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The Chargesmay be debited to the appropriatehead of the account.
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Chaksu-Panipat Crude oil pipeline commissioned.
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A number of orientation courses are being arranged in associagion with Nationa
Productivity Council. The Council has been engaged to und ke five training
programmes covering al the employees of our Bhopa bottling plant on Quality of
Work Life. The third programme was conducted on 15th and 16th January'1998
covering 15 employees. The thrust of programmes has been on enhanced
productivity and eliminating waste, better quality and customer satisfaction,
personnel effectiveness, techniques for continuous improvement, housekeeping,
team-work and discipline.
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JETETT 1

Instructionsfor the Maintenanceof Attendance Register

The Attendance Register will be maintained under the personal supervision of
the Supervisor (Section Officer or Superintendent, Assistant in Charge €tc.) in
respect of persons working under his charge. In case of persond staff and class
1V staff attached to the officers the attendance will be controlled by the officers
to whom the staff is attahced.

The office hours for Government of India offices located in Delhi are from 9.30
AM. to 6 P.M. with lunch break for half an hour from 1 P. M. to 1.30 P.M.

Every member of staff will on arrival record his initialsin ink together with
time of arrival in the relevant dated column against the letter 'A'. The Register
will be initidled by the Supervisor (or in his absence by next senior present
person) at the bottom of the dated column in token of scrutiny and will be sent to
the officer incharge at 10.10 A.M. Any person arriving thereafter will mark his
attendance in the Register in the room of officer-incharge.

If a person is permitted to attend late or leave early an entry to that effect will be made
by the Supervisor in the remarks column.

I oreaT ¥ AT el ¥ oY wienieE vt & B wiw |y @ watw aaareh
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AT WREF T FID TTH AT B TR A BT 1o A7 Pl P e fwar mw &
T &€ YIS 9IS 7 @Y A IS ﬁﬂfﬁﬁ’%l IRUTEET personal % forg ‘It
#’’, under hischarge® forq “sie="", office hours# forq “svmafers &wa’’, record # forq
“gam’’, relevant dated ® T ‘I &9 @ ard@’’, thereafter ® T "10.10% IR, entry to
that effect ® g “gwa oo’ Il &1 TR BT T 81 IR wet hours & forg ‘g2
record® Frg “Tt'’, relevant ® T ST’ entry to that effect” & RrT ‘S| T &
ferapfy forar e & THi wUT TR e § 8 F STagE T AR Fe) v
71 wafeer & e <@

JRTELT 2

| have been emphasizing at times and occasions that while tenders are floated, the
Bill of quantities should be got checked up in my office so that defects/
ommissionglerrors in specifications and the items of works, are timely obviated. |
have been observing that such of my instructions have not been carefully adhered
to which invites complications at the stage of checking up the tender schedules
and processing the tenders, Please take It final for that matter that any defectsl
errors in the issue of tender schedules, will go to your personal account and
responsibility. | hope you will ensure compliances from now onwards. While
ensuring this the tender notices should be so floated that there should be sufficient

time left so as to check up the tender schedules in my office. The practice of
issuing corrigendums due to want of tIme for aproval of the tender schedules,

should be minimised.
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g T M et 9 ¥ o an wX A ¥ o & PRt s R s wmn
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Frfraradt ot oy wrdemd Y ) sren ¥ wRwent weww B o ¥ o e w0

w8 &0 A arpde el s i st o w0 ¥ ot o e/t ot & &
75 arh Ay () 7 e e gwd R s R B 1 & s e f B
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= wht Tty g & g R o g A Yo dew el b o8t v 8 e oo
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Those interested in Indian food policy need not be reminded of the debate
on the impact of movement_restrictions of foodgrains on price structure.
Though there can be a difference of opinion as to the extent of the impact
of such restrictionson price, it is hardly debatable that movement restric-
tions distort regional price patterns and the markets in different regions
no longer remain integrated. Any exercise relating to the level of buffer
stock will produce useful figures only when account is taken of the zonal
policy in foodgrains movement. The calculations should appropriately be
directed to work out buffer stock needed for price stabilization in each zone
separately. An overall nationa estimate should be an aggregate of the zona
figure. Obviously, such stock is not used in ordinary circumstances.
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Effectiveness of the Executives "R w fm

One of the Major problems encountered by most Executives in a given
business set up is that "How they should become effective?’ Irrespective of
the areas in which the executive functions; he would like to be effective.
The quest to become effective is not surprising because of the simple reason
that he is recognition hungry and he would like to be one up than others
in a given environment. In this competitive world there is no two word for
an excutive except to be effective for his own survival and growth, as
well that of the organisation.

Most executives confuse efficiency to effectiveness. In fact most often these
terms are used interchangeably. Generaly theterm effectivenessis used
for most "Indirect Jobs' and the term efficiency for "Direct Jobs".

By the term EXECUTIVE - we mean a man (human being) in the func-
tional role of an Executive (Manager).

By the term EFFECTIVENESS- we mean produce a result (or cause a
result) regularly and consistently.
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Two of the Inabilities which become a block to creativity are given below:

L Resource Myopla - The inability to see the resources at one's disposal is a
common block to creativity. This block is often seen when one is satisfied
with the first acceptable and workable solution to a problem rather than
looking for better solutions or avenues for improvement without being
extrinsically compelled to accept such a temporary solution. Resource
Myopia gives rise to other disabliities such as fatalism, excessive depen-
dence and powerlessness which hinder creativity. Understanding one's inner
strength, becoming aware of the resources in one's environment and
cultivating curlosity can help get rid of this block.

2 Rigidity - A fermula approach to life is evidence of this inability.
stercotyping and dogmatism are results of rigidity, Functional flxedness,
which Is a perceptual rlgidity, limits a person frem seeing a tool or object
performing functions other than the stated obvious one. This s also a result
of tigldity which blocks creativity. Regidity arises from ever-learnin8 in one
form or the other and has to be overcome by unlearning appropriately.
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Special Casual leave for participation by Government officialsin sport eventsand
tournaments of National or International importance.

In view of the important part played by sports in the nationd life of the country
and in order to enable the Government servants who have acquired proficiency in
sports so as to be invited to participate in events of national/international impor-
tance may not be placed a a disadvantage by such-participation, the Government of
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India have decided to grant special casua leave for a period not exceeding 30 days
in any one calender year. The period of absence in excess of 30 days should be
treated as ordinary casual leave or regular leave of the kind due/admissible under
the relevant rules applicable to such officials.

Special casual leave may be combined with ordinary casual leave or with regular
leave as the Government official may desire, but combination of both casual leave
and regular leave with Special casua leave is not alowed at one time.
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What is Culture

1) Culture isa product of Discipline and Enlightment. God endowed man
(Human being) with senses. Senses give man the power to find pleasure and
incentives to live. But like al power, the power of senses TEND to corrupt
him.

2 - CIVILIZATION seeks to curb this tendency and to put it down through two
instruments viz., Gevernment and Culture. Government works externaly. It is




the power of State (given by people as a whole) and does the CURBING by vé*aﬂ _a 3
Regulation through penal laws. It is harsh and compels people to restrain _——
through laws.

3) Culture on the other hand, works internally. It is the power within (obtained
through Training, Experience. Tradition, Education, Belief, Custom etc.). It
puts down over indulgence of man as an interna force. It is subtle and acts
silently to restrain. If we refer to Government as Discipline-creating Body,
Culture is a perennial sour ce of Enlightenment-giving. Culture consists
essentially "in putting yourself in the other man's position and thinking and

feeling in that position." It is the Golden Rule.
I
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NOTIFICATION

In accordance with the regulation 4 of Paradip Port Area Management and Safety
Regulations, 1976, the Chairman, Paradip Port Trust has been pleased to order that
no employee/businessman and outsider should play of mike, loudspeaker and other
speech equipments at any place within a radius of 400 metres from the outside
compound area of the premises and place area and installations mentioned under
Sub-Regulation (2) of Regulations 3) without the written premission from the Chief
Security Officers.

Chairman further adds that the residential Colonies at 'V' Point, Madhuban and
Sector-21 shall be the areas where mike and loudspeaker is prohibited to be played
and is punishable under the Regulations.

Violation of these provisions and breach thereby is punishable with a fine extend-
ing upto Rs. 2001- and where the breach is continuing one, a further fine which
may extend to Rs. 501- for every day after the first on which such breach contin-
ues.

Chairman has further ordered that the Commandant CISF will exercise the powers of
Chief Security Officer under this Regulation who will be competent to issue written

permission under the Regulation and shall punish the breach.
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With referenceto the test/interview hdd on ............cocoene. the Corporation is pleasad to
offer youthe post of ......covcvvv i inthescaeof pay RS ..., on

following terms and ~onditions :

! ) Your appointment and continuance in service shall be subject to your being found
: medically fit by Goverment Medica Officer not below the status of Civil Surgeon
= 4 ad aso subject to your Character and antecedents being found satisfactory on
o | verification. Medicd Certificate (in the attached proforma) is required to be furnished
B | before reporting for duty.
‘ 2 Your starting pay will be Rs. ...coovvvviirenn per month in the above referred scale of

pay. In addition you will receive Dearness Allowance and other dlowances, if any,
according to the rules of the Corporation in force, as amended from time to time.

Annud increment would be subject to the rules of the Corporation in this behalf b
and would be granted on a specific recommendation of the Departmental Heed for
good work and conduct of individual during the period concerned.

3) Your services will be liable to be transferred to any place in Indiain the services of
the Corporation at the discretion of the management.

4) The Management reserves the right to terminate your appointment at its absolute
discretion after giving you one month's notice or on payment of one month's wages
in lieu of notice without assigning any reason.
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Secret and confidential drafts approved by the Grade | officers should be typed and
despatched by the Stenographers attatched to the officers concerned.

All confidential and secret letters which are to be treated as strictly confidential will be
disposed of by the Grade | officers and retained by them. Other confidentia or secret
letters of an "ordinary" nature will be retained by the Section Officers themselves in
consultations with section, if necessary.

Papers of "confidential" natures, when no more required, should not be thrown in a waste
paper basket, or otherwise discarded. Such letters must be burnt by the persons respon-
sible for it. Even blotting papers used when writing a letter of confidential nature should
be similarly destroyed.
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