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CABINET SECRETARY
GOVERNMENT OF INDIA

-
&:'l%ﬁﬁﬁr %
AJIT SETH

:No. 2290 /cs/2015/ GOL

P10 JUR 2015 D.0.No.CS-8683/2015
8" June 2015

| Dat

Dear C’ﬁief Secretary,

Please refer to my letter dated 5" June 2014 (copy enclosed)
wherein | had stressed upon the need for ensuring an improved work
culture and work environment including hygiene and cleanliness of the
work place. | had also requested Ministries/ Departments to undertake,
inter alia, weeding.out of files and papers in accordance with the rules of
management of records.

2. While each of the Ministries/ Departments and States have

prepared their own Annual Action Plans, it is felt that a boost needs to

be given to the Swachh Bharat Abhiyan, especially in the context of the

Government offices, for the benefit of those working within as well as
E @ jUN ng those who visit govemment’ off‘ices. It is important t‘hat government

offices are seen as well-maintained and clean at all times. You are,

therefore, requested to give renewed attention to the following activities
%/ . on priority:

Upkeep and Cleaning of offices including common area premises,
toilets, stairs, lifts, etc.

Upkeep and Cleaning of the areas outside the office including
parking lots, pathways, etc.

Disposal of unusable vehicles/ furniture/electronics & electrical
equipment, etc.

Weeding out of old files/ records, etc. W

‘ A week long cleanliness drive will be held from 22" to 26" June

C &\ﬁ 2015 at all Ministries/ Departments of the Gol as also the State
_ o\(o Governments. The drive should cover not only the main Ministry/
%\\ £ Department but all its attached and subordinate offices as well. Public
Sector Banks, Public Sector Undertakings, Research Organizations, and

other Agencies/ Organizations under various Ministries/ Departments

may also be asked to undertake this drive. | request you to kindly send

a report by 29" June to the National Coordinator, Swachh Bharat
MissimSecretary,Ministry of Drinking Water and Sanitation) on

~all thé activities during the cleanliness week. :

Contd./-...




5.

4. In order to keep up the tempo of the cleanliness drive, you may
ensure that inspections. are carried out regularly. Ministry of Drinking
Water and Sanitation has been asked to devise a system for monitoring
of regular inspections by Ministries/ Departments.

8. You would appreciate that cleanliness is an all-time activity to be
conducted regularly and the week long drive is only to bring the matter
into focus once again. | urge your coopeération in keeping government
offices clean. '

Warm regards,
Yours sincerely,

Sa/-
X (Ajit Seth)

All Chief Secretaries, State/UT Govérnments

Copy to: Secretary, Ministry of Drinking Water and Sanitation, to set
up a system for regular inspection across the Ministries

(Ajit Seth)
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June 5,\26'14'
-Dear Secretary, ; - ' W ey g

.

) . §
Please recall the discussions during the mtcracﬂon Hon'hle Prxme Minister
had with all Secretaries ta Governiment,of indid at Panchavati, 7 Race Course'
Road on 4 June, 2014 at 6.00 PM onwards. ’ 1

2, The Prime Minlster had stressed upon ensuring an improved-work culture
- and work environtyient: iucludmg hyglene and cleanliness of the work space; You
are, thewx’ore requested to undeddke the followlng on an urgent basls:-
1s
a) (n each GQVernment bulld!ng, work space of your deaﬂment should
be clgared and spruced up. Passages and stalrs should be cleaned
up to make it unobstructed and no offide material / alrirah ete. ahcruld
be found in these spaces. Inside the' rooms too, the files / papers ste.
_should be neatly stacked so that a posltive wotk environment is
. created.

by Every Department shoud *identn‘y and tépeal at lraast 10 riles

> processes, and even archale Acts, that are redundant and would not

lead to any loss of efficlency.
¢) Every Department should identify forms 1hat are in yvogue and ahorten
them, where possible, to one page only. (Seeking of unnecessary or .
irrelevant information should be diseouraged).
1 .d) Every Depaﬁment should encourage use of ICT in ~,ubm!sslon of

" infarmation and eventually universalize it.

e) Dedcislan making )ayers should be reduced, to a maxamum of four
layers.

) Flles and papers should be weeded outin accordance with the rules of
record keeping including’ digitization, whersver- necessary: This
exercise should be completed ‘within 3 —4 weeks.

g) Colleborative decision mmaking. and frequent consultation between'
departments must be done. Where issues remaln unresolmd Cabmet _

- Secretarlat / PMO-should be appfised-for resolution, -

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

i) Each Department should workout modalities of fulfilling prommes
made to the people.

i) Entire Depariment 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 2008-2014, and the pressent status thereof, ,
shauld be analysed. [This information should also be included in the
presentation fo be made before the Hon'ble Primg Minister]:-
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&. | expect you to act upon thesa }mmedxaxeiy and indicate & plan of ‘action

latest by Monday, the ¢ June 2014. Interim progress on these points will be
reviewed and monitored by me in meetings to be taken with Groups of
Secretarles heginning 9" June 2014. A first Action Taken Report in resgect of
sprucing up the wark space / building should reach me by g Juner 2014
positively, o that Hon'ble Prime Minister ¢an also be apprised. A detdlled”xepert
on achievements undsr each of the items should also be- mcluded in ~yolr -

~ monthly d.o. letter for the month-of June 2074,

WJth regards,

Yours sincerely,

@hien)
- Ajit Seth )
ghri Pankaj Jain
- Secretaly, ’
Deptt. of Drinking Water and Sanuat;on o e .

New Delhi . =

07570 P.003 Q/





