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DEPARTMENT OF LABOUR AND EMPLOYMENT

EXPLANATORY NOTE DESCRIBING

FUNCTIONAL FILE INDEX

1. The existing filling system of the Central Secretariat offices has 
been laid down in detail in Manual of Office Procedure.  It suffers from 
the following disadvantages:

(i) There  is  no  uniformity,  since  different  sections  allot 
different numbers to identical subjects or sub-subjects.

(ii) Tracing of files is a time-consuming search through the file 
registers and the officers are dependent on record clerks.

(iii) Indexing  by  subject  as  well  as  by  individual  name  is 
necessary.

2. To overcome these disadvantages,  a functional,  subject-wise and 
sub-subject-wise file index could be prepared as follows: -

2.1 The main  subjects  under  a  function,  say  establishment,  common 
office  services,  budget,  are  first  listed  under  functional  group 
headings which are respectively identified by capital letters ‘A’, ‘D’ 
and ‘G’ of Part I of the Functional File Index.  Similarly, the main 
subjects  under  substantive  activities  of  this  Department,  say, 
labour  Relations,  Social  Security,  I.L.O.,  are  first  listed  under 
Functional group heading, which are respectively identified by ‘L’, 
‘R’ and ‘W’ of Part II of the Functional File Index. 

2.2 Each  main  subject  or  main  head  under  each  functional  group  is 
assigned consecutive, Arabic numerals beginning with ‘11’ which may 
go up to ‘99’.

2.3 Similarly, the sub-subjects or sub-heads under each main head are 
assigned consecutive Arabic numbers beginning with ‘11’ which also 
could go up to ‘99’. 

2.4 The  identifying  subject  numerals  and  sub-subject  numerals  are 
separated by ‘0’, the group of numerals to the lift of ‘0’ refer to 
the main subject while that to the right to its sub-subjects, topic, 
aspect or factor.

2.5 Files opened under the same subject, etc. are given serial numbers 
1,  2,  3  and  so  on,  and  separated  from  the  groups  of  numerals 
identifying  the  main  subject  and  the  sub-subject  by  a  slant 
stroke/. 



2.6 The year in which the file is opened is shown separately from the 
file number by a slant stroke/.

2.7 At the end of each file code number is to be indicated the dealing 
administrative  office,  division  or  unit  by  a  suitably  chosen 
abbreviated group of letters separated from the year by a hyphen. 

2.8 Each subject and sub-subject thus having been identified by an 
alpha-numeric code mark, a brief content part of the subject viz. 
question, issue or specific institution or person involved is indicated 
in the rectangle on the file cover marked “Subject”.

2.9 Illustrations  

(i) In a  file  numbered D 11013/3/66-Est.,  ‘D’  stands for  the 
functional  or  activity  group  heading,  viz.  common  office 
services.  The first group of Arabic numerals ‘11’ stands for 
the main subject heading ‘accommodation’.  The figure ‘o’ is a 
separating sign.  The second group of Arabic numerals ‘13’ 
stands  for  the  subordinate  subject  or  aspect  heading, 
‘shifting  arrangements’.   The  number  ‘3’  between  slant 
strokes  denotes  3rd file  opened  under  this  subordinate 
heading.  The figure ‘66’ indicates the year of opening the 
file  and  the  abbreviating  letters  ‘Estb’.  Stands  for 
establishment section.  If the file relates to shifting of the 
Department  of  Mines  and  Metals  from  its  present 
accommodation  in  Udyog  Bhavan  to  Shastri  Bhavan,  the 
following only need be indicated in the ‘subject’ box on the 
file cover:

“Department  of  Mines  &  Metals  from  Udyog  Bhavan  to 
Shastri Bhavan”.

(ii) In a file numbered L 12011/1/71-LR.III, ‘L’  stands for the 
group heading ‘Labour Relations’ ‘12’ stands for the main head 
‘Industrial  dispute in Banks’,  ‘O’  is  the separating sign,  ‘11’ 
stands for the sub-head ‘Charter and general demands’,  ‘1’ 
indicates the first file opened under this sub-head, ‘71’ will 
indicate the year of opening the file, and the abbreviation 
LR.III denotes the Labour Relations-III Section.

3. Instruction
If a paper requiring filing is such as apparently does not relate to 

any  of  the  lists  viz.  functional  (primary,  group  heading),  subject 
(Secondary heading) or sub-subject etc. (tertiary heading), the following 
points should be considered: -



Whether  they  come  under  any  sub-factor  or  sub-aspect  of  a 
tertiary heading as related to a secondary heading.

If not, whether they could be brought under an additional heading 
placed at appropriate point in the list of primary headings.

If not, whether they could be brought under an additional heading 
placed at appropriate point in the list of primary headings.

If nothing suggests,  it  may be temporarily placed in  the list  of 
primary headings as the last item.

4. Advantages of the proposed file index

(i) A coded file index drawn up on a functional basis establishes 
an  easily  recognisable,  systematic  filling sequence under a 
comprehensive  list  of  pre-identified  subjects  and  their 
various  sub-subjects,  topics  or  aspects,  concerning 
established activities.

(ii) The symbols and numbers used are convenient substitutes 
for  lengthy  file  designations;  also,  a  standardised  index 
based  on  them  furnishes  better  aid  in  a  hunt  which 
sometimes has to be made to locate relevant papers, 

(iii) Such a file index has also the advantages of providing files 
on the same functional subject and its sub-subject common 
identifying symbols.

(iv) Ensuring  ease  in  reference,  this  standardisation  greatly 
facilitates opening of new files, systematic sorting, pick up 
and storage of files which may be required subsequently for 
reference, and thus enables the officers to pick up any file 
on their own and with speed.

(v) Further, only one additional index slip (by specified name or 
question) need be made, and not two, i.e. both name-wise and 
subject-wise as is found necessary under the conventional 
system.

(vi) Besides, the proposed coded index can serve as a standard 
table  of  contents  for  the  sectionals  note–book  which,  al 
though a necessary requirement for its effective use, is by 
an large not prepared.

(vii) It  would  also  help  in  compiling  orientation,  instruction 
material  on  the  activity  dealt  with,  for  a  comprehensive 
understanding of it.
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LIST OF MAIN HEADS UNDER DIFFERENT GROUP HEADINGS

HOUSE KEEPING FUNCTIONS  - PART I

A   - Establishment        Page No. 

11. Creation and classification of posts                     20
12. Recruitment          20
13. Suitability of candidates for appointment to/    21
          continuance in government service
14. Scheduled Castes and Scheduled Tribes    21
15 Retrenchment    22
16. Verification of character and antecedents    23
17. Medical examination    23
18. Oaths of allegiance to constitution    23
19. Personal file (Gazetted)                23
20. Personal file (Non-Gazetted)    23
21. Service records     23
22. Postings and transfers    ………    24
23. Seniority ………    24
24. Leave ………    24
25. Casual leave (including special leave)      ………    25
26. Special pay/pay ………    25
27. Allowances ………    25
28. Confidential /assessment reports ………    26
29. Increments ………    26
30. Quasi-permanency ………    26
31. Probation/confirmation ………    27
32. Promotion ………    28
33. Training/Scholarships/Fellowships in India   ………    28
          and abroad
34 Departmental examinations ……    28
35. Deputations and delegations ……    28
36. Delegation of powers ……    29
37. Honorarium/Awards ` ……    29
38. Pension/retirement ……    30
39. Resignation ……    30
40. Extension of service ……    30
41. Re-employment ……    31



B - Welfare
Page No.

11. General staff welfare measures ……. 32
12. Departmental Council/Office Council ……. 24
13. Grant-in-aid ……. 24
14. Cooperative societies ……. 25
15. Central Secretariate Library ……. 25

 
C - Vigilance

11. Central Civil Services (Classification,
Control and Appeal) Rules  …….    26

12. All India Services ( Discipline and
Appeal) Rules  ……    26

13. Complaints. …….    26
14. Disciplinary proceedings    …….    27
15. Prosecutions …….    27
16. Appeals …….    27
17. Petitions …….    28
18. Court cases …….   28
19. Central Civil Services (Conduct) Rules …….   28
20. All India Services (Conduct) Rules …….   29
21 Central Civil Services  (Safeguarding of

National Security) Rules …….   29
22. Employment of dependents in private

firms/foreign missions in India …….   29
23.Participation in politics …….   29
24.Radio broadcast, contribution of articles 

Editing or managing of newspapers, Publications …….   30
25. Evidence before committee of enquiry …….   30
26. Subscriptions …….   30
27. Gifts …….   30
28. Private trade or employment …….   30
29. Moveable/immoveable property …….   30
30. Reports and returns …….   31
31 Vigilance Administration …….   31



D  -  Common Office Service     
Page No.

11. Accommodation. ……. 32
12. Central Government Health Scheme ……. 33
13. Working environment ……. 33
14. Furniture ……. 34
15 Stationery and forms ……. 34
16. Typewriters ……. 34
17 Duplicating machine ……. 35
18. Calculating and accounting machines ……. 35
19. Other office machines ……. 36
20. Bicycles ……. 36
21. Office equipment including electrical,  mechanical
          appliances and other miscellaneous stores …… 37
22. Liveries …… 37
23. Blacklisting of firms ……     37
24. Contractors for supplies …… 37
25. Telephones …… 38
26 Staff car …… 38
27. Unserviceable, obsolete and surplus articles ……     38
28. Maintenance of records …… 39
29. Printing and binding …… 39
30. Library …… 39
31. Care-taking arrangements …… 39
32 Security …… 40

E  -  Hindi

21. Progressive use in Hindi in Government Office ……. 41
22. Hindi Technical Scheme ……. 41
23. Translation of documents ……. 41

F – Public Relations

11 Reception … 42
12 Complaints and enquiries … 42
13 Representative Committee … 42
14 Press … 42
15 DLY/DLZ Cars … 43
16 Entertainments … 43
17 Flags … 43
18 Gifts … 43



Page No.
19 Hospitality grant … 44
20 Meetings, conferences, celebrations

and functions … 44
21 Delegations … 44
22 Visas … 45
23 Miscellaneous … 45

G- Finance, Budget, Cash and Accounts

11 Creation of posts … 46
12 Pay … 46
13 Special Pay … 46
14 Allowances … 47
15 Increments … 47
16 Deputations and delegations … 48
17 Delegation of powers … 48
18 Honorarium … 48
19 Pension / Gratuity … 49
20 Budget estimates/ revised estimates … 49
21 Expenditure statements … 49
22 Reconciliation … 50
23 Re-appropriation … 50
24 Supplementary grants … 50
25 Accounts and audit … 50
26 Advances … 51
27 Payment and recoveries … 52

                                and 53

H- Parliament

11 Parliament matters … 54
12 Reports and returns … 54

I-Management Services

11 Annual programmes of studies … 55
12 Organisational studies … 55
13 Work simplification studies … 55
14 Simplification studies … 55
15 Studies of orientation – education needs … 55
16 Paper work simplification studies … 56



Page No.
17 Work norms, and work measurement studies … 56
18 Studies of functional (management) system … 56
19 Research studies … 56
20 Management education … 56
21 Modernisation studies … 56
22 Comprehensive studies … 56
23 Suggestions scheme … 57
24 ARC recommendations re: machinery of 
 Government of India and its procedures of work … 57
25 O&M charts, periodical reports and returns … 57
26 Programme of O&M inspections … 57
27 O&M meetings … 57
28 Follow up action on Central O&M … 57
29 Recommendation of the Staff  Inspection Unit … 57
30 O&M techniques … 57
31 work study techniques … 58
32 O&M, work study and management literature … 58
33 Training in O&M and work study … 58
34 Miscellaneous … 58



SUBSTANTIVE FUNCTIONS-PART II

L- LABOUR REGATIONS

INDUSTRIAL DISPUTES IN
Page No.

11. Air Corporations … … 60
12. Banks … … 60
13. Cantonment Boards … …

60
14. Defence Establishments … … 61
15. Employees State Insurance Corporation … 61
16. Government of India presses … … 61
17. Insurance … … 62
18. Coal mines in Bombay region … … 62
19. Coal mines in Calcutta region … … 62
20. Coal mines in Dhanbad region … … 63
21. Coal mines in Hyderabad region … … 63
22. Coal mines in Jabalpur region … … 63
23. Coal mines in Tamil Nadu region … … 64
24. Coal mines covering more than one region … 64
25. Gypsum mines … … 64
26. Iron ore mines … … 65
27. Manganese mines … … 65
28. Mica mines … … 65
29. Quarries and other mines … …. 66
30. Oilfields … … 66
31. Bombay ports and Docks … … 66
32. Calcutta Ports and Docks … … 67
33. Madras Ports and Docks … … 67
34. Vishakhapatnam Ports and Docks … … 67
35. Cochin Ports and Docks … … 68
36. Marmugao Ports and Docks … … 68
37. Kandla Ports and Docks … … 68
38. Paradip Ports and Docks … … 69
39. More than one Ports and Docks … … 69
40. Posts and Telegraphs … … 69
41. Railways … … 70
42. Other Government establishments/

Undertakings in Central sphere … … 70

43



44.
45.
46.
47.
48.
49.
50.
51. State sphere … … 71
52. Code of Discipline … … 71
53. Code of Conduct … … 72
54. Rationalisation and Automation … …           72
55. Industrial Truce Resolution … …           72
56. Workers Participation in Joint Management

Council (J.M.C.) … 73
57. Workers Participation in Board of Management … 73
58. Workers Shareholding (Co-partnership) … 73
59. Joint Consultative Machinery and Board 

of Management …           74

60. Verification of membership of trade unions … 74

M- LABOUR WELFARE AND CONDITIONS OF WORKS

11. Workers Housing … … 75
12. Medical facilities … … 75
13. Educational facilities … … 75
14. Recreational facilities … … 76
15. Miscellaneous welfare activities … … 76
16. Conditions of Work … … 76
17. Job security in oil companies … … 77
18. Contract Labour System … … 77
19. Agricultural Labour … … 78
20. Construction works … … 78

N – LABOUR SAFETY

11 Accidents … … 79
12. Safety … … 79



P – WAGES AND BONUS

11 Wages … … 80
12. Bonus … … 80

Q – WORKERS’ EDUCATION

11 Coverage of the Scheme … … 81
12 Facilities/concessions under the Scheme … … 81
13 Evaluation and Review … … 81
14 Training Programmes … … 82
15 Syllabii … … 82
16 Society and its various bodies … … 82
17 Literature of the Board … … 83
18 Training equipment … … 83
19 Grants-in-aid … … 83
20 Activity Targets … … 84
21 Indian Institute of Worker’s Education … … 84

R – SOCIAL SECURITY

11 Employees Provident Fund … … 85
12 Coal mines Provident Fund … … 85
13 Gratuity … … 85
14 Pension … … 86
15 Family Pension Scheme … … 86
16 Legal fees … … 86
17 Integrated Social Security … … 87
18 Health Insurance … … 87

S – LABOUR LEGISLATION

11. Industrial Disputes Act, 1947 … … 88
12. Industrial Employment (Standing orders) Act, 

1946
… … 88

13 Indian Trade unions Act, 1926 … … 88
14 Working Journalists (Conditions of Service and 

Miscellaneous Provisions) Acts, 1955
… … 89

15 Working journalists (Fixation of Rates of 
Wages) Act, 1958

… … 89

16 Contract labour Act, 1970 … .. 89
17 Indian Dock Labourers’ Act, 1934 … … 90



18 Dock Workers (Regulation of Employment) Act, 
1948

… … 90

19 Personal Injuries (Compensation Insurance) 
Act, 1963

… … 90

20 Personal injuries (Emergency Provisions) Act, 
1962

… … 91

21 Coal Mines Labour Welfare Fund Act, 1947 … … 91
22 Mica mines labour Welfare Fund Act, 1946 … … 91
23 Iron ore Mines Labour Welfare Cess Act, 1961 … … 92
24 Beedi & Cigar Workers (Conditions of 

Employment) Act, 1966
… … 92

25 Factories Act, 1948 … … 92
26 Plantations Labour Act, 1951 … … 93
27 Employment of Children Act, 1938 … … 93
28 Children (Pledging of Labour) Act, 1933 … … 93
29 Mines Act, 1952 … … 94
30 Motor Transport Workers Act, 1961 … … 94
31 Payment of Wages Act, 1936 … … 94
32 Minimum Wages Act, 1948 … … 95
33 Payment of Bonus Act, 1965 … … 95
34 Coal mines Provident Fund and Bonus Schemes 

Act, 1948
… … 95

35 Employees Provident Funds Act, 1952 … … 96
36 Maternity Benefit Act, 1961 … … 96
37 Workmen’s compensation Act, 1923 … … 96
38 Employees’ state Insurance Act, 1948 … … 97
39 War Injuries (Compensation Insurance) Act, 

1943
… … 97

40 Employers’ Liability Act, 1938 … … 97
41 Weekly Holidays Act, 1942 … … 98
42 
to 
60

Kept reserved for future Central enactments … …

61 Central Legislation … … 99
62 States Acts … … 99
63 Shops and Establishment Act. … … 100
64 National and Festival Holidays Act … … 100
65 Rules … … 100
66 Regulations … … 101
67 Listing Schemes for dock Workers … … 101
68 Registration Schemes for Dock workers … … 101
69 Dock workers (Safety, Health and Welfare) 

Scheme
… … 102



70 Other schemes (under Acts/Rules) … … 102

T – TECHNICAL ASSISTANCE

11 I.L.O. Programmes … … 103
12 U.N. Development Programmes/Projects … … 103
13 U.S. Aid … … 103
14 Colombo Plan … … 104
15 Miscellaneous programmes … … 104
16 Training of foreign nationals in India … … 104

U – CONFERENCES/COMMITTEES/SEMINARS

11. Labour Ministers’ Conference … … 105
12. Indian Labour Conference … … 105
13 Standing labour Committee … … 105
14 Industrial Committees … … 106
15 Committee on Conventions … … 106
16 E.S.I. Corporation/Committees … … 106
17 Implementation and Evaluation Committee … … 107
18 Mica Mines Advisory Committee … … 107
19 Iron ore mines Advisory Committee … … 107
20 Dock Workers Advisory Committee … … 108
21 Committee of Trade union Leaders … … 108
22 Joint Committee of Employer/Employee 

member of National Integration Council
… … 108

23 Other Committees … … 109
24 Commissions … … 109

V – BOARDS/COUNCILS/INTITUTIONS

11. BOMBAY Dock Labour Board … … 110
12. Calcutta Dock Labour Board … … 110
13 Madras Dock Labour Board … … 110
14 Cochin Dock Labour Board … … 111
15 Vishakhapatnam Dock Labour Board … … 111
16 Marmugao Dock Labour Board … … 111
17 Kandla Dock Labour Board … … 112
18 National Safety Council … … 112
19 National Council for Safety in Mines … … 112
20 Board of Trustees-Employees Provident Fund … … 113
21 Board of Trustees-Coal Mines Provident Fund … … 113
22 Mining boards … … 113



23 Board of Mines Examination … … 114
24 Wage Boards … … 114
25 National Arbitration Promotion Board … … 115
26 Other Boards/Councils (Department of Labour 

and Employment)
… … 115

27 Boards/Councils (Other 
ministries/Undertakings) 

… … 115

Board of Arbitration – see under Labour 
Relations (Item 59) at page 79

… …

W - INTERNATIONAL LABOUR ORGANISATION (ILO) ETC.

11. Contribution … … 116
12. Constitution … … 116
13 Conventions and recommendations … … 116
14 Governing Body of I.L.O. … … 117
15 Facilities to I.L.O. and other International 

Agencies
… … 117

16 International Labour Conference … … 118
17 I.L.O. Asian Regional Conference … … 118
18 Other Committee … … 118
19 Other International Meetings … … 119
20 Study Tours aborad … … 119
21 International Conferences/meetings in India … … 119
22 Vacancies … … 120
23 Visits … … 120

X – RESEARCH AND STUDY IN LABOUR PROBLEMS

11. Evaluation studies … … 121
12. Surveys/Enquiries … … 121
13 Research Grants/Subsidies … … 121

Y – LABOUR PLANNING AND STATISTICS

11. Labour Policy in the Plans … … 122
12. Plan programmes of the Department of Labour 

and Employment
… … 122

13 Formulation and Review of Craftsmen Training 
and Labour Welfare Programmes-states

… … 123



14 General matters on Plans … … 123
15 Other Miscellaneous matters … … 124
16 Cost of Living Index … … 124
17 Statistics on Labour Situation … … 124
18 Statistics on other matters … … 125

Z-GENERAL

11. General circulars … … 126
12. Vacancy Circulars/Scholarship/ Training 

programmes
… … 126

13 Letters (Coordinating Aspect) … … 127
14 Publications … … 127
15 Periodicals … … 127
16 Reports and Returns … … 128
17 … …
18 … …
19 … …
20 Miscellaneous Activities (General Aspects) … … 128





List of sub-heads under various main heads

A  - Establishments
Main head Sub-head

11. Creation and classification of 
posts

11. Continuance/abolition/rev
ival of posts. 

12. Conversion of temporary 
posts into permanent 
ones

13. Creation of posts
14. Revision of scales of pay
15. Upgrading of posts
16.
17.
18.
19. Miscellaneous 

12 Recruitment 11 Recruitment (general 
aspects)

12 Appointment of 
dependents of deceased 
employees

13 Appointment of honorary 
workers

14 Appointment of non-
Indians

15 Estimates (annual) of 
vacancies

16 Employment priorities 
and maintenance of 
roster

17 UPSC (exemption from 
consultation) regulations

18 Framing of recruitment 
rules

19 Notification to and 
release of vacancies by

(i) Local 
employment 
exchanges;

(ii) D.G.E.&T.
20 Nomination of candidates 

by local employment 



exchange and their 
selection 

21. Recruitment through 
employment exchange 
(general aspects)

22. Recruitment through 
Home Ministry

23. Recruitment by ministries
24. Recruitment from open 

market including 
advertisements and 
inviting of applications

25. Recruitment through 
UPSC including 
requisitions for 
recruitment and 
recommendations of 
UPSC

(i) Class I
(ii) Class II
(iii) Class II 

(non-
gazetted)

26. Recruitment otherwise 
than through UPSC

27. Reservation in services 
28. Returns relating to 

recruitment
29. Return regarding 

appointment and 
promotion made without 
consultation with UPSC

30. Staff strength returns
31.
32.
33.
34. Miscellaneous

13 Suitability of candidates for 
appointment to/ for continuance 
in government service

11 Taking part in politics 

12 Debarred by UPSC from 
appearing in examination 

13 Certificates of eligibility 



for union services and 
posts to subjects of 
Nepal, Tibet and migrants 
from Pakistan 

14 Domicile or residential 
qualification for 
employment

15
16
17
18 Miscellaneous 

14 Scheduled Castes & Scheduled 
Tribes

11 Representation in posts 
and services-policy and 
implementation of 
safeguards

12 Reservation of vacancies
- Including 

grouping of 
posts

- Exclusion of 
posts from 
reservation 
orders

13 De-reservation of 
vacancies

14 Recommendations of 
Commissioner for 
Scheduled Castes & 
Scheduled Tribes/Central 
Advisory Board for 
Harijans/Estimate 
Committee

15 Complaints from 
associations regarding 
non-observance of 
reservation in services

16
17
18
19 Miscellaneous

15 Retrenchment 11 General principles
12 Class I
13 Class II



14 Class II (non-gazetted)
15 Class III
16 Class IV
17
18
19 Miscellaneous

16 Verification/reverification of 
character and antecedents 

11 Rules (general aspects)

12 Class I
13 Class II
14 Class II (non-gazetted)
15 Class III
16 Class IV
17
18
19
20 Miscellaneous

17 Medical examination 11 Rules (general aspects)
12 Class I
13 Class II
14 Class II (non-gazetted)
15 Class III
16 Class IV
17
18
19
20 Miscellaneous

18 Oaths/affirmation of allegiance 
to Constitution

11 Register of 
oaths/affirmation

12
13
14
15 Miscellaneous

19 Personal files (gazetted) 11 Class I
12 Class II

20 Personal files (non-gazetted) 11 Class II
12 Class III
13 Class IV

21 Service records 11 History of services
12 Class I
13 Class II
14 Service books/Service 

rolls of non-gazetted 



officers
15 Change in name of a 

government servant
16 Alteration in the date of 

birth
17 Change in qualification of 

government servants
18
19
20
21 Miscellaneous

22 Postings and transfers 11 General aspects
12 Class I
13 Class II
14 Class II (non-gazetted)
15 Class III
16 Class IV
17
18
19
20 Miscellaneous

23 Seniority 11 General principles
12 C.S.S. Rules
13 C.S.S.S. Rules
14 C.S.C.S. Rules
15 Indian Statistical Service 

Rules
16 Indian Economic Service 

Rules
17 War Service Rules (lien, 

seniority)
18 Established organised 

services
19 Political sufferers
20 Representations
21
22
23
24 Miscellaneous

24 Leave 11 Rules (general aspects)
12 Class I
13 Class II
14 Class II (non-gazetted)



15 Class III
16 Class IV
17
18
19
20 Miscellaneous 

25 Casual leave (including special 
leave)

11 Rules 

12 Class I
13 Class II
14 Class II (non-gazetted)
15 Class III
16 Class IV
17
18
19
20 Miscellaneous

26 Special pay/pay 11 Rules (general aspects)
12 War service (Rules)
13 Political sufferers (Rules)
14 Class I
15 Class II
16 Class II (non-gazetted)
17 Class III
18 Class IV
19
20
21
22 Miscellaneous 

27 Allowances 11 Rules (general aspects)
12 Children’s education 

allowance (CEA) rules 
(general aspects)

13 Claims regarding CEA
14 D.A., H.R.A. & C.C.A.
15 Deputation (duty) 

allowance 
16 Overtime allowance
17 Travelling allowance
18 Washing allowance
19 Educational concessions 

for children of political 
sufferers. 



20
21
22
23 Miscellaneous

28 Confidential/assessment reports 11 Rules (general aspects)
12 Recording of confidential 

reports in respect of 
Class I Officers

13 Recording of confidential 
reports in respect of 
Class II Officers.

14 Recording of confidential 
reports in respect of 
Class II (non-gazetted) 
staff

15 Recording of confidential 
reports in respect of 
Class III staff

16 Recording of confidential 
reports in respect of 
Class IV staff

17 Communication of advance 
entries

18 Representation for 
expunction of adverse 
entries.

19
20
21
22 Miscellaneous

29 Increment 11 Rules (general aspects)
12 Efficiency bar
13 Withholding of 

increments
14 Representations and 

petitions
15
16
17
18 Miscellaneous

30 Quasi-permanency 11 Rules (general aspects)
12 Central Civil Services 

(Temporary Service) 



Rules 1949 (general 
aspects)

13 Issue of quasi-
permanency declarations 
to class I Officers.

14 Issue of quasi-
permanency declarations 
to Class II officers

15 Issue of quasi-
permanency declarations 
to Class II (non-
gazetted) staff

16 Issue of quasi-
permanency declarations 
to Class III staff

17 Issue of quasi-
permanency declarations 
to Class IV staff

18 Representations
19
20
21
22 Miscellaneous

31 Probation/confirmation 11 General principles 
(Probation)

12 Rules (Confirmation)
13 Confirmation/extension 

of probation of class I 
officers

14 Confirmation/extension 
of probation of class II 
officers

15 Confirmation of class II 
(non-gazetted officers

16 Confirmation of Class III
17 Confirmation of class IV
18 Confirmation in ex-cadre 

posts
19 Representations and 

petition
20
21
22



23
24 Miscellaneous 

32 Promotion 11 General principles
12 Departmental promotion 

committee
13 Class I
14 Class II
15 Class II (non-gazetted)
16 Class III
17 Class IV
18 Representations and 

petitions
19
20
21
22 Miscellaneous

33 Training/Scholarships/Fellowships 
in India and abroad

11 Diploma course in public 
administration in the 
I.I.P.A.

12 Executive Training of 
officers in the states

13 Refresher course as the 
national academy of 
administration at 
Mussourie

14 Training in Accountancy
15 Training of assistants 

(direct recruits) at 
secretariat training 
school

16 Training in English/Hindi 
stenography

17 Training in English/Hindi 
typewriting

18 Training of LDCs (direct 
recruits) at the 
secretariat training 
school

19 Training of officers at 
the administrative staff 
collage at Hyderabad

20 Training for 
stenographers (direct 



recruits) at the 
secretariat training 
school

21 Training abroad 
22
23
24
25 Miscellaneous

34 Departmental examinations 11 Framing of rules
12 Holding of examinations
13 Results-declaration
14 Representations and 

petitions
15
16
17
18 Miscellaneous

35 Deputations and delegations 11 Rules regarding 
deputation, deputation on 
foreign service in India 
and abroad

12 Delegation in 
India/abroad

13 Deputation of A.I.S. 
Officers

14 Deputation of C.S.S. 
Officers

15 Deputation of C.S.S.S. 
Officers

16 Deputation of C.S.C.S 
Officers

17 Organised services
18
19
20
21 Miscellaneous

36 Delegation of powers 11 Rules (general aspects)
12 F.R. & S.R.
13 Delegation of Financial 

Powers Rules, 1958
14 C.S.R. (Civil Service 

Regulations)
15 Grant of ex-officio 



status
16
17
18
19 Miscellaneous.

37 Honorarium/Awards 11 Rules (general aspects)
12 Class I
13 Class II
14 Class II (non-gazetted)
15 Class III
16 Class IV
17
18
19
20 Miscellaneous

38 Pension/retirement 11 Rules and orders (general 
aspects)

12 Class I
13 Class II
14 Class II (non-gazetted)
15 Class III
16 Class IV
17
18
19
20 Miscellaneous

39 Resignation 11 Rules and orders (general 
aspects)

12 Class I
13 Class II
14 Class II (non-gazetted)
15 Class III
16 Class IV
17
18
19
20 Miscellaneous

40 Extension of service 11 Rules and orders (general 
aspects)

12 Class I
13 Class II
14 Class II (non-gazetted)
15 Class III



16 Class IV
17
18
19
20 Miscellaneous

41 Re-employment 11 Rules and orders (general 
aspects)

12 Class I
13 Class II
14 Class II (non-gazetted)
15 Class III
16 Class IV
17
18
19
20 Miscellaneous



B  - WELFARE
MAIN HEAD                                      SUB HEAD  

11 General staff welfare measures 11 Broad aspects
12 CSS (Recognition of 

Service Association) 
Rules

13
14
15 Miscellaneous

12 Departmental council/office 
council

11 General 
aspects/instructions

12 Departmental council-
constitution

13 Office council-
constitution

14 Meetings of departmental 
council

15 Meetings of office 
council

16 Meeting of regional 
council

17 Staff union/association
18
19
20 Miscellaneous

13 Grant-in-aid 11 General aspects 
12 Grant for sports and 

other cultural activities
13 Submission of annual 

accounts
14 Departmental canteen
15
16
17 Miscellaneous

14 Cooperative societies 11 Rules and bye-laws 
(general aspects)

12 Election of office 
bearers

13 Meeting of cooperative 
societies 

14 Recovery of contribution 



and loans
15
16
17
18 Miscellaneous

15 Central Secretariat Library 11 General aspects
12 Membership application
13
14
15 Miscellaneous



C – Vigilance

Main Head                                     Sub-head  

11 Central Civil services 
(Classification control & Appeal) 
Rules – Clarification and 
interpretation of

11 General notifications

12 Schedule regarding 
appointing authority, 
disciplinary authority and 
appellate authority

13 Regarding charge sheets, 
documentary evidence, 
enquiry officer 
examination of witnesses 
and show cause notices 

14 Regarding penalties 
15 Regarding consultation 

with UPSC
16 Regarding appeals and 

petitions
17 Regarding suspension and 

subsistence allowance
18
19
20
21 Miscellaneous

12 All India Services (Discipline and 
appeal) Rules Clarification and 
interpretation of

11 General 

12 Regarding Rules 1 to 7
13 Regarding Rules 8 to 11
14 Regarding Rules 12 to 18
15 Regarding Rules 19 to 23
16
17
18
19 Miscellaneous

13 Complaints 11 Class I
12 Class II
13 Class III



14 Class IV
15 General against two or 

more classes
16
17
18
19 Miscellaneous

14 Disciplinary proceedings 11 Class I
12 Class II
13 Class III
14 Class IV
15 Joint enquiry
16
17
18
19 Miscellaneous

15 Prosecutions 11 Class I
12 Class II
13 Class III
14 Class IV
15 Joint enquiry
16
17
18
19 Miscellaneous

16 Appeals 11 Class I
12 Class II
13 Class III
14 Class IV
15
16
17
18 Miscellaneous

17 Petitions 11 Class I
12 Class II
13 Class III
14 Class IV
15
16
17
18 Miscellaneous

18 Court cases 11 Class I
12 Class II



13 Class III
14 Class IV
15
16
17
18 Miscellaneous

19 Central Civil Services (Conduct) 
Rules, 1964-Clarification and 
interpretation of

11 General notifications

12 Regarding Rules 1 to 7
13 Regarding Rules 8 to 11
14 Regarding Rules 12 to 18
15 Regarding Rules 19 to 25
16
17
18
19 Miscellaneous

20 All India Services (Conduct) Rules 
1954-Clarification and 
Interpretation of

11 General notifications

12 Regarding Rules 1 to 7
13 Regarding Rules 8 to 14
14 Regarding Rules 14 to 20 
15
16
17
18 Miscellaneous

21 Central Civil Services 
(Safeguarding of National 
Security) Rules 1953-Clarification 
and Interpretation of 

11 General Notifications

12 Regarding Rules 1 to 2
13 Regarding Rules 3 to 4
14 Regarding Rules 5 to 7
15
16
17
18 Miscellaneous

22 Employment of dependents in 
private firms/foreign missions in 
India

11 Intimation

12 Sanction
13



14
15
16 Miscellaneous

23 Participation in politics 11 Intimation
12
13
14
15 Miscellaneous

24 Radio Broadcast, contribution of 
articles, editing or managing of 
newspapers, publications

11 Sanction

12
13
14
15 Miscellaneous

25 Evidence before committee of 
Enquiry

11 Sanction
12
13
14
15 Miscellaneous

26 Subscriptions 11 Sanction
12
13
14
15 Miscellaneous

27 Gifts 11 Intimation
12
13
14
15 Miscellaneous

28 Private trade or employment 11 Sanction
12
13
14
15 Miscellaneous

29 Moveable/ Immovable property 11 Property returns (general 
aspects)

12 Returns of Class I
13 Returns of Class II 

(Gazetted) 
14 Returns of Class II (Non-

gazetted)
15 Returns of class III



16 Intimation
17 Sanction
18
19
20 Miscellaneous

30 Reports and returns 11 Fortnightly
12 Monthly
13 Quarterly
14 Six-monthly
15 Yearly
16
17
18
19 Miscellaneous

31 Vigilance Administration 11 General aspects
12 Acts/Rules/Manuals
13 Vigilance set up
14 Meetings
15
16
17
18 Miscellaneous



D   - Common Office Services

Main Head                                     Sub-Head  

11 Accommodation 11 Office accommodation 
(General aspects)

12 Requirements of office 
accommodation – 
estimate to Directorate 
of Estates

13 Shifting arrangements
14 Residential 

accommodations (General 
aspects)

15 Applications for 
allotment of residential 
accommodation – Type I – 
Type VII.

16 Applications for 
change/exchange of 
accommodation.

17 Applications for 
free/reduced rent 
accommodation

18 Applications/offer of 
out-of-turn 
accommodation, its 
acceptance, rejection and 
relevant correspondence 
relating thereto. 

19 Applications for sharing 
residential 
accommodation

20 Applications for 
surrender of 
accommodation

21 Applications for 
surrender of 
accommodation

22 Offer of regular 
allotment for Type I – IV, 



its acceptance, rejection 
and relevant 
correspondence

23 Offer of regular 
allotments for Type V to 
VII, its acceptance, 
rejection and relevant 
correspondence.

24 Unauthorised sub-letting 
of government 
accommodation.

25 Waiting lists of various 
types of accommodation 
from general pool

26 House rent allowance 
(general aspects)

27 Approval of the scale of 
accommodation for grant 
of house rent allowance 
on percentage basis.

28
29
30
31 Miscellaneous 

12 Central Government Health 
Scheme

11 CGHS Rules (General 
aspects)

12 Issue of CGHS token 
cards 

13 Alterations/additions in 
token cards

14 Medical charges (General 
aspect)

15 Medical charges-
reimbursement 

16
17
18
19 Miscellaneous

13 11 Rules (general aspects)
12 Provision of air-

conditioners desert 
coolers/gulmarg.

13 Provision of fans.



14 Provision of khas khas 
tatties 

15 Waterman-engagement of 
during summer season.

16 Provision of surahis.
17 Provision of heaters.
18 Provision of coal to class 

IV
19 Provision of glass 

tumblers, and jugs.
20
21
22
23 Miscellaneous

14 Furniture 11 Rules for purchase, hire, 
condemnation (general 
aspects)

12 Condemnation of 
unserviceable 
articles/disposal,

13 Hiring/Purchase
14 Maintenance and repairs 
15 Physical verification.
16
17
18
19 Miscellaneous.

15 Stationery and forms 11 Rules for procurement 
(General aspects)

12 Indent for forms on 
CCP&S.

13 Indent for stationery on 
CCP&S.

14 Local purchase
15 Supply of stationery.
16 Physical verification.
17
18
19
20 Miscellaneous.

16 Typewriters 11 Rules for 
procurement/disposal 
(general aspects)



12 Condemnation and 
disposal.

13 DGS&D rate contracts.
14 Hiring 
15 Purchase
16 Repairs and maintenance 

and bills therefore.
17 Physical verification
18
19
20
21 Miscellaneous. 

17 Duplicating Machines 11 Rules for 
procurement/disposal 
(general aspects)

12 Condemnation and 
disposal

13 DGS&D rate contracts
14 Hiring
15 Purchase
16 Repairs and maintenance 

and bills there for.
17 Physical verification
18
19
20
21 Miscellaneous

18 Calculating & accounting Machines 11 Rules for 
procurement/disposal 
(general aspects)

12 Condemnation and 
disposal

13 DGS&D rate contracts 
14 Hiring 
15 Purchase
16 Repairs and maintenance 

and bills thereof
17 Physical verification
18
19
20
21 Miscellaneous

19 Other office Machines 11 Rules for 



procurement/disposal 
(General aspects)

12 Condemnation and 
disposal 

13 DGS&D rate contracts
14 Hiring
15 Purchase
16 Repairs and maintenance 

and bills thereof
17 Physical verification
18
19
20
21 Miscellaneous

20 Bicycles 11 Rules (general aspects)
12 Condemnation and 

disposal
13 Purchase
14 Repairs and maintenance
15 Physical verification
16
17
18
19 Miscellaneous

21 Office equipment including 
electrical and mechanical 
appliances and other 
miscellaneous stores.

11 Rules (general aspects)

12 Condemnation and 
disposal

13 Purchase
14 Repairs and maintenance
15 Physical verification
16
17
18
19 Miscellaneous

22 Liveries 11 Rules (entitled personnel 
and scale of items of 
liveries)

12 Procurement of material
13 Stitching and tailoring
14 Supply of shoes and 



chappals
15 Return, renewal, 

surrender and withdrawal
16
17
18
19 Miscellaneous

23 Black-listing of firms/Contractors 11 Circular (general aspects)
12
13
14
15 Miscellaneous

24 Contractors for supplies 11 Approved list
12
13
14
15 Miscellaneous

25 Telephones 11 Office telephones-
installation and shifting 
of – telephone bills

12 Residential telephones-
installation of telephone 
bills

13 Repairs and maintenance 
of 

14 Trunk call register
15
16
17
18 Miscellaneous

26 Staff Car 11 Rules (general aspects)
12 Bookings
13 Log Book
14 Non-official journeys
15 Purchase and P.O.L. 

accessories
16 Servicing, repairs and 

replacement of parts and 
relevant correspondence 

17
18
19
20 Miscellaneous



27 Unserviceable, obsolete and 
surplus articles

11 Rules (general aspects)

12 Approved list of 
auctioneers

13 Engagement of 
auctioneers and notice of 
auction

14
15
16
17 Miscellaneous

28 Maintenance of records 11 Rules for review of 
records (general aspects)

12 Storage and shelving of 
records

13
14
15
16 Miscellaneous

29 Printing and Binding 11 Rules of printing and 
binding (general aspects)

12 Correspondence relating 
to printing and binding

13
14
15
16 Miscellaneous

30 Library 11 Ordering and receipt of 
books, (other than 
government publications)

12 Ordering and receipt of 
periodicals

13 Purchase of Government 
publications

14 Lending, transfer 
(requisition, reminder, 
etc.)

15 Library Association
16 Binding of books
17
18
19
20 Miscellaneous



31 Care-taking arrangements 11 Allocation of work among 
sweepers, farashes and 
chowkidars

12 White-washing-
arrangements thereof

13
14
15
16 Miscellaneous

32 Security 11 Rules (general aspects)
12 Confidential and secret 

box
13 Duplicate keys-

maintenance thereof
14 Fire fighting 

arrangements 
15 Issue of Identity Cards-

correspondence thereof
16 Loss of Identity cards
17 Temporary passes-

arrangements
18 Civil Defance
19
20
21 Miscellaneous



E         -         HINDI  

MAIN HEAD SUB HEAD

11 Progressive use of Hindi in 
government offices

11 General aspects and Hindi 
Committees

12 Circulation of orders
13 Registration of 

telegraphic address in 
Hindi

14
15
16
17 Miscellaneous

12 Hindi Teaching Scheme 11 General aspects and Hindi 
Committees

12 Training programme
13 Examinations
14 Grant of advance 

increments
15 Grant of awards
16
17
18
19 Miscellaneous



F – PUBLIC RELATIONS

MAIN HEAD SUB HEAD

11 Reception 11 Enquiry/reception office
12 Regulations regarding 

entry into office 
premises

13 Arrangements for 
escorting visitors

14
15
16
17 Miscellaneous

12 Complaints and enquiries 11 By government 
representatives

12 By traders
13
14
15
16 Miscellaneous

12 Complaints and enquiries 11 By government 
representatives 

12 By traders
13
14
15
16 Miscellaneous 

13 Representative committee 11 Constitution of 
12 Processing of cases 

against the decisions
13
14
15
16 Miscellaneous

14 Press 11 Propaganda and publicity 
through-rules thereof 

12 Communication to PIO
13 Arrangements for Press 

conference.
14 Press communiqué



15 Press note
15 DLY/DLZ Cars 11 Rules

12 Arrangement for 
delgation

13
14
15
16 Miscellaneous

16 Entertainments 11 Rules (general aspects)
12 Arrangements
13
14
15
16 Miscellaneous

17 Flags 11 Purchase
12
13
14
15 Miscellaneous

18 Gifts 11 Rules (general aspects)
12 Purchase of – for visiting
13 Purchase of – for 

delegation going abroad
14 Acceptance/transfer of 

gifts received by 
officials of the 
ministry/department

15
16
17
18 Miscellaneous

19 Hospitality grant 11 Rules (general aspects)
12 Application for funds 

from hospitality grant 
for delegation 

13
14
15
16 Miscellaneous 

20 Meetings, conferences, 
celebrations and functions

11 Reservation of 
accommodation

12 Seating/acoustical 
arrangements



13 Reception arrangements
14 Reporting and translation 

arrangements
15 Transport arrangements
16
17
18
19 Miscellaneous

21 Delegations 11 Tour programme
12 Arrangements for 

reception and seeing off 
for

13 Arrangements for hotel 
accommodation

14 Arrangements for visits 
to historical places

15 Arrangements for signing 
ceremony of agreements

16
17
18
19 Miscellaneous

22 Visas 11 Rules (general aspects)
12 Visa matters relating to 

delegation visiting India
13 Visa matters relating to 

staff of foreign nations 
working in India

14 Visa matters relating to 
officials of the ministry

15
16
17
18 Miscellaneous

23 Miscellaneous 11 Budget and accounts
12 General administration
13 Return-expenditure on 

overtime allowance
14 Circulars



G-FINANCE, BUDGET, CASH AND ACCOUNTS

MAIN HEAD SUB HEAD

11 Creation of posts 11 Continuance of posts
12 Creation of posts
13 Revision of scales of pay
14 Upgrading of posts
15 Conversion of temporary 

posts into permanent 
ones

16
17
18
19 Miscellaneous

12 Pay 11 Rules (general aspects)
12 Class I
13 Class II
14 Class II (non-gazetted)
15 Class III
16 Class IV
17
18
19
20 Miscellaneous

13 Special pay 11 Rules (general aspects)
12 Class I
13 Class II
14 Class II (non-gazetted)
15 Class III
16 Class IV
17
18
19
20 Miscellaneous

14 Allowances 11 Rules (general aspects)
12 Children’s Education 

Allowance
13 City compensatory 

allowance
14 Daily allowance
15 Dearness allowance



16 Deputation allowance
17 House rent allowance
18 Over time allowance
19 Travelling allowance
20 Washing allowance
21
22
23
24 Miscellaneous

15 Increments 11 Rules (general aspects)
12 Advance increments
13 Efficiency bar
14 Withholding of 

increments
15
16
17
18 Miscellaneous

16 Deputation and delegations 11 Rules regarding 
deputation on foreign 
service in India

12 Rules Re. Deputation 
abroad

13 Deputation on foreign 
service

14 Deputations abroad
15
16
17
18 Miscellaneous

17 Delegation of powers 11 Civil Service Regulations
12 Delegation of Financial 

Powers Rules, 1958
13 FR & SR
14 GFR
15 Central Training Rules
16 Central Public Works 

Account Code
17
18 Miscellaneous

18 Honorarium 11 Rules (general aspects)
12 Class I
13 Class II



14 Class II (non-gazetted)
15 Class III
16 Class IV
17
18
19
20 Miscellaneous

19 Pension/Gratuity 11 Rules (general aspects)
12 Class I
13 Class II
14 Class II (non-gazetted)
15 Class III
16 Class IV
17
18
19
20 Miscellaneous

20 Budget estimates/Revised 
estimates

11 Demand No………….

12 Demand No……….
13 Demand No………
14
15
16
17 Miscellaneous

21 Expenditure statements 11 Demand No……….
12 Demand No………
13 Demand No………
14
15
16
17 Miscellaneous

22 Reconciliation 11 Demand No……….
12 Demand No………
13 Demand No………
14
15
16
17 Miscellaneous

23 Reappropriation 11 Demand No……….
12 Demand No………
13 Demand No………
14



15
16
17 Miscellaneous

24 Supplementary grants 11 Demand No……….
12 Demand No………
13 Demand No………
14
15
16
17 Miscellaneous

25 Accounts and audit 11 Guard file
12 Audit objections and 

audit paras
13 Estimates Committee
14 Local audit (annual)
15 Public Accounts 

Committee
16 Withdrawals from and 

reimbursement to 
contingency Fund of India

17 Other Departmental 
Committees

18 Appropriation accounts
19 Public works system of 

accounting
20 Miscellaneous

26 Advances 11 Car advance rules
12 Conveyance advance rules
13 Cycle advance rules
14 Festival advance rules
15 Final withdrawal rules
16 GPF advance rules
17 Housing building advance 

rules
18 Motor cycle/scooter 

advance rules
19 Pay advance rules
20 TA advance rules
21 Travel concession rules
22 Other advance rules
23 Grant of car advances
24 Grant of conveyance 

allowance



25 Grant of cycle advance 
26 Grant of festival advance
27 Grant of final withdrawal 

from GPF
28 Grant of GPF advance
29 Grant of house building 

advance
30 Grant of motor 

cycle/scooter advance
31 Grant of pay advance
32 Grant of TA advance
33 Grant of LTC advance 
34 Grant of other advances
35
36
37
38 Miscellaneous

27 Payments and recoveries 11 Air passage bills
12 Cancellation charges
13 Contingent expenditure 
14 Electric charges-

recovery
15 GPF annual statements
16 GPF membership
17 Grants-in-aid, 

contributions and 
donations

18 Hospitality fund
19 House rent and other 

allowances
20 Last pay certificate
21 Other recoveries
22 Pay claims
23 Permanent imprest
24 Refunds
25 Refreshment bills
26 Rent demand statements 
27 Service postage stamps
28 TA/Transfer TA claims
29 Water charges-

recoveries
30 Reimbursement of legal 

expenses 



31
32
33
34 Miscellaneous



H – PARLIAMENT

MAIN HEAD SUB HEAD

11 Parliament matters 11 General aspects
12 Assurances and 

undertakings
13 Committees
14 Cut motions/Resolutions/ 

calling Attention notices-
Lok Sabha

15 Cut motions/Resolution/ 
Calling Attention notices-
Rejya Sabha

16 Questions-Lok Sabha
17 Questions-Rajya Sabha
18 Legislation
19
20
21 Miscellaneous

12 Reports and returns 11 Fortnightly
12 Monthly
13 Quarterly
14 Six monthly
15 Yearly
16
17
18
19 Miscellaneous



I-MANAGEMENT SERVICES

NOTE:- Main Heads are as under and till such time as sub-heads are 
developed for each main head, the file numbering system will be the same 
as in the functional file index for cases relating to establishment, etc, 
except that there will be no identification for the sub-head but the files 
opened under the main head will be consecutively numbered.

Main Head Sub Head
11 Programmes of studies 11

12
13
14
15

12 Organisational studies 11
12
13
14
15

13 Work simplification studies 11
12
13
14
15

14 Simplification Studies 11
12
13
14
15

15. Studies of orientation-education needs 11
12
13
14
15

16 Paper work simplification studies 11
12
13
14
15

17 Work norms, and work measurement studies 11
12
13



14
15

18 Studies of funs functional (management) 
system

11
12
13
14
15

19 Research studies 11
12
13
14
15

20. Management education 11
12
13
14
15

21. Modernisation studies 11
12
13
14
15

22. Comprehensive Studies 11
12
13
14
15

23. Suggestions Scheme 11
12
13
14
15

24. AR recommendations re; machinery of Govt, 
of India and its procedures of work

11
12
13
14
15

25. O & M Charts, reports and returns 11
12
13
14
15

26 O & M Inspections 11



12
13
14
15

27 O & M and work study meetings 11
12
13
14
15

28 Central O & M 11
12
13
14
15

29 Staff Inspection Unit 11
12
13
14
15

30. O & M techniques 11
12
13
14
15

31. Work Study techniques 11
12
13
14
15

32. O & M, Work Study and management 
literature

11
12
13
14
15

33 Training in O & M and work study 11
12
13
14
15

34 Miscellaneous 11
12
13
14



J
J & K and 

K
(Reserved for future Housekeeping jobs)



PART-II



L- LABOUR RELATIONS  

MAIN HEAD SUB 
HEAD

11. Industrial disputes in Air 
Corporations

11
12
13
14

15
16
17
18
19
20
21
22
23
24
25

Charter and general 
demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)

Miscellaneous

12. Industrial disputes in Banks 11
12
13
14

15
16
17
18
19
20
21
22
23
24
25

Charter and general 
demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)

Miscellaneous

13 Industrial disputes in 
Cantonment Boards

11
12
13

Charter and general 
demands Individual cases 
Arbitration agreements 



14

15
16
17
18
19
20
21
22
23
24
25

Awards (arising out of 
direct applications)

Miscellaneous

14. Industrial disputes in 
Defence Establishments

11
12
13
14

15
16
17
18
19
20
21
22
23
24
25

Charter and general 
demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)

Miscellaneous

15. Industrial disputes in 
Employees’ State Insurance 
Corporation

11
12
13
14

15
16
17
18
19

Charter and general 
demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)



20
21
22
23
24
25 Miscellaneous

16. Industrial disputes in 
Government of India Presses

11
12
13
14

15
16
17
18
19
20
21
22
23
24
25

Charter and general 
demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)

Miscellaneous

17 Industrial disputes in 
Insurance

11
12
13
14

15
16
17
18
19
20
21
22
23
24
25

Charter and general 
demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)

Miscellaneous



18 Industrial disputes in coal 
mines in Bombay Region

11
12
13
14

15
16
17
18
19
20
21
22
23
24
25

Charter and general 
demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)

Miscellaneous

18 Industrial disputes in coal 
mines in Bombay Region

11
12
13
14

15
16
17
18
19
20
21
22
23
24
25

Charter and general 
demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)

Miscellaneous

19 Industrial disputes in coal 
mines in Calcutta Region

11
12
13
14

15

Charter and general 
demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)



16
17
18
19
20
21
22
23
24
25 Miscellaneous

20 Industrial disputes in coal 
mines in Dhanbad Region

11
12
13
14

15
16
17
18
19
20
21
22
23
24
25

Charter and general 
demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)

Miscellaneous

21. Industrial disputes in coal 
mines in Hyderabad Region

11
12
13
14

15
16
17
18
19
20
21
22

Charter and general 
demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)



23
24
25 Miscellaneous

22. Industrial disputes in coal 
mines in Jabalpur Region

11
12
13
14

15
16
17
18
19
20
21
22
23
24
25

Charter and general 
demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)

Miscellaneous

23. Industrial disputes in coal 
mines in Tamil Nadu Region

11
12
13
14

15
16
17
18
19
20
21
22
23
24
25

Charter and general 
demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)

Miscellaneous

24. Industrial disputes covering 
coal mines (more than one 
Region)

11
12
13

Charter and general 
demands Individual cases 
Arbitration agreements 



14

15
16
17
18
19
20
21
22
23
24
25

Awards (arising out of 
direct applications)

Miscellaneous

25. Industrial disputes in 
gypsum mines

11
12
13
14

15
16
17
18
19
20
21
22
23
24
25

Charter and general 
demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)

Miscellaneous

26. Industrial disputes in iron 
ore mines

11
12
13
14

15
16
17
18
19

Charter and general 
demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)



20
21
22
23
24
25 Miscellaneous

27. Industrial disputes in 
manganese mines

11
12
13
14

15
16
17
18
19
20
21
22
23
24
25

Charter and general 
demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)

Miscellaneous

28. Industrial disputes in mice 
mines

11
12
13
14

15
16
17
18
19
20
21
22
23
24
25

Charter and general 
demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)

Miscellaneous



29. Industrial disputes in 
quarries and other mines

11
12
13
14

15
16
17
18
19
20
21
22
23
24
25

Charter and general 
demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)

Miscellaneous

30. Industrial disputes in Oil 
fields 

11
12
13
14

15
16
17
18
19
20
21
22
23
24
25

Charter and general 
demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)

Miscellaneous

31. Industrial disputes in 
Bombay Ports and Docks

11
12
13
14

15

Charter and general 
demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)



16
17
18
19
20
21
22
23
24
25 Miscellaneous

32. Industrial disputes in 
Calcutta Ports and Docks 

11
12
13
14

15
16
17
18
19
20
21
22
23
24
25

Charter and general 
demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)

Miscellaneous

33. Industrial disputes in 
Madras Ports and Docks

11
12
13
14

15
16
17
18
19
20
21
22

Charter and general 
demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)



23
24
25 Miscellaneous

34. Industrial disputes in 
Vishakhapatnam Ports and 
Docks 

11
12
13
14

15
16
17
18
19
20
21
22
23
24
25

Charter and general 
demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)

Miscellaneous

35. Industrial disputes in Cochin 
Ports and Docks

11
12
13
14

15
16
17
18
19
20
21
22
23
24
25

Charter and general 
demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)

Miscellaneous

36. Industrial disputes in 
Marmugao Ports and Docks

11
12
13

Charter and general 
demands Individual cases 
Arbitration agreements 



14

15
16
17
18
19
20
21
22
23
24
25

Awards (arising out of 
direct applications)

Miscellaneous

37. Industrial disputes in Kandla 
Ports and Docks

11
12
13
14

15
16
17
18
19
20
21
22
23
24
25

Charter and general 
demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)

Miscellaneous

38. Industrial disputes in 
Paradip Ports and Docks

11
12
13
14

15
16
17
18

Charter and general 
demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)



19
20
21
22
23
24
25 Miscellaneous

39. Industrial disputes in more 
than one pots and Docks

11
12
13
14

15
16
17
18
19
20
21
22
23
24
25

Charter and general 
demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)

Miscellaneous

40. Industrial disputes in Posts 
and Telegraphs

11
12
13
14

15
16
17
18
19
20
21
22
23
24
25

Charter and general 
demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)

Miscellaneous



41. Industrial disputes in 
Railways

11
12
13
14

15
16
17
18
19
20
21
22
23
24
25

Charter and general 
demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)

Miscellaneous

42. Industrial disputes in other 
Government 
establishments/undertakings 
in Central sphere

11
12
13
14

15
16
17
18
19
20
21
22
23
24
25

Charter and general 
demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)

Miscellaneous

Heading 43 to 50

Kept reserved for other 
industries etc., if any, to 
come up.

51.  Industrial disputes in State 11 Charter and general 



sphere 12
13
14

15
16
17
18
19
20
21
22
23
24
25

demands Individual cases 
Arbitration agreements 
Awards (arising out of 
direct applications)

Miscellaneous

52. Code of Discipline 11
12

13

14

15

16

17

18

19

20

21
22
23

24

General aspects.
Violations/Complaints-coal 
mines.
Violations/Complaints-non-
coal mines.
Violations/Complaints-
Stats sphere.
Violations/Complaints-
Insurance.
Violations/Complaints-
Banks.
Violations/Complaints-Air 
Corporation.
Violations/Complaints-
Government of India 
Presses.

Violations/Complaints-
Posts and Telegraphs.
Violations/Complaints-
other Industries.
Agreements
Acceptance of Code
Implementation-Central 
sphere
Implementation-State 



25

26

27
28

29
30
31
32
33
34
35

sphere.
Recognition/de recognition 
of unions
Reviews-Central 
sphere/State sphere
Screening procedure
Out of court settlements 
of disputes
Voluntary arbitration

Miscellaneous
53. Code of conduct 11

12
13
14
15
16
17
18
19
20
21
22
23
24
25

General aspects
Violation/complaints 
Agreements

Miscellaneous
54. Rationalisation and 

Automation
11
12
13
14

15
16
17
18
19
20
21

Policy
Screening procedure
Disposals.
Introduction and 
replacement of automatic 
devices
Complaints/representation
s



22
23
24
25

Miscellaneous
55. Industrial Truce Resolution 11

12
13
14
15
16
17
18
19
20
21
22
23
24
25

Policy /General aspects
Complaints 

Miscellaneous
56. Workers 

Participation in Joint 
Management Council (J.M.C.)

11
12

13
14
15
16
17
18
19
20
21
22
23
24
25

Policy / General aspects
Working in individual Units
Review

Miscellaneous

57. Workers
Participation in Board of 
Management

11
12

13
14
15
16

Policy / General aspects
Working in individual Units
Review



17
18
19
20
21
22
23
24
25

Miscellaneous

58. Workers
Shareholding
(Co-partnership)

11
12

13
14
15
16
17
18
19
20
21
22
23
24
25

Policy / General aspects
Working in individual Units
Review

Miscellaneous

59. Joint Consultative 
Machinery and Board of 
Arbitration

11
12
13
14
15
16
17
18
19
20
21
22
23
24
25

Policy / General aspects

Miscellaneous
60. Verification of membership 

of trade unions
11
12
13

General aspects
Individual cases



14
15
16
17
18
19
20
21
22
23
24
25 Miscellaneous



M-LABOUR WELFARE  

    MAIN HEAD  SUB HEAD

11 Workers Housing        11
12
13
14
15
16
17
18
19
20
21
22
23
24

       25 

Policy/general aspects
New Housing Scheme
Low cost Housing Scheme
Subsidy-cum-loan Scheme
Build your own house scheme
Housing corporation Society
Representations on housing 
matters

Miscellaneous

12 Medical facilities        11
12

13
14

       15

       16
       17

18
19
20
21
22
23
24

       25 

Policy/general aspects
Central/Regional hospitals-
matters relating to 
Dispensaries-matter relating to
Sanction for purchase of 
medicines etc.
Import of equipments/release of 
foreign exchange
Disposal of unserviceable stores
Family Planning programmes.
Representations/complaints

Miscellaneous



13. Educational facilities        11
12

       13
14

       15
       16
       17

18
19
20
21
22
23
24

       25 

Policy/general aspects
Scholarships
Audio-visual aids
Training matters 
Educational tours
Uniforms
Mid-day meals
Children education allowance

Miscellaneous

14. Recreational facilities        11
12
13
14

       15
       16
       17

18
19
20
21
22
23
24

       25 

Policy/general aspects
Institutes/Community Centres
Films and mobile Cinema units
Radio centres
Bharat Darshan tours
Sports and games
Cultural activities

Miscellaneous

15. Miscellaneous Welfare 
activities

       11
12
13
14

       15
       16
       17

18

General aspects
Water supply
Clothing
Canteens
Consumer Cooperative Stores
Credit Societies
Fair Price Shops
Allocation of cess



19
20
21
22
23
24

       25 

Cell collection measures

Miscellaneous
16. Condition of Work        11

12
13
14

       15
       16
       17

18
19
20
21
22
23
24

       25 

General aspects
Leave/holiday
Rest
Working hours/shift schedules
Classification of workmen
Discipline
Improvement (Sweepers)

Miscellaneous
17. Job Security in Oil 

Companies
       11

12
13
14

       15
       16
       17

18
19
20
21
22
23
24

       25 

Policy matters
Action on report

Miscellaneous
18. Contract Labour System        11

12
13
14

       15
       16

Policy matters
Action on report



       17
18
19
20
21
22
23
24

       25 Miscellaneous
19. Agricultural Labour        11

12
13
14

       15
       16
       17

18
19
20
21
22
23
24

       25 

Policy / General aspects 
Intensive- type studies
Agricultural Seminars

Miscellaneous
20. Construction Work        11

12
13
14

       15
       16
       17

18
19
20
21
22
23
24

       25 

Policy /General aspects
Plan Projects
Non-Plan projects

Miscellaneous



N- LABOUR SAFETY

MAIN HEAD SUB HEAD

11 Accidents 11
12
13
14
15
16
17
18
19
20
21
22
23
24
25

General aspects 
Nature of accidents 
(fatal/non-fatal)
Compensation
Inspections of mines

Miscellaneous
12. Safety 11

12
13
14
15
16
17
18
19
20
21
22
23
24
25

Policy / General aspects 
Audio-visual aids
Training and Research
Exhibitions
Safety awards
Protective footwear to mines

Miscellaneous



P-WAGES AND BONUS

MAIN HEAD SUB HEAD

11 Wages 11
12
13
14

15
16
17
18
19
20
21
22
23
24
25

Policy / General aspects 
Deductions from wages
Claim/recovery of wages
Complaints/representation
s  Fixation  pf  pay  and 
allowances matters relating 
to 

Miscellaneous

12. Bonus 11
12
13
14
15
16
17
18
19
20
21
22
23
24
25

Policy / General aspects 
Complaints/representation
s  Goal  Mines  attendance 
bonus Productivity Bonus
Incentives

Miscellaneous



Q-WORKERS’ EDUCATION  
MAIN HEAD        SUB HEAD

11. Coverage of  the Scheme 11
12

13

14

15
16
17
18
19
20
21
22
23
24
25

Policy / General aspects 
Industries/Establishments 
      ( to be covered)
Regional /Sub-Regional Centres
     ( opening/closing of)
Categories of workers
    (to be covered)

Miscellaneous
12. Facilities/Concessions under 

the Scheme
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25

Worker-teacher trainees
Worker-trainees
Whole-time courses
Short term programmes.  
Educational tours

Miscellaneous
13. Evaluation and Review 11

12
13
14
15
16

General aspects 
Studies and Reviews



17
18
19
20
21
22
23
24
25 Miscellaneous

14 Training Programmes 11

12
13
14
15
16
17
18
19
20
21
22
23
24
25

Education Officers Training 
Course
Worker-teacher training 
courses
Unit level classes
Correspondence courses
Short tern training 
Programmes
Training of candidates 
nominated by foreign countries
Training of the officers of the 
Board

  Miscellaneous
15. Syllabil 11

12
13
14

15

16
17
18
19
20
21
22
23
24
25

Education Officers Training 
Worker-teacher training 
Unit level classes of workers
Special aspects of syllabi
(i.e.g. industrial health) Safety, 
productivity, family planning, 
etc.)
Recommendations of the 
Syllabii Committee   

Miscellaneous



16. Society and its various bodies 11
12

13

14
     15
     16

17
18
19
20
21
22
23
24
25

Composition of the Society
Composition of the Board of 
Governors
Composition  of different 
Committees of the Society   
Rules and Regulations of the 
Society
Meeting of the Board of 
Governors
Meeting of other  committees 

Miscellaneous
17. Literature of the Board 11

12
13
14
15

16
17
18
19
20
21
22
23
24
25

Selection  of  authors  and 
scripts
Payment  of  remuneration  to 
authors
Production/Printing of booklets
Pricing and sale of booklets etc. 
Monthly  bullet  in  production/ 
distribution

Miscellaneous
18 Training Equipment 11

12

13
14
15
16
17
18

Provision  of  class  room 
furniture
Audio-Visual  aids  (workers’ 
education)



19
20
21
22
23
24
25 Miscellaneous

19. Grants-in-aid 11

12
13

14
15
16
17
18
19
20
21
22
23
24
25

Release  of-by  Government  to 
Boards
Release-by Board to the Unions
Proposals  for  sanctioning 
grants-in-aid  to  the  trade 
unions/organisations

Miscellaneous
20. Activity Targets 11

12

13
14
15
16
17
18
19
20
21
22
23
24
25

Targets  and  achievements  in 
the previous Plans
Targets/achievements  during 
the Fourth Plan

Miscellaneous
21. Indian Institute of Workers’ 

Education
11
12

Setting  up  of  the  Institute 
Construction  of  building  for 



13

14
15
16
17
18
19
20
21
22
23
24
25

the Institute
Hiring  of  accommodation  for 
the Institute

Miscellaneous



R- SOCAIL SECURITY  
MAIN HEAD   SUB HEAD

11. Employees Provident Fund 11
12
13
14
15
16
17
18
19
20
21
22
23
24
25

Policy/General aspects
Settlement of dues
Recoveries
Complaints/representations
Transfer of accounts
Grant of loans/advances
Rate of contributions

Miscellaneous
12. Coal Mines Provident Fund 11

12
13
14
15
16
17
18
19
20
21
22
23
24
25

Policy/General aspects
Settlement of dues
Recoveries
Complaints/representations
Transfer of accounts
Grant of loans/advances
Rate of contributions

Miscellaneous
13. Gratuity 11

12
13
14
15
16
17
18
19
20

Policy/General aspects
Settlement of dues
Recoveries
Complaints/representations
Transfer of accounts
Grant of loans/advances
Rate of contributions



21
22
23
24
25 Miscellaneous

14. Pension 11
12
13
14
15
16
17
18
19
20
21
22
23
24
25

Policy/General aspects
Settlement of dues
Recoveries
Complaints/representations

Miscellaneous
15. Family Pension Scheme 11

12
13
14
15
16
17
18
19
20
21
22
23
24
25

Policy/General aspects
Settlement of dues
Recoveries
Complaints/representations

Miscellaneous
16. Legal Fees 11

12
13
14
15
16
17
18

Policy/General aspects
Sanction for payment



19
20
21
22
23
24
25 Miscellaneous

17. Integrated Social Security 11
12
13

14
15
16
17
18
19
20
21
22
23
24
25

Policy/General aspects
Unemployment Insurance 
Scheme
Pilot Scheme of 
Unemployment
Insurance (Coal Mines)

Miscellaneous
18. Health Insurance 11

12
12
12
15
16
17
18
19
20
21
22
23
24
25

General aspects
Medical care
Hospitals/Dispensaries
Construction
Complaints/representations
Payment of dues

Miscellaneous



S-LABOUR LEGISLATION
MAIN  HEAD        SUB HEAD
11 Industrial Disputes Act,1947 11.   Interpretation/clarification 

etc.
12. Amendments
13. Enforcement
14 Exemptions
15.  Appeals
16. Court cases/sit notices
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

12  Industrial Employment 11.  Interpretation/clarification 
etc.

(Standing Orders) 12.  Amendments
 Act, 1946 13. Enforcement

14 Exemptions
15.  Appeals
16. Court cases/sit notices
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

13. Indian  Trade  Unions  Act, 
1926

11 Interpretation/clarification 
etc.

12.  Amendments
13. Enforcement
14 Exemptions
15.  Appeals
16. Court cases/sit notices



17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

14.  Working Journalists 11. Interpretation/clarification 
etc.

 (conditions of service and 12. Amendments      
 Miscellaneous Provisions) 13. Enforcement
  Act, 1955 14.  Exemptions

15.  Appeals
16. Court cases/sit notices
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

15.  Working Journalists 11.  Interpretation/clarification 
etc.

(Fixation of 12.  Amendments
Rates of wages Act, 1958 13. Enforcement

14. Exemptions
15. Appeals
16  Court cases/sit notices
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

16. Contract Labour 11.  Interpretation/clarification 



etc.
Act,1976 12. Amendments

13. Enforcement
14. Exemptions
15. Appeals
16  Court cases/sit notices
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

17.  Indian Dock 11. Interpretation/clarification 
etc.

Labourers’ 12. Amendments
Act, 1934 13. Enforcement

14. Exemptions
15. Appeals
16  Court cases/sit notices
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

18.   Dock workers 11. Interpretation/clarification 
etc.

 (Regulation of Employment) 12. Amendments
Act, 1948 13. Enforcement

14. Exemptions
15. Appeals
16  Court cases/sit notices
17.
18
19.
20



21.
22.
23.
24.
25.  Miscellaneous

19. Personal Injuries 11.  Interpretation/clarification 
etc.

   (Compensation Insurance) 12. Amendments
Act, 1963 13. Enforcement

14. Exemptions
15. Appeals
16  Court cases/sit notices
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

20. Personal Injuries 11. Interpretation/clarification 
etc.

 (Emergency Provision) 12.  Amendments
Act, 1962 13. Enforcement

14. Exemptions
15. Appeals
16  Court cases/sit notices
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

21.  Coal Mines Labour Welfare 11.  Interpretation/clarification 
etc.

  Fund Act, 1947 12.  Amendments
13. Enforcement
14. Exemptions



15. Appeals
16  Court cases/sit notices
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

22  Mica Mines Labour Welfare 11.  Interpretation/clarification 
etc.

Fund Act, 1946 12.  Amendments
13. Enforcement
14. Exemptions
15. Appeals
16  Court cases/sit notices
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

23. Iron  Ore  Mines  Labour 
Welfare cess Act, 1961

11.  Interpretation/clarification 
etc.

12. Amendments
13. Enforcement
14. Exemptions
15. Appeals
16  Court cases/sit notices
17.
18
19.
20
21.
22.
23.



24.
25.  Miscellaneous

24.   Beedi & Cigar Workers 11. Interpretation/clarification 
etc.

(Conditions  of  Employment) 
Act,1966

12.  Amendments

13. Enforcement
14. Exemptions
15. Appeals
16  Court cases/sit notices
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

25.  Factories Act, 1948 11.  Interpretation/clarification 
etc.

12. Amendments
13. Enforcement
14. Exemptions
15. Appeals
16  Court cases/sit notices
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

26. Plantations Labour 11.  Interpretation/clarification 
etc.

Act, 1951 12. Amendments
13. Enforcement
14. Exemptions
15. Appeals
16  Court cases/sit notices



17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

27.   Employment of Children 11.   Interpretation/clarification 
etc.

   Act, 1938 12. Amendments
13. Enforcement
14. Exemptions
15. Appeals
16  Court cases/sit notices
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

28.  Children(Pledging of Labour 11.  Interpretation/clarification 
etc.

  Act, 1933 12. Amendments
13. Enforcement
14. Exemptions
15. Appeals
16  Court cases/sit notices
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

29.  Mines Act 1952 11. Interpretation/clarification 



etc.
12. Amendments
13. Enforcement
14. Exemptions
15. Appeals
16  Court cases/sit notices
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

30    Motor Transport Workers 11.  Interpretation/clarification 
etc.

 Act, 1961 12. Amendments
13. Enforcement
14. Exemptions
15. Appeals
16  Court cases/sit notices
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

31. Payment of Wages 11. Interpretation/clarification 
etc.

  Act, 1936 12. Amendments
13. Enforcement
14. Exemptions
15. Appeals
16  Court cases/sit notices
17.
18
19.
20



21.
22.
23.
24.
25.  Miscellaneous

32.    Minimum Wages 11.  Interpretation/clarification 
etc.

Act, 1948 12. Amendments
13. Enforcement
14. Exemptions
15. Appeals
16  Court cases/suit notices
17. Additions/deletions  of 

employments(Central sphere
18 Additions/deletions  of 

employments (State sphere)
19. Fixation/revision  of  minimum 

wages (Central sphere
20 Fixation/revision  of  minimum 

wages (State sphere
21. Fixation  /revision  of  wage 

rates for casual labour
22.
23.
24.
25.  Miscellaneous

33.  Payment of Bonus 11.   Interpretation/clarification 
etc.

 Act, 1965 12. Amendments
13. Enforcement
14. Exemptions
15. Appeals
16  Court cases/sit notices
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous



34.   Coal Mines Provident Fund 11.  Interpretation/clarification 
etc.

   and  Bonus  Schemes  Act, 
1948

12.  Amendments

13. Enforcement
14. Exemptions
15. Appeals
16  Court cases/sit notices
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

35.  Employment Provident 11.  Interpretation/clarification 
etc.

 Fund Act, 1952 12. Amendments
13. Enforcement
14. Exemptions
15. Appeals
16  Extension (to new industries)
17. Voluntary  coverage 

(Maharashtra Region)
18 Voluntary  coverage   (West 

Bengal Region)
19. Voluntary  coverage   (Other 

Regions)
20 Court  cases/Suit  notices 

(recoveries)
21. Court  cases/Suit  notices 

(applicability)
22. Court  cases/Suit  notices 

(others)
23.
24.
25.  Miscellaneous

36.    Maternity Benefit 11. Interpretation/clarification 
etc.

 Act, 1961 12. Amendments



13. Enforcement
14. Exemptions
15. Appeals
16  Court cases/suit notices
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

37.  Workmen’s Compensation 11.  Interpretation/clarification 
etc.

Act, 1923 12. Amendments
13. Enforcement
14. Exemptions
15. Appeals
16  Court cases/suit notices
17. Compensation cases
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

38.  Employments’  State 
Insurance

11.   Interpretation/clarification 
etc.

Act, 1948 12. Amendments
13. Enforcement
14. Exemptions (New cases)
15. Appeals/Representation
16  Court cases/suit notices
17. Exemptions (Renewals)
18 Exemptions (Withdrawals)
19.
20
21.
22.



23.
24.
25.  Miscellaneous

39. War Injueies (Compensation 11.  Interpretation/clarification 
etc.

 Insurance) Act, 1943 12. Amendments
13. Enforcement
14. Exemptions
15. Appeals
16  Court cases/suit notices
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

40. Employers’ Liability 11. Interpretation/clarification 
etc.

Act, 1938 12. Amendments
13. Enforcement
14. Exemptions
15. Appeals
16  Court cases/suit notices
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

41. Weekly Holidays 11.  Interpretation/clarification 
etc.

Act, 1942 12. Amendments
13. Enforcement
14. Exemptions
15. Appeals
16  Court cases/sit notices



17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

Headings   42  to   60 Kept   reserved  for   future 
Central enactments to come.

61. Central Legislation 11.  New Legislative proposals
12 Extension
13.
14.
15.
16.
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

62. State Acts 11.   Andhra Pradesh
12 Assam
13. Bihar
14. Gujarat
15. Haryana
16. Himachal Pradesh
17. Jammu and Kashmir
18. Kerala
19. Madhya Pradesh
20. Nagaland
21 Maharashtra
22. Mysore
23. Orissa
24. Punjab
25. Rajasthan
26. Uttar Pradesh



27. Tamilnadu
28. West Bengal
29. Union territories
30.
31.
32.
33.
34.
35. Miscellaneous

63. Shops and Establishment 11. Policy/General aspects
12. Model Act
13. Model Rules
14. State Legislation
15. Complaints/representations
16.
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

64. National  and  Festivals 
Holidays 

11. Policy/General aspects

12. Model Act
13. Model Rules
14. State Legislation
15. Complaints/representations
16.
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

65. Rules 11.  Interpretation/clarification 
etc.



12. Amendments
13. Enforcement
14. Exemptions
15. Appeals
16 Prosecutions
17. Framing of (rules)
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

66.   Regulations 11.  Interpretation/clarification 
etc.

12. Amendments
13. Enforcement
14. Exemptions
15. Appeals
16 Prosecutions
17. Framing of (rules)
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

67. Listing Schemes for 11. Policy/General aspects
Dock Workers 12. Bombay Ports and Docks

13. Calcutta Ports and Docks
14. Madras Ports and Docks 
15. Vishakhapatnam  Ports  and 

docks
16.  Cochin Ports and Docks
17. Mormugao Ports and Docks
18. Kandla Ports and Docks
19. Paradip Ports and Docks
20



21.
22.
23.
24.
25.  Miscellaneous

68. Registration Schemes for 11. Policy/General aspects
Dock Workers 12. Bombay Ports and Docks

13. Calcutta Ports and Docks
14. Madras Ports and Docks 
15. Vishakhapatnam  Ports  and 

docks
16.  Cochin Ports and Docks
17. Mormugao Ports and Docks
18. Kandla Ports and Docks
19. Paradip Ports and Docks
20
21.
22.
23.
24.
25.  Miscellaneous

69. Dock Workers      11. Policy/General aspects
(Safety, Health and we;fare 12. Bombay Ports and Docks
Schemes) 13. Calcutta Ports and Docks

14. Madras Ports and Docks 
15. Vishakhapatnam  Ports  and 

docks
16.  Cochin Ports and Docks
17. Mormugao Ports and Docks
18. Kandla Ports and Docks
19. Paradip Ports and Docks
20
21.
22.
23.
24.
25.  Miscellaneous

70.    Other Schemes 11. Interpretation/clarification 
etc.

12. Amendments
13. Enforcement
14. Exemptions



15. Appeals
16 Recover/prosecutions
17. Framing of (rules)
18 Coverage
19. Other aspects
20
21.
22.
23.
24.
25.  Miscellaneous



T  -   TECHNICAL  ASSISTANTCE
MAIN  HEAD SUB HEAD

11  I.L.O. 11.  Policy and General aspects
12. Schemes
13. Evaluation
14. Reports
15.
16
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

12. U.N. Development 11. Policy and General aspects
Programmes/Projects 12. Schemes

13. Evaluation
14. Reports
15.
16
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

13. U.S. Aid 11.  Policy and General aspects
12. Schemes
13. Evaluation
14. Reports
15.
16
17.
18
19.



20
21.
22.
23.
24.
25.  Miscellaneous

14. Colombo Plan 11.  Policy and General aspects
12. Schemes
13. Evaluation
14. Reports
15.
16
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

15.  Miscellaneous 11.   General aspects
12. Schemes
13. Evaluation
14. Reports
15.
16
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

16.  Training of foreign 11.  General aspects
   nationals in India 12.  Fellowships

13. Requisitions and placements
14. General institutions regarding 

        technical 
assistance in India



U-CONFERENCE/COMMITTEES/SEMINARS
MAIN  HEAD SUB  HEAD

11. Labour Ministers’ Conference 11.  General aspects
12. Composition
13. Agenda (all aspect)
14. Material arrangements
15. Decision/conclusions
16. Follow-up action
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

12.    Indian Labour Conference 11. General aspects
12. Composition, invitees etc.
13. Agenda (all aspect)
14. Material arrangements
15. T.A. (Non-official)
16. Decisions/conclusion
17. Follow-up action
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

13. Standing Labour Committee 11. General aspects
12. Composition, invitees etc.
13. Agenda (all aspect)
14. Material arrangements
15. T.A. (Non-official)
16. Decisions/conclusion
17. Follow-up action
18
19.



20
21.
22.
23.
24.
25.  Miscellaneous

14. Industrial Committees 11. General aspects
12. Composition, invitees etc.
13. Agenda (all aspect)
14. Material arrangements
15. T.A. (Non-official)
16. Decisions/conclusion
17. Follow-up action
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

15.  Committee on Convention 11. General aspects
12. Composition, invitees etc.
13. Agenda (all aspect)
14. Material arrangements
15. T.A. (Non-official)
16. Decisions/conclusion
17. Follow-up action
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

16. E.S.I.Corporation/Committee
s

11. General aspects

12. Composition, invitees etc.
13. Agenda (all aspect)
14. Material arrangements
15. T.A. (Non-official)



16. Decisions/conclusion
17. Follow-up action
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

17. Implementation  and 
Evaluation  Committee

11. General aspects

12. Composition, invitees etc.
13. Agenda (all aspect)
14. Material arrangements
15. T.A. (Non-official)
16. Decisions/conclusion
17. Follow-up action
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

18. Mica  Mines  Advisory
 Committee

11. General aspects

12. Composition, invitees etc.
13. Agenda (all aspect)
14. Material arrangements
15. T.A. (Non-official)
16. Decisions/conclusion
17. Follow-up action
18
19.
20
21.
22.
23.
24.



25.  Miscellaneous
19. Iron  Ore  Mines  Advisory 

Committee
11. General aspects

12. Composition, invitees etc.
13. Agenda (all aspect)
14. Material arrangements
15. T.A. (Non-official)
16. Decisions/conclusion
17. Follow-up action
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

20. Dock Workers Advisory 11. General aspects
 Committee 12. Composition, invitees etc.

13. Agenda (all aspect)
14. Material arrangements
15. T.A. (Non-official)
16. Decisions/conclusion
17. Follow-up action
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

21. Committee of 11. General aspects
Trade Union Leaders 12. Composition, invitees etc.

13. Agenda (all aspect)
14. Material arrangements
15. T.A. (Non-official)
16. Decisions/conclusion
17. Follow-up action
18
19.
20



21.
22.
23.
24.
25.  Miscellaneous

22.  Joint Committee of 11. General aspects
Employer/Employee 12. Composition, invitees etc.
Member of National 13. Agenda (all aspect)
Integration Council 14. Material arrangements

15. T.A. (Non-official)
16. Decisions/conclusion
17. Follow-up action
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

23. Other Committees 11. General aspects
12. Composition, invitees etc.
13. Agenda (all aspect)
14. Material arrangements
15. T.A. (Non-official)
16. Decisions/conclusion
17. Follow-up action
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

24. Commissions 11. General aspects
12. Composition, invitees etc.
13. Agenda (all aspect)
14. Material arrangements
15. Recording  of 

evidence/information
16. Discussions



17. Decisions/conclusion
18 Follow-up action
19.
20
21.
22.
23.
24.
25.  Miscellaneous



V      -   BOARDS/COUNCIL/INSTITUTIONS  
MAIN HEAD SUB HEAD      

11. Bombay Dock Labour Board 11.   General aspects
12. Composition/functions
13. Meetings   (Agenda, 

circulation  of   papers  and 
connected arrangements)

14.  Proceedings/recommendatio
ns

15.
16.
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

12. Calcutta Dock Labour Board 11.   General aspects
12. Composition/functions
13. Meetings   (Agenda, 

circulation  of   papers  and 
connected arrangements)

14.  Proceedings/recommendatio
ns

15.
16.
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

13. Madras Dock Labour Board 11.   General aspects
12. Composition/functions



13. Meetings   (Agenda, 
circulation  of   papers  and 
connected arrangements)

14.  Proceedings/recommendatio
ns

15.
16.
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

14. Cochin Dock Labour Board 11.   General aspects
12. Composition/functions
13. Meetings   (Agenda, 

circulation  of   papers  and 
connected arrangements)

14.  Proceedings/recommendatio
ns

15.
16.
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

15. Vishakhapatnam Dock  Labour 
Board

11.   General aspects

12. Composition/functions
13. Meetings   (Agenda, 

circulation  of   papers  and 
connected arrangements)

14.  Proceedings/recommendatio
ns



15.
16.
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

16. Marmugao Dock Labour Board 11.   General aspects
12. Composition/functions
13. Meetings   (Agenda, 

circulation  of   papers  and 
connected arrangements)

14.  Proceedings/recommendatio
ns

15.
16.
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

17. Kandla Dock Labour Board 11.   General aspects
12. Composition/functions
13. Meetings   (Agenda, 

circulation  of   papers  and 
connected arrangements)

14.  Proceedings/recommendatio
ns

15.
16.
17.
18
19.
20



21.
22.
23.
24.
25.  Miscellaneous

18. National Safety Council 11.   General aspects
12. Composition/functions
13. Meetings   (Agenda, 

circulation  of   papers  and 
connected arrangements)

14.  Proceedings/recommendatio
ns

15.
16.
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous
11.   General aspects
12. Composition/functions
13. Meetings   (Agenda, 

circulation  of   papers  and 
connected arrangements)

14. Proceedings/recommendatio
ns

15.
16.
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

19. National Council for Safety in 11.   General aspects



Mines
12. Composition/functions
13. Meetings   (Agenda, 

circulation  of   papers  and 
connected arrangements)

14. Proceedings/recommendatio
ns

15.
16.
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

20
.

Board  of  Trustees  – 
Employees 

11.   General aspects

 Employees Provident fund 12. Composition/functions
13. Meetings   (Agenda, 

circulation  of   papers  and 
connected arrangements)

14.  Proceedings/recommendatio
ns

15.
16.
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

21. Board  of  Trustees  –  Coal 
Mines 

11.   General aspects

Provident Fund 12. Composition/functions
13. Meetings   (Agenda, 

circulation  of   papers  and 



connected arrangements)
14.  Proceedings/recommendatio

ns
15.
16.
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

22
.

Mining Boards 11.   General aspects

12. Composition/functions
13. Meetings   (Agenda, 

circulation  of   papers  and 
connected arrangements)

14.  Proceedings/recommendatio
ns

15.
16.
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

23
.

Board of Mining Examination 11.   General aspects

12. Composition/functions
13. Meetings   (Agenda, 

circulation  of   papers  and 
connected arrangements)

14.  Proceedings/recommendatio
ns

15.



16.
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

24
.

Wage Board 11.    Policy /General  aspect

12.  Demands  for  new  wage 
Boards

13. Cotton Textile
14.  Cement
15. Coffee
16. Coal Mines
17.  Dolomite mining
18  Electricity 
19.  Engineering 
20 Heavy  Chemicals  & 

Fertilisers
21. Iron and  steel
22.  Iron Ore Mines
23.  Jute 
24.  Limestone  and  colomite 

mining
25.  Leather and leather goods
26. Non – journalists
27.  Port and Dock
28. Rubber
29. Road Transport
30. Sugar
31.   Tea Plantation
32. Working Journalists
33.
34.
35.
36.
37.
38.



39.
40. Miscellaneous

25
.

National  Arbitration 
Promotion Board

11.  General aspects

12. Composition/functions
13. Meetings   (Agenda, 

circulation  of   papers  and 
connected arrangements)

14.  Proceedings/recommendatio
ns

15.
16.
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

26
.

Other Boards/Councils 11.  General aspects

(Department  of  Labour& 
Emp.)

12. Composition/functions

13. Meetings   (Agenda, 
circulation  of   papers  and 
connected arrangements)

14.  Proceedings/recommendatio
ns

15.
16.
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

27 Boards/Councils 11.  General aspects



.
(Other Ministries/ 12. Composition/functions
Undertakings 13. Meetings   (Agenda, 

circulation  of   papers  and 
connected arrangements)

14.  Proceedings/recommendatio
ns

15.
16.
17.
18
19.
20
21.
22.
23.
24.

*  for  Board  of  Arbitration 
please  see  under  “Labour 
Relations”  (item  59)  at  page 
79



W - INTERNATIONAL LABOUR ORGANISATION  (ILO) ETC.
MAIN HEAD SUB HEAD

11 Contribution 11 Policy/ General aspects
12. I.L.O.
13. Other international agencies
14. Subsidy matters
15.
16.
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

12. Constitution 11 General aspects
12. I.L.O. constitution
13. Other international agencies
14.
15.
16.
17.
18
19.
20
21.
22.
23.
24.
25.  Miscellaneous

13. Conventions and 11 Questionnnaire/enquiries
recommendations 12. Briefs on I.L.O. reports

13. Cabinet Summary etc.
14. Examination  of  I.L.O. 

Conventions/recommendations
15. Reports  on  ratified 

conventions
16. Reports  on   ungratified 

conventions/recommendations
17. Re-examination  /revision  of 



conventions/recommendatio
ns

18  Conventions  of  other 
internationalorganizations

19.
20
21.
22.
23.
24.
25.  Miscellaneous

14. Governing  Body of I.L.O 11.  General aspects
12. Nomination  of 

representatives
13. Material arrangements
14.  Plenary  Session  of  the

Governing Body
15.  Composition/Election
16. Financial  /administrative 

Committee
17. Allocation Committee
18 Committee  on  Standing 

Orders  and  the 
application  of  conventions 
and        recommendations

19. Committee  on  Industrial 
Committees

20 International  Organizations 
Committee

21.  Committee  on  Operational 
Programmes

22. Committee  on  Freedom  of 
Association

23. Committee  on 
Discriminations

24.
25.  
26.
27.
28.
29.



30. Miscellaneous
15. Facilities to I.L.O. and 11. Policy/ General aspects

other International agencies 12. Accommodation  and  allied 
matters

13. Other general   facilities
14.
15.
16.
17.
18
19.
20
21.
22.
23.
24.
25. Miscellaneous

16. International Labour 11.  General aspects
12.  Size  and  composition  of 

delegation
13.   Selection  of 

representatives
14. Material arrangements
15.  Press Note
16. Credentials
17.  Presidentship 
18 Questionnnaire/Preliminary 

enquiries
19. Agenda
20 Report
21.  Briefs
22. Delegation Report 
23. to
29.
30. Miscellaneous

17. I.L.O. Asian Regional 11. General aspects
Conference 12. Selection  of 

delegation/representative
13. Questionnaire/enquiries
14. Briefs
15. Agenda (all aspects)
16.  Delegation Reports



17. Action on conclusions
18
19.
20
21.
22.
23.
24.
25. Miscellaneous

18. I.L.O. Committee 11.  General aspects
12. Size and composition of the 

delegation
13. Selection  of representative

14. Material arrangement

15. Questionnaire/enquiries
16.  Briefs
17. Agenda (all aspects)
18 Delegation Reports
19. Action on conclusions
20
21.
22.
23.
24.
25. Miscellaneous

19. Other International meetings 11.  General aspects
12. Size and composition of the 

delegation
13. Selection  of representative

14. Material arrangement

15. Questionnaire/enquiries
16. Agenda (all aspects)
17. Delegation Reports
18 Action on conclusions
19.
20
21.
22.



23.
24.
25. Miscellaneous

20
.

Study Tours abroad 11.  General aspects

12. Material  arrangements
13. Reports
14.
15.
16.
17.
18
19.
20
21.
22.
23.
24.
25. Miscellaneous

21. International Conferences/ 11.  General aspects
meetings in India 12. Selection of representative

13.  Material arrangements
14. Agenda (all aspects)
15.
16.
17.
18
19.
20
21.
22.
23.
24.
25. Miscellaneous

22
.

Vacancies 11. I.L.O.

12.  Other  International 
Organizations

13.
14.
15.
16.



17.
18
19.
20
21.
22.
23.
24.
25. Miscellaneous

23
.

Visits 11. Foreign nationals

12.  Indian nationals
13.
14.
15.
16.
17.
18
19.
20
21.
22.
23.
24.
25. Miscellaneous



X - RESEARCH AND STUDY IN LABOUR PROBLEMS
MAIN HEAD             SUB HEAD   

11. Evaluation Studies 11. Policy  /General 
aspects

12.  Case studies – Public Sector
13. Case  studies   -   Private 

Sector
14. Other evaluation studies
15.
16.
17.
18
19.
20
21.
22.
23.
24.
25. Miscellaneous

12. Surveys/Enquiries 11. Survey of Labour Conditions 

12. Family Budget Enquiry
13. Family Living Survey
14. Occupational Wage Survey
15. Rural Labour Enquiry
16.
17.
18
19.
20
21.
22.
23.
24.
25. Miscellaneous

13. Research Grants/Subsidies 11. General aspects
12.  Individual cases
13.
14.
15.
16.



17.
18
19.
20
21.
22.
23.
24.
25. Miscellaneous



Y - LABOUR PLANNING AND STATISTICS
11. Labour Policy in the Plans 11. Formulation

12.  Review of Progress
13.
14.
15.
16.
17.
18
19.
20
21.
22.
23.
24.
25. Miscellaneous

12. Plan Programmes of the 11. General aspects
Department of Labour and 12. Review of progress
Employment 13.

14.
15.
16.
17.
18
19.
20
21.
22.
23.
24.
25. Miscellaneous

13. Formulation and Review of 11. General aspects
Craftsmen  Training  and 
Labour

12. Andhra Pradesh

Welfare Programmes – States 13. Assam
14. Bihar
15. Gujarat
16. Haryana
17. Himachal Pradesh
18. Jammu and Kashmir
19. Kerala



20. Madhya Pradesh
21. Nagaland
22. Maharashtra
23. Mysore
24. Orissa
25. Punjab
26. Rajashthan 
27. Tamil Nadu
28. Uttar Pradesh
29. West Bengal
30. Delhi Administration
31. Chandigarh Administration
32. Goa, Daman and Diu
33. Laccadives Island
34. Andaman & Nicobar
35. Dadra & Nager Haveli
36. Manipur
37. Pondicherry
38. Tripura
39.
40.
41.
42.
43.
44.
45. Miscellaneous

14. General matters on Plans 11 General  instructions  from 
Planning Commission

12. General  instructions  from 
the 
Department of Expenditure,
Ministry of Finance

13.
14.
15.
16.
17.
18
19.
20
21.



22.
23.
24.
25. Miscellaneous

15. Other Miscellaneous matters 11. Labour Law and Practices - 
International comparison

12. Assignments
13.
14.
15.
16.
17.
18
19.
20
21.
22.
23.
24.
25. Miscellaneous

16. Cost of Living Index 11. Policy/General aspects
12. Collection Machinery
13.
14.
15.
16.
17.
18
19.
20
21.
22.
23.
24.
25. Miscellaneous

17. Statistics on Labour Situation 11. Policy/General aspects
12. Collection Machinery
13.
14.
15.
16.
17.



18
19.
20
21.
22.
23.
24.
25. Miscellaneous

18. Statistics on other matters 11. Policy/General aspects
12. Collection Machinery
13.
14.
15.
16.
17.
18
19.
20
21.
22.
23.
24.
25. Miscellaneous



Z - GENERAL
MAIN HEAD SUB HEAD

11 General Circulars 11
12

      
13
14

15
16

17
18
19
20
21
22
23
24
25

Ministry of Finance
Ministry of Health & Family
Planning and Works, Housing 
and Urban Development 
(Department of Health

---do--- (Department of 
Family Planning)
---do--- (Department of 
Works, Housing and Urban 
Development))
Ministry of Home Affairs 
Cabinet Secretariat 
(Department of Personnel)
Cabinet Secretariat (Other 
Departments)
Other Ministries

Miscellaneous
12 Vacancy 

Circulars/Scholarship/Trainin
g Programmes

11
12

  13
14
15
16
17
18
19
20
21
22
23
24
25

All Ministries

Miscellaneous
13 Letters (Coordinating Aspect) 11 M.P.’s Letters



12
13
14
15

16

17
18
19
20
21
22
23
24
25

P.M. Secretariat
President’s Secretariat
State Governments
Representations/Resolutions 
from Employees and their 
Union/Organisations
Representations/Resolutions 
from Employees and their 
Union/Organisations

Miscellaneous
14. Publications 11

12
13
14
15
16
17
18
19
20
21
22
23
24
24
25

Policy/General aspects
Costing System
Advertisement
Monetary limits
Supply

Miscellaneous
15. Books and Periodicals 11

12
13
14

15
16
17

General aspects
Books
Periodicals
Documentation and 
bibliographical work
Press Clipping Service



18
19
20
21
22
23
24
24
25 Miscellaneous

16. Reports and Returns 11
12
13
14
15
16
17
18
19
20
21
22
23
24
24
25

Weekly
Fortnightly
Monthly
Quarterly
Half-Yearly
Annual 

Miscellaneous

Heading 17 to 19

Kept reserved for other subjects etc.

20. Miscellaneous activities 
(General aspects)

11
12

13

14
15
16
17
18
19

20

Office Orders/Notes
Recommendations of Pay 
Commission
Recommendations of other 
Commission
Staff meetings
Passes for Ceremonial 
functions
Cultural Exchange
Diaries and Calendars
Film Production Programme
Conferences and Committees 
of other Ministries etc.



21
22
23
24
24
25

Fairs and Exhibitions
National Awards

Miscellaneous

Miscellaneous

**********
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