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It has been brought to the notice of the Competent Authority that
several physical files are still lying in various divisions, despite clear
repeated directions to convert them into e-Files. As part of the
Government of India’'s policy to promote digitalisation and paperless
governance, all Section In-charges are once again requested to take
immediate steps to identify and convert such physical files into e-Files in a
time-bound manner.

Further, in view of the ongoing “Swachhata Hi Seva" campaign, all
divisions are also requested to carry out a cleanliness drive in their
respective sections. This includes proper weeding out of old, redundant
files, tidying up of file racks and storage spaces, and ensuring a clean and
organized workplace.

Both the activities — e-file conversion and the cleanliness drive —
are to be treated as priority action items. A compliance report regarding
the same may be submitted to the Undersigned within two weeks.

Your cooperation in maintaining a clean and digitally empowered
office environment is highly appreciated.
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