa lgk;d gksrs gSa- 
• egRoiw.kZ lwpukvksa dh vko';drk- 
• dkuwuh vko';drk ds fy;s- 
• leL;k lek/kku] fu.kZ; vFkok ekxZn'kZu gsrq- 
• iwoZ izfØ;kvksa@fu.kZ;ksa dh tkudkjh gsrq- 
• lhek] lEifRr vkfn ds lk{; gsrq- 
• jktuSfrd] vkfFkZd ,oa lkekftd bfrgkl gsrq- 
• ys[kk ijh{kk ds nkSjku lk{; gsrq- 
 



 
 
 
 
 
 
  

1 LFkk;h  -- uhfrxr fu.kZ; 

2 vko';d  egRoiw.kZ lwpuk 

3 okafNr tks dqN le; rd mi;ksxh gks- 

i=kofy;ksa dks lwphc) djuk 
 

• dk;kZy; ds dk;Z (Business) 

• v{kjokj (Alphabatically) 

• HkkSxksfyd fLFkfr ds vuqlkj 
• fo"k;okj (Subject Wise)  

• frfFk@o"kZokj (Chronological) 
 

 

vfHkys[kksa dk oxhZdj.k 
 



 
 
 
 
 
 
  

vfHkys[k izcU/k ds ewy fu;e & 
 
 
 
 

• rkRdkfyd vko';drkvksa dks ns[krs gq, lwpuk;s 'kh?kz@de le; esa izkIr gks tk;- 
• de ls de [kphZyk gks- 
 

• vfHkys[kkdkj ls i=koyh@vfHkys[k vko';drk iM+us ij rRdky miyC/k gks tk;- 
 

vfHkys[k izcU/k ds Lrj 
 

• vfHkys[k dk l`tu- 
 

• vfHkys[kksa dk oxhZdj.k- 
 

•vfHkys[kksa dk vfHkys[kkxkj dks gLrkUrj.k- 
 

•ekxZ n'kZd vfHkys[kksa dks j[kuk- 
 

•vfHkys[kksa dk jn~nhdj.k- 



 
 
 
 
 
 
  

OFFICIAL  SECRETS  ACT, 1923 
  
 

dsUnz ljdkj] jkT; ljdkj ds lsodksa rFkk Hkkjr ls ckgj jgus okys Hkkjrh; ukxfjdksa ij ykxw- 
 
 

,DV ds vUrxZr fuEu dk;Z n.Muh; gS & 
 
 
• ns'k @ jk"Vª dh lqj{kk ls lEcfU/kr egRoiw.kZ @ laosnu'khy lwpuk @ vfHkys[k dks fdlh 
vukf/kd`r O;fDr dks nsuk- 
 
• ,sls fdlh vfHkys[k dks vukf/kd`r :i ls j[kuk- 
 
• fu/kkZfjr LFkku ls vU;= j[kuk- 
 

• ,sls vfHkys[kksa@lwpuk dh iw.kZ lqj{kk  u djuk- 
 

• dksbZ ,slh ckrphr@i= O;ogkj djuk ftlls xksiuh;rk Hkax gksrh gS] vkfn 



 
 
 
 
 
 
  

           oxhZd`r vfHkys[k (Classified Documents) 
 

ije xksiuh; (Top -Secret) 
lsuk ds vk;q) Hk.Mkj] lkefjd egRo ds LFkku] ;kstuk;sa] xqIr lwpuk;sa vkfn 

 
vfr xksiuh; (Secret) 
fofHkUu vkUnksyu ls lEcfU/kr lwpuk;sa- 
ns'k dh lqj{kk ,oa izfr"Bk ls lEcfU/kr lwpuk- 
lqj{kk ds n`f"Vdks.k ls cUnh yksxksa ds ckjs esa lwpuk nsuk- 
ctV rS;kjh ls lEcfU?kr lwpuk- 
 

xksiuh; (Confidential) 
 fu;qfDr@izksUufr@p;u- 
 vuq'kklfud dk;Zokgh- 

 
  

  

   



 
 
 
 
                                                                                                    
                                                                                        
 

 MAINTENANCE OF FILES  
 
• A file must contain both CURRENT FILE and NOTE FILE duly 
assigning page numbers for both and Para numbers in Note File  
 
 
• CURRENT FILE: Must contain both outgoing and incoming 
currents, other intermediary correspondence etc.  
 
 
• NOTE FILE: Summarizing the facts notes are written in the Note 
File indicating the Rule position, position of Law, Govt. Orders 
wherever required duly pointing out the matters seeking 
orders/clarifications  
 
 
 
 
 
 
 
 
 
 



 
 
 
 
  
 
  

CURRENT FILE ARRANGEMENT  
 

• The papers in a Current File should be arranged in a chronological order 
duly numbered  

 
• References in every current should be indicated in a side margin with 

pencil showing the current no. where that particular reference is available 
in that file  
 

• In case if no information of a particular reference in the current is 
available in that File the letters ‘N.A.’ should be put  
 

• Statements, Maps, Plans etc. should be placed below the current file, for 
ready reference  

 
It is advisable even to preserve the drafts already made but were not 
accepted by higher authorities below the current file and note file, separately  
                      



 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTING  
 

• Noting should be as brief as possible to the exact point and should be in 
simple language  
 
 
• Noting should be intelligible, condensed and convenient form possible  
 
• Points at issue requiring orders/clarifications etc. are to be examined with 
reference to any useful precedent, Rule or Law which enables the Officers to 
arrive at a quick and correct decision  
 
 
DONTs  
               –Reproduction of facts already available in the Note File  
 
                 –Leaving long space in a particular page or leaving pages blank 
     without  putting a big cross across the page   

 
 
 
 
 



 
 
 
          
 
  
 

DRAFTING  
 
• The title/subject in the draft should be the same as shown in the Note File  
 
 
• The title/subject should indicate the exact nature of the reference made 
or orders passed. There should be no ambiguity  
 
 
• Below the title, the references received from outside and the references 
sent, other than routine reminders, should be cited in a chronological order  
 
• The draft should be on the same lines as approved note, taking into 
account the observations/comments made by the officers and orders 
passed  
 
• The draft should be in easy and natural style and concise  



 
 
 
 

 

DONTs  
 
– Words/Phrases which lead to ambiguity, confusion and necessitate 
looking back for date, person, thing etc. referred  
 
• Long words, foreign or classical words or expressions  
 
– Vague and clumsy phrases  
 
– Discourtesy Words  
 
– Short Abbreviations  
 
– Colloquial phrases like “so impertinent”, “so many times, “not too 
bad” etc  
 



 
 
 
 
  
 

REFERENCING  
• It is one of the important elements for quick and proper disposal  
 
• Details of a case previously noted or reported  
 
• Details of previous cases, precedents should be referred in the Note File  
 
• Referencing should be made by noting the page no. of current file/note file, 
disposal no., G.O. No., Name of Act, Code or Manual etc. 
 
• Referencing should be done with pencil in the margin of the note file or draft 
put up  
 
• Disposals should be flagged  
 
• Any other statements relating to other files should also be flagged when they 
are put in the file  
 
• The flags of each disposals or statement put up should be denoted by an 
alphabetical letter  



 
 
 
 
 
 
 
 

Communication  
 

ORAL FORMS  
 
•Face-to-face communication  
•Telephonic Talk  
•Meetings  
•Seminars  
•Conferences  
•Dictation  
•Instructions  
•Presentations  
•Group discussions  
•Interviews (employment/press)  
•Video conferences  
•Voice conferences  



 
 
 
 
   
 
 

 

WRITTEN FORMS  
• Letter  
• Office Memorandum  
• U.O. Note  
• Circular  
• Notification  
• Demi Official letter  
• Proceedings  
• Endorsement  
• Press Communication/Note  
• Office Order  
• G.Os.  
• S.M.S.,  
• E.MAILS  
• Newsletters  
• Reports, Proposals  
• Research papers  
• Bulletins, Brochures, Manuals  
• In-house journals  

Communication  
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