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FOREST ADMINISTRATION 

• ORGANISATION SET UP –  
• ORGANOGRAM OF FOREST DEPARTMENT 

• MANAGING THROUGH OFFICE   -  OFFICE PROCEDURE, APARs, DISCIPLINE 
MATTERS, LEGAL MATTERS etc.  

• MANAGING THROUGH FIELD - RANGE INSPECTION: FORMS, RECORDS, 
REGISTERS 

• ELECTION PROCESS, ASSEMBLY/ PARLIAMENT QUESTIONS, 
COMMITTEES etc 

• E-GOVERNANCE POLICY & GUIDELINES,  

• FOREST PLANNING & BUDGETING, ASSET MANAGEMENT, MIS 
 

 



FOREST ACCOUNTS 

• FOREST ACCOUNTS AND  REVENUE ACCOUNTS 

• DEPARTMENTALISED ACCOUNTING SYSTEM 

• BUDGET, REVENUE RECEIPTS 

• CUSTODY & PAYMENT OF GOVT. MONEY 

• CONTROL OF EXPENDITURE & RECONCILIATION 

• ADMINISTRATIVE AND FINANCIAL POWERS 

• DELEGATION OF FINANCIAL POWERS 

• FOREST OFFICERS AS DDOs 



FOREST ACCOUNTS 

• AUDIT- INTERNAL AUDIT 

• ACCOUNTS CODE 

• STORES – PURCHASE, MAINTENANCE, WRITE-OFF 

• WITHDRAWAL FROM GOVERNMENT ACCOUNT – PERSONAL 
CLAIMS, CONTIGENT CHARGES, DISBURSEMENTS 

• INCOME TAX PROCEDURE  - FOR DDOs 

• MAINTENANCE OF GROUP ‘D’ STAFF GPF ACCOUNTS 



List of Topics covered 

S. No. Subject Sessions 

1 Leave Rules 1 

2 TA/DA Rules 

1 

1 

3 

Conduct Rules 

1 

1 

1 

4 
OVF 

1 

1 

5 Forest Administration 1 

6 

Disciplinary Proceedings 2 

APAR/Vigilance Clearance/IPR 2 

7 Right to Information Act 2 

8 
Prevention of Sexual Harassemnet in Work Place 2 

Total 17 



 



Section Officer (Section) 

Under Secretary (Branch)/DCF 

Director/Deputy Secretary (DIVISION)/CF/DCF 

SS/AS/JS (Wing)/APCCF/CCF 

Secretary/PCCF(HoFF) 



COMMUNICATION 



COMMUNICATION TYPES 

• ENDORSEMENT 

• PRESS COMMUNIQUE/ NOTE 

• RESOLUTION 

• NOTIFICATION 

• ORDER 

• OFFICE ORDER 

• INTER DEPARTMENTAL NOTE 

 

 

• OFFICE MEMORANDUM 

• LETTER 

• D.O. LETTER 

• CIRCULAR 

• MINUTES OF THE MEETING 

• NOTICE 

 



COMMUNICATION TYPES 

• ENDORSEMENT 

• PRESS COMMUNIQUE/ NOTE 

• RESOLUTION 

• NOTIFICATION 

• ORDER 

• OFFICE ORDER 

• INTER DEPARTMENTAL NOTE 

 

 

• OFFICE MEMORANDUM 

• LETTER 

• D.O. LETTER 

• CIRCULAR 

• MINUTES OF THE MEETING 

• NOTICE 

 



FORMS OF COMMUNICATION 
- TARGET GROUPS 

LETTER 

• OFFICES 

• PUBLIC 
ENTERPRISES 

• STATUTORY 
AUTHORITIES 
PUBLIC BODIES  
ATTACHED/ 
SUBORDINATE 
OFFICES 

• MEMBERS OF 
PUBLIC 

DO LETTER 

• EQUIVALENT 
LEVEL 
OFFICERS / 
ONE OR TWO 
LEVELS 
ABOVE THE 
SENDER 

• NON 
OFFICIALS 

OFFICE 
MEMORANDUM 

• ATTACHED/ 
SUBORDINATE 
OFFICES,  

• OTHER 
MIN./DEPT.  

• OTHER 
SECTIONS/ 
UNITS OF 
SAME  MIN./ 
DEPT. 

• OFFICERS / 
EMPLOYEES. 

I.D. NOTE 

• OTHER 
MINISTRIES/ 
DEPTT. 



FILE 



• ‘File’ - A collection of papers on a specific 
subject matter, assigned a file number 
and consisting of one or more of the 
following parts:  

(a) Notes 

(b) Correspondence  

(c) Appendix to Notes  and  

(d) Appendix to correspondence.  
 



•Correspondence portion:  
• The portion of file containing ‘receipts’  

• office copies of the communications issued from 
the file  

• including self-contained inter-departmental notes 

•Notes portion:  
•The portion containing notes or minutes 
recorded on a case.  

 



  

Appendix to correspondence’ in relation to a 
file:  
 

•Lengthy enclosures to a communication (whether receipt or 
issue) on the file 

 

•inclusion of which in the correspondence portion is likely to 
obstruct smooth reading of the correspondence  

 

•or make the correspondence portion unwieldy.  



• ‘Note’ — The remarks recorded on a case to 
facilitate its disposal; it includes  
a summary of previous papers 

a statement or an analysis of the questions 
requiring decision 

indication of the rules/precedent/resource position,  

suggestions regarding the course of action  

final orders passed thereon.  



Appendix to notes in relation to a file  

 

•A lengthy summary or statement containing 
detailed information concerning certain aspects 
of the question discussed on the file  
 

• incorporation of which in the main note is likely 
to obscure the main point or  
 

•make the main note unnecessarily lengthy.  

 



MOEFCC  

– DGF&SS 

*FC Division ADG(FC) 

          IGF, DIGF/AIGF, TO 

 

SFD 

Principal Secretary (Forests) 

PCCF & HoFF 

PCCF, APCCF, CCF, CF, DFO 

IRO, MoEFCC 

- DDGF 

*AIGF, TO 

ICFRE 

- DG,ICFRE 

* Dir FRI 

        - HSD 

 

1 

2 

FSI 

- DG,FSI 

* Joint Director 

3 

4 









PUC  

Reference letter 

Decision required 

Context  

Approval / consent 





REPORT  

• Noting 

• Letter 

• The Report 





This report is submitted with the approval of DG, ICFRE, Dehradun. 



• Background 

• Introduction 

• Observations 

• Present status….(facts) 

• Comments/ 
Recommendations/ 
Conclusion 

• References, if any 





•Standard Process Sheets –  
 

•For dealing with cases of repetitive nature e.g. 
leave sanction, GPF Advances, HBA etc.,  

• standard process sheets may be devised by the 
respective Ministries/Departments. 

•No notes need be recorded in such cases.  



Level of disposal and channel of submission: 

• (i) The number of levels through which a file passes for a 
decision shall not exceed four.  

 

• (ii) Wherever level jumping is done in respect of any category 
of cases, each such case on its return, will pass through all the 
levels jumped over, who in suitable cases could resubmit the 
cases for reconsideration.  

 



Guidelines for noting  

 The dealing hand shall append full signature, name and 
date   on the left below the note.  

An officer shall append full signature on the right hand side 
of the note with name, designation and date. In an 
electronic environment digital signature will be appended at 
each level.  

While preparing/ submitting Notes for the Cabinet/Cabinet 
Committees/Groups of Ministers & Committee of Secretaries, the 
format prescribed in Cabinet Secretariat website 
(www.cabsec.nic.in) (as amended from time to time) may be 
followed.  

 



• All notes will be concise and to the point. Lengthy notes 
are to be avoided, by shifting bulk of material to 
statements placed below.  

 
• The verbatim reproduction of extracts from or 

paraphrasing of the paper under consideration, fresh 
receipt, or any other part of correspondence or notes on 
the same file, should not be attempted.  

 

Guidelines for noting  



 

•When passing orders or making suggestions, 
an officer will confine his note to the actual 
points he/she proposes to make without 
reiterating the ground already covered in the 
previous notes.  
 

 

• If he/she agrees to the line of action 
suggested in the preceding note, he will 
merely append his signature.  
 

Guidelines for noting  



• Any officer, who has to note upon a file on which a 
running summary of facts is available will, in drawing 
attention to the facts of the case, refer to the appropriate 
part of the summary without repeating it in his own note.  

 

• Relevant extracts of a rule or instruction will be placed on 
the file and attention to it will be drawn in the note with 
proper referencing, rather than reproducing the relevant 
provisions in the note.  

 

 

Guidelines for noting  



Running summary of facts of a case 

• A summary of the facts of the case updated from 
time to time to incorporate significant 
developments as and when they take place. 

 

•  This may be termed ‘Self Contained Note’ if it 
figures in the notes portion of the file.  

 

• It is placed below the notes portion to avoid 
repeated recapitulation of the case 



• If apparent errors or incorrect statements in a 
case have to be pointed out or 

• if an opinion expressed therein has to be 
criticized,  

• care should be taken to phrase the observations 
objectively, in courteous and moderate language 
free from personal remarks.  

 

 

Guidelines for noting  



• A note will be divided into serially numbered paragraphs of 
easy size, say ten lines each.  
 

• Paragraphs may preferably have brief titles.  
 

• The first few paragraphs will give the  

profile of the problem,  

position of rules,  
Precedents (continued…..)  

Guidelines for noting  



position of resources with  

proper analysis & sequence and  

an indication of the evidence and  

the conclusions reached.  

 

• The final paragraph should weigh the arguments and 
recommend the best course of action, with a supporting draft 
communication, if necessary 

 

Guidelines for noting  



Modification of notes or orders  

• Senior officers should not require any modification in, or 
replacement of, the notes recorded by their juniors once 
they have been submitted to them.  
 

• The higher officers should record their own notes giving 
their views on the subject, where necessary correcting or 
modifying the facts given in earlier notes.  
 

• Pasting over a note or a portion of it to conceal, shall not 
be done. Where a note recorded in the first instance 
requires any modification on account of additional facts or 
any error having come to notice, a subsequent note may 
be recorded, keeping the earlier note intact.  

 



Aids to processing  

• Each section shall keep in the knowledge management 
system of the Department the following records/electronic 
records for important subjects dealt with by it:  

(a)  precedent book;  

(b)  standard process sheets; and  

(c) transcripts of important discussions and 
minutes.  

(d)copies of Acts, rules, orders and instructions concerning 
the subjects dealt with each Department shall be 
maintained both in physical form as well as on the 

website.;  

(e) Guard file.  

 





Oral discussions  

i. All points emerging from discussions (including telephonic 
discussions) and the conclusions reached shall be recorded 
precisely on the relevant file at the earliest, by the officer 
authorizing action.  

 

ii. All discussions/instructions/decisions which the officer 
recording them considers to be important enough for the 
purpose, should be got confirmed by all those who have 
participated in or are responsible for them.  

 



Oral instructions by higher officers  

 Where an officer is giving direction (including telephonic 
direction) for taking action in any case in respect of 
matters on which the officer or subordinate has powers 
to decide, the officer shall ordinarily do so in writing. 

 

 If the circumstances of the case are such that there is 
no time for giving the instructions in writing, they should 
follow it up by a written confirmation at the earliest.  

 



Oral instructions by higher officers  

When an officer is acting under instructions of an official 
superior, he shall obtain the directions in writing wherever 
practical before carrying out the instructions. 
 

 Where it is not possible to do so, he shall obtain written 
confirmation of the directions, as soon thereafter as possible.  
 

If the officer giving the instructions is not the immediate official 
superior but is one higher to the latter in the hierarchy, the officer 
shall bring such instructions to the notice of the immediate 
superior at the earliest, and thereafter the latter will obtain the 
written confirmation of the directions from the senior officer who 
gave the instructions.  

 



Oral orders on behalf of or from Minister 

Whenever a member of the personal staff of a Minister 
communicates to any officer an oral order on behalf of the 
Minister, it shall be confirmed by her/him in writing, 
immediately thereafter.  

 

If any officer receives oral instructions from the Minister 
or from her/his Personal staff and the orders are in 
accordance with the norms, rules, regulations or 
procedures they should be brought to the notice of the 
Secretary (or the HoD) 



• In all cases of oral/orders which are not in accordance with 
the norms, rules, regulations or procedures, clear orders from 
the Secretary (or the HoD) should be sought about the line of 
action to be taken, stating clearly that the oral instructions are 
not in accordance with the rules, regulations, norms or 
procedures.  

 

• In rare and urgent cases when the Minister is on tour/is unwell 
and the approval has to be taken urgently on telephone, the 
decision of the Minister shall be conveyed by the Private 
Secretary. In such cases, confirmation of Minister shall be 
obtained, subsequently at the earliest.  

 

Oral orders on behalf of or from Minister 



Confirmation of oral instructions  

If an officer seeks confirmation of oral instructions given 
by his superior, the latter should confirm it in writing 
whenever such confirmation is sought.  

 

Receipt of communications from junior officers seeking 
confirmation of oral instructions shall be acknowledged by 
the senior officers or their personal staff, or the personal 
staff of the Minister, as the case may be. 

 

 



Filing of papers  

i. Papers required to be filed will be punched neatly on the left 
hand top corner and tagged onto the appropriate part of the 
file viz. notes, correspondence, appendix to notes and 
appendix to correspondence, in chronological order, from 
right to left.  

 

ii. Both “notes portion” and “correspondence portion”  will be 
placed in a single file cover.  

 



Filing of papers  

• When the “notes” plus the “correspondence‟ portion of the file become 
bulky (say exceeds 150-200 pages), it will be marked “Volume I”. Further 
papers on the subject will be added to the new volume of the same file, 
which will be marked `Volume II‟, and so on.  
 

• In Volume II and subsequent volumes of the same file, page numbering in 
notes portion and correspondence portion will be made in continuity of the 
last page number in note portion/correspondence portion of the earlier .  
 

• (vi) On top of the first page of the note portion in each volume of the file, 
file number, name of the Ministry/Department, name of branch/section 
subject of the file and classification of file will be mentioned. A similar 
procedure will be followed on file cover also.  

 



Referencing 

• Every page in each part of file (notes, correspondence 
and appendix to correspondence/notes) will be 
consecutively numbered in separate series on the top 
right hand corner.  
 

• In an electronic environment the number of page and 
Serial number of Receipts/Issue will be generated 
automatically.  
 

• The docketing will also take place immediately below the 
note which has culminated in issuance of fair signed 
communication(s) in question.  



Docketing 

• ‘Making of entries in the notes portion of a file 
about the serial number assigned to each item 
of correspondence (whether receipt or issue) for 
its identification.  
 



Referencing 

• The drafts of letters issued having crucial policy, financial and 
vigilance implications, where the drafts have been changed by 
Senior Officers in the process of movement of files upwards, 
barring grammatical corrections should also form a part of the 
correspondence portion, which shall be numbered ad seriatim.  

 

• The document under consideration on a file shall be flagged 
“PUC” and the latest fresh receipt noted upon, as “FR”. If 
there is more than one “FR” they shall be flagged separately 
as “FR-I”, “FR-II” and so on.  

 



• ‘Paper under consideration (PUC)’ — A receipt pertaining 
to a case, the consideration of which is the subject matter of 
the case.  

 

• ‘Fresh Receipt (FR)’ — Any subsequent receipt on a case 
which brings in additional information to aid the disposal of a 
paper under consideration.  

 



Linking of files  

• If the issues raised in two or more current files 
are inter-connected, the relevant files shall be 
linked.  

 

•After completion of action, the linked files be de-
linked after taking relevant extracts.  
 



Use of urgency grading  

• The urgency grading advised are Immediate, Priority and Top 
Priority.  
 

• The label Immediate will be used only in cases requiring 
prompt attention.  
 

• Amongst the rest, the Priority label will be used for cases 
which merit disposal in precedence to others of ordinary 
nature.  
 

• Top Priority will be applied in extremely urgent cases.  

 



COMMUNICATION 



Endorsement 

•This form is used when a paper has to be 
r e t u r n e d  i n  o r i g i n a l  t o  t h e  s e n d e r 

or 

• the paper in original or its copy is sent to another 
department or office, for information or action.  
 

• It is also used when a copy of a communication is 
proposed to be forwarded to parties other than 
the one to which it is addressed.  
 





Press communique/note 

•This form is used when it is proposed to give 
wide publicity to a decision of government.  
 

•A press communique is more formal in character 
than a press note and is expected to be 
reproduced intact by the press.  
 

•A press note is intended to serve as a hand-out 
to the press which may edit, compress or 
enlarge it, as deemed fit.  

 





Resolution 
•This form of communication is used for 
making public announcement of 
decisions of government in important 
matters of policy 
 

•e.g., the policy of industrial licensing, 
appointment of committees or 
commissions of enquiry.  
 

•Resolutions are also published in the 
Gazette of India.  
 





Notification 

•This form is mostly used in notifying the 
promulgation of statutory rules and orders, 
appointments and promotions of gazetted 
officers, etc. through publications in the Gazette 
of India.  
 







Order 

This form is generally used for issuing: 
 

 certain types of financial sanctions & 
 

for communicating government orders in 
disciplinary cases, etc., to the officials 
concerned.  

 









Office order 

This form is normally used for issuing instructions meant for day 
to day internal administration: 

 

grant of regular leave 

distribution of work among officers and sections 

appointments and transfers, etc.  

 









Inter-departmental note 
(I.D.Note) 

(a)  This form is generally employed for obtaining  
advice, views, concurrence or comments of 
other Departments on a proposal or  

 

(a) in seeking clarification of the existing rules, 
instructions etc. 
 

(b) It may also be used by a department when 
consulting its attached and subordinate offices 
and vice versa.  

 



Inter-departmental note 
(I.D.Note) 

• (c) The inter-departmental note may either be 
recorded on a file referred to another department 
or  
 

• (d)take the form of an independent self-
contained note.  

 

• The subject need not be mentioned when 
recorded on the file itself.  

 





Office Memorandum 

• This form is generally used for: 
corresponding with other Departments or  

in calling for information from or  

conveying information to its employees.  
 

corresponding with attached and subordinate offices.  

 

• It is written in the third person and bears no 
salutation or subscription except the name and 
designation of the officer signing it.  

 







Letter 

• This form is used for corresponding with Foreign 
Governments, State Governments, the Union Public Service 
Commission and other constitutional bodies, heads of attached 
and subordinate offices, public enterprises, statutory 
authorities, public bodies and members of the public generally.  

 

• A letter begins with the salutation "Sir/Madam" as may be 
appropriate and ends with the subscription "Yours 
faithfully/sincerely".  

 





Demi-official letter  

(a) This form is generally used in correspondence 
between Government officers for an 
interchange or communication of opinion or 
information without the formality of the 
prescribed procedures.  

 

(b) It may also be used when it is desired that the 
matter should receive personal attention of the 
individual addressed.  



(a) Since demi-official letter is written in the first person in a 
personal and friendly tone 
 

(b) It should be addressed by an officer in a 
Ministry/Department who is ordinarily one or two levels 
below the officer to whom such communication is 
addressed.  
 

• Note: For the purpose of determination of level, 
Secretary/Additional Secretary and Director / Deputy 
Secretary will be considered as one level.  

 

• (b) Communications to non-officials can also take the form 
of a demi-official letter  

 

 









Circular 

• This form is used when: 

• important and urgent external communications 
received or  

• important and urgent decisions taken internally  

have to be circulated within a department for information and 
compliance by a large number of employees.  

 





MINUTES OF THE MEETING 

• A record of the discussions held in a meeting 
 

• The organiser of the meeting draws up the minutes 
 

• Action: Directly Responsible Individuals 

 

• Dissent Note 

 

• Is it the final approval??? 

 

 

 

 



NOTICE 

• Formal communication targeted at a particular person or a 
group of persons 

• Informing the person(S) of some events 

• Invitation to a meeting,  

• An announcement of any event 

• To issue instructions 

• Make appeals etc 



THANKS 


