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circulation. The officers -'-corhpetcxit ‘to order circulation ‘'should submit every
- fortnight a list of cases pending with the Minister for more than two weeks to

the Secretary in charge of the department. A consolidated list of these files may
 be sent over to the Private Secretary concerned to ensure prompt fefm of those

files. I he secretary i charge of a department may, however, delegate this function |

to one of the senjor -officers of -the department. | S

| . Procedure on 3:"_1‘-etuni from _c'il‘-wlatidii__ -
 187. Treatment of cc_is_e,gg_;_;_,_' returned from Ctrculatlon—mTheﬁles shall be.
returned to the Secretariat department only thrOugh&leoﬁiceofﬂle Secretary:

in-charge of the department, even if such files are circulated to the Minister

by other officers -authorised “to do so. After a ﬁ@i‘usafdf _6rd_e'rs by the:
Secretary, the files' so returned may be given on the same day to the officer,

who ordered circulation. Final commssunications based on the orders passed on:
such files may be- prepared ‘and issued by -the Department corcerned.!

188. Interruption of circulation to supply information called for by a. 5
minister—When a Minister wants any ‘information from the office on a casc,
marked for circulation to more than one Minister or to the 'Govemor, the
further circulation will cease until the information is supplied. In such cases,
the file will be returned to the officer who circulated the case after the names of |
the other Ministers or the Governor’s Secretary have been scored out. |

When, in a case marked for circulation to more than one Minister or to
the Governor, a minister passes orders which are not in accordance with the orders
suggested in the noting, furthier circulation should invariably be interrupted and

“the file will be returned -tq'the -Secretary, or other officer who directed the 3 ‘
circufation. . S |

189, - Miscellaneous instructions to Confidential Assistants.—(i) When 8
linked file is attached to a case sent in circulation the fact should, invariably be:
noted in the circulation register mentioning the current number of the linked file

(i) When valuable books or other documents are put up in ¥
case sent in circulation the - confidential assistant sbould, note the fack
briefly in the Circulation Register. If any ‘such boek or document is n:afI
rcceived back when the file retums from: circulation, the Confidentia)

Assistant of the officer ordering circulation should, when retuning the - case!
to the section concemed, note down that the book ordocument has noi

been received back with the case from  circulation. ‘The section will take

<ich action as may be necessary to trace out the book or document




