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OFFICE ORDER

This is for information of all concerned that in view of
Office Memorandum No. 25(06) /E.Coord-2014, dated 22-08-2014
of Government of -India, Ministry of Finance, Department of
Expenditure regarding Economy in use of paper (copy enclosed),
henceforth any official Notification / Office Order/Circulars etc.

Ref. No. Admn./G/N-5/ g%
Dated December 18, 2014

Copy to:-

i. All Provosts / Directors / Principals

Adhyakshas of all Bhavanas / Vibhagas / Centres / Schools,
V.B.

Heads of all academic Departments

Heads of all non Teaching Offices / Sections

Finance Officer

Controller of Examinations

internal Audit Officer

Chief Security Officer

. Chief Medical Officer

10. Principal, Patha-Bhavana

11. Principal, Siksha-Satra

12. Director of Secondary & Higher Secondary Education

13. Joint Director of Secondary & Higher Secondary Education
4. Director of Primary Education

15. Deputy Registrar (Estate)

16. University Engineer

17. Teacher—in—Cha_rge, Siksha Charcha

18. University Webmaster — Jor upddting in University Website
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No_.25(6)/E.Coord-2014
Government of India
Ministry of Finance

Depattment of Expenditure

Office Memorandum
e e

Subject :- Economy in use of pziper.

North Block, New Delhi,
© 22" August, 2014

~ Ministry of Finance has been issuing instructions from time to time on expenditure
- management, fiscal discipline -and on the need for economy and rationalisation of Government
expenditure. GOV.ermnent';isf one of the major consumers of paper, Injudicious use of paper not only .

leads to infructuous ‘expend__it_ure‘ but also impacts the environment as trees are the major source of

-paper pulp production. Instructions on judicious use of paper have been issued by this Department
in the past and similar instructions are also contained in the Manual of Office Procedure (MOP)
published by Department OfAdmi_riistrative' Reforms and Pyblic Grievances. *With a view to further
~ stress the importance of economy in use of Paper in Government offices, followmg'instructioﬁs are
issued for strict compliance by all concerned : - » : : '

’ (i) - Notes should be typed/WfiIteh on _both sides of the paper/note sheet;

“(ii)i Typing shoﬁl‘di;b‘t_: done in singlelspace_; .

4 Ministx'y/Depﬁftment/Orgmﬁzation. Number of hard -
copies of such communications _may_be:limitgd to the required minimum; T

(i) . Policy instfuptiOHS/giljdelinés‘js,suédf through Orders, OMs, etc. may be uploaded on
-~ the official Website' of ‘the Depa,

(V) Office copies should not be typed again“where the draft jtself is legible and does not
-~ contain many corrections, o C - S -

(V) ' Forms, proformas, returns etc., if ‘any, stipulated by Ministries/ Departments/
" Organizations in connection the organizationg mandate may be reviewed in relation

- totheir size and format and should be recast and simplified/shortened in keeping with
- therecent directives from Cabinet Secretariat. - Manual submission of forms, returns,
o ete, wherever stipulated, either under statutory obligations or otherwise, should be
.discouraged. Switching'OVer to-e-forms, online submission of forms/returns, efc.,

o - may be encouraged. -
2 All the MinistrieS/Departments; atta"chéd,'"’s:ubo‘rdinate-ofﬁces and autonomous or statutory
~ bodies funded by GOI ma comply with the above directives, Suitable iristructions on above lines

y :
may .be issued by line’ Min_istries/Departmcnts ‘of GOI in t/o organiza’cib_ns/e_x_itities or field

‘ establishments under their adm’inist_rative control, ©
3 Th,}s-']ias_ the approval of Seéiietaxy(EXpenditUIje).
(Sudha Krishnan)
Joi_ut Secretary to the Goyernment'of.lndia

1L Al Secretaries to the Government of India (by hame)
2. All'the Financial Advisers :

Copy for kind information to D

I - Cabinet Secretary
2. Finance Secretary
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leads to infructuous ‘expen‘d__itur‘e‘ but also impacts the environment ag trees are the major source of
tion. - Instry

-Paper pulp production structions.on judicious use of paper have been issued by this Depa’rt@én‘ﬁ
in the past and similar iristltuctioqs‘ are also contairied in the Manual of Office Procedure (MOP)
published by Department OfAdmi_nistrative' Reforms and Pybljc Grievances. With a view to further

' stress the‘impol_tmme of economy in use-of paper in Government offices, foHoWihg instructions are
issued for strict compliance by all concerned:. . ' ;

B (i) - Notes should be typed/Wfi\tte'h on _bqth sides of the paper/note sheet;

' “(ix'):b Typing shoﬁ]ld‘b‘t_: done in single,spa‘ce_; -

(ii) - Policy ins_tfupti()ns/gﬁjdelinés‘js_suéd through Ordes, OMs, ete. may be uploaded on

the official website of ‘the Minist;'y/Dep&ftment/Organization. Number of hLard

copies of such communications may be limited to the réquired minimum;

(V) Office copies should not be fyped again"wllere the draft itself is legible and does not

contain many corrections,

V) - Forms, proformas, returns etc., if ‘any, stipulated by - Ministries/ Departments/
. Organizations'in connection thé{":organizational mandate may be reviewed in relation

to their size and format and should be recast and simplified/shortened in keeping with

 therecent directives from Cabinet Secretariat, Manual submission of forms, returns,
etc., Wh_crevér.'stipulated, eiither’_uhd__ef statutory obligations or otherwise, should be

'ieS/Departments; attaéhéd;"'_éubordinate-ofﬂces and autonomous or statutory
comply withvthe.abcive directives, Suitable instructions on above lines

_ S may : , :
may..be issued by line’ Min_istries/Departmcnts “of GOI in r/o org‘anizatio_ns/e_ﬁtities or field

‘ establishments under their administrative control, -

A Th,}s-']éas_ the approval o.f Seéxietaxy(EXpenditulife).

Joint Secretary to the Government of India

1. All Secretaries to the Government of India (by hame)
2. All the Financial Advisers

Copy for kind information to D

L - Cabinet Secretary
2. " TFinance Secretary

AL KAy
( Sudhan Krishnan)



