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1. Phase of reparation of a pro ject of decree . 

Off .cial documen s receive at t e ear ment of Finance , 

a r e submi ted to the Secretary o State y t e Mail Offi ce. The e 

oc ment then oe t e n · r ctor of C inet and he Secretary 

G neral (i c se of r outine and ordina r y ork, the ecretary eneral 

is ~ualify to con ider n t make nece ssary d ci sions concernin 

these oc ments). They ill then ut irectives o these ocument . 

Documents ea rin the s · nat re of the secret r of sta te, 

the Director of Cabinet and the Secreta ry General , will be return­

ed to the Iail Office, which will istribute them to the concerned 

agencies and services . n t ere , in these agencies and services , 

t e director or chief of ser vice wi consider them then distribute 

_em to chief of bureau , who in turn will ive it to the em loyee 

in char e . 

The ro lem o studying ocuments ( consideration of files , 

revious documents • •• ) an . if ne essar y , their sending to con-

cerned services or g enc ie or more information . ( sic , ranslator 

. ter gat hering all the doc ments an o inions of the concern­

ed serrices , ' then it makes a draft decision whic can be a document , 

a ire ct~ve , an order f service or a decree . 

This dr t wil l be submitte 0 e ead of service and t e 

irector for consideration an for a~ roval . 
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1. Phase of preparation of a project of decree.

Official documents received at the Department of Finance,

are submitted to the Secretary of State by the Mail Office. These

documents then goes to the Director of Cabinet and the Secretary

General (in case of routine and ordinary work, the Secretary general

is qualify to consider and to make necessary decisions concerning

these documents). They will then put directives on these documents.

Documents bearing the signature of the secretary of state,

the Director of Cabinet and the Secretary General, will be return-

ed to the Mail Office, which will distribute them to the concerned

agencies and services. And there, in these agencies and services,

the director or chief of service will consider them then distribute

them to chiefs of bureau, who in turn will give it to the employee

in charge.

The problem of studying documents (consideration of files,

) and if necessary, their sending to con-previous documents.

cerned services or agencies for more information. (sic, translator)

After gathering all the documents and opinions of the concern-

ed services, then it makes a draft decision which can be a document,

a directive, an order of service or a decree.

This draft will be submitted to the head of service and the

director for consideration and for approval.



If t e draft is a proved , t1e director wi affix 

a seal where it i s rriten: read and to be su mitted to t e 

· ecretary of St ate . 

ank and s i gnature . 

But before reaching t he se c ret~ry of state , it goes 

first tot e secretarr genera an the Director o Ca i net . This 

regula ion is not to be a ~lie if it is a special case . 

If · is somethin i mportant or someth · nv very comr i .te 

the r~ft il be _o lo~e y re ~ ort, giving a l necessary 

clarifications and he cause .ic necessitates suc h an ap roach 

of the roblem and a ll t e etails , in or er t a t t e secretary 

of state c n un erstan it rapidly and thourou ly . 

he r af t of ecision , ( i necessar , as in t e case of 

a ecr e) must bear the visa of the concerne a encies , (i . e . of 

the enera irection for ub ic Function , the Civi Pension funds , 

the ervice of Contro of engaged ex en iture ) before being 

su titte r the si~nature of t he Secret ary of State . 

Th re ·are a so cases which need the signatures of t 1o 

secre t a ries of state, because t e invo ve e res onsibi ities 

of t o e a rtments . 

I t shoul be noti ce ere 1 t External ervices of the 

e artment of inance , such as the Customs ouse , t e y othe ue 

services have a sot eir ~ a rt of su~ ·e tions in the p ssin of 

a ecree . r if they had these reject alread done , the can 

sen them to the Secret r i t Genera , in the same recess of an 

or ina~J do cument . 
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If the draft is approved, the director will affix

a seal where it is writen: read and to be submitted to the

Secretary of State.

Rank and signature.

But before reaching the secretary of state, it goes

first to the secretary general and the Director of Cabinet. This

regulation is not to be applied if it is a special case.

If it is something important or something very complicated,

the draft will be followed by a report, giving all necessary

clarifications and the cause which necessitates such an approach

of the problem and all the details, in order that the secretary

of state can understand it rapidly and thouroughly.

The draft of decision, (if necessary, as in the case of

a decree) must bear the visa of the concerned agencies, (i.e. of

the General Direction for Public Function, the Civil Pension funds,

the Service of Control of engaged expenditures) before being

submitted for the signature of the Secretary of State.

There are also cases which need the signatures of two

secretaries of state, because they involve the responsibilities

of two departments.

It should be notice here that External Services of the

Department of Finance, such as the Customs house, the Hypotheque

services have also their part of suggestions in the passing of

a decree. Or if they had these project already done, they can

send them to the Secretariat General, in the same process of an

ordinary document.
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2 . .o rm of a fi l e pre sented for signa ture . 

In the fi e submitted for the sien· ture of t e ecre t a r y 

of State , ocuments ar l a ce o o Nino- t is or er: 

/ De ci sions iliic need the si~natur s of the Secretar 

of Sta te before be in im le ented . 

2/ Joint ieces . 

3/ Co i es 

4/ Consu tative fi le an documents . 

On t e file i a l so a ed a rinte card w ere are pu 

the name of t eemp oyee i n charge . 

the day the ocume nt is rece i ved . 

the a the ork is assigned . 

the a of its submittance for s i natur 

t e ay t he docu~t is sent out 

hus , anyone vr o has a look a t t he ocument , can know that 

t he work is realize in so and so many days , an by i.;rhom i t i s 

dome .. . . 
ocument s referre t o · n t he de ci sion or in t he re ort of 

the Dire ctor, a re ~e t in the consu t a t ive art . 

I f the secr .tary a pproves the draft , he will aff i x his 

sign t ure on the r aft which will then become a de cision . 

3. Compl etion of a ecision . 

I f it is an or inar document , it is imme iately sent to the 

·1 i room which send it out . I f i t is a decree , it is sent to the 

ecretar iat ener a l 1 ich ;ill mace s ome additional ex l ana ions , 

which must bear ~ · signature of the General Secretary or the Chi ef 

o Service of t e Cent r 1 Ser ice . 
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2. Form of a file presented for signature.

In the file submitted for the signature of the Secretary

of State, documents are place following this order:

1/ Decisions which need the signatures of the Secretary

of State before being implemented.

2/ Joint pieces.

3/ Copies

4/ Consultative file and documents.

On the file is also added a printed card where are put:

- the name of the employee in charge.

- the day the document is received.

- the day the work is assigned.

- the day of its submittance for signature

- the day the document is sent out

Thus, anyone who has a look at the document, can know that

the work is realized in so and so many days, and by whom it is

done

Documents referred to in the decision or in the report of

the Director, are kept in the consultative part.

If the secretary approves the draft, he will affix his

signature on the draft which will then become a decision.

3. Completion of a decision.

If it is an ordinary document, it is immediately sent to the

Mail room which send it out. If it is a decree, it is sent to the

Secretariat General which will make some additional explanations,

which must bear the signature of the General Secretary or the Chief

of Service of the Central Service.



- 4 -

Co ies o the decree must e si ned by the Chief o Service 

of the Central ureau . 

T e ori ~nal copy is al aya kept at the Central Bureau. 

Ex lanations are sent to the concerned a encies an co ies of t e 

ecree ar sen to the Official Gazette an the other laces . 

R~ 

dvanta es : The contro is a cilita te t e i gnat res 

oft e res.onsi le official in charge in ea ch ocument . 

The ca rd added to e ry ile , wit date of receipt an of 

com letion of works , imme iatel y shows if the vork is com eted 

r a idly or slowly. 

or tcomin s : The rocess i slo • 

Ind ming an out oing docu~ents are all ithout exce tion , 

su mitte to the secretary genera , t e Director of Cabinet and 

the inistero 

l t hough t e re are now some de ree o o er delegation in 

the de artment of Finance , t e routine work still nee s si natures 

o t e oecretar of State , ~ i c h is absurd . ' e think tat the 

ivision of or must e n ie to allo directors , chief of 

services , c ief of bureau to ecide on routine work and matters 

of their con cern . T i s i fat ally a en , ec~ use orks are 

increasing Qdaily 

• 
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Copies of the decree must be signed by the Chief of Service

of the Central Bureau.

The original copy is always kept at the Central Bureau.

Explanations are sent to the concerned agencies and copies of the

decree are send to the Official Gazette and the other places.

REMARKS.

Advantages: The control is facilitated by the signatures

of the responsible official in charge in each document.

The card added to every file, with date of receipt and of

completion of works, immediately shows if the work is completed

rapidly or slowly.

Shortcomings: The process is slow.

Incoming and outgoing documents are all without exception,

submitted to the secretary general, the Director of Cabinet and

the Minister.

Although there are now some degree of power delegation in

the department of Finance, the routine work still needs signatures

of the Secretary of State, which is absurd. We think that the

division of work must be applied to allow directors, chief of

services, chief of bureau to decide on routine work and matters

of their concern. This will fatally happen, because works are

increasing.daily
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