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Sub:Mandatory use of e-office — Guidelines on creation and maintenance of eFiles - reg.
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On a review of file processed through the eOffice Application, Principal Accountant General
has directed to issue the following guidelines to all users of the Application for strict
compliance.
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Creation of files in eOffice

Electronic Files should be created as shown in the Register of Cases prescribed in Paragraph
4.38 of Manual of General Procedure (Third Edition). MGP prescribes that file name should
comprise (i) the section initials, (ii) the file number, (iii) the case number (if any) and (iv) the
year or years during which the File/Case relates to. E.g. ITS/6-10/eOffice/2023-24. Including
Name of the File as shown in the example would bring out more clarity. There is no need of
creating separate file for each year. However, when the noting/correspondence in a file exceeds
200 notes/ pages, a new file may be created so that the file does not become unwieldy. While
creating such a file, current file number should be given in the ‘Previous Reference’ column.
Current file should be edited to fill ‘Later Reference’ column with the new file number (an
existing file can be edited only when the file is within the Inbox). If creation of the new file
can be stretched up to the next financial year, only the year is to be changed. If it cannot be
stretched up to the next financial year, the same file number is to be assigned with a suffix “Vol
II”. AAO of the Section is to supervise file creation and ensure that multiple electronic files
are not created for the same subject.




File repository
After obtaining orders of the competent authority and on completion of action, the eFile is to
be sent to the respective Assistant Supervisor/ Senior Auditor/ Auditor/ DEO, who is the
custodian of that file so that the file would always be available in their Inbox till the next noting
is initiated by the Unit concerned. As per the existing provision, anyone in a Section Hierarchy
can pull-up a file to themselves and initiate noting. However, if anyone in the Section wants
to pull-up a file residing with a higher authority due to any reason, it should be pulled-up only
with the consent of the superior officer concerned. In the absence of custodian of the file,
AAO/SAO of that Section can pull up the required file and do file processing. As
‘Parked/Closed’ files will not be accessible to others, parking of files should be avoided so that
the files are accessible to the entire Section.
Movement of files on transfer of officials
On transfer of an officer/ official, files in their custody need to be transferred to someone else
in the Section as the files belong to the Section. Relieving can be done only by eOffice
Administrator. Transfer of files is a pre-requisite for relieving in eOffice. Hence, the following
procedures are prescribed for compliance.
1. When an Assistant Supervisor/ Senior Auditor/ Auditor/ DEO is transferred from a
Section, files in Inbox/ Parked folders are to be sent to the AAO. AAO will send these
files to the newly posted incumbent.

2. When an AAO is transferred, files in Inbox/Parked/Closed folders are to be sent to the
SAO, which are to be transferred to the newly posted officer/ File Custodian as the case
may be.

3. When a SAO is transferred, files in Inbox/Parked/Closed folders are to be sent to the

AAOs concerned, which are to be transferred to the newly posted officer/ File

Custodian as the case may be.
4, Transfer of files should be ensured before issuing relieving order by AAO/ SAO

concerned in the above cases.
5. Copy of the relieving order is to be sent to eOffice Administrator (Administration

Section) for making changes (relieving and transfer) in e-Office.
Creation of Receipts
If a DEO is posted in a Section and entrusted with the task of diarising correspondences, such
official should create receipts in eOffice. After creation, the receipt should be sent to the Unit
concerned for ‘putting in a file’ (initiating file processing). If only Auditors are available in a
Section, creation of receipts is to be done by the custodian of the file as the initial part of file
processing. While creating receipt in eOffice, subject should be properly phrased so as to
accurately reflect the content of the correspondence.
Despatch of drafts
Only on despatch, a draft becomes part of the Correspondence. Hence, it should be ensured
that no draft is left un-despatched after its approval. While despatching, “Postal” method is to
be chosen instead of resorting to “Intra eOffice and eMail” options, as the latter options may
result in vital communication being unnoticed. The postal method of despatch is to be followed
by sending emails in the normal way. In this regard, ITS Circular Note dated 12 July 2023
with detailed procedures may be referred to.
Submission of files through proper channel
Submission of files should be only through proper channel. Therefore, all SAOs concerned are
to ensure that submission of all files are in the proper hierarchical order (Adr/Sr. Adr/Asst.
Supervisor --> Supervisor/AAO --> SAO --> GO). If a reporting officer is on leave, the files
are to be submitted through the reporting officer in charge. ITS Circular Note dated 19 Feb
2024 regarding this may also be referred to.
Submission of physical files should be avoided, except in urgent or confidential cases. It is
once again reiterated that the eOffice system will replicate the manual system of file
maintenance, with which all of us are familiar. No deviation whatsoever from the existing
procedure will be permissible.
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