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HEST AT

I 5 waTera/feremT I 5 HaTera/ T
100%  100%
120 120% 160 100%
100% 99 140 90%
0,
100 100% 80%
120 .
80 80% 70%
60 61.0980% 80 50%
40%
60
40 40% 30%
20 21 40 209
20 14 14 14 13 20% 20 18 0%
I I l 2 2 11 7 7, 10%
0 0% ()} - - — 0%
MEA DoT DoE MHA DoD DHR Fisheries MoR DoSEL DIPAM
Total Receipts W Disposals === % Disposals Total Receipts mmm Disposals =% Disposals
ATSUHET Tt ST TR Hed
1Y 5 HaTera/faramT Y 5 HATera/ e
6 10 % 100% 9 10 100%
90% 80 > 78 7% 90%
5 80% 70 80%
4 70% 60 70%
33 60% 50 60%
3 50% 50%
40
2 2 40% 40%
2 30% 30 30%
. 11 11 11 0% 20 1312 20%
I I I 10% 10 6 6 4 4 2 2 I 10%
()} 0% ()} m - — 0%
DoT DoPE DAH DoD  DEPwD MEA  MoEFCC  DoR MoSPI MHA

Total Receipts W Disposals === % Disposal

Total Receipts mmmm Disposals

e % Disposal
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MR EISEAE U NIV EISRAE U
99.96% 98.22% g goo
o 0,
12 411 102% || 300000 ° 94.59% 92.89%  100.00%
. 265680 )
10 100% 250000 265590 90.00%
10 98% 80.00%
8 8 5
8 96% 200000 70.00%
94% 60.00%
6 5 5 92% 150000 50.00%
90% 40.00%
4 88% 100000 30.00%
2 22 86% 50000 19731 20.00%
14594 2332 10.00%
I 84% 14335 18908 2206 233369 °
0 82% 0 - — 0.00%
NITI Aayog LD DoCA DMA MoSPI MoR DDWS MolE MoHUA DoDP
Total Receipts W Disposals =% Disposal Total Receipts mmmm Disposals === % Disposal

BIETS I T8 W

5000
4500
4000
3500
3000
2500
2000
1500
1000

500

I 5 HerTerar/fervrmT
4618 100%100% — 100% — 100% — 100% 100%
90%
80%
70%
60%
19291929 20%
15501550 40%
11131113 30%
I I 20%
I 306 306 10%
- 0%
Posts DoE DRDO MoP MEA

Total Identified For Weeding = Physical Files Weeded

=% Weeded out
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7 ST BIoRH: SN ST ST e formr

7.1 i

Y HATCTT o T8 fGEa 1973 H Y STT6u™ TR e formT (%) 3t Tmom 61 18 off| (S70) o o
I ST I 1T H1 EHear ST =R FAT 2] A B ST TS (SATSENTHN) SH o el
AT T T ToT & S 36eh! TATHHT 1929 H g3 off| ST <37 H SRS, Held qTetd ST ag] foq
Hied Y STEEM ST RI& & qoe, ATIERH TR Se€d o [T SE STEdM e, MR iy
IFTHT TS (HATSENTIAR) o FTT ATerwarer TRehit Toeh Yo T | 0 Ty &9 § Trosdr af da
ST o AT 4.0 o S ATTGRT Rl " TorwedT " 3hT HTEHT o TTel Tehiehd i 9L 1 foraT | AR
o & HaRIl 4 THETT 6 Tl hl Toos, Toeel ATarator TS i o forg wreer, gemofia stedt s
I 3 foTe Tieenfea faham|

7.2 T=3dT: Tch Scich

( ATEHCHAR-TAATSCATTZEN, HIcThTell SR IS T AHTS ST =T T J
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ATGHITTR-HIATSUTAZEY, AT 5 ST T ATTHF- MG T8 oF T8 o T H Teh HTITSR Hhall A e
Tfafafr & wir a7, S gHeR-ETeld STTeRoT § TEHTeHehdT, SHTSTAT S SA9TcHe 318 shi Serer ad) 2l

7.3 SCATHIT SUATSHT: I
TASHAT ATHATT 3T eI ATHAT hl TTHT

) 97579 1 e TAH @it 3|
@) FHE HIEH § 828009 T T TSRS SNSId g7
) 3159 T TR Tl ARH AT TT
TEAT IeU e e e Frer wslegd  Rea dwdhim
AR TEEFARTAT  EIEAT R TS WETA  WITATRT I-HIEA

FEaTH) HETCgaArea=  wdHien  d@eaTH) wdHiam | (@Erd)

(T Fe H) (HEaTH) (HEaT H)

- 24 78 12764 458 341 68 68
- 24 20 1914 110 37 9 9

TeI-24 44 4720 740 369 17 17
- 24 60 27891 1318 1146 23 23

ug-24 50 7607 1144 870 119 119

I-24 35 5571 284 67 49 4
AATs- 24 9 1647 155 37 26 0
ITEA- 24 16 0 0 0 0 0
TEET 4.0 3159 97579 12773 7000 2000 2000

32




HRaTET guUrR STeTadl, 2025
fearr- 24 2 135 70 45 5 5
IE-25 36 640 104 32 61 56
fAutem gerar 4 iy

SHYFTSHITHT 3 Feeiafan & Tehl & TR =AeT AT Fafi i HATehaH JR Tl ok @ 71T 8 | TRIEieh
HIT forelt s1=r 21ft o shTH o foTq, ST <hl Wehfel o STTET W, $iged STTHAR T TUEsTl/Ta3l/ITH o Tl W
3T S ST 2| AT o Heed ol Ed §U, ST forsey & Heiferd wrget Heh Hiwe)/3T7 Ai<e/aee &) 9%
STt 81 W 2023 @ forever et w1 off Sfaa Tt @ gt forar mar 2)

3 anTfthe
BTARE/ITSHITR H 99 TfawTd wrget o1 fefreetientor ot feam mam 8, qerm o9 a+ft ®ge 31t fifie 3-
AT Tl 9T 31T e &) 778 2
STARE H 3-FEfie 3TN 3-H15dl o I § Iecia- 1 14 §3 ol $8eh AITh, SITTRS/ITHTHR 7 319 et
% Tfied gorareifaes &9 & o <t ST & &
1 | SwIEA | 32 |36 16 | 20 | 17 | 19 | 31 27 | 30 | 19 | 21 | 19 | 26
2 | gfeliem [ 201 | 148 | 193 | 172 200 [ 150 | 281 | 172 | 199 | 196 | 181 | 171 | 334
TN - 3-Ffte ik ot fiefie

400

350 334

300 281

250 701 193 200 199 196

181

200 148 172 150 172 171

150

100

50 6 7 16 0 7 6 0 6 3 2 3 4 3

0 p— — | f— p— p— I — — I

A A A A A A A A A A A
¢ & ¢ @’b* & & &S
eReciepts M pReciepts
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No.30011/12/2015-08M-Pt.1(6452)
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Administrative Reforms & Public Gnevances

e

Sardar Patel Bhavan, Sansad Marg,
New Delhi, Dated: 12.03.2021

Office

Subject - Increasing Efficiency in Decision Making in the Government - regarding

Efficient decision making is fundamental to a responsive and accountable
governance. Accelerating the pace and efficiency of decision making is crucial
for economic growth and enhancing the ease of living of citizens. The Central
Secretariat Manual of Office Procedure (CSMOP) has been a guiding framework
for effective functioning of the Central Secretariat offices. The fifteenth edition of
the Manual i.e. CSMOP-2019 was brought out with the aim of bringing simplicity,
efficiency and transparency in Government processes and procedures.

2 Comprehensive review of levels of disposal, channels of submission and
effective use of technology is needed for enhancing efficiency in decision
making. Accordingly, the following provisions of CSMOP, relating to minimizing
levels of disposal and channels of submission, delegation of powers, effective
use of the desk officer system, technology adoption including use of e-Office
version 7.0 and strengthening of the Central Registration Unit are being
reiterated for time bound compliance:

(A) Level of disposal and channel of submission

(1 Each Ministry/Department shall review the instructions on levels of
disposal and channels of submission keeping in view that the
number of levels shall not exceed four by delegating powers to
lower formations. This review shall be done at least once in three
years (CSMOP-2018, Para 7.6 (i) &(ii) of Chapter 7)

(if) The channels of submission shall be decided by the
Ministry/Department concemed by taking into account the
functionaries and functions of Government of India, as defined in
Para 3.1 of Chapter-3 of CSMOP and ensuring that the levels in a
channel of submission do not exceed four.

(i)  The channel of submission of cases other than the classified ones
must be made available on the website of the Department. The
name, telephone number and e-mail 1. D of the officers dealing with
various subject should alsc be made available on the website.
(Para 7.6(i) of CSMOP) B
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(8)

(C)

(iv)

Origin, destination and movement of files for each category of
subject may be decided by the Ministry/Department concerned
depending upon the importance of the issues/subjects. File
movement for each category of subject should also be clearly
charted with clear origin and decision levels. In this regard CSMOP-
2019 Para 7 6 of Chapter 7 provides as under:-

a. Dealing Officer will take action on a case in accordance with
the Departmental instructions prescribing the level of final disposal
as per the Departmental instructions on channel of submission of
files for ach category of cases.

b For addressing cross cutting issues, the Secretary of the
concemed Ministry/Department should have the flexibility to create
inter-disciplinary teams

[ Wherever level jumping in a given channel of submission is
done in respect of any category of cases, each such case on its
return will pass through all the levels jumped over in that channel
and levels so jumped could, in suitable cases, resubmit the cases
for reconsideration. if necessary.

Effective Use of Desk Officer System:

Each Ministry/Department shall ensure that the Desk Officer System, as
envisaged in Para 3.1 of Chapter 3 of CSMOP 2018 is put to optimum use. For
this purpose, Ministry/Department shall identify the work which could be handled
in a more effective and efficient manner by Desk Officers.

Technology Adoptions - Optimizing e-Office Platform:

(1)

(1)

(1ir)

Technology needs to be progressively leveraged for efficient
decision making. Chapter 15 of CSMOP is dedicated to e-Office
digitization framework. As an enabler for march towards digital
secretariat, e-Office ams to bring more transparency, efficiency
and accountabilty in the Government transactions leading to
increased promptness and productivity Accordingly, e-Office
platform should be optimally utilized by Ministres/Departments

As Central Secretaniat moves towards Digital Secretanat, the
reskilling/upskilling of the existing supporting staff, also needs to be
addressed suitably.

E-office version 7.0 which also has provision for seamiess
movement of files across Ministries/Departments, is due to be
rolled out by NIC in April, 2021,  Ministries/Department should

-

migrate to this version upon its roll out R/

SIad), 2025
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(D) Strengthening Central Registry Unit (CRU)

Each Department shall ensure that the CRU is made functional with
optimum efficiency by meeting the human resources and infrastructure needs for
functioning of the Digital Secretariat, as envisaged in Appendix 5.2 of CSMOP-
2019

3 All Ministries/Departments as well as their attached and subordinate
offices shall ensure time bound compliance of the above  Action Taken Report
in this regard may be furnished to DARPG expeditiously.

9
YN T
(Kshafrapati Shivaji)
Secretary to the Government of India

To
All Secretaries to the Government of India
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ST [1- wferdtentor geit

. GEraTeR HATAA/ T 1 A1
L. st FET TcTeT L S (3T )
2 disfiarreeht Sheer STSeTe R ST EHT Yook TS
3. SrftargeArset FENT Hared T AR s
4. SresTrerSit SRR G 37 ek frehmara forsmr
5. SRS Y STEUT e e fersm
6. SIgETHEsy i T foRem shoamor feremr
7, Eilee) TRIITEH, S ferm
8. S QT St formT
9. it EIRIECEIRISIRCE )
10. SEIkil T Ud Y RETE T
11. Sl aiforse fayam
12. BIEIEi SUNIRT AT fersm
13. SEIS T farsamT
14. EISIEIR] T&TT SeqTe favmT
15. SATSIS T FTEY U ferehre formT
16. THAT S S gt &t forehr iAo
17. S aTffer s
18. Siedeseyel feeatTeT TrTiRReRor o
19. SHEEES] VS §feh ST formT
20. EIEIH g
21. ST Seiep forvm
22. SruhTH ICEIRRCINCE L)
23. fhrist e AT frmT
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24, EE IS WTer S A e fesmr
25. | SITd U Uhgsed TITEST U UTER SHedToT fawmT
26. gTa AR TTER YT fawm
27. B Feerar e fersmr
28. kL) fafrasT 3k ardsiiaes ufeafr geem fasmr
9. et = formT
30. SELEE oty geTer ferwm
31. SreTerT farfer et fervamT
32. geAT B shref e
33. SreTTe TSTTST formT
34. grdidesey T ST FereTht et ferm
35. et i S wfreror fm
36. Srerdice afwer R
37. e T formT
38, AT AR e o
39. SEIEIN o faramT
40. TS T forehrer fersamr
41, SRS e fRvar S wmea feam
42, SIS forser @i renfireh fersrmr
43. SISEIESIN Sqeen i iR srgeT ferm
44, SEINEEE TR =T 37T STfereRTicaT farmT
45. EEILS siafer favmr
46. T e fere
47. SEIC) R fomT
ESIEES N STeT HETEH, TaT forehte ST T et fomr

48.

ATEN
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49. SATETEY T ShTishH ey

50. T forerreft fervmr

51. SaiA SN HATTT

52. AT TR fome e

53. shIcd AT HATAT

54 - e §ATe

55. THHTT AN H AT

56. THATHT HEHTT HaTer

57. | UHSTIEISSTH TSIt 3R T dT HATeTd
58. TwAlg fre v

59. THATSTH et fors warer

60. RLEC oI TehT ST T Frenfirh darer
61. | THSISUHH] TR, 3 SR ST aiEd BrerT
62. THSY forer arer

63. THIAITE [ERREISED

64. THHATTHIIHATE Qe JEHERUT SN HATC
65. THTSSTE T T T

66. | THITATHST TETEH TH URET hed o HATe
67. THTET UEREISR]

68. THATEIY HTETEA U6 Tl S WA
69. THTESlt T T ST e

70. THATTAS £ S ST HTer

71. THUHATAS &, o A qe Sy v
72. THATIH [CIERFINE]

73. THSTTAY HTEEIF FH HoATT

74. THTASE T el el Rt St WA
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75. AT EEIRGIRE R EICeT

76. RERTI HHe e HATer

77. TS YQIferr Te STehfereh i Tt
78. ESE L] fereger T

79. THATAR I HATT (L o)

80. THSATIHRATH T uftaed SR Tstmn dery
g1, | UHATICHSSY T, 91 IREed U ST BT
82. RELEEH Tt e ue Sefirar dErer
83. THATCHITSTE ifteTehl Uel FHishH hRIT-a G
84. AT T TR

85. TS T AT

86. e T e

87. THATETY EERINPEIRRPISD]

88, WEIEES I HfeeT ue st e v
89. THSITRTCH AT HTESHH 3T T HATer
90. Fifer T ARy 3R
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