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OFFICE ORDER NO. $q
Dated: I } (lol 9-cirr)

In supersession  of Order No. 191/2023,  dated 25.05.2023,  the following  Standard Operating  Procedure in

respect  of  DAK (all  types  of  receipts)  will  be followed  by all the  Officers  and  staff  in SEEPZ SEZ.

(A) RECEIPT  OF DAK

i. During  Office  Hours

> The  DAK of  the  entire  Department  including  those  addressed  by name  will  be

received in the Central Registry (CR)/Reception  counter  at Ground  floor, SEEPZ

Service  Centre.

> Immediate  /important  /Legal /confidential  DAK will be entered in a register

and sent through  special messenger  directly  to the personal  staff  of DCO/JDCO

who  will  duly  acknowledge  the  receipt  of  DAK.  The  CR will  keep  a careful  watch

on any hold-up  in the  movement  of receipts.  The CR will bring to his/her

notice  if  the  register  is not  received  back  within  one  working  day.

> In case, the officer  is on leave or on training/tour  or having retired/repatriated

on completion  of  tenure,  the  incumbent  or  the  officer  just  below  the  officer

concerned,  dealing  with  the  subject  will  receive  such references,  except

confidential  letters  for  which  link  officer  arrangement  will  be utilized.  In case

none  of  the  above  mentioned  officers  are in position,  the  CR will  receive  such

letters.

> In no case  any  letters  should  be undelivered  or  returned.

Outside  Office  Hours

> Dak  will  be received  by the  Govt.  Security  Guard/caretaker  who  will  inform  the

CR/concerned  officer/personal  staff of DCO/JDCO, as the case may be, about

the  receipt  and hand  over  the  same  on the  next  working  day  to the  CR and

obtain  acknowledgement  of  the  same.

> Letters/DAK  received  through  E-mail:-  All Section Officers/dealing  hands shall

check  receipts  in Inbox  daily  in E-Office  login  and  email  as necessary.  All mails

are being  sent  through  e-office/email  only.  It should be ensured that no mail is

included  in the  pendency  list  for  more  than  7 days.  However,  it may  be ensured

that  important/urgent  mail are attended immediately  and brought  to the

notice  of  the  officer  in charge.

> E-mails  addressed  to DC/JDC  will  be downloaded  by them or their  personal

staff  who  will  upload  the  same  in e-office  and  forward  the  generated  e-Dak  to

the  concerned  officer  for  perusal  of  the  concerned  officer.



CATEGORIES  OF DAK

a) Email

b) Postal DAK (ordinary/speed  post/regd.)

c) Bills/invoices

d) Court/CAT  summons,  etc. and receipts  en sing valuable  documents,  i.e.

service  books,  agreements,  etc.)

e) Unopened  inner  covers  containing  classifi  dak

f) Letters from members  of parliament/politi  I parties

g) Envelope  received  without  senders  name  address.

h) Applications  received from staff/officers  leave, issue of ID, CGHS card,

retirement  benefits,  medical  reimburseme  etc.

i) Applications  received  from  outsourced  ff reg  leave,  issue  of ID,

resignation  etc.

ACKNOWLEDGMENT  OF DAK

a) Office  hours:  E-office  acknowledgement

software  and  a print  out  will  be handed

b) After  office  hours:  The  receipt  of  dak,  in

Govt.  Security  Guard/caretaker  signing his

designation.  He should  hand  over  the

acknowledgement  for  the  same.  The

forward  the  generated  e-dak  to  the  conce

all be self-generated  from  eOffice

r to the messenger/representative.

rson,  will  be acknowledged  by the

me  in full  and  in ink  with  date  and

AK to the  CR Section  and obtain

Section  will  diarise  the  dak and

officer.

c) The  email  received  by concerning  clerk  uld be converted  into  e-Dak  and

acknowledgment  reply  will  be sent  on  ema  I by  concern  clerk.

DIARISING  OF DAK

AT CR LEVEL

All  covers,  except  those  addressed  to  pfficers  by name  or  those  bearing  a

which  is at Ground  Floor.

On opening dak, the CR/IFC will checli enclosures and make a note of any
item/enclosure  found missing.

The  DAK  alongwith  enclosures  will  be scanned  and  entered  in e-office

with  the  following  details  of  the  DAK  in the  following  columns

Diary  details,  viz,  form  of  communic',ation,  language,  letter  and  received

date, reference  no. if any, delivery  mode, etc.
Contact  details  viz.  name  address  and'  contact  details

1 i I

Main Category, viz. subject and remarlrs, if any.



On being  satisfied  that  the  entry  has been  made  accurate,  the  e-office

DAK will  generate  e-DAK  receipt  No.  and will  be  forwarded  to  the

concerned  officer.

BY PERSONAL  STAFF

>  All covers  received  from  CR viz. by name  of Officer  or those  bearing  a

security  grading/confidential/secret/without  senders" name, will only  be

opened by the personal staff/officer  themselves  and  thereafter  the  same

will  be  scanned  and entered  in  e-office,  generate  e-office  No.  and

forwarded  to  the  officer.

>  In case  the  enclosures  are missing,  the  concerned  official  shall  take  action

telephonically  or  in writing  or  electronically  to obtain  the  enclosures  from

the  sender,  preferably  in the  electronic  form).  Where  voluminous  books,

papers,  etc.  are sent  as an Annexure,  the  sender  may  be requested  to

send  a soft  copy.

DISTRIBUTION  OF DAK

a. All correspondence/receipts  will be electronically  sent through

eOffice  to  the  concerned  officer  of  the  Division.

b. The physical copy of diarised Legal documents/agreements,  BLUT,

bills,  invoices,  DDs etc. will  also be forwarded  to the concerned

Sections  directly  by the  CR for  further  processing.

c. The hard  copy  of Dak other  than  those  mentioned  above,  after

being  forwarded  through  e-office,  will  be diarized,  box-filed  and

submitted  to  the  Record  Keeper  on daily  basis.

d.  The hard  copy  of other  than  those  stated  at (ii) above,  if any,

required  by the  Section  will  be requisitioned  and  collected  from  the

Record  keeper  after  due  acknowledgement.

e. The  official  in charge  of  the  Central  Registry  will  ensure  that

i. as far  as possible,  diarizing  and forwarding  the  e-office  DAK is

completed  on the  day  of  its receipt.

ii.  That  the  total  no. of  receipts  pending  at the  end  of  the  day  for

scanning,  diarizing  and  forwarding  through  e-office  are noted  in

a register  and  will  be diarized  and  forwarded  the  next  morning

without  fail.

iii.  No receipts  are  diarized  more  than  once.

FILING  OF OAK

a. The DAK duly  diarised  in e-office  will  be punched  neatly  on the  left

hand  corner,  box-filed  in chronological  order  daily.

b. When  the  'receipt"  become  bulky  (say  exceeds  150-200  pages),  it

will  be marked  as aVolume  l'. Further  papers  on the  subject  will  be

added  to  the  new  volume,  which  will  be marked  as aVolume If", and

so on. The page  numbering  will  be made  in continuity  of  the  last

page  number  of  the  earlier  volume.



ARRANGEMENT  OF PAPERS  IN BOX FILE

The papers  in a box file  will  be arranged  Divis'  n wise;  date-wise,  the latest

being  placed  on the  top.

(B) RECEIPT  OF e-DAK

e Section Officers/dealing  hands shall check

ived through  e-office/email  only. It should be e

pendency  list  for  more  than  15  days.  Ho

portant/urgent  mail are attended  immediately  and
arge.

PROCESSING  OF DAK

ipts  in  inbox.  All mails  will  be

red that  no e-receipt  is included  in

r, it  may  be  ensured  that

rought  to the  notice  of  the  officer

a. On receipt  of the e-DaK/email,  the  ion Head will go through  the

e-receipts  and  forward  to the  conce  ed dealing  hand  and  staff  for

further  processing  on file for nece ry approval/record/filing,  as

the  case  may  be, by prioritizing  the  ipts  by

i. Grading  as "Time  Limit"  in  mely  urgent  cases

ii.  Amongst  the rest,  the "Prio  grading  will  be used for

cases  which  merit  disposal  in  precedence  to  others  of

ordinary  nature

iii.  Wherever  necessary,  directio may  be given  regarding  line

ipts.

process  of  the  DAK

ency  grading  labeled  by their

Staff  will  put  up the  draft  in

dealing  hand  for  refining  the

onward  transmission  to  the

roval.

of  action  to  be taken  on the

b. The  dealing  hand/staff  will initiate  fu

i. On file  depending  upon  the  u

Section  Head.  The concern

yellow  draft  to the  conce

note/draft  at his level and

Officer  for  further  perusal/ap

ii.  On receipt  of  a e-DAK  not  pe

brought  to the  notice  of  the

send  such  receipts  to the  co

their  end.

hand  should  ensure  that  all receipts,  whether

on e-file  as per  the  specified  time  limit.

c. On completing  the  action  on the  D

office.

d.  The  Section  Officer  will  scrutinize  the

The dealing

will  be submitted

ining  to  their  Division  will  be

ion Head  immediately  and

rned  Section  for  disposal  at

e time  limit  is marked  or not,

the  DAK will  be closed  in e-

ndency  once  in 15  days.

(C) E- le disposal

1.  The mail/proposal  should be submitted  as pe the check list in e-file
2. p.u.c. dak  should  be hyper  linked.



3. If any  previous  note  or any previous  letter  or other  letter  relevant  for  decision

making  needs  to be referred  to,  the  same  should  also  be attached  in the  TOC and

hyper  linked.

4. If any other  file reference  is required  to be mentioned  / referred,  the same shall
be linked  with  the  file  submitted  for  approval.

5.  The  proposal  must  be presented  quoting  relevant  rules,  precedents,  calculations,

as the  case may  be.

6. Post-decision/approval,  order/permission  shall be issued  without  any delay.  If

there  is a need  for  any follow-up,  the  file  should  be re-submitted  for  issue  of

reminder  within  the  specified  time  limit.

7.  If there  is no need  for  any  follow  up in that  file,  it must  be ensured  that  all the

notes  and TOC are available  in the  file and the e-file  should  be parked  after

ensuring  that  no further  action  is required.  Only  complete  compliance  of this

process  will  be called  e-file  disposal.  The above  instructions  should  be followed

within  the  prescribed  time  limit.

(D) Outward  of  e-Dak

1.  All outward  letters  should  bear  the  email  ID and  telephone  number  of  the  office.

2. The name,  designation,  email  ID and  Tel.No.  of  the  signing  authority  should  be

clearly  mentioned  in the  letter.

3. The  medium  of  outward  (e-mail,  Speed  Post,  By Hand)  should  be specified.

4.  It is the  responsibility  of  the  concerned  section  officer  and subordinate  staff  to

ensure correctness  of the address so that  the letter/SCN/deficiency  or approval

letters/BLUT,  etc. reaches the concerned  person/organization.

5. Follow  up action  in respect  of  the  letter  viz. receipt  of  reply  to SCN, rectification  of

deficiencies,  etc. is to be monitored.  In case,  if reply  is not  received  within  the

specified  period,  it will  be the  responsibility  of the Section  Officer  and his

subordinate  employees  to submit  the  file  for  issuance  of  the  reminder  letter  in

the  next  15days  and  the  second  reminder  letter,  etc..  In cases  where  the  work

has to  be done  in less time  than  the  time  limit  mentioned  may  be reduced

accordingly.

6. Letters  issued  by Hand  should  bear  the  name,  designation,  date  and rubber  seal

of the  unit/office  of the recipient on the acknowledgement  copy. The

acknowledgement  receipt  In respect  of letters which require  reply/further  action

should  be kept  on record  by the  concerned  section.

7.  In case  of  e-mail,  a screenshot  of  the  same  should  be attached  in the  TOC of  the

concerned  e-file.

8.  In case  of  Speed  Post,  it is mandatory  to obtain  the  acknowledgment  of  that  letter

viz.  speed post slip/legible  photocopy  of the acknowledgment  register  and kept in

e-file  for  record.  Tracking  reports  in respect  of  letters  requiring  reply  should  also

be kept  on record  by the  concerned  section.

9.  In cases  where  a decision  has been  taken  by the  competent  authority,  it should  be

ensured  that  the draft order/reply  or follow-up  action as per directions  is

completed  within  3working  days  of  approval.



rd letters

1.  Through  speed  post/ordinary

e concerned  Section  will  enter  the  details  in the  ce, generate  outward  Number

a forward  it alongwith  the  sealed  envelope  indi  the  F. No. with  outward  Number.

a d recipient"s  full  adrJress  to  the  CR Section.

e CR Section  will  arrange  to  send  the  envelopes  to  post  office.

e CR section  will  ensure  that  all letters  received  til 3.00  p.m.  are delivered  to the  post

o the  same  day and the letters  received  after  00 p.m.  will  be delivered  the  next

rking  day  at 10.00  a.m.

details  in the eOffice,  generate

a I copy  of letter  indicating  the

2.  Through  messenger

i. The concerned  Section  will  enter

outward  Number  and forward  the  p

outward  Number.  to  the  CR Section

ii.  The  CR will  issue  directions  to the  nger  to take  acknowledgement

of  the  receipt  by obtaining  sign.  and  mp  of  the  recipient  unit.

3.  Acknowledgement  of  Outward  Letters

i. Acknowledgement  received from  office/units/by  hand will be

arranged  date-wise  and  filed.

ii.  The  acknowledgements,  thus  filed,  will  be  retained  by  the  CR and

forwarded  to  the  Record  Keeper  on q rterly  basis.

iii.  The  outward  dak  shall  be sent  thro  eOffice  to CRU Section  first,  Which

ensure  it reaches  the  intended  reci a promptly.

(F)  ndom check of Disposed/Closed  e-mail  under  E

1.  The  mail  received  only  for  information  should  be properly  tagged  in the  related  e-

file

2. The  mail  which  require  necessary  action  sho  d be submitted  in the  existing  e-file

or a new  e-file  be created.  If a new  e-file  as been  created,  then  the  Section

Officer  should  ensure  that  if any  other  such  e is already  in circulation,  the  same

are merged.

3. The file should be tagged correctly  and subm  for decision/approval.  It should

be ensured that  necessary decision/approval  as been taken.

4. The abovementioned  report  of disposed/clo  DAK/mail  of the previous  month

should  be submitted  to the Development  mmissioner  before  lO'h of every

month.

De

Dr. Prasad  Varwantkar

Development  Commissioner

SEEPZ SEZ



To:

1. All officer/officials  (including  outsourced  staff)

2. Officer  Order  register

3. DCO/JDCO,SEEPZ SEZ/JDCO, Pune SEZ/DDCO/50s

4. SEEPZ Website
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