
OFFICE OF THE
MILITARY ACCOUNTANT GENERAL

Kashmir Road. Rawalpindi Cantt

No. /AN/093-II October,2023

The Dy. MAG, Rawalpindi.
A1l Controller

Subject:: SECRETARIATINSTRUCTIONS(EDITION-2022)

Please find enclosed herewith a copy of Establishment Division Pakistan Public

Administration Research Centre Memorandum .No.2(2)t201O-Manuals dated 08t09t2023 on

the above subject received vide Ministry of Defence U.O No. 1t4gtD-18t2023 dated

1W49/2023 for information and further necessary action.,

w

,

S'] 
-(BAHAWAL RAZA CHEEMA)

Assistant Military Accountant General (Admin)

copy

1. The Section Officer (D-7) Ministry of Defence.

The Accounts Officer (Automation) Local.

3. The Accounts Officer Digital Library Cell(Local)

4. The Accounts Offrcer CR & Cell(Local).

5. PS to the M.A.G.

6. APS to the Dy. MAG.

7 . PA to the A.M.A.G (Admin).

Assistant Military Accountant General (Admin)

v%

\CI
\
Aft

.d"(v
Y

,1 $*"

I

I

I

I
I
I

I

I

N

I
n

fi

H

$

&
q

il
u
&
s

fl

H

f

fi

fl

1

il

li
1.1

ilrl
l.i ..!r,"

t;

ri

d
^!"/



uovernmeil ol.yaKstan
Establishment Division

P akistan Public Administation
Research Ceutre
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Subject:

Islamabad the

oFrrcE MEN4pRANDIJM

SECRETARIAT INSJRUCTIOI.IS TEDITION:2021.I.

The rurdersigned is directed to say that in terms of Rule

uu r)

2023

the

{w

t
\

5(15) of the Rules of
Business, 19'13, Pakistan Public Administration Research Centre (PPARC) is the sole

agency to issue detailed Secretariat Instructions in the form of Manual. Under its charter of
fi:nctions, PPARC has revised the edition of Seuetariat kstructions as edtion-2021 with

objective to facilitate the Federal MinistriesiDivisions and otler Organizations for prompt

of duties. This version includes alllatest amendments and instructions as on 31s December, 2021.

These Iirstuctions embody organizationai setup, office procedure, noting, drafting,

correspondence and detailed assigned

& other Publio Service Organisations

duties of Offrcers/Officials working under federal secretariat

2, This publipation has already been put oa the official website of Establishment

Division to be downloaded free of cost from www.establishment,gov.pk and for ptocurement of
hard copy, the indenting agency may kindly, consult PPARC, by paying Rs.600/- per bopy on the

prescribed challan form (specimen enelosed). ffi@sliioif may be addressed to:

"Director (M&P),
PPARC, Establishment Division,

Ground Floor LG&RD Complex,' 
Sector G-5/2,Islamabad." '

Under the head of aocorurt:

"C03-Misc. Receipt.
C038-Others
C03853-Sale of Publications of (PPARC), Establishment Division,
Islamabad.tt

J Mode of procure@d offi.@es looated at

Rawalpindi/Islamabad is given at the end in the list of publioatious (enclosed).

4. This issues with the approval of Secretary, Establishment Division.

Qa'-
KhanHoti)

Secretary
Defence Division,
Rawaipindi.
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GOVERNMENT OF

MINISTRY OF
DEFENCE

r
2 ? SEP iuar

*
Subject:

Please find

Pakistan Public

Manuals dated 8th

Copy for information to:

.Rrryr

a copy of Establishment Division,

Centre Memorandum No. 2(2)12016-

on the above subject, for information, and further

cer
9271439

Direqtor (Admin). NHQ. lslamabad
Director (Admin), AHQ, lslamabad
NDU, lslarnabad

{!r

1. Snr. JSrVll, (with
provided to

2. JS-t, JS-il,
3. APS to

that a copy of all latest edition of publication

(Army-C), DS (Budget), DCM

l-t
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Government of Paklstan

Establishment Divlslon

Paklstan Publlc Admlnlstration
Research Centre

*****
I

Price
PerName of PublicationSl.lfo.

InstruI
350/-,, Promotion & 1Ru

Leave Rules3
10s0/-

4 Code
300/-

5 Manual on / Services
200/-6 A Manual on Rules
200t-7 A of Laws and Rules and Rules
100/-I A Manual on Mana of Public Record and State Documents
100/-9 A Manual on Benevolent & Insura Benefits
2001-A Manual Staff Welfare O nization 110
of Stock11 Establishment Manual 1
180/.L2 endium of Services Laws and Rules

Under Review15 Hand Book for DDO's 01
Under ReviewCommon Ssrvices Manual Vol'I -1t4

260t-Common Services Manual Vol-II15
t45l-16 A Manual of Pension Procedures

Out of StockA Guide to Performance Evaluationt1
Out of Stockium of Laws ble to Federal Governmeut18
Out of Stock19 ium of Rules ble to Federal Government 1992

12Al-Hand Book on Autonomous Bodies
160/-Book on Autonomous Bodies21
800/-)7 Government Administration in Pakistan
7ot-23 National for Administration

Out of Stock24 Civil Services in Pakistan
260t-of 's Administrative23
160APak. Government and Administration Vol-I-Itr26
401-P'alL Government and Adm inistration VoI-III-A?,7
50/-Pak Government and Administration VoI-W 198328
100/-29 .G. Civil Servants Census
100/-30 tion Journal
100/-Second Census of of s Bod31
135/-32 w at Work

Note:-

i). The publications are available/supplied on receipt of payment from the Sales Depot of PPARC at Ground Floor Local

Government & Rural Development Complex, Sector G'Slz,lslamabad,

ii). ln Case of Offlces locate-d At lslamabad/Rawaloindl.

Through Treasury Challan against the payment deposited ln NBP, (Maln Branch) Clvic Centre, Melody, lslamabad or State

Bank of Paklstan ln the following head of Account:'

"C03-Misc. Recelpt.

C038-Others

C03853.Sale of Publications of {PPARC}, Establlshment Dlvlsion,lslamabad."

ll). ln Case of Out Statlqned Offices.

Through a Bank Draft ln favour of the DDO,PPARC, Establlshment Dlvislon,lslamabad.

Vender No.30005024 (PPARC).
(Sardar Wajldi

Prlntlng Officer
051.9210765l'7 t
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(Ed-2004)
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TR..6

(freasury rule 92)

Challan of cash paid inio the

CENTRAL

CHALLAN No.
TreasurulSub-Treasuru

Natlonal Bank of Pakistar!
State Bank of Pakistan

Name (or deslgna.
tion) and address
of lhe person on

whosE bahall
money is pald

Full particulars
of lhe remlttance
and ot authority

(f any)

Amount Head of
Account
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To be filled in by the remitter To be filted in by the Departmental
Officer or the Treasury

By whom tond€rBd

Name

Signature

.{in v,'ords) Rupees

Ordar to
the Eank

To be used only in the casa
of remittances to the Bank
through Departmental Officer or
ths Troasury Ofricer.
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Received Payrnent (ln lrlords) Rupees

Treacury oflicertu
Ag6nt.
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