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Section deals with pending matters, under the control
Deputy Registrar (Judl.). Board Section receives the
rtters/files fiom various Departments as well as from Court

ooms and allot to the concerned board Clerk as per the
ting list published from time to time. Preparing the
spective board as per the directions of the Hon'ble Courts

To receive ready matters from Judicial Section by
rutinizing all files then to arrange them on Warned List

including Division and Single Judges Benches The respective
board and matters are sent to the Hon'ble Lordships' resident
in Labaies

The number of employee working in Board section :

Section Officer 2

Assistant: 1

Clerk : 4
Xerox Operator: 1

Peon : 2

1. lncharge of Board Section and Scanning Programme

2. To ensure smooth functionlng of the Board section and
responsible for preparation of Board as well as files

3. To allot the work of among all the Assistants and Clerks

. To allot files for scanning to the Assistant

5. To receive instructions from Lordships' and act accordingly

Put up Notes and Submissions on various issues for
before higher authorities and to act accordingly upon

ning various necessary orders

. To receive files from all other sections and from the Courts
for placing before the Honourable Court

To attend correspondence.
Any other work as directed by higher authorities

1. To assist the smooth functioning of the section

2. To co-ordinate, arrange and distribute the work of
preparation of files among clerks for sending to the Court
rooms

3. To prepare files for admission, final hearing and order
matters therein. The work of preparation of files includes :i)

To write service report, if any, ii) To accept the affidavit,
vakalatnama from Judicial Section and to stitch in the file at

ropriate place, if any, iii) To separate main and
:ellaneous files and then to arrange them in bundle in

rence of the Board, iv) To attend files requisition made by

r sections, v) To arrange to send the prepared files to the

udges' Residence and/or to the Court Room, as the case
may be, vi) To flag the important documents e.g. prayer,

impugned Judgment etc.

4. To do physical verification and attend destruction work in
vacation

To derive information from physical verification of files for
rds submission / presentation to Honourable Judges or

Head Office in Bombay



7. Any other work as directed by higher authorities

CLERK
1. To prepare files for admission, final hearing and order

atters therein. The work of preparation of files includes :i)

o write service report, if any, ii) To accept the affidavit,
ama from Judicial Section and to stitch in the file at

>propriate place, if any, iii) To separate main and
iscellaneous files and then to arrange them in bundle in

uence of the Board, iv) To attend files requisition made
sections, v) To arrange to send the prepared files to

by
the

udges' Residence and/or to the Court Room, as the case
may be, vi)To flag the important documents e.g. prayer,
impugned Judgment etc.

2. To receive ready matters from Judicial Section by

scrutinizing all files then to arrange them on Warned List.

3. To do physical verification and attend destruction work in
vacation

4. To derive information from physical verification of files for
onwards submission / presentation to Honourable Judges or
the Head Office in Bombay

5. The computer work related to generation of Boards,
updation of files, uploading of Board, maintenance of
provisional Board, generation of Warned List

Any other work as directed by higher authorities

1. Receiving, maintaining and distributing files for scanning

2. To book mark the scanned files

3. Any other work as directed by higher authorities

1. To scan the files
2. To book mark the scanned files

Any other work as directed by higher authorities

1. To carry files to various Court Rooms

To stitch affidavits, service reports etc. in the files

3. To assist the clerk in arrangement and preparation of files.

To arrange files in the rakes.

5. Any other work as directed by higher authorities

XEROX OPERATOR
1. To operate xerox machine

2.To arrange and make sets of Board printed on xerox
machine

3. To stitch affidavits, service reports etc. in the files (when

there is no machine work)

4. To assist the clerk in arrangement and preparation of files
(when there is no machine work)

Any other work as directed by higher authorities

2lThe Power and duties of
rs and employees

per the Bombay High Court Appellate Side Rules, 1960



+ifne norrns- set by it for the

ldischarge 
of its functions

I

5jThe rules, regulations
linstructions, manuals and

lrecords held by it or under

lits control or used by its
lemployees for discharging
lits functions :

lprocess, channels of
lsupervision and
iaccountability

assignment. On the occasion of the decision making, the
directions of the Honourable the Chief Justice, the Honourable
the Senior Judge available at the Bench, Registrar General,
Registrar (Judl-l), Registrar available at the Bench and Deputy
Registrar available at the Bench are sought.

flo spelEinorms other than the norms set UV tne AonnOaV

High Court Appellate Side Rules, 1960 are set for discharge
of functions

fhe nufes, negulations, instructions, Manuals uted by the
employees for discharging its function are as follows :- The
High Court functions as per the powers conferred by the
Constitution of lndia, The Bombay High Court Appellate Side
Rules, 1960, Civil Procedure Code, Criminal Procedure Code
and all other relevant laws

6 Statement of the
:ategories of documents
:f the department

All documents as enumerated in the Bombay High Court
Appellate Side Rules, 1960

'rangements made for
e participation of the
embers of public n
lation to the formation of
>licy and its
rplementation

Not applicable

€ nformation of the
Joards/Comm ittees/Cou n

:ils constituted for the
)urpose of advice

Not applicable

c ectory of Officers and
rployees

Not applicable

10

-11

onthly Pay (Salary) of
rch employee,, system of
rmpensation

rrtraulars of all plans,
oposed expenditure,
rdget, disbursed
nount,

Not applicable

tloiapplicaOte

12 Vlanner of execution of
;ubsidy programmes
ncluding information of
:eneficiaries

Not applicable

1: )articulars of recipients of
:oncessions, permits of
ruthorisations granted

Not applicable

14 nformation available in
:lectronic form

Not applicable

15 Facilities available to
citizens for obtaining
information including
library

Not applicable

16 Names and designation of
information Officer and
Appellate Officer

Shri G. M. Redker - Assistant Registrar (PIO)
Shri S. M. Aher- Personal Secretary (PlO)I.,n the absence of
ShriG.M. Redker (PtO)l
Shri P. M. Shinde, Deputy Registrar (Appellate Authority)

tt er information Nit

Cfiicer

Hiah Cc';:'t cf LornbaY

at Goa, Panaji


