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The criteria for postings of staff in Judicial Wing/

Administrative Wing of the High|Court, thelr duties & standaed of

Criers

as well

OSSR

criterian for postings of staff i

stndard of work are prescribed

l.

Sectlnnq of +the High Court sha 11

(1)

worlts for them were prescribed £

requirement of the sectio

Similarly, in administrati

*The\Superintendents shall

& administrs tive instrucH
In view of increase in vV
Judicial side, cre=td

eamsidered tle matter

I. CRITERIA FOR POSTINGS

ln varicus

om time to time by issuing Standing

..ik, QNS »

plume of work on administiative slde
Llon of varlous new Courts/posts,
Q£ 1

@sh, the prtter afresh, the revised

sections, their duties &
as under, ~ '

OF STATF IN JUDICTIAL &

& ADMINLISTRATIVE SeC]

IONS:

The criteria for. postings

ag far as pos
dilgilts,

sible for dd
U.D.Cs. or Senion

L.D.Cse or fresh recruits

Fresh recruits asg L.,D.Cs.

(English or Hindi) in dQif

Senior L.D.Cs. shall be p
‘ No fresh
Clerk in any Section. Ho
bosted either as diarist/

Independent derling work

dealings seatsa

in theily Sectiouns is acco

II, DUTIES OF DEALING CLE]

of Ministerial Staff in vAricug

be ag under, -

aling the judicial case files on
L.D.CS._éhall be posted. Junior
shall not be posted on any -dlgit.
-sh2ll be posted ag Typlsts

ferent Sections according to

NSe _ '

ive Sections, Assistants/U.D.8g./
csted as dealing Clerksg on importwint
recruits shall be posted as de2ling
wever, junior L.D.Cs, shall be
despatcher or shall be given

of & less important naturc,

ensure that the Ministerial Jtaff

rding to the criteriad as 1#id down

1

RKS _POSTED IN_JUDICIAL SECTIONS:

Every Clerk posted in Jud
fdllow'thaAprocédure as 1
the
an application/reply/re jo
or Advocates in cases and

promptly. . (,3.‘-'

Rajasthan High Court Rules,

icial Scction shall, -

1id down under the provisicns of
1952, while dealing vith-
indcr/ohjcction filed by the parties
deal with them properly and

c.-:)
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(h)

(1)
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(1)

(1)

i

Cof the files and keep

of every file fram his gustody

SR

2

maintain the register(s) pre

High Court Rules, 1952 ox

theom up~to-dates

recelve notilces served/un~-gerv ed,

other paper relating to @

promptly according to rules,

'
- '

scribed under the Rajﬂstkﬁn

dny other reglster, and keep

applications or any
and

i1f LLqurLd, and file them

case, deal with properly a

at proper place in the conterned case file.

se 1’1d Ll‘\b Cﬂ 528

cause list slips 4in time for being list

and.ahall also maintain a
cause list section,
nE the filess

send the cascs files to the Copy ing

requloltlon for copying

such files sent in Copying Sccotion Ln
receive the files returned by the Bench Readerg/Alause List
Scctionﬂsopying Section/Peshi 5

record of all such files
make compllances properly
by the Hon'ble Court/or a

concerned fileeo

prepare monthly, quarterly, half vea rly

of institution, disposal

under +the rules and shall

time Schedule prescribed
prepare a list of filles
“bonsignment to record a
may be consigned within

Legp the cascs filcs in

keep the cases files in

in&n order to avoid/prevent los

files and to watch thelr
digit clerk shall bompuL
register 1n the proformd
Before sendlings a
neceésary entries in re
register shall be made
receipt/return of £iles

concerned colwmns shal

The serial number allotted to the

movement register,befo
Pile movement registcn
left Than

parked on the d

o

£iles to the Cause List section
in a gegis

and also mqiutﬂin a record ¢

afl after proper indexing,

his @afe custody

DM anupto date

proper order and pe

rile/files outSLdo g
spective LO]UWﬂs of the Ejlg movomont

by the LQnCCLnOd clerks

re sending

and date of

-longwith
ted in thg Cduge list l
record of all such £1]os oont in 5

ter for watching thc movcanL
t

Section on recoiot ot
all
a r@gLuterw

ey i)

Se C‘Lloll'l and shall maintain a 1{“~- Sl

rece lved hy hima ' :
the ordaers

and pLumpﬁly of pa ssed

ny othaer higher authority in the

and yearly statements
and p;ndbncy of cases as required
gubmit Lhc same according to the

for them. &

lecided finﬁlly for the purpose of

t+the same :

prescribhed time o \

bheing the custodlion

record of the movemen@m

T
Ba

shiwise.

o or misplacamaut of judicial

movement properly, =76y dcaling/

orily maintain a file movement
n -3\ NL\]E YURE -1,

glven 1
all

ction:

similarly on

to scction, necessarty entries in.

1 be mide.

file in the File

it, serial number of the

gending f£ile shall be

margin of the order—-sheet of . che
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of the conserned fllese™

guperintendent orvby any other higher authoriFy, |«

DUTIES QF THE DEALING CLERKS

disclarge aﬁy other_work entrusted {D him by phe éoncerned

TIT. FOSTED IN ADMTNISTRATIVE
' _SECTIONS. . T -
. - ) ]
11\. Every CGlerk, who deals wifh administrative papmrs'and'keeps
papers and £iles with him, ghall malntain,

as prescribed vide Ox
(¢) a alary of papers 1ss
vidé Ofder
and shall keep
Every paper on
his diary of papefs ;eceivad. _

| pe placed on the fille of
T£ the paper recelved 1g

any pending cases tﬂen'QEHGW}fi

c&trios !

t#a subjcct matters

s

ptrics

i

in "the File Register, -
(1) In the Reoister of [F
. allotted tor the £ile
and a separate serie
files relating to ga
(11) d sufficilent number .

Gor making entrics|o
or sub-heade.

assigned to it as
Standing Order No.

(1) - the date of opendrig
 the flle
‘he hdgher author]

(v)

Asslstant or the
of doubt'or dilffigh
the Office Assistan
e referred to
if mecessary, TtO
proper guidancce

5 JAfter @ paper tag been
. apd placed on the proper* £ile,

(1) a register of filles i

;Ifﬁthe paper received peritains tc'a*case'already pending,
=~ . - ' . o v < P LA

that CCl SCw

le sha 11. he opene a

tHe Asslstant W .
rhe fdditlonal Registrar\ﬂdmn,)

(a) B dalary of papers recelved In the form Raij.H.C.Ju.P.l

: i :
4'7/5.0. dated 272241952«
i NNEXURE =7 L.

der Noa
n the £form. given 1n

uved in the' form as ﬁresdribcd

Moo 23/8.0u coted HUUKIERL 294941954
them up-to-date. ' i :

— i :
belng- received by him shall be entercd 1n

i1t
a new on¢ Qnd.doesVﬁot”ref5r to

after malking

in the File“Register‘according to the head br sub-head of

l . The following polnts should be kept.in view whilé making

N
“ v =

iles, separate pages -shall be . -
s relating to -dlifferent heads

g of rumber shall be allotted to
ch heade - o

o

of pages-éhould“bé-éetea;ﬁart.

£ files relating to each head

Y .
1 v

(111) -Every head and subthead have a,code word and nubder
hlassified under "
'Li-O/S".,O_n ﬂat(;d 2.9 -1955 C\nd ,NC)Ql;S/Sn.p? :
Soted 20.8.1957, cppies of which are gilven in ANNEXURES-
IIT & Iv,regpeCtiver, 3 . . ~

the heads vide

of @ file is thé- date of receipt or

datefofgissue.ofﬂthmifirst‘letter in that case, pr. 1f
‘gtarts/opens
LTy »
the head.ard stb-head of the file should be allotted .
by the dealingpclark'in'consuﬁtation_witb the Office

Superintehaent concerrat -

on an ofﬁice note, or order of
the date Of the note or ‘orders

Any polnt
Tty, i€ it,is bcyonﬁ'fhe’cOntfoI'of
t or the,Superintendcnt,‘it.should '
' : Registfanutvﬁuugnediand

\ for

entercd in}the;aﬂprupriatgvrmgister;

he d@alihg'ciefk”shall-look'fof,

(a) all pabers direcily or indirectly referrcd in the
! o . . /l . \ . . . NS . .

SEpleAn o
PAPCLT

. b

¢ .
( e

‘./‘. . . .o
ot . - o~
. " L] oo ‘




ﬁ“otp.‘LélaLinm'%O “nY -

4 (b)]ﬂll ruleq and’ blrculal
. d ;Ln U}C‘ ; Cu o . ,

.oncqtnon rLLTcQ,oH Ln\ﬁf

Lt ;‘ 5. | 5
lp 1. cuf, {L o v Iy pats aahie . Lhe aurher
thofi: AElG, P adcy t,n; e A L .“’l 511 (P :Q..)

ot LI pRRey swfa"l T vy

dealinyg < ."u.'-:-.:'_\;']{
ml S Y o b rﬂ"\ £ e s &
iheh‘ﬁotg Hordfdtente

& «” (8) . (b) = ands: (c) rincm,iomcd\ 1buVD«, o
P . the notc ﬁhﬂll léo see

l-‘ . ! N
’l‘hc\

,”br dcaling clcrk puttlnc
PEa e R R S
: o

(a) the p;ageé of'.-tull'{c': noL"'—-.ghcr s drc, numbc::_ud and also
" ~.gnn,n parﬁgldph numbvr (on lbft hand margln H
cet Lﬂ uttachcd 5ox the

“‘1: (b) utluast Qno'b] nk noLc~ﬂ1

. .. record- of further oLdCLs,' - . 3 .
. 1 (C) whorc necessary, palers‘aro typeds o
S “..'(d) all rBfCanCL are CO]erLWV ﬂumbL]Ld in poencil
Jand ‘given page nUmbLL and flagged 4L necessnrye
‘T is dmportant, that page numizers ghould invoriably ““m?*ﬁﬂwt i
be glven as £lagg1nj ds of no uqc whun th case 1is ﬁh&

PR L vw

?bLokcn up ‘and rosubmtttod ¥ Al

St e

Time 511 owed _for bubmlﬂgﬁon Wf CcABenLT ..
e 4GS St .---.—-qs.._a__-—-

A et B R e

[as]
]

(1) Except for uLGan dasdés, ordinarily’three clear drys
X cb‘c ludl ng ho lidfy._») are allowed to s dead'ihg clerk for +the - suhmission
p L Opdinmary

of rc‘h'rc pto and iuL the' dl"pOJll nL comc Lﬂsk ca'scse.
ﬁﬂﬁKIx r pe rLbClVCd 1n e | arious ﬂhcthﬁS, ii dre not of urgent

are to bc disposcd of WCCQxdinq to the maxjm 'first come

natul
S regvtde iilﬁt qhmuld be diaposcd-of

ﬁirst ¢ervcd ; i, Co the paporu
. carlier then the papt"s recelved doturs

'Should be followod in this regard, -

d 1n tlie ‘Section shuLl e pldCcd
1t\,ndcrll. CUI]C(‘I"D‘Ld daily who will
or Tomediate ! as in his

gilven priority.

WS
‘ The Lollnw1nq ln)Lructions

(a)" Fhe dak receive

pefore the Superirt

il mark such paper a9 turgent'

] opinion are required to be

gk by the uupLLthLndOﬂk 1t will
to the. deallng € clorks

() “after secing the
e dlarilscd apnd handed over

. Mndeldﬂgly, ) : . L.

:ﬂc) the, dealing clcrk” shall deal wLLh Lhc pdpals according

U ko thes ‘above maxim pfﬁﬁldbﬂ Lhat “Ahe. £oﬂlQW1ng categories

shall e given prkﬁllty1”f-ﬁn

of. pap(—_r

(1) P'\pcr-* ‘markefl 'URGEETT o 'nu\n:mm,' Ty the
“Qfficers;:, ’ . AR '
cwi wh\ch 31 rvq\\ Lgition

(11) Such papers in TL,V‘Q\
has been reg deived rom OlfJCurg CEAT bednd put

: up themn early: v .
P ~,(iii) Cases returnping Lroem Officers to the Section
for furthor action: - o,

sheuld not be delaged on the

. (2) The Smeiuqun’D£ LR DTS
1f it ﬁlﬂﬂﬂ,bb

g are nokt availlable.

é?ounditbat-theArclgvunL paper
ﬁrorcrly dealt withnut tharm, OrinIs should be taken Lo awalt suoh
puperss s ,;/’

5
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R e A

(3) In every urgeént or
ty r¢sts on the dezling clerke.
Fegiztrar concaerned should als
outside th
rerarted to the Additioml Reg
ha s the
de2ling clerk and the Superint

stage, either in or

nolt roturncd to Becotio

from the Additicnal Registror(

[ .
swculd act. To facllitiate tin

d . -
‘”i'd concaially In cagses of urg

!

ahould he made.
+
i

9y Time Jimit for awaiting

s L.

TAARAYTIER ¥ A2 T TR VAR S LR ST v L A M A L RS RS IR,
du

imimediste cdse, a ‘gpecial reepensihili
The Superintendent and the dssigtant
o gee that no delay coccurs at any

= Officn, without the matter belng

Lstrar (Admn.) or the Registrar, which
the the

cndent concerned should take ordars

N bheEere offlce closcca,

hdmi,) or the Regilstrar as to how he
rapld passling on of Important cascs

ey, full use of personal contact

retuin of mpersfeascs submitiesd

in Peghi: -
% (1) The return of every
¢ awnltaed for 4 reasomable 1)

Ao

5 and not exceedlng one or]
in urgent caseg.

(2) If the paper is not
prescribed above, the dealing
Surcrintendent or Jgsistant Re

10, Channel of submilssion o

papers submltted in "Peshi® should
nc not exceceding seven days in crdinary

two dava (accoérding to circumstances)

received back within the tlme
cloerk should report to the Sectilon
gilstrar concerned, ag the caze may be,

£ cascnt-—

The dealing clerk shalll
or the Section Superintendent,
11, The
actlon to be taken, except whe
routis
12.

nature .
(1) The dealing clerk s

- arc appended with the covering

‘ﬂ&£MSpatchm

Lo (44) He will aend to tb

‘r'f:g istered letters and packets

one hour hefore clos!ng of the

-0 the same day.

dealing clerk should

‘submit cadmes to thé
as tho case mly bea
d not mike any suggestion as
n the dcticn. to he taken 1s of a
hall

also sce that all enclosures

lettor before 1t 1s sent for

e desmtcher (@) all insured and
(1)

dai whon they. are Intended for

in time, all letters at leagt

log e
13. - Watching of wmovement of £lles In Movement Reglstox: -~
. If a file pertaining te & m@rticular scctlon, othcr than

sent dn peshi, i;'rcqﬁisitioncd oy

for rcferance or advilise ctcCe.
taking neccessary action ln ac
3o

the Scction doing desgpatch wo

o-entercd In the Reglster,

Movement Reglster for

b \ _/:

e

any other sectlon or Officcr
or 1s sunt to another sectlon for
Cordance with tle orders passed, shall
5 he rmintalned by the Despatcher of

rk, in the following profomm, -

files nent out-51de Section, ~

unnnh
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Tile Mo
(also Ne.oL
filc 1inked)

Sa Subh jecte

o ..

"‘."-""—v'—h” — ....«n-.‘._ —-—

- L - -

gith the date at the

“Dateé
on receipt of file pack

colummn

144
of files in his custody
1n duplicate. & cop{(
' On trp

list

Superintcﬂdcnt,
files as per this
are madees

15,

High Court stafE/R,JI.B-

shall also maintaln dhe wvarious

mttorse . list of

16«

The serial man e
the mAme of section to which it belongs OF
shall be marked on the left Fand margin of

+time the File 1s

Charqd of £11C8:Z

those

The dea ling clerks A 1ing with the

such recpiaterrs is

The dealind clerk sl L)

o O -

"1"‘-""—"&"‘0"."q"'¢"-"."‘-"’"'-"'9"-"n"-“'-"-"-"'
purposc M ta on Doceint .
for which ﬁilg(g)
whiich sunt, with gnte Y
sente wilth name rhe ¢l Xk

of Scct lon/
officer to
whem sob L

receiving
f£ilcs.

1 2 3 4 Y G
".“."."-"-‘."."‘."‘."'""n"."n"-".“'-"’."’-"-—-—-""-"'-"‘-“-"‘." .‘.".—-“.'—.".".
".—.—-.—‘ow-—-'.—t'--'.'—ﬂ..Q’-._O—'—l—'—‘U—“--—‘.—.’-—-w—_.‘_‘—“——._-“"_I—‘~-~c'—9
Date On Receipt HemAarik.
which of the
- file returned files with
to the concerned date &
section. signatures
by the|.
clerk,
concerned

rocelving

% . . N félcsﬂ

@

L mg— g™ a—e" — g™ — e
e L - - . «"™ 0 . - - - a" s w . . . -

'.:J ‘

allotted o the file in he rogilster ‘
scctlon sign and thcyﬁﬂrf
the note-sheet roge ther '

sent, 2s gliven e low,

FoM.Re mo.l/nstt.(RJs)section/ez

e T

o the Section, the entry in appﬂopriate

should be cqmpleted.

- Each dealing clerk will maintain @ list

in the form prescrjbed for f£ile Regis ter

~F will be rei? Lned by the Section

nefcr, U Jdoaling clerk sha Ll haﬂdovcr'dwf
. At
and proper mndindg gvert /aking ever of fjkﬁﬁ

Establishment e ttors &
BranCh/SUbOrdinate Courts Egtallishment
r&gistere’prescribcd for such

Ly BNHEXURE Y - '

N e e

gilven

P PAre At the close ot eneh month

a statement ghowlng ander A EroTen e hcads,'HWaxanWW‘(m clased 8
pending filus with Him at the YLizglning of the menth, the punhe T ©

filcs opencd
closcd und‘pendinq
with a statemnent
17 .

month & stn;cmcnt

month LY g

papers renaining s Adng
.,_. ’ . ‘.

L {

\”,\ g =0

and aisposed
files remnn indnd at the end
showing he
The ded 1ing [@Lerk shall 21s0 preparc at
showing

-dm.mmmerfﬁ

of during the monthy, andathu wamher of
| of tﬁgwmonth roget!
dquration of ponding f£ilas.

‘ the close of cach

+he nanper of papers rece sved curing €

wiper s disposed of and the murober ol
ip the close of every month, shnviing
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’ M.
L osoparate 1y the munben of paperg pending, for more than s(:\?exw. days N
! the proforma given in AMNEXURBE VI, Thesc statenonts sIvlll bhao
IE ~mitted by the e 1ing clerk o the Supcrintendo s coneeTLt T
i\l Fher 1oth of cvery month succc,;c-‘ Aing that 1;0 which thet rolaez.
!l IVA.- 'I;')ETIES Qr DESHATCHUR o ~ Phe: duties P IR 4 AR ety
| ahall be, -
() to reccive and despatch tho same dhy 91l I.thoTn RN N o RUA
IRAMEEIIE su\.'\'t‘. for laoac,
(2) e vlace dn one cover 1l letters Aaddressed Lo the oo
Officers, wrllss +he letters pre MmCrous and the enclosur. yad R,
when @ semarate cover o prolet wry e -‘-‘ma ae, |
(3 e supervisae the clesing, 12 c}-::Lb(_‘_.] and gstamping of all covars
and prckety, —
(4) to keep account of the Stoamps used,
(5) to kecep the stamps Ac count ook up—to-date and to suimit
it at the end of ench aay, agter strikinag the total and balances,
the Su;grintenment concerncd, who will check the account bcfore
sloning 1te
(8) +o indent for stamps in time and to foresee expendlture of
stamrs boefore ix‘*_xcle.ntj.ng, , .
i (1) o sce that all ISECRET ' and VCQITFIDERTIAL lettcers are
. gent in double covers duly sealcd, 1eCeo the outer cover should be-
agdres-ed to the officer by| his cfficlal designation and the lmer
cover should be aadrcased with rhe name of the addresscae, _
)] to send all heavy cquers hy book post or percel post, as the

cage my be, and tc see that thoey are properly secured by 8 wrapper
or gtout Aper, .

7 (9) to kecp postage stamps wiler lock and key,

(10) to fille all prst office receipts, which may be decstroyed

gt e NG yeal,;  Or MolC alg the casc may HE »

"(1 1) e oenter 1 Phe Stamge Revyl sber cach vy the munpherr and date
of reglstration rocolpts givaen W the Post Of fice against the mmbhex

of registered lctters eritgred in the registCra
(12) to make a note 1n the Stomps Reglster, 1£ the post office
refuses to tike @ registered latter owihg to late despateh and

algo to hring this.fact th the nntlce of the Supcrintemdcnt
concernGde

v. DUTIES OF bl QFFICH L 85LETaNT .~ The dutica of an OLflce

-
W (et e e e

dgaistont ghall he A8 under,~
(1) On sumitking @ C3se Yo te re him DY the dmaling clark, his
prbna ry dutloes alwil) e,
(a) to sce {hat AL paievs gquoted on tha
notc Are forth cominde are propcrly arrnng;d,
and mave cornect argdna o ference 57 U ST

0ueb

corrcspondencc or
and paged




-

(h) to very Lhe

(c)

the
hey

te indicate
place whore

|
|

()

to supply othar
in the goction?

(e) to put up prec
decisions &n
put up by

portions of the =

to draw attention
procedure to be

o put up araft €
casaes in which th

to bring to notic
acltion' or orders;

|83

to examiné the <
requiring dacisid
to tapulate and
if necessi Iy’

(1)

(K)
(1),

to prepare drafus
hefore sending &

he shall mo ¥k OF

or madees

2a In important and comp

shall put up
T

note Lngtead ok

notee - such Ccosusy he gan
v dealing C
‘refcrincese.

3.

During the absence| of
rhe Office hss

Aafter b

otherwisc,
! staEf shd 11 1look
GEN £1

Surerinte ndont oOF

other Autics @8

Y

any ot
NOTE S - Tor smooth Functi
the denling clexN
fhemsclve
of India,
relavant

Rules 9
documenEse
)

My

vi. ]_.}\.\’1‘.'.1'.\':'.8 OF &

P
grpaTIvE EREL0

rendent are intelligente.

1 his subordinates
sinl

Therefol

to contro

Thus, hc 18 rospon ¢ for

his gection. c

ghnll be 28 under, -~

1. Tec cyarmdne tNe ke

action on fpmedisto dnd G

a8

facts @

13w

ol

edents
d policy
the dealfind

pers
+to the
£d1lowedl

hE
cre

ac
ns

EUmE T e

f£ile
i
cyclostyled, ang (i1

Licated cauesy

lerk only £oT cnllectirg into

1stant aing

c wWork

Lning ob
/Off hels

5 familiceXr with the provis
nd Rl

cssemtial qualificutions

induotrious,

7 the Auitics of @

&

£ay u POB3H ibhley

and rules on
n he Low néls

rhe sy joct and khe

evanl facts and Elguraes RVER I EEA RN

or pApers Co ptaining prev 10Us

on the aul jects 1if not A looXdy

clerk, @ nd indica Lo the 1 lovant
o put Up?

s tutory

1n the di sposal © £

or cugtom” y

e G

Y
Ol B [ap%

cedentss
Lime mrtters

approval in reutind in

are cstabli shed Pre

at propek A aTa)l SR ALY

1lgo SCe thot all we Loars
ooy e Forward in the nebiagis

e ['\ll\
X

the information avnd el

in aceordance with the

oTaeIrE;
e the D

(1) whether
Che P> e T

ot £0r faiv
it to b
~f copiles

copPlus,
Lyped oL
Te Ve typed

Ly

Of Fica Aes Latont hinse 1 £
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3, Total .
4. No. of files returned jduly Lyl A m v
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