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_OFFICE OF THE DIRECTOR

ALL INDIA INSTITUTE OF MEDICAL SCIENCES
Ansari Nagar, New Delhi-110029

F.N0.40-30/2025-Estt.I Dated: 28t January 2025
OFFICE MEMORANDUM

Subject: Timely Disposal of Administrative Matters in e-Office.

It has been brought to the notice of the undersigned that the timely disposal of administrative
matters in the e-Office system is being affected when staff members are on leave. To ensure that
the administrative processes remain efficient and uninterrupted, the following measures must be
adhered to with immediate effect:

1. Pre-Leave Planning:
e Staff members planning to take leave must ensure thatall pending tasks in the e-Office
system are either completed or delegated to colleagues well in advance.
2. Delegation of Responsibilities:
e The immediate senior must identify and assign a competent substitute to handle the
responsibilities of the staff member on leave.
e The designated substitute should be briefed on the tasks and provided with access to
necessary resources.
3. Monitoring and Follow-up:
e The Officers are required to monitor the progress of delegated tasks and ensure
- timely follow-up. ‘ | |
° Any issues or delays should be promptly reported to the higher authorities for
necessary action.
4. Use of e-Office Tools: . ‘ .
e All staff members are encouraged to utilize the tools available in the e-Office system
to set task reminders, automate workflows, and track task completion status. Regular
training'sessions must be organized to familiarize staff with these tools. '

W~ g l\nes

( Prof. M. Srinivas )
Director

Copy to: (with a request to also circulate it to all officials under their control)
e Dean/s (Academic, Research, Examination)
e Addl. Director (Admin)
e Medical Superintendent (AIIMS)
e Chiefs’ of all Centres / Head, NCI Jhajjar
e Heads’ of all Departments :
e Sr. Financial Advisor
e Prof. I/c Computer Facility
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