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Sr.# Description 
Circular/ 

Notification No. Page 

1.  
Processing of files and office correspondence 

within maximum 03-days. 

Circular 

No.917/HR-II, 

dated 27.07.2024. 

1 

2.  
Casual leave through telephonic/WhatsApp 

Calls/messages needs to be avoided. 

Circular 

No.918/HR-II, 

dated 27.07.2024. 

2 

3.  

Relevant laws, rules, instructions, and 

policies must be incorporated in the office 

correspondence/noting part to prevent any 

miscomprehension and ensure clarity in the 

administrative process. 

Circular 

No.945/HR-II, 

dated 01.08.2024. 

3 

4.  

Direction to all the Assistant 

Registrars/Supervisory Officers, Deputy 

Registrars and Additional Registrars/Senior 

Supervisory Officers to visit their respective 

Wings/Branches on regular basis and ensure 

maintaining optimum level of cleanliness. 

Circular  

No. 1126/HR-II, 

dated 06.09.2024. 

4 

5.  

Avoid wastage/consumption of precious 

Photostat paper for noting/drafting and 

correspondence, using vide margin. Use of 

remaining/available space on the page and 

backside of the page. 

Circular 

No.1712/HR-II, 

dated 22.10.2024. 

5 

6.  

Instructions to avoid using social media 

applications, or sharing of any kind of 

privileged information through media mode 

and usage of mobile phones during Court 

hours. 

Circular 

No.1713/HR-II, 

dated 22.10.2024. 6 

7.  

Daily Attendance “Check-in & check-out” 
through Mobile Application. 

Circular 

No.670/HR-II, 

dated 14.04.2025. 

8 



8.  

Daily Attendance of LHC Employees through 

online attendance application made 

compulsory. 

Circular 

No.696.HR-II, 

dated 18.04.2025. 

9 

9.  

Enhancement of the existing sanctioned 

strength of Court Associate to two (02) in each 

Hon’ble Court by revisiting the existing 
sanctioned strength. 

Circular 

No.1179/HR-II, 

dated 07.08.2025. 

11 

10. 
Case files and office correspondence must not 

be delayed more than 03 days. 

Circular 

No.1322/HR-II, 

dated 16.09.2025. 

13 

11. 

Introduction of facial recognition in online 

mobile attendance application for the 

employees of LHC. 

Circular 

No.1358/HR-II, 

dated 22.09.2025. 

14 

12. 
Organogram of Registrar Office. 

Notification No. 

49/HR-1,  

dated 25.03.2026. 

15 
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