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~ xHC(Jl\!AJIT SETH 
CA Bl NET SECRETARY 

GOVERNMENT OF INDIA 

No. ,2_ "- 9 2- !CS/2015/ Ct GJJI 
Dat t l O JUN 2015 D,O.No.CS-8683/2015 


8th June 2015 

Dea,- Chief Secretary, 


Please refer to my letter dated 5th June 2014 (copy enclosed) 
wherein I had stressed upon the need for ensuring an improved work 
culture and work environment including hygiene and cleanliness of the 
work place. I had also requested Ministries/ Departments to undertake, 
inter alia, weeding out of files and pa,pers 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 BharatAbhiyan, especic;3Jly in the context .of the 
Government offices, for the ben~fit of those working within as well as 
those who visit government offices. lt is important that governmenti OJUN 2015 
offic-es are seen as well~maintarned and clean at all times. You are, 
therefore., requested to give renewed attention to the following activities 
on priority:

~/ (i) Upkeep and Cleaning of offices including common area premlses, 
toilets, stairs, lifts, etc.;:~, (ii) 	 Upkeep and Cleaning of the ai:eas outside the office including 
parking lots, pathways, etc. 
Disposal of u-nusable vehicles/ fumitwre/electronics & electrical 
equipment, etc. 
Weeding out -of old files/ records, etc. 

ftl/?.) (ii)

ft; ~v) 

,-:__,.,. ...'\~ tv"f\ A week long cleanliness drive will be -held from 22nct to 25th June 


2~15 at all Ministries/ Departments of the Gol as also the State 

\ l, Gover_n_m_e_n--,t_s__--=T=:7he drive should cover not only the main Ministry/


' LI\ \0 
./ Department but all its attached and subordlnate offices as well. Public 


q) \ Sector Banks, Public Sector Undertakings, Research Organizations, and 

other Agencies/ Organizations under various Ministries/ Departments 

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

a report by 2.gth June to the National Coordinator. Swachh Bharat 

Mission (i.e . the Secretary,Jylinistry of Drinking Water and Sanitation) on 


_all the activities during the cleanliness week. 

l cl( ~ 

Contd.I- ...(:~: i·, :1<1 \c-cr" l!.:j ·;;·1 r: .i ,1··:1r,.~:; ; .:_.J1;,·,:d· ·:):.\'. ,·,,:_: {·,; 1 ;,y ·, i,. 

·; ,: l !}1i . .::~ (, l i)f> 1){). .-1 :·.. 0 l '. +.II l : :!_\. { i l : -~ ·1~ Ii ~-;1;J ~: f. - ! H:-1 i c;J ·11 : \'. I . ti·' ! j ! , : : ,i 



./ -2­

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. 

5. You would appreciate .that cleanliness is an all-time activity to be 

conducted regular:IY and the week long drive is only to bring the matter 
...into focus once again. I urge your cooperation in keeping government . 

offices clean. 

Warm regards, 

Yours sincerely, 

Sd/­
(AjitSeth) 

All Chief Secretaries, State/UT Governments 

Copy to: Secretary, Ministry .of OrJnking Water· and Sanitation, to set 
up a system for'fE;igular i,nspection across the Ministries 

Q~ 
(.A.fit Seth) 

... 




,/ 
··-.·.•;._-,.--.·-:. · ·'.1 

.,.,---­c~~p 
r, (1 $ / ()f; '.' 0111 -is : 1 i 	 01510 I' . O(J ~ 

41 
· IIVJ!VlEDiATE . . ~ 

· 	 r-iBr:hw. wR:t.i 
CABINET SlZCRE'fAH.V 

' 
' · HEW .iiiliB(: 

.Dear S.etretary, 

. . \ 

. . ~lease tt3C<;!II th-e disc~1ssions durfr\g the interaction Hori.'J)f~ Prime Minister 
h~d ~Ith ~ti Secre_taries to ~overnment.of IFtdia ·at P~mchavati, 7 Race Course· 
R pad on 4_ June, 2014 E!t6.00 PM onwi.'lrds. 

2. 'The Prlme Minister llad .stre'ssed upon en$uring an Improved-work culture 
· and worl( environrnenNncludin9 hygJene anq cleanliness ofthe work space; You 
are, therefore,_ reque1:;ted to unde1iake t~t:J following ori an urgent b~sls:­

J, 

a) 	 'lr.1 each Gc_)Vetn111e.nt b~r!idl~g, work space of "your department sho:ulc] 
be c!Erared and spruced up. Passages and stairs should be cleaned 
Up to rnal<e It unobstructed o1nd no -offi8e _maler1~1 / 1:1:imirah etc. ~JiGllld 
be found i_n th1;1se spaces. lnsid~ the' ro.oi11s too·, the files Jpapers ~fc. 
should be neatly stacked so tli~t a poi;ltive wotl< environment is 
created. · · - . 

b) .	EVeiy Departme)it shpuld. 1d$ntify and ·r~·peal at least 'l,0 rllles or 
processes, and even archalci° Acts, that are redm1d'ant and would not 
leEid to ~ny l.oss of e_fficlency. 

c) 	 Every 0$pl:irtment ~hould identify forms 'ttiat ar.$ in vogu.e and -stforten 
thern, wher-e posslblf;:l., to one page only. (Seel<ing of unnecessaJY er 
irrelevant irlforrilation sho1:1!d be disool;lrage.d). · · . 

1 .d) Every ·oep.artment should en•courqge use of JCT in submlsslori of 
information .;in·d eve11tually.unrversalize it. . . · · 

e) Peoislon mal<ing layers should be re·duqed, to a maximt,m :of four
layers. . 	 . • . •.J, 	 • 

'0 	Files and pa.p<?.rs sho uli:l_ be weeded o'utin -accordance with the rdJes of 
record i<eepirm includ1ng· digitization, wherever· necessary: This . 
exercise should be completed Within 3 ~4 weel<s. · 

g) Collabor.ativf;:l decision maKltlg. ahd frequent consultation between­
depEJrtments must be done. Where issue.~·remain unres~lved, Cab1net _ 

·Secretariat] PJviO·sho.l.,lld be appilsed:fbqesolutlon. · · . · 
h) Effective and tlmely resoll1tion of pubjic grievance$ must be enspr.ed 

and monitorecl by the Secretaries of the Depo1rtrnent:s concerned. · 
i) Each Departm~nt shQuld wotkout modalities of fulfilling promises · 

made to the people. . . · 
J) Entire Department shoulq work as :a team with every leveJ s-houl.d ~e. 

encouraged to p,rovide inputs arid valL1e additio~ in the exercise, · 
' k) ·Gocils set for the period 2009-2014, Emcl the present status i!)13t'eof, . 

should be analysed. [This information shoLtld also be included in the 
presantation to be made befor.e the H?n'ble Prim!:! Minlster]i · . . 
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3. · l expect you to act upon these lmrnedjate!y and indicaie a plan of action 
latest by Mondqy:, the 9th -June 2014. interim progress on these points ·will tie 
rev.iewed ar:id monitored by me in meetings to be ta~en with Brqups of 
Secretaries beginning 9th Ju,;e 20 '14. A firnt Action Taken Report in res~ect of 
sp.rudng up the work space f buildlng should. reach me by 5th JLirre: 201;4 
positively, $0 that Hon'ble !:'rime Mlni:stf;lr can aJ~o be apprised. J.:.. detalled~r.epqrt 
Oil achievements under ea(!:h of the Jtems ehoul~I also be ·included·· .in -yot:.ir · 
monthly d.o. letter for the month ofJune 2014. · · · 

wm, re,gar(ls, 

Yours sincerely, 

Oft-S~Di 
, ( Ajit S_eth) 

Shri Pankaj Jain 
Secretaiy, · · 

Deptt. of Drinking Water and Sanita~on 

New Delhi ·· · ·:· ··· 
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