W1.H.11-5/2024 (3 %T.)
@ sRdT Irgfdser aeurr

(e Frafed, )
IR AR, a8 feoel
feeie: 03 &S, 2024

ST AA
v wrw, 7 oo & weft anfawRe avwor 3 §-3ifra & 3T A srfaerd
H Hatdh

feeier 23.01.2024 & FETET AU TE&AT 40-30/2022-Fd1.| dar &R
26.02.2024 & AT YT TEAT 11-1/2024-.1. & 37shel H, IENGEARTT & Ig
AT A F1 A6 g3 & 6 fasT A araer yomell & Avs HaTeld T SRt
AFS H MUAIAT & §I0 WA & v Heafaf@a Genfadat &1 areer fFar Ser
3TaTH §-

() 3R & ay oy @l dafaas T 3 wue e afe, e afke,
dgfFeh TR, TEAITHT (3MRYTTUh) T HIAT $-301Tha IhI3e g TUT T§
TH-TeET Urafaddl & SEER0T Td hideha ®igdl & Hulel &d 30
$-31ThE 3HI3C HT 3TANT T

(i) 9TadT & $-3TIAOT TG UYUT & UdTd, Irddr 1 fhiotehel & H grederdr i
ATl T ITITRAT sTal gl $-3ThA HFEC & T IYIRHRAT GaRT 3Fd grdcr
I $-91acl H ST fhar a7 AT, 98 & Faftd hiSeher qradt & 3HEReTH
BT AT 39 R T gt Fioea gafaar @ifead @ Sel v9 T ay &
g e ®9 & sgHT AT v Rewsagy fHar sreen|

(i) T Solaciclh BEdl/FHIAe T H Ired g@faar (37 See 3IReT & dr
for@r &) &1 3V & FafFas Tew F §-30fha 3Ee 7 AT ST 6T ¢
T Selacifaie grafadi/Selaci e &9 H Ued BEdl (37U foes 3IRT 7 “§”
forar &) #r gefla JAfeERT & $-31fha 3FEe & IS F9r 31 Thar g1 R
A F v e afRefash wfte SafFde d@eme @ @«
S-UEidl Ud “thdel IS g7 @ Hetdd S-qrafadl @ @it IfRed &
JgfFds TCH & $-3AMhA 3h3c H AT ST bl &l




(iv)

(v)

T & -3 P3¢ I gl d-37cldT 3a18d & Th 1Y dlfeled el
gfaefa gem dor & 3ryar ar & 3% 3 H Uh A drele gl oY el
o @7 w@ufad dR W gAcd g Sieer| GoR-3mE (Feged giaen)
S-3ThE TCCllehelel o TciATe HERIOT H 3o IRaclAl &l FAREd Hidn|
hegeX Giaer AT Heer-37e9T [AeeaAt & v & $-30fhd 3h3e & TR-ER
AT glel I OHT geaAT3T I THIRTAT M JAT 5T g T G131 & 3TeT &l
ATRAF ITYR W AEAd FRTAET FI 3TeeY T

38 fcus Heled (TFd) & 3fAlesT & SR fohar e g

(ArerF TgAd)
gemafae JA¥eRY (f.9r1)

faawor:-

[T
= O

L 0 N kR W N

HeprareaTaor (Afarer/adet/eTaur), trE, 78 o

qafy ehe THEIOT, T, AS fewel

IR A (FHa), U, o5 ool

fRafecar e Greaara/Er.aaF)

aRss faa demgeR/faa demgsr

HE-HPrATEFLTITOT (QNT&Teh/II&T/ ITTHeT)

THRI-3TR (Hehr/GRET/$cH/F N TS IT/AIETehl of/ITaUT/ AT3CHIE/heg e Fiaem)
Sol Hia/ 39 |ida/ 3ehefor

qEY A ES ST

.g&fr aR. wemafaes fesramaEe sfsry ges swemaEes ftsr
TR (TG Giaun): S8 A9 I HEUTT $HT dad$e W IS Hiel
Tq 39FT W (1) (iv) T (v) & FaE H 3e]delal RAE TaleT el & ey
afgd|

Taard gfafafy

1.
2.
3.

fAcere ARl & JFTFaew HEH, THH, s fgool
3T A (FHe) & werne e afkE, veg, a8 feea
HEY Aolhdl ARSI & yurel e |fa, g, @ ool

(Me: P s Rag i U F 39 FETET A9 F71 3EST 96 AT g9ml)



F.No.11-5/2024-DO
ALL INDIA INSTITUTE OF MEDICAL SCIENCES
(O/o Director, AIIMS)
Ansari Nagar, New Delhi
Dated: 03th May, 2024

OFFICE MEMORANDUM

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

In continuation of Office Order No. 40-30/2022-Estt.I dated 23.01.2024 and OM
No.11-1/2024-DO dated 26.02.2024, the undersigned is directed to say that in order to
further promote good governance practice and to maintain confidentiality in the
administrative matter following guidelines shall be adhered to:

(i) All personal staff viz. PPS,PS,PS,Steno, attached to an officer shall have its own e-office
account. And, personal staff shall use its own e-office account for diarization of receipts and
movement of physical files.

(ii) After e-diarization and dispatch of the receipt, there is no need to send the receipt to
the receiver in physical form. The e-office account user, by whom the said receipt was
diarized into e-receipt, shall be the custodian of the said physical receipt. And, all such
physical receipts may be kept and shall be mandatorily reviewed and recorded after one
year.

(iii) All the electronic files/receipts in physical form (i.e. having “P” at the beginning) may
be sent to the e-office account of personal staff of the officer. All the electronic receipts/file
in electronic form (i.e. having “E” at the beginning) may be sent to the e-office account of
the concerned officer directly. The e-receipts addressed to PPS/PS/PA of an officer and are
meant “for information only” may be sent to the e-office account of personal staff of the
concerned officer.

(iv) Simultaneous login of the same e-office account in two different devices shall be
restricted and in event of simultaneous logins in two or more devices, all previous sessions
shall automatically expire. Prof. Incharge(Computer Facility) shall ensure said changes in
the current version of e-office application

(v) Computer Facility shall monitor such instances of frequent logins of the same e-office

account between different systems and shall provide data of such instances to the Office of
Director on monthly basis.

2. This issues with the approval of the Director (AIIMS). M

(Shashank Chaturvedi)
Administrative Officer (DO)



To

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

All Chief of Centres, AIIMS, New Delhi

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

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

Sr. Financial Advisor/Financial Advisor

Assoc. Dean (Academic/Research/Examination)

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 and to provide compliance report in respect to
Para(1)(iv)&(v) above.

NoswNRE

Copy for information

1. PA to Director, AIIMS, New Delhi
2. PPS to Addl. Director(Admn.), AIIMS, New Delhi
3. PPSto CVO (AIIMS), New Delhi



