
No. 15011/01J2019-0&M(e.No.6~04)
Government of India

Ministry of Personnel, Public,Grievances & Pensions
Department of Administra.tive Reforms & Public Grievances

Office of Secretary (DIPAM) .:o No Q7~ . Jawahar Vyapar Bhavao, New Delhiy. . ~ .....J.................... Dated: 11thMareh, 2024
Dated .,.>1.).'~\i .

OFFICE MEMORANDUM

Subject: Amendment of the 16th Edition of the Central Secretariat Manual of Office
Procedure, 2022 -reg.
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The undersigned is directed to refer to this Department's C.M. No. 30Q11112/2Q1S-0&M­
Pt.I (6452) dated 12.03.2021 (copy enclosed) regarding increasing efficiency, in decision mak.iliilQ
in Government carrying out certain amendments .and to Convey the following amendments to the
16th Edition of the Central Secretariat Manual of Office Procedure (CSMOP), 2022.

Guidelines for Level of disposal and channel Gf submission

Existing 7.6 (ii)

t; c:;t:. '~ch Department will review the instructions on level of disposal and channel of submission .at.
~ , Jeast once in three years keeping the number of levels to the minimum by delegafing powers to
~I' lower formations. To facilitate <quickerdecisien making, chamilels of submission snould not be

more than four. Powers are to be delegated to operationalee this principle. In case of files to be
. '. su"6'm!nedto ~nister - in - charge, a case m~¥ be initiated at the level of Deputy Secretary or 'n~.\ /'Director. However, the SEt-ctionand the. Branch Offi.c~r w.ould provide .assistanc:e to obtain inputs,

'\ \IJ)~?J~ for the case and to prepare draft notes and communications, etc."

Q 0 Revis~d 7.6 (ii)

"Each Department will review the instructions on level of disposal and channel, of supmissi0n at

;J least once in three years keeping the number of levels to the minimum by delegating powers to
lower formations. To facilitate quicker decision making., channels ot submission shot!J!~not be
more .th,antour.. ~ower~ are to be. delegated to oper~t~~nalize tis princ.iple. In case .of files to beI submitted to MInister - In - charge" a case may be InitIated at the level Gf Deputy Secretary or

~ ~ Director. However, the Section andthe Branch Offic~r v.:0u1dprovide assistance to obtain,inputs .,
~:A) !or the ~se. and .to prepare d~aft n?tes .and comm~mcatlons, etc. In vigilance matte~~.V~has
' .f \ I Issued I.nstructions rega~dl~g tuneflnes fo~ dlffer~nt &ta~es a~d le--:els ,of dls~lpl'l~ary

~ t:;f4"> . proceedings. The commission has further Issued instructions Vide Circular fl.O. 04102124rl \"\'" dated ,19/0212024 to bring dow') ,the I to ma)(imum of fout to each a~ministrdtive unit,'1' 15:-' separately in the hierarchy of the or.ganis:a,tfon conc.erned. ' y e .'. IS
~ \: , appended at a,ppendix 7.2.

2. The above amendment may be brought to the notice of all concerned in their
Ministries/Departmen.ts 1fornecessary action.

~ \~. "\ ,.,_,~
(Sanjeev 'tivastava)

Deputy Secretary to tbe ~, of Inaia
. ) I ' Tel. No.2335044.3

JS (P,jlll!1. ':",;.. email:sal)~~y!.~~u@niQ.k!50..:..-'.,.
Dy N°"""0" .~.. $.'.3. .k'1·.Ilated ...... ··· /.

3. This issues with the approval of Secretary, DARPG.
~

f!{ t<''f~ JI'.,4 )
p)i 1f ~A;(!4 /
ft.~ ~f¬ ff;;V1

To A>~lJ Lit'7\ - .
The Secretaries of all Ministries/Depalitmeots of th.eGovernment of IndIa.

s.~t~~~", Jt\'~
\ ~\~ ~\bL~

-- - -~~-----------------------------
PTO.
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Copy for information to;

The Director
Central Vigilance Commission,
Satarkta Bhawan, G.P.O. ComlPle,x,
Block -A, INA, New Delhi-110023.
(bo2coord-cvc@gov.in)
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No.30011/12J2015-0&M-Pt.I(64'52)
Government of India

Ministry of Personnel. Public Grie)lances & Pensions
Department of AdministratiYe Reforms & Public Grievances

•••

Sardar Patel,Bhavan. Sansad Marg.
New Delhi. Dated: 12,03.2021

Office .Memorandum

Subject: - Increasin£JEfficiency ,inDecision Making in the Government - regarding

Efficient decision making is fundamental to a responsive and accountable
governance. Accelerating the pace and efficiency of decisic:>nmaking is .crucial,1
for economic growth and enhancing the ease of living of citizens. The Central
Secretariat Manual of Office PrOCedure·,(CSI\ItOP)has been a guiding framework
for effecti.vefunctioning of the Central Secretariat offices. The fifteenth ,ed.ilionof
the Manual i.e. CSMOP-2019 was brought out with the aim of bringing simplicity,
efficiency and transparency in GOvemmeiil processes afid procedures.

2. Comprehensive' review of levels 'of ~isposal. channels of submission and
effective use of technology' is needed for enhancing efficiency in, decision
making. Accordingly. the following provisions af CSMOP. relati.og to minifllizing
levels of disposal and channels: of' submission. delegation of powers, e~ive
use of the desk officer system. technology adoption including use of e-Office
version 7.0 and strengthening of the Central Reg,istration Unit are being
reiterated for time bound compliance:

(A) Levelof disposal and channelof submission

(i) each MinistrylDepal11fnents.hall review the ios.trudiens an tevels,pf
disposal and channels of submission keeping in view that the
number of levels shall not' ex~ four by dell!gating powers to
lower formations. This, re,Viewshall be done at least once in three
years. (CSMOP-2019. Para 7.6 fi.)&(ii) of Chapter 7)

(ii) The channels of submission shall be dec:ided by the
MinistrylOepartment concerned by ta~ing into account the
functionaries and functions of Government of India, as defined in
Para 3.1 of Chapter..3 ofCSMOP and eAsuring that the levels in a
channel of submiS$iondo not exceed four.

(iii) The channel of submissioo of cases other than the classified ones
must be made ava.ilable on the website of the DepaFtment. The
name. telephone number and e-mail 1.0 of the offICers·dealing with
varjous subject should also be made available on the website.
(Para 7.6(i) of CSMOP). )t
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(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 each category of cases.

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

c. 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.

(8) EffectiveUs. of DeskOfficerSystem:

Each Ministry/Department shall ensure that the Desk~r System. as
envisaged in Para 3.1 of Chapter 3 of CSMOP 2019 is put to optimum use. For
this purpose. MinistrylOepartment shall identify the work which could be handled
in a more effective and efficient manner by Desk Offtcers.

(C) Technology Adoptions· Optimizing e-Oftice Platform:

(i) Technology needs to be progressively leveraged for effldent
decision making. Chapter 15 of CSMOP is dedicated to e-Office
digitization framework. As an enabler for march towards digital
.secretariat, e-Offiee aims to bring more transparency. efficiency
and accountability in the Government transactions leading to
increased promptness and productivity. Accordingly, e-Office
platfonn should be optimally utilized by MinistrieslDepartments

(ii) As Central Secretariat moves towards Digital Secretariat. the
reskillinglupskilling of the existing supporting staff. also needs to be
addressed suitably.

(iii) E-office version 7.0 which also has provision for seamless
movement of files across MinistrieslDeparbnents, is due to be
rolled out by NIC in April. 2021. MinistrieslDepartment should
migrate to this version upon its roll out ~
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(0, Strengthening Central Registry Unit (CRU)

Each Department shall ensure that the CRU is made functional witlii
optimum efficiency by meeting th4! human resources and infrastructure needs for
functioning of the Digital Secretariat, as envisaged in Appendix 5.•2 of CSMQ;P·
2:019.

3. All MinistrieslOepar1ments as ~U as their attached and subordinate
offices shall ensure time beund rCGfiTlplianceof the above. Action Taken Report
in this regard may be furnisheff to,DARPO expeditiously.

.,/ , ~\tlzPt (
(KSha~apati Sh.i~.Ji~r,

Secretary to the Govemment.of India

To
All Secretaries to the Govemmen. o.fIndja
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Sa_ta- Bhawan. -G.P.O.Complex.
Block A, INA. New Delhi-loo23

023!VG Lll21
It./No · ·.············..·········

19.02.2024
~ / Dated ·········..······..·

Circular No. 04/02/24

Subject: Uniformity in levels of processing ot'vigilunce cases - reg.

Rcf:- (i) Commission's Circular No. 000NGLI18 dateCJ23.05.2000
(ii) Commission's Circular No. 02/01116 dated 18.01.2016
(iii) Commission Circular No. 18/12/20 dated 14.12.2020
(iv) Commission Circular 1"0.21112/21 dated "3.t2.2021

Central Vigilance Commission has issued guidd.ines from lime to time.
prescribing the time limit forcompletion of different stages of actions in vigilance
related matters.
'") Il has been observed that there are occasions when action in vigilance matters
ln~ been unduly delayed. One of the reasons lor such delay has been found to be that
the levels or examination ! processing of vigilance matters are more than the required
levels. The levels of processing of vigilance mutters in different organizations also lacks
uniformitv.

"
3. It may be noted that D/oAdministration Reforms & Public Grievances (DARPG)
vide IIK'if OM No. 300111l2/2015 ...0&M-Pt.1 (645'2) dated 12.03.2021 have issued
glliddin~s prescribing that "each ministry/ department shall review the instructions (In
IL"n:!\u/cbl'0sa/ and channels ofsubmission keeping ill dew that the number oftevels
shall not exceedfour by delegating powers to lowertormution",

4. The Commission has desired that in order to avoid delay in vigilance matters.
the organizations concerned should review the levels of processing of such matters and
should bring down the levels to a maximum of four. The limit of four levels would be'
applicable to each administrative unit separately, in the hierarchy of the organisation
concerned. In this regard, each organisation may take: the following steps:

[i) Delayering.
(ii) Adoption of Desk Offlcer System in Vigilance Wing.
(iii} Delegation of powers, \....herever possible (with due approval). to ensure limiting

the steps; layers for decision making to four, including merger of levels.
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5. The above guidelines may be noted for compliance with immediate effect, The
CVOs of respective organizations may bring these guidelines to the notice ot: the Chief
Executive Officer of their oTganizatiol).

To

(i)
(ii)

(iii)

(iv)

~ .
. (R'_jh! Verma)

3i.,ectar

The Secretaries. of all Mirtistrl,eslDepartments of Gol
All Chief Executives of CPSUslPublic. Sector Banks/Public Sector

I!' .........

Insurance CompanieslAutonomot1s Bodies etc.
All CVOs of MinistrieslDepanments of GQIICPSUS/Public Sector
BanksIPublic Sector Insurance.Companies/Autonomous Bodies ete,
Website ofCVC


