
अͨखल भारतीय आयुͪव[£ान सèंथान, नई Ǒदãलȣ 

Ǔनदेशक काया[लय 

फा.सं. 40-30/2025-èथा.I            Ǒदनांक: 07.07.2025 

काया[लय £ापन 

ͪवषय: उप-सͬचव काया[लय ɮवारा मÉु य संदभɟ, पğाचार एवं संèथागत सͧमǓत कȧ बैठकɉ के समÛवयन सबंंधी। 

संदभ[ (संलÊन ĤǓतͧलͪपया)ं: 

- एàस, नई Ǒदãलȣ मɅ उप-सͬचव के पद हेत ु काय[ आबंटन के संबधं मɅ Ǒदनांक 2.7.2025 का का. £ा. 

फा.सं.40-96/2025-èथा.-I। 

- संवैधाǓनक Ĥाͬधकाǐरयɉ, जन ĤǓतǓनͬधयɉ एवं अÛय वǐरçठ अͬधकाǐरयɉ से ĤाÜत संदभɟ तथा पğाचार को 

सåुयविèथत करने के संबंध मɅ Ǒदनांक 12.11.2024 कȧ फा.सं. 40-30/2024-èथा.I। 

- ͪवͧभÛन è थायी सͧमǓत बैठकɉ हेतु मीǑटगं कैलɅडर के सबंधं मɅ Ǒदनांक 10.10.2023 कȧ फा.सं. 40-30/2024-

èथा.I। 

पुनः पुिçट कȧ जाती है ͩक, संबंͬधत èथापना अनुभागɉ के ĤशासǓनक अͬधकारȣगण एव ंĤभारȣगण, िजÛहɅ 

उपयु[È त काया[लय £ापन के अनसुार िजàमेदारȣ सɋपी गई है, वे मÉु य संदभɟ, पğाचारɉ एवं सèंथागत सͧमǓत कȧ 

बैठकɉ का समय पर समÛवय सुǓनिæचत करने हेत ुउप-सͬचव के साथ ͧमलकर काय[ करɅ। 

कार[वाई: मÉुय ĤशासǓनक अͬधकारȣ; उप-सͬचव 

इसके अǓतǐरÈ त, संवैधाǓनक Ĥाͬधकारȣगण, जन ĤǓतǓनͬधयɉ एवं अÛय वǐरçठ अͬधकाǐरयɉ के मह×वपूण[ 

संदभɟ तथा पğाचार कȧ ĤǓतͩĐयाओं पर Ú यान रखने हेत,ु यह आवæ यक है ͩक एक ǑटकǑटगं Ĥणालȣ आरंभ कȧ जाए। 

इस ǑटकǑटगं Ĥणालȣ को इस Ĥकार तयैार ͩकया जाए ͩक Ĥणालȣ मɅ एक ऑटो एèकेलेशन मैǑĚÈस èपçट Ǿप से 

पǐरभाͪषत हो तथा उÈत Ĥणालȣ मɅ सभी Ĥमुख èथापना अनभुाग वाèतͪवक समय आधार पर ऑनबोड[ हɉ। 

कार[वाई: उप-सͬचव 

 

Ĥो. एम ĮीǓनवास 

Ǔनदेशक 

ͪवतरण:- (इसे अपने Ǔनयğंणाधीन सभी अͬधकाǐरयɉ मɅ पǐरचाͧलत करने के अनुरोध सǑहत)  

1. संकायाÚ य¢ (शैͯ¢क, अनसुंधान, परȣ¢ा) 

2. अपर Ǔनदेशक (Ĥशा.) 

3. ͬ चͩक×सा अधी¢क (एàस) 

4. सभी कɅ ġ Ĥमुख/अÚय¢, एनसीआई झÏजर  

5. सभी ͪवभागाÚय¢गण  

6. वǐरçठ ͪवƣ सलाहकार 

7. उप-सͬचव 

8. मÉु य ĤशासǓनक अͬधकारȣ 

9. Ĥभारȣ-आचाय[ (कà Ü यूटर सुͪ वधा) – इसे एà स कȧ वेबसाइड पर अपलोड करने के अनरुोध सǑहत।   



ALL INDIA INSTITUTE OF MEDICAL SCIENCES, NEW DELHI 
OFFICE OF DIRECTOR 

F.No. 40-30/2025-Estt.l 

OFFICE MEMORANDUM 

07.07.2025 

Sub: Coordination of key references, correspondences & institutional committee meetings 

by the office of Deputy Secretary reg. 

Reference (copies attached): 

OM No. F. No.40-96/2025-Estt.-1 dt. 2.7.2025 reg. work allocation for the post of 

Deputy Secretary at AIIMS New Delhi. 

F.No. 40-30/2024-Estt.l dt. 12.11.2024 reg. Streamlining the handling of references & 

correspondence from Constitutional Authorities, Public Representatives & other 

Senior Officials 

F.No. 40-30/2024-Estt.l dt. 10.10.2023 reg. Meeting calendar for various standing 

committee meetings reg. 

It is reaffirmed that, Administrative Officers & lncharges of concerned establishment sections, 

assigned the responsibility as per above state OM's, shall closely work with the Deputy 

Secretary to ensure timely coordination of key references, correspondences & institutional 

committee meetings. 

Action: Chief Administrative Officer; Deputy Secretary 

Further, to keep track of the responses to key references & correspondence from 

Constitutional Authorities, Public Representatives & other Senior Officials, it is desired that a 

ticketing system be operationalized. This ticketing system shall be configured in such a way, 

that an auto escalation matrix is clearly defined in the system and all key establishment 

sections are onboarded on real time basis in the said system. 

Action: Deputy Secretary 

~ ~~~~s-
Prof. M Srinivas 

Director 



Distribution (with a request to also circulate it to all officials under their control) 

1. Dean/s (Academic, Research, Examination) 

2. Addi. Director (Admin) 

3. Medical Superintendent (AIIMS) 

4. Chiefs' of all Centres/ Head, NCI Jhajjar 

5. Heads' of all Departments 

6. Sr. Financial Advisor 

7. Deputy Secretary 

8. Chief Administrative Officer 

9. Prof. 1/c Computer Facility (With a request to upload the same on the AIIMS website) 
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F. No.40-96/2025-Estt.-l 
ALL INDIA INSTITUTE OF MEDICAL SCIENCES 

ANSARI NAGAR. NEW DELHI - 110029. 

Dated: 2.7.2025 

Office Order 

Subject: Work Allocation for the Post of Deputy Secretary at AIIMS, New Delhi. 

Consequent upon the joining of Shri Nishant Kumar to the post of Deputy Secretary at 

AIIMS, New Delhi, the Competent Authority is pleased to order that he shall look after the work of 

the following Sections/Cells, which was earlier being handled by the previous Deputy Secretary:-

• Coordination Cell and Parliament Cell/ Grievance Cell I GSLI Cell 

• SC/ST/OBC/Women Cell 
• General Section 
• Estate Section 
• Transport Department 
• Work related to projects of the Engineering Services Department 

In addition, the following Sections/Cells are also placed under the charge of the Deputy 

Secretary: 

• Legal Cell 
• International Cooperation Cell 

All concerned Administrative Officers/ officials of the above-mentioned Sections/Cells are 

requested to submit their files to the Deputy Secretary with immediate effect. 

This issues with the approval of the Director, AIIMS, New Delhi. (r 
Sr. Administrative Officer (DO) 

Shri Nishant Kumar, 
Deputy Secretary, AIIMS, New Delhi. 

DISTRIBUTION:-

1. The Dean (Academic), (Examinations) & (Research) 

2. All the Chief of the Centres 
3. All the Head of the Depat1ments/Sections/Units 

4. The Medical Superintendent (Main/Dr. RPC) 

5. The Sr. Financial Advisor 
6. The Registrar 
7. The Professor-In-Charge (Gen. Admn./Rectt/Faculty/Sanitation/Oursource/Stores) 

8. The Chief Security Officer 
9. The Professor-In-Charge (Computer Facility) with the request to kindly upload it on the Institute 

website. 

Copy for information to: PPS to the Director/Addi. Director (Admn.) 



ALL INDIA INSTITUTE OF MEDICAL SCIENCES, NEW DELHI 
OFFICE OF DIRECTOR 

F.No. 40-30/2024-Estt.I 12.11.2024 

OFFICE MEMORANDUM 

Sub: Streamlining the handling of references & correspondence from 

Constitutional Authorities, Public Representatives & other Senior Officials reg. 

The office of the undersigned often receives important references & 

correspondence from Constitutional Authorities, Public Representatives & other 

Senior Officials via post, email, etc. It is essential to immediately acknowledge 

the receipt of such communication and take necessary action as required. 

It has been noted that sometimes, the response to such correspondence is 

delayed or is not appropriately monitored for prompt action. Further, as 

prescribed at paragraph nos. 63, 66 and 127 of the Central Secretariat Manual 

of Office Procedure (copy attached), letters from Members of Parliament are to 

be acknowledged within 15 days followed by the reply within next 15 days of 

the acknowledgement. In case any delay is anticipated, an interim reply must be 

sent to the Member of Parliament. 

Accordingly, to streamline the handling of references & correspondence 

from Constitutional Authorities, Public Representatives & other Senior Officials, 

the following workflow has been finalized: 

- All references & correspondence from Constitutional Authorities, Public 

Representatives & other Senior Officials shall be put up for preliminary 

review by the undersigned within 6 working hours of the receipt of the 

same. If the undersigned is on leave or busy with any official assignments, 



the said communication (unless marked as confidential) shall be put up 

for review to the Actg. Director/ Addi. Director (Ad min). 

Action: PPS/ PA to Director 

- The said communication once reviewed, shall be forwarded to 

Coordination Cell for immediate acknowledgement of the receipt of the 

same to the sender. Coordination Cell shall also officially forward the 

communication to concerned officials in AIIMS New Delhi for necessary 

action and response on the same at their end. 

Action: Administrative Officer (Coordination) 

- The coordination cell shall, on a weekly basis follow up with the 

concerned officials regarding the action taken on the respective 

correspondence / reference and submit a status report on the same to 

the office of the undersigned. 

Action: Administrative Officer (Coordination) 

On a monthly basis, a review meeting shall be held under the 

Chairmanship of the undersigned to review the pendency report of all 

such correspondences. All concerned officials at whose end the response 

is pending shall be invited to the said meeting to ensure prompt 

resolution of any concerns. 

Action: PPS/ PA to Director 

- 2 -

~ , \'L-\ \\\---w:.~~ 

Prof. M Srinivas 

Director 



Distribution (with a request to also circulate it tf? all officials under their control) 

1. Dean/s (Academic, Research, Examination) 

2. Addi. Director (Admin) 

3. Medical Superintendent (AIIMS) 

4. Chiefs' of all Centres/ Head, NCI Jhajjar 

5. Heads' of all Departments 

6. Sr. Financial Advisor 

7. Prof. 1/c Computer Facility 

- 3 -
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F.No.H-16011/10/2016-PG 
· Government of India 

Department of Administrative Reforms and Public Grievances 
PG Division 

*** 

~: ·\~~.,. 

,; ., '. :) 

5th Floor, Sardar Patel Bhawan, Sansad Marg,. 
N·ew Delhi, dated the 4th July, 2016 

OFFICE MEMORANDUM 

Sub: Issues raised cluriH"ilg ihe zero hour of Budget Session 2016. 

The undersigned is directed to refer to the above and to state that during the 
zero hour on 29.42016, Dr. Udit Raj and some other Hon'ble MPs complainGd that' 
letters ~ritten by MPs which ·are in the nature of public grievances are not being . . 
responded to or there is no proper response. The Hon'ble MPs desired that a 
mechanism or a system which can be based on ir:iternet may be developed so that 
the Minister in-charge is able to track action on references from MPs. 

2. This Department has been from time to time emphasizing · fhe provisions of 
Central Secretariat Manual of Office Procedure (CSMoP) for handling letters received 
from Parliament. A copy of the last such D.O. letter dated 10.11 .2014 is enclosed for 

reference. 

3. It is further informed that the Department has also made provisions on the or:l[ne 

Centralized Public Grievance Redress and Monitoring System (CPGRAMS) for 
uploading and diarising of VIP References and reports regarding VIP References can. 
also be generated for the purpose of monitoring. 

4 . lt ·is requested that the provisions of CSMoP regarding action on VIP References 
may be strictly complied with. It is also requested that the .facility provided on the 
CPGRAMS for tagging VIP references and for monitoring the pendency may be 
utilized for ensuring that such references are dealt with as per the provisions· of 

CSMoP. 

~ . 
Encl. : As above. Jl,u;_ ~ 

(Smita Kun"arf · 
Joint ~ecretary to the Govt. of India 

To 
Tel. 1~360331._ 

~it---
The Secretary of all Ministries/Departments. 
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m'iTcr 
ECRETARY 

!.!.\lllflH4-i w-n-r a:rrr ~ Wc!il<@ fcri:rrTr 

mw-~ ~. ~ TfTlf 

---~~ 

0.0. No.F.48013/3/2014-O&M 

_ Dear Secretary, 

-~ ~ 

~ fcffi;fr-110001 

GOVERNMENT OF INDIA 

MINISTRY OF PERSONNEL_PUBUC GRIEVANCES & PENSIONS 

DEPARTMEm OF ADMl1'JISTRATIVE REFORMS, PG & PENSIONS 

S,l}RDAR PATEL BHAVAN, SANSAD M~RG 

i\JEW DELHl-110001 
11 

. 
Dated 10th November, 2014 

The Winte~ Sf?SSion of the Parliament is going 10 commenc.§i,fr"6m 24th November, 

2014 .. In the recent past . it has been noticed that in almosU~'IF the sessions of the 

Parliament, issues are being raised that Hon'ble MPs have not" been getting timely 

acknowledgement and final replies to their letters from the Ministr.ies/Departmen_ts. The 

Hon'ble Minister of State for Personnel, .Public Griev_anc~s & Pensjons and PMO has~ 

expressed co_ncem. · 

2 . . · The paragraph Nos. 63, 66 and 127. of the Central Secretariat Manual of Office 

Procedure {CSMOP) lay down "the detailed proc~_,,g,ures for handling the letters received 

from Members of Parliament. · . Letters from '"Members of Parliament are · to be 

acknowledged witliin-· 15 days followed by the reply within next 1.5 days of the 
: ackn_owledgement In case any delay is anticipated, an interim reply has to be sent to the · 

~- · • ~ Member of Parliament. . · . · · ·· · · . 

3.. · May I request yo·u to sensitise all officials _working in your Ministry/ Department to 

_ ensure that the tjme.fimits prescri~d in CSMOP for sending acknowledgement and final 

replies to the M<?inbers-of Parliament are strictly adhered to. · · 

· . ) 4_ In this fegard~-:my w-edeces~or ·shri ~avi N_. Shanker has already written to you 

vide 0.0. lefter of e\(en No. dated 26.08.29414. 
· . J . . 

5. A response i'ndicating ~e steps taken by yowr Minisfry/Departinent will be highly 

-appreciated. · · ' , · r · · · 

Wi:t:11 ·good wishes, 
Yours sincerely, · 

The Secretaries ·of all MinistriE;s/Departments of the Government of India 

Copy for information to: 
J. Principal Secretary to the PM, South Block, New Delhi 

2. Cabinet Secretary, R_ashtrapati Bhavan, New Delt,li. 

Please visit our websiteshttp://d;upg@gov.in:http://persmin@gov.in/pension.asp 



ALL INDIA INSTITUTE OF MEDICAL SCIENCES, NEW DELHI 

OFFICE OF DIRECTOR 

F.No. 40-30/2022-Estt.l 10.10.2023 

OFFICE MEMORANDUM 

Sub: Meeting calendar for various standing committee meetings reg. 

AIIMS New Delhi is guided and governed by the decisions taken in various standing 

committee meetings. It is noted that the agendas for few standing committee 

meetings are not being submitted/ circulated in a timely manner due to which there 

is an inordinate delay between two consecutive meetings thereby resulting in 

cumulative pendency of key decisions. 

As a part of good governance initiative and to streamline the frequency of the standing 

committee meetings to ensure timely decision making, the following is decided: 

- Agendas for the Academic Committee (AC) shall be invited every three monthly 

viz. January; April, July & October. 

Action: Associate Dean (Academic); Registrar {AIIMS) 

- Agendas for the Standing Finance Committee {SFC) shall be invited every three 

monthly viz. February, May, August & November. 

Action: Senior Financial Advisor; Deputy Secretary 

- Agendas for the Governing Body / Institute Body shall be invited every four 

monthly viz. April, August & December. 

Action: Addi. Director (Admin); Deputy Secretary 

The request for holding the meeting along with the draft agenda shall be forwarded 

to the Chairman of the respective committee by the end of the commensurate month 

after the approval of the undersigned. A compliance report regarding the same shall 

be submitted to the office of the undersigned as per the above schedule. 

~"'\/"IV \ G \ l G \ "2..,_,l 

Prof. M Srinivas 

Director 



Distribution (with a request to also circulate it to all officials under their control) 

1. Dean/s (Academic, Research, E-xamination) 

2. Addi. Director (Admin) 

3. Medical Superintendent (AIIMS) 

4. Chiefs' of all Centres/ Head, NCI Jhajjar 

5. Heads' of all Departments 

6. Sr. Financial Advisor 

7. Deputy Secretary 

8. Prof. 1/c Computer Facility 
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