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MODULE INTRODUCTION

1.1 Introduction
You would recall that in Module “Action on Receipts”, you learnt that you get “receipts” as a dealing hand.  To refresh your memory, the main points are reproduced here.  In some of the cases, you normally submit the receipt with a draft but without an elaborate note.  Such cases are:

(a)  when the line of action on a receipt is obvious; or 

(b)  when action is based on a clear precedent or practice; or 

(c)  when action is on the line (s) indicated by a higher officer.

While processing other cases, you may submit an elaborate note. The size and nature of your process sheet (commonly referred to as a note) would depend upon the type of receipt/case you are processing. Sometimes it would depend upon the kind of officer you work with!

Before proceeding further, you may like to list out the documents or papers you need to process a receipt/case effectively, in the box given below:

	In-Text Activity



	

	

	

	

	

	

	

	

	

	


Your list may include rules or regulations or guidelines, last years’ files, precedent (if there is one!), some kind of a guide to record a note, like check list of the points to be covered, model forms of communication, etc. These are some of the mechanisms that help in processing a receipt/case. You might have observed that some of your colleagues are at a loss if they do not have these devices to assist in submitting a receipt. Or, even you might have experienced delay in disposing off a receipt in the absence of these “something” which could help you in processing cases. The Manual of Office Procedure calls these “something” as “aid to processing”. Aids to processing are the tools developed in a section to help the dealing hands in examining a receipt or a case and the competent authority to take decision. There are at least five aids to processing normally available in a section. They are:

(a)  Standing Guard File

(b)  Reference Folder

(c)  Standard Process Sheet

(d)  Precedent Book

(e)  Standing Note

1.2 Objectives
In this module, we introduce you to the concept of aids to processing and explain the need of having them around in your section. We also discuss how they are created, updated and used.  

The purpose of this module, therefore, is that on completing this module, you will be able to:

(a)  describe aids to processing and their need;

(b)  list the five aids to processing used in government offices;

(c)  explain the five aids to processing;

(d)  give examples for the need for each of the five aids to processing;

(e)  identify at least two areas from your work situation  to use the aids to processing;

(f)  create at least two of the five aids to processing;

(g)  maintain at least three of the five aids to processing;

(h)  compare and distinguish Standing Note, Standing Guard File and Reference Folder.

 
Most of the government departments are computerising their functions.  In case your section is using computers on a regular basis, the aids to processing could be built in the computer system itself. 

Unit-1  – Standing Guard File

Unit Structure
1.1 Objectives

1.2 Introduction

1.3 What Is Standing Guard File?

1.4 Why Have A Standing Guard File?

1.5 How To Use A Standing Guard File?

1.6 How To Create A Standing Guard File?

1.7 How To Update A Standing Guard File?

1.8 Let Us Sum Up

1.9 Answers To Self Assessment Questions

1.1 Objectives

This unit aims at introducing you to the concept of one of the five aids to processing, namely, Standing Guard File, in an attempt to enable you to process the cases quickly and effectively.

On completing this unit, you will be able to:

a) explain what a Standing Guard File is 

b) give examples of utility of Standing Guard File

c) identify at least two areas in your work situation to use Standing Guard File

d) explain the process of creation of a Standing Guard File

e) explain the process of its continuous updating and maintenance 

f) use a Standing Guard File while processing a case

1.2 Introduction

In Introduction to this Module, we listed Standing Guard File as one of the aids to processing. Standing Guard File is often referred to in the office simply as Guard File. If you have worked in Administration or Establishment or Finance Section, you would be familiar with this term. Even if are not familiar with it, this unit should introduce it to you. We hope, because of its benefits, you would be motivated in using it. And if necessary, you should also be able to identify some areas in your work situation where Standing Guard File would be useful in speeding up the decision making process, create and maintain one to suit your work requirement.

1.3      What Is Standing Guard File?

When you are posted in a new section, you are allotted certain items of work by your Section Officer. Some of these may be new to you. And in case you are a new recruit, almost all of them would be new to you! You would expect your team leader, the Section Officer, to tell you how to do your work. Or you would expect one of your colleagues to introduce you to the work.

In case you are fortunate you may come across a Section Officer who is aware of his role as a trainer for his team and guides you. You would, however, be at a loss if you do not have one. In such an event you yourself would have to learn the nature of your work, the terms used, the procedure, the rules etc. by reading the original source of information, namely, the Manual of Office Procedure, the various Government of India rules and regulations, etc. This would be a laborious and time-consuming task. More importantly, from the point of view of your Department this sort of trail and error way of learning to work would lead to lesser performance.  Sometimes, this could result in financial loss or accidents or both. You may find that while you struggle with these original sources of knowledge, work might pile on your table. Probably, this is the moment you would long for something to help you. Standing Guard File is what you might be longing for.

Strictly speaking, a Standing Guard File is not a file as its name suggests but is a folder on a subject. A Standing Guard File is a folder maintained by a Section to help processing of cases.  It is a compilation consisting of the following three parts:

I. a running summary of the principles or policy or procedure on a subject with number and date of relevant decisions or orders quoted in margin.  For instance, a Standing Guard File on "promotion" may contain a write up on the modes of promotion, the procedure followed by Departmental Promotion Committee (DPC), the principles and the procedure for preparation of select list.  This write-up has to be authentic.  Therefore, the source for the statements made in it is cited in the margin of the note

II. Copy of the decisions or orders referred to, arranged in chronological order; and

III. Model forms of communications to be used at different stages of processing a case.

1.4     Why Have A Standing Guard File? 

Now that you have some idea of what a Standing Guard File is, would you like to think about its possible uses? Record your response in the box that follows.

	In-Text Activity



	

	

	

	

	

	

	

	

	


You might have listed that Standing Guard File acts as an induction or training material for new employees. Yes, it does. Instead of asking your Section Officer or some other colleague, you may go through the relevant Standing Guard File to read and understand the principles or guidelines or procedure relating to work allotted to you. You may also find a checklist in it- a checklist of points to be taken into account while processing the case that you are examining. Would you quickly recall which part of the Standing Guard File helps you in this context?

Secondly, it helps you as a compilation of all Office Memoranda, notifications etc. on the subject required in the decision making process. For example, an employee seeking to resign is required to give notice of one or three months depending upon whether  he is a temporary or permanent employee. In his application seeking resignation, he might request that one/three months notices need not insisted upon. While processing this case you might like to see the orders on the subject to check whether this is permissible. On the other hand, one of the higher officers or the competent authority itself may like to see the orders. In case your section has a regularly updated Standing Guard File, you could easily locate the relevant order and submit a copy, immediately when required. You may thus, experience that part II of this aid to processing is extremely helpful in reducing the delay which occurs due to tracing such orders.

Thirdly, and more frequently, a dealing hand is required to submit a draft to communicate the decision. You might be aware that there are a dozen forms of communications from which you have to chose the appropriate one. You are also to ensure that the communication is drafted in a manner that it conveys the complete decision. Would it not help you, if you have a standardised model form of communication? Part III of the Standing Guard File offers this help. In fact, in Part III of the Standing Guard File, you would  find model forms of communication to be used at different stages of processing. This reduces the time taken repeatedly to draft a communication.  More importantly, such model forms of communication help in ensuring that the message is complete as the model you have is a time tested one!  

You would find maintaining and updating a Standard Guard File extremely useful at the time of processing a case and preparing communications to convey decision. Whoever is the competent authority will also find it a convenient tool in his decision making process. Thus, having a Standing Guard File in the Section helps in speeding up the decision making process.

Now pause for a moment and think about your office situation. Try to identify and list the subjects on which you would like to have a Standard Guard File. If possible, do this for your Section as a whole.   You may record your list in the space given below.

	In-Text Activity



	

	

	

	

	

	

	

	

	

	

	


The list prepared would obviously vary depending on the nature of work allotted to your section in general and what is assigned to you in particular. In case, you are working in Establishment or Administration Section and one of your responsibility is to process cases pertaining to resignation of employees in your organisation, you would like to have a Standing Guard File on the subject “Resignation”. Similarly, there could be a need for a Standing Guard File on “Direct Recruitment to the Assistants’ Grade”, “Issue of No Objection certificates for employees applying for passport”, etc.  Similarly, you could have a Standing Guard File on “ Terms and Conditions for Grant of Loan” ,“Release of grants-in-aid” if you are working in Finance Section or on “Instructions from Central Vigilance Commission on disciplinary  cases” if you are working in a Vigilance Section.

1.5       How To Use a Standing Guard File?
When you process a receipt, you first identify the issue and collect all the information.  Then you consider possible course(s) of action you are to suggest.  For this, you need to apply the latest relevant rules.  It is at this stage that you may like to go through the Standing Guard File on the subject to:

· Glance through the running summary (part-1 of Standing Guard File.  To assure yourself that the procedure you are contemplating on is the same as the one to be adopted.  

· Refresh your knowledge and understanding of the provision of the rules (including the latest amendment!)  by reading part II of the Standing Guard File.  

· To draft communications.

Normally, the tendency is to link the Standing Guard File with the case file when required. We would advise you against this for two reasons: 

a) While the Standing Guard File is out of the section, you or one of your colleagues in the section may need it for some other case. Its non-availability could delay the processing of that case.

b) There are chances of losing your Standing Guard File particularly when the case file is referred to other Ministries/Wings.

Therefore, always take a photocopy of the relevant order, place it on the case file and submit to the next higher officer. This would ensure that the Standing Guard File is not sent out of the section and chances of losing it is considerably reduced. This, however, does not mean that it cannot be taken out even when a senior officer asks for it! On such occasions  do keep  a note of the movement of the Standing Guard File and retrieve it as early as possible. 

Now a days, you may also build the Standing Guard File in your computer adopting the procedure given in Sections 1.6 and 1.7 of this Unit.  In a computerised Standard Guard File you can retrieve orders quicker than the manual one, if you index the key words, reference number of the orders and the date of issue. 

1.6      How to Create a Standing Guard File?

In the “In Text Activity” in Section 1.3 of this Unit, you have already identified a few subjects on which you would like to have a Standing Guard File. In case, you do not have one in your section, would you not like to create one so as to reduce your process time? So it would be useful to consider how this aid to processing can be created.

To create afresh a Standing Guard File, you need to have some experience of having dealt with the subject. You would recall that the Standing Guard File is made up of three parts.  The first step to create it is to build part II by collecting copy of orders issued by the nodal Ministries on the subject identified by you At least some of these would already be available in the Section. You have to look for the previous references given in these orders and get a copy from the nodal ministry concerned. Alternatively, you may also collect it from the Sections in other Ministries situated near your office. For example, if you are working in the Ministry of Steel, you may get  a copy of those previous orders  from the Ministry of Commerce or Industry situated in Udyog Bhavan. Then, arrange them in chronological order. 

What you have to do next is to  go through these orders, jotting down the important aspects. Thereafter, prepare a summary of these points.  Then put these summarised points in a logical sequence.  You have now already created the first two parts of the Standing Guard File, namely, the running summary (Part-I) and copy of the orders (Part-II).  Now show it to one of your colleagues who has experience of having dealt with the subject, to the Section Officer and to the Branch Officer for their suggestions.   You would now have a reasonably good draft of  the first two parts of your section’s Standing Guard File. Created by you!   

You are now ready to build part three of your Standing Guard File. For this, you have to take previous years’ files on the subject. If you can retrieve last two or three years’ files, it would be ideal. You have to go through the correspondence portion of these files and flag the communications used at different stages of processing of the case . For example, if the subject is direct recruitment, the following communications may be flagged namely, communications-

· to intimate vacancies including the format in which it is sent;

· to the authorities concerned to verify the character and antecedents of the candidates;

· to the medical authority for medical examination

· to send offers of appointments including the detailed terms and conditions

· to intimate appointment of those who join the post, etc.

You may then take photocopy of each of these communications. There could be a few variations in these communications sent from the same file or among those sent over a period of two or three years. You could take advantage of these variations to draft a model form of communication. This too could be shown to an experienced colleague, the Section Officer and the Branch Officer to finalise the model forms of communication. The finalised draft would form Part III of your Standing Guard File.  You may prepare and add Standard Process sheets also.  (For details of Standard Process Sheet, refer to Section 3 of this Module).

Thus, by first building up part II, then part I and finally part III, you can create a Standing Guard File on a subject. There is, however, no hard and fast rule to proceed exactly in these steps. But this is one of the easier ways of what some consider as a difficult job of creation of this aid to processing. However, if you do undertake this task, try devoting an hour or so a day, for about a fortnight, you would soon have a device which would save at least an hour or so of your processing time on a regular basis.  

1.7      How to Update a Standing Guard File?

A Standing Guard File would gradually lose its utility if it is not updated regularly. Think of  a such a mechanism created in 1985 on the subject “pensionary benefits” but not updated since then. Of what use will it be now, particularly because the definition of pay has been revised.  Similarly, some of the pensionary entitlements have undergone a change. Therefore, one of your responsibilities is to regularly update it.

One of the ways to update it is  to take a photo-copy of Orders issued on the subject by the nodal ministry concerned, of important decisions taken within your organisation and keep them  it in part two of the Standing Guard File in a chronological order. Depending on the content of these orders or decisions, there could be a need to update the summary by adding suitable paragraphs. Such paragraphs should be added only after preparing a draft, getting it cleared  by the Section Officer and the Branch Officer, and then type it on the original running summary. Similarly, as and when the forms of communication are revised or an additional one is devised, these too are to be added – to part III of the Standing Guard File.


To facilitate easy retrieval, Standing Guard Files are given a number.  A Section has a list of Standing Guard Files maintained by it.  A copy of this list is available with the Section Officer, all the dealing hands and the diarist.  One of the best places to keep this list is under the table glass.   The Section Officer normally gives the task of maintaining Standing Guard Files to the dealing hands concerned or to the Diarist.  One of the better ways of updating them is to make a copy of the original communication issued by the nodal ministry and keep it in part III.  The original reference is normally kept in the case file.  A copy of any decision taken within the department on the subject is also kept in it. 

Self Assessment Questions  

I. Indicate whether the following statements are correct or incorrect by putting a tick or cross mark in the space given against each statement.

1. A Standing Guard File contains details of principles or policy or procedure.  (  )

2. Standing Guard File contains specimen of communications used in a case. (  )

3. Copy of orders referred to in the running summary will not be available in the Standing Guard File  (  )

4. All documents in the Standing Guard File are kept together in one part. (  )

5. Standing Guard File is relevant only for the individual dealing hands. (  )

6. Standing Guard File is to be linked with the case file and submitted to the higher officers.  (  )

7. Standing Guard Files are not of confidential nature. (  )

8. Standing Guard Files are to be maintained manually. Therefore, it is not useful in modern model sections that have been computerised. (  )

II. Tick the most appropriate response:

1. “Aids to Processing” are developed for use in 

(a) examination of a case

(b) taking decision in a case

(c) both (a) and (b)

2. “Aids to Processing” are useful for 

(a) dealing hands

(b) dealing hands and Section officers

(c) dealing hands, Section Officers and Under Secretaries

(d) All in the hierarchy including the competent authority 

3. Standing Guard File is created:

(a) Section-wise

(b) Subject-wise

(c) Dealing hand-wise

(d) All the above

III. Give brief  answers to the following questions:

1. There are at least five “Aids to Processing” that are  normally used in government offices.  What are they?

a) 

b)

c)

d) 

e)

2. Standing Guard File has three parts.  Explain what is kept in each of these parts.

1.8 Let Us Sum Up

You have gone through different aspects of Standing Guard File, one of the Aids to Processing. It contains three parts.  The first part contains details of the policy or procedure.  The second part contains the copy of orders issued by the nodal ministries, which are referred to in Part I.  The third part consists of model forms of communication used while processing the case.   Such an aid to processing is useful as a training material for a new employee.  It helps in reducing the processing time and decision making time by making available the relevant orders on the subject in one folder.  Since it also contains model forms of communication, drafting of communications becomes effective.  Standing Guard File will continue to be useful only if it is updated regularly. Since Standing Guard File is a valuable document for a Section as a whole, care should be taken not to part with it.  If it has to be sent out of the section, enough care should be taken to keep note of its movement.  More importantly, it should be brought back to the Section as early as possible. 

1.9 Answers to Self Assessment Questions

These are only suggested answers. There could certainly be variations.  

I. Correct or Incorrect

1. Correct.  Part I of the Standing Guard Files contains a summary of the policy or the procedure on which the Standing Guard File is maintained.

2. Correct. The model forms of communication are kept in Part III. 

3. Incorrect.  Copy of the original orders referred to in the summary are available in Part II.

4. Incorrect.  Standing Guard File has three distinct parts, one each for the summary, the copy of orders and the  model forms of communication. 

5. Incorrect.  It is useful for the dealing hand, the Section officer and all other officers associated with the process of taking decisions.   

6. Incorrect.  Linking it with the case file could lead to a situation where your processing of other receipts on the subject could be held up.  Therefore, copy of relevant orders required is taken from the Standing Guard File and placed on the case file.  However, if the senior officers need to see the Standing Guard File, it should be sent to them after making a note of it.   In any case it should be retrieved as early as possible.  

7. Correct.  However, if any of the copy of the order kept in part-II is  a classified document, then the Standing Guard File could be confidential.  For example, Standing Guard File on preparation of Cabinet Notes would contain instructions issued by the nodal authority, which are classified documents.

8. Incorrect.  The uses of Standing Guard File have already been discussed. The modern office equipment have more facility for keeping this type of information and retrieving it faster  when required.  The model forms of communication can be created in the form of templates that save lot of time and energy.   Templates are nothing but formats used for various types of communications.

II. Multiple Choice Questions

1.
(c)             
2) 
(d)
3)
(b)
III. Short Answer Questions

1. Your answer should include Standing Guard File, Reference Folder, Standard Process Sheet, Precedent Book and Standing Note.

2. Please refer to Section 1.3.

YOUR NOTES
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