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L : GOVERNMENT OF N.C.T. OF DELHI
: v OFFICE OF THE ASSISTANT COMMISSIONER (W)
VARUNALAYA PHASE-1I, KAROL BAGH, NEW DELH! ~ 110 005
gobs Phone No. 011-23614378
M Email : ac.water22@yahoo.co.in
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The following letter(s) /Circular(s) as mentioned hereunder are hereby endorsed
for information and compliance by all the concerned.

Sl. Name of Department Reference No. of Subject
. = Letter/Circular

1 Pr. Secretary (GAD), No.F.511/11/2015/GAD | Security of official
Govt. of NCT of Delhi, /CN/1052 dated | information and
General  Administration | 11.03.2015 addressed | documents.
Department to CEQ, Delhi Jal Board.
(Co- ordination Branch)
Delhi Secretariat,
|.P. Estate,

| New Delhi — 11(} 002.
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Encl. : 03 Pages.
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ASSTT. C ISSIONER (W)
All C.E.s/System Administrator

All Directors.

All S.Es/it.Dir{Rev.)/(Vig.)/(F&A).
All ACs/All EEs

Al Dy.Dir.(Rev.)/(F&A)/Consultant(PR)
All AOs/ZROs

All Accounts Officers/AAOs.

Copy for kind information to:-
1. Chief Executive officer.

2. Member(A)/(F)/{W)/(Dr)/Secretary/C.V.0. /Addl. C.E.O.
3. E.E.(EDP)-for n.a. under intimation to this office please.
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‘l GOVERNMENT OF NATIONAL CAPITAL TERRITORY OF DELHI'
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GENERAL ADMINISTRATION DEPARTMENT [ ASstt. Commissioner (W)
(CO-ORDINATION BRANCH) Dethi Jal Board
DELHI SECRETARIAT, 1.P. ESTATE, NEW DELHI-1 1{9501'0,'5’% ---------------
Date... [T 13 I Rols™
No.F.51/11/2015/GAD/CN/ {g§3- Date: |}-3-15 g
0 CEo &%) | a0 e
Pr. Secretaries/Secretaries/HODs //(_‘.,;i JF"' \
Govt. of NCT of Delhi BV ggr\ 4l
Sub: Security of official information and documents R IL“ y
; 4 "‘24 7-1-_')’l
' Sir/Madam, ’ % o et
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A recent incident of lea;@ of secret documents from government
offices has necessitated that all the Departments/offices of Govt. of Delhi
should immediately put in place all measures necessary to prevent any
incident of espionage. Confidentiality of secret files and documents including
that of Budget Papers is a matter of utmost importance.

2. In the context of the above, it is necessary to ensure that secret /
confidential documents of the Department are properly secured so that
outsiders and unauthorized officials do not have access to these documents.

All Departments of Government of Delhi should take necessary action in this .
regard.

3. Every Government Servant should be sensitized regarding security of

official information and documents. In this regard, attention is drawn to the
provisions of the conduct rules applicable to them i.e. Rule 9 of the AIS
(Conduct) Rules, 1968 or Rule 11 of CCS (Conduct) Rules, 1964, as the case
may be and Rule 5 of the Official Secrets Act, 1923. Further, detailed
guidelines as laid down in Chapter XIII of the Central Secretariat Manual of
Office Procedure (copy enclosed) should be strictly followed to ensure security

of official information and documents. /’(' s
> cp Yours faithfully
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CHAPTER Xli

SECURITY OF OFFICIAL INFORMATION AND
DOCUMENTS

118. Communlcatlon of official information—Every Government Servant shall, in
performance of his duties in good faith, communicate to a ‘member of pub_uc Or any organization full

- Under the Departmental Security Instructions’ issued by the Ministry of Home Affairs.
Since according to these instructions classified papers {other than confidential) are
memwuufmbymmomwmmsdesmwmr
o op secret, it is essentlal that in sections’ not 8o designated:

(a) a separate set of registers and other fecords (e.g., dak register, section diary, file
~ register, file movement register, precadent book, index slips, various arrears and disposal

. Slatements, electronic media, floppies, CDs, etc.), is maintained by section officer himself:
and '

(b) the recording of such files and their review is also undertaken by him personally,
keeping in view the provision under the Departmental Security Instructions.

(2) Every dlassified file will be reviewed once in five years for declassification. Adeclassified
file considered fit for permanent preservation will be transferred to the National Archives.

118. Confidential character of notes/flles—

13 in electronic form it will be handled by the authorized official only,
(2) Whers the general consent has been obtained under sub-para (1) above, such consent

(3) Forthe purpase of attending mestings/discussions outside office an officer not below the
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:19. Communication of Information to the press—

(1)

()

Official information to the press and other news media, i.e. radio and television, will normally
be communicated through the Press Information Bureau.

Only Ministers, Secretaries and other officers specifically authorized in this behalf may
give information or be accessible to the representatives of the press, will direct them to

- the Press Information Bureals of will seek the permission of the Secretary of the department

before meeting the press.

(3) Whenever it is proposed to release an official in_fonﬁation to the press, or to hold a press

@

Memambmmwgmmmmmmmmaw
other publication, the department concemed will consult the accredited information officer
in advance. The accredited information officer will meet the authorized ofcials from time
to time and collect information worthy of publicity.

Detalled procedure in respect of matters mentioned in this para, as laid down by the
Ministry of information and Broadcasting, should be followed. - - - -

120. Use of mtrlcﬂvo classification for printed reports etc.—

(1)

()

The restrictive classification For official use only’ will not be. assigned to any printed
report, pamphiet or compilation, unless #t contains information disclosure of which would
not be in the public interest. In doubtful cases, the test that may be usefully applied is
mmowbnchﬁon,'moaadmlaﬂoni;pmpoudbmmdwommmmm is
such that the Minister would be justified in refusing to lay it before the Pariiament.

No officlal publication (including in electronic form) will be marked’ For official use only,
exooptwiﬁ\mepmfappmvalofﬂ\ebmnd\oﬂhr.whomlobtaiandmofme
Secretary or Minister in cases of doubt.
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