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2. The foregoing practice cuts across all strata of officers in the Public Service,

leading to the loss of documents, in the attempt by the perpetrators to conceal or

doctor information regarding their bioclata or career, for personal but unacceptable

reas0ns

3, ln the circunrstance, it has become necessary to introduce a number of

measu res to guide against undue access by officers to thelr Confidential Files or

classiflied information. The measure are as follows:

(i) All tVIDAs must maintain

competent officer(s) and

warehoused.
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(ii) All Registries, both Confidential and Open in I\lDAs, must keep File

lVlovement Registers, IVlorning List Registers, File lndex Registers,

Dispatch ReEisters, Flimsy File Registers and other record books that

will enhance responsibility and accountability in the management of

records.

(iii) Officers should not have access to their Confidential Files or those of

other officers except for official purpose(s) and only with the

approval/permission of the Permanent Secretary or Accounting Officer

in whose presence the information required from the files should be

sourced, ln the case of Permanent SecretarylAccounting Officer the

Confidential Files should be released only on the express

authorization or discretion of the Head of Service; and

(iv) The purpgse of the request for a Confidential File by any officer

should be clearly stated in order to obtain the approval of the

appropriate authoritY.

3. I wish to emphasize that officers in custody of Confidential Files or classified

documents will be helcl responsible for any alteration or removal of documents
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ally in their possession, On the other hand, it will be a punishable offence for

nior officer to intimidate or harass a junior or confidential Registry staff in the

attempt to violate the relevant provisions of this circular Letter'

4. A, inquiries arising from the provisions of this circu[ar shourd be referred to

the Permane Secretary,OfficeofEstablishments'ifneedbe'forfufiher

clarification
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