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Anusandhan Bhawan, 2, Rafi Marg, New Delhi-110001

cs‘k mo\h

feaid/Dated; 15.10.2014

uwe / From:'
TYhd Giad (FRIrH)
Joint Secretary (Admn.)

QarH/ To:

The Directors/Heads of all
National Labs./Instts. of CSIR Hars.
/Complex/Centres/Units

Helega/Sir,

Sub: Office Memorandum issued by Government of India, Ministry of
Finance— Endorsement thereof in CSIR -reg.

| am directed to forward herewith the Ministry of Finance OM No.
25(6)/E.Coord-2014 dated 22™ August, 2014 on the subject ‘Economy in use of
paper for information, guidance and compliance.

srgdra/Yours faithfully

-7 :J-r-:? ﬁa‘nr{
{ﬁ?ﬁami\hno&umar)
3ra7 gfag (@1fa) / US(PD)

Heaaa/Encl. . a2afY/As above

yiafaf/Copy to:
1. Head, IT Division with the request to make this circular available on the
website & Policy Repository.
2. Office copy

Phone - EPABX.23710138, 23710144, 23?1015_9., 23710468, 23710805, 23711251, 23714238, 23714249 21?714?59, 23?15393
Fax 91-11-23714788, Gram : CONSEARCH, NEW DELHI, E-mail : jsa@csir.res.in
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No.25(6 YE.Coord-2014
Government of India
Ministry of Finance
Department of Expenditure :
North Block, New Delhi,
22* August, 2014

Office Memorandum
Subject :- Economy in use of paper.

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. Government is one of the major consumers of paper. Injudicious use of paper not only
leads to infructuous expenditure 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 of Administrative Reforms and Public Grievances. With a view to further
stress the importance of economy in use of paper in Government offices, following instructions are
issued for strict compliance by all concerned : -

(1) Notes should be typed/written on both sides of the paper/note sheet;
(ii) Typing should be done in single space;

(iii)  Policy instructions/guidelines issued through Orders, OMs, etc. may be uploaded on
the official website of the Ministry/Department/Organization. _ Number of hard
copies of such communications may be limited to the required mimmum;

(iv) '9’Oﬁ'ce copies should not be typed again where the draft :tse!fls legible and does not

. comaln many corrections.

(v) Forms, proformas, returns etc., if any, stipulated by Ministries/ Departments/
Organizations in connection the organizationa! mandate may be reviewed in relation
to their size and format and should be recast and simplified/shortened in keeping with
the recent directives from Cabinet Secretariat. Manual submission of forms, returns,
etc., wherever stipulated, either under statutory obligations or otherwise, should be
discouraged. Switching over to e-forms, online submission of forms/returns, etc.,
may be encouraged.

2. All the Ministries/Departments, attached, subordinate offices and autonomous cr statutory
bodies funded by GOI may comply with the above directives. Suitable instructions on above lines
may be issued by line Ministries/Departments of GOI in _r/o organizations/entities or field
establishments under their administrative control.

i3 This has the approval of Secretary[?éxpenditure).

(Sudha Krishnan)
"Joint Secretary to the Government of India

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

Copy for kind information to :

k Cabinet Secretary
2 Finance Secretary




