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COUNCIL OF SCIENTIFIC AND INDUSTRAIL RESEARCH

ANUSANDHAN BHAWAN, 2 RAFI MARG, NEW DELHI-110001
No.6 1(1)/82-E.1 Dated: 117 July, 7014
Office Memorandum

In pursuance of Cabinet Secretary's DO letter dated June 5, 2014 (copy enclosed), all Divisional/ Sectional

Heads of Headquarters are requested to take urgent action on the following for ensuring an improved work

culture and work environment:-

1. Work space in each Section/division should be cleaned and spruced up. Passages and stairs should be
cleaned up to make it unobstructed and no office material/almirah etc. should be found in these

spaces. Files/ papers should be neatly stacked inside the rooms;

2. Divisional/Sectional Heads may identify and simplify processes in order to do away with unnecessary
complexities and redundancy;

3. Every Divisional/Sectional Heads may identify forms that are in vogue and shorten them wherever

possible to one page only;

4 Use of ICT in submission of information should be encouraged to eventually universalize it. IT division
is requested to do the needful in coordination with the particular requirements of each

Division/Section;

5. Files and papers should be weeded out in accordance with rules of record keeping including
digitalization wherever necessary within a period of 3-4 weeks;

6. Divisions/Sections are advised to engage into inter-sectional/ inter-divisional consultation at the level

of section officers more often for resolution of issues to encourage collaborative decision making and
team work. The DG, CSIR has desired that a process of inter-sectional and interdepartmental
meetings be held fortnightly to focus on issues that require attention. Minutes of each meeting be

drawn for follow up and tracking,

7 To ensure and monitor effective and timely resolution of public grievances, the DG, CSIR has desired
that the Grievance Redressal Mechanism be galvanized & activated for prompt response to

grievances.

As instructed by the DG, CSIR action on 51 NO. 1 to 3 above to be completed within a period of one month

of issue of this OM. Hence all Divisional/ Sectional Heads are requested to take necessary action in

compliance with the aforesaid. A \
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(Pallavi Sen Gup a?/)
Under Secretary {(CO

Encl: As above

Copy to:-
US to DG, CSIR
Office of Joint Secretary (Admn.)
Heads PPD/ISTAD/USD/IPU/HRDG/IT/OSDD
PA to FA, CSIR
PS to CVO
PS to Sr. DS (HR)
PAto Sr. Dy FA/Dy. FA
PS to Legal Advisor
F&AOD (Cash/Audit)
. Shri D.K. Jindal, Executive Engineer, CSIR Hgrs.
. All Divisional / Sectional Heads of CSIR Hgs./ CSIR Complex/HRDC/HRDG/RAB/URDIP/TKADL
. CSIR web site
. Office Copy
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WL SE T BINET SECRED

WEW DELHI

June 5, 2014

Dear Secretary,

Please recall the discussions during the interaction Hon'ble Prime Minister
had with all Secretaries to Government of India at Panchavati, 7 Race Course

Road on 4" June, 2014 at 6.00 PM onwards.

2. The Prime Minister had stressed upon ensuring an improved work culture
and work environment including hygiene and cleanliness of the work space. You
are, therefore, requested to undertake the following on an urgent basis:-

a) In each Government building, work space of your department should
be cleared and spruced up. Passages and stairs should be cleaned
up to make it unobstructed and no office material / almirah etc. should
be found in these spaces. Inside the rooms too, the files / papers etc.
should be neatly stacked so that a positive work environment is
created.

b) Every Department should identify and repeal at least 10 rules or
processes, and even archaic Acts, that are redundant and would not
lead to any loss of efficiency.

¢) Every Department should identify forms that are in vogue and shorten
them, where possible, to one page only. (Seeking of unnecessary or
irrelevant information should be discouraged).

d) Every Department should encourage use of ICT in submission of

information and eventually universalize it.
e) Decision making layers should be reduced, to a maximum of four

layers.

f) Files and papers should be weeded out in accordance with the rules of
record keeping including digitization, wherever necessary.  This
exercise should be completed within 3 — 4 weeks.

g) Collaborative decision making and frequent consultation between
departments must be done. Where issues remain unresolved, Cabinet
Secretariat / PMO should be apprised for resolution.

h) Effective and timely resolution of public grievances must be ensured
and monitored by the Secretaries of the Departments concerned.

() Each Department should workout modalities of fulfilling promises
made to the people. -

J) Entire Department should work as a team with every level should be
encouraged to provide inputs and value addition in the exercise.

k) Goals set for the period 2009-2014, and the present status thereof,

Fshouid be analysed. [This information should also be included in the
presentation to be made before the Hon'ble Prime Minister].
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3. | expect you to act upon these immediately and indicate a plan of actiopn
latest by Monday, the 9" June . Interim progress on these points will be

-reviewed and monitored by me in meetings to be taken with Groups of
Secretaries beginning 9" June 2014. A first Action Taken Report in respect of
sprucing up the work space / building should reach me by 6" June 2014
positively, so that Hon’ble Prime Minister can also be apprised. A detailed report
on achievements under each of the items should also be included in your
monthly d.o. letter for the month of June 2014.

With regards,

Yours sincerely,

O-,‘.LQ—J{:
( Ajit Seth )

Prof. K. Vijayraghvan

Secretary,
Deptt. of Scientific & Industrial Research

New Delhi
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