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F.No.11-1/2024-DO
ALL INDIA INSTITUTE OF MEDICAL SCIENCES
(Olo Director, AlIMS) .
- Ansari Nagar, New Delhi
Dated:26th February, 2024

OFFICE MEMORANDUM

SUB: Mandatory use of eOffice for all official communication at AIIMS, New
Delhi-reg.

In continuation of Office Order No. 40-30/2022-Estt.| dated 23.01.2024
(enclosed), the undersigned is directed to say that in order to promote good
governance practice and to maintain absolute transparency in the administrative
matter, it has been decided that O/o Director. AlIMS will not accept any physical
file/receipt henceforth. And, all physical files including
Disciplinary/Grievance/Legal/Vigilance cases need to be converted and processed in

e-file mode before seeking the approval of Competent Authority.
UM

(Shashank Chaturvedi)
Administrative Officer

2. This issues with the approval of the Director(AlIMS).

To

1) Dean (Academics/Examination/Research), AIIMS, New Delhi

2) All Chief of Centres, AlIMS, New Delhi

3) Addl. Director (Admn.), AIIMS, New Delhi

4) Medical Superintendent (Hospital/Dr. R.P. Centre)

5) Sr. Financial Advisor/Financial Advisor

6) Assoc. Dean (Academic/Research/Examination)

7) Professor Incharge (Faculty /Security /Rectt /Media /Protocol /Procurement
/Outsources/Computer Facility)

8) Registrar/Dy. Secretary/Superintending Engineer

9) Chief Administrative Officer '

10)All Sr. Admn. Officer/Admn. Officer/ Asst. Admn. Officer

11)PIC (Computer Facility)-with the request to upload this memorandum on the
website of the institute.

Copy for information
1) PA to Director, AlIMS, New Delhi

2) PPS to Addl. Director(Admn.), AIIMS, New Delhi
3) PPS to CVO (AlIMS), New Delhi
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ALL INDIA INSTITUTE OF MEDICAL SCIENCES, NEW DELHI
OFFICE OF DIRECTOR

F.No. 40-30/2022-Estt. 23.01.2024
OFFICE ORDER

Sub: Mandatory use of eOffice for all official communication at AIIMS New Delhi reg.

Ref. OM dt. 24t September 2022 & OM No. 40-30/2022-Estt.| dt. 14" February 2023,
it had been directed that use of eOffice is mandatory for all official communication at
AlIMS New Delhi. It is noted that still the office of undersigned is receiving physical
files & receipts. Also, it is noted that physical files are still being used in few
establishments, stores, etc. despite the orders to the contrary. It is also noted that few

vigilance matters are also being perused on physical files in sealed envelopes, etc.

In line with good governance practices and to maintain absolute transparency in the
administrative systems at AIIMS New Delhi, the following decisions have been taken:

e No physical files or paper correspondence shall be entertained for internal
communication by any Centre / Department / Division / Establishment / Section
etc. bat AlIMS New Delhi w.e.f. 1t April 2024.

e No physical files, notesheets, etc. shall be procured with immediate effect.

e Use of eOffice shall be mandatory of all internal communication at AIIMS New
Delhi including those between all Centres, Departments, Establishments, etc.

e All drafts including minutes of meeting, letters, etc. shall be approved using the
‘drafts’ option in eOffice. eOffice ID’s of key officers who need to issue such
letters, minutes, etc. shall be integrated with digital signatures to enable them
seamlessly issue the approved drafts to ensure no tampering is possible.

e Vigilance Cell shall also use eOffice for mbvement of all files & receipts to ensure
full confidentiality. Disciplinary proceedings by inquiry officers shall however
continue to be done offline and their reports shall be scanned and uploaded in

eOffice while submitting the files for further consideration.

\@\N\/ 3 die '\ \’LO'LL’

Prof. M Srinivas
Director



Distribution (with a request to also circulate it to all officials under their control)
1. Dean/s (Academic, Research, Examination)
AddI. Director (Admin)
Medical Superintendent (AlIMS)
Chiefs’ of all Centres / Head, NCI Jhajjar

2
3
4
5. Heads’ of all Departments
6. Sr. Financial Advisor

7

Prof. I/c Computer Facility



