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l. The patrticulars of the organization, functions and duties:
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A 1-A Additional Chief Secretary will have equal status and
responsibility with that of Chief Secretary. He will be directlyclrarge of
the Administrative Reforms Division of the DPAR. He will give full attention
to thedisposal of pending files in the Secretariat as well as in the field sub
ordinate offices. He will supervise the implementation of the arrears drive,
collect information about clearance of arrears and issue such follow ug
instructions as are considered esgary to ensure that all old cases are
disposed off and that matters are attend expeditiously. Additional Chiel
Secretary will also deal with such items of work asemé&usted to him
Government time of tine

. POWERS AND DUTIES OF OFFICERS/EMPLOYEES OF OFFICE
OF ADDITIONAL CHIEF SECRETARY:
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28. Principal Secretaries / Secretaries / Special Secretaries: The Principi
Secretary/Secretary/ Special Secretary is the head of a Secretariat Department. ,
Department having a Principal Secretary and a Secretary or a Special Secreta
subject to the speific orders of the Government to the contrary, shall be fully
responsible for the subjects of the Department entrusted to each officer by the
Senior most officer among the three/two. The Senior most of these officers may
call for any of the records andtahd to the same.

29. The Principal Secretary/Secretary/Special Secretary in a Department is
Secretary to Government and not a Secretary to the Minister in charge of the
Department. They shall adhere to the Transaction of Business Rules anc
Allocationof Business Rules. It is their duty to place all the relevant facts relating
to a case and advice to enable the Minister to pass final orders on any case goin
to the Minister for a decision.

30. It shall also be the duty of the Principal Secretary/ &any to draw the
attention of the Minister to the fact that any proposed course of action suggested
in the minutes etc., is contrary to the provisions of any Rule or law or is at
variance with the policy hitherto adopted by Government. Wherever any course
of action decided by the Minister is contrary to the provisions of any Rule or law
or is at variance with the policy hitherto adopted by Government, it shall be the
duty of the Secretary to draw attention of the Minister to this fact. He shall
resubmit the file / papers to the Minister drawing his attention to this fact. In
case, the Minister were to reiterate his orders or pass orders which are not in
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accordance with Rules / laws / policies, the Principal Secretary / Secretary, sha
refer the matter to he Chief Secretary. The final decision about the legality or
otherwise of a course of action shall thereafter be taken in consultation with law
Department.

31. The Secretary exercises general supervision and control over the staff unde
him and is responBle for seeing that the members of the staff do the work
allotted to them efficiently and expeditiously.
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29. The Principal Secretary/Secretary/Special Secretary in a Department is
Secretary to Government and not a Secretary to the Minister in charge of the
Department. They shall adhere to the Transaction of Business Rules ant
Allocation of Business Rulesid their duty to place all the relevant facts relating

to a case and advice to enable the Minister to pass final orders on any case goin
to the Minister for a decision.

30. It shall also be the duty of the Principal Secretary/ Secretary to draw the
attention of the Minister to the fact that any proposed course of action suggested
in the minutes etc., is contrary to the provisions of any Rule or law or is at
variance with the policy hitherto adopted by Government. Wherever any course
of action decided ¥ the Minister is contrary to the provisions of any Rule or law
or is at variance with the policy hitherto adopted by Government, it shall be the
duty of the Secretary to draw attention of the Minister to this fact. He shall
resubmit the file / papers tohe Minister drawing his attention to this fact. In
case, the Minister were to reiterate his orders or pass orders which are not in
accordance with Rules / laws / policies, the Principal Secretary / Secretary, sha
refer the matter to the Chief Secretaryhe final decision about the legality or
otherwise of a course of action shall thereafter be taken in consultation with law
Department.

31. The Secretary exercises general supervision and control over the staff unde
him and is responsible for seeing thtéte members of the staff do the work
allotted to them efficiently and expeditiously.
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28. Principal Secretaries / Secretaries / Special Secretaries: The Principi
Secretary/Secretary/ Special Secretary is the head of a Secretariat Department. ,
Department having a Principal Secretary and a Secretary or a Special Secreta
subject to the speific orders of the Government to the contrary, shall be fully
responsible for the subjects of the Department entrusted to each officer by the
Senior most officer among the three/two. The Senior most of these officers may
call for any of the records andtahd to the same.

29. The Principal Secretary/Secretary/Special Secretary in a Department is
Secretary to Government and not a Secretary to the Minister in charge of the
Department. They shall adhere to the Transaction of Business Rules anc
Allocationof Business Rules. It is their duty to place all the relevant facts relating
to a case and advice to enable the Minister to pass final orders on any case goin
to the Minister for a decision.

30. It shall also be the duty of the Principal Secretary/ &ary to draw the
attention of the Minister to the fact that any proposed course of action suggested
in the minutes etc., is contrary to the provisions of any Rule or law or is at
variance with the policy hitherto adopted by Government. Wherever any course
of action decided by the Minister is contrary to the provisions of any Rule or law
or is at variance with the policy hitherto adopted by Government, it shall be the
duty of the Secretary to draw attention of the Minister to this fact. He shall
resubmit tre file / papers to the Minister drawing his attention to this fact. In
case, the Minister were to reiterate his orders or pass orders which are not in
accordance with Rules / laws / policies, the Principal Secretary / Secretary, sha
refer the matter to he Chief Secretary. The final decision about the legality or

26




i 1

otherwise of a course of action shall thereafter be taken in consultation with law
Department.

31. The Secretary exercises general supervision and control over the staff unde

him and is responile for seeing that the members of the staff do the work
allotted to them efficiently and expeditiously.
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