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CIRCULAR
All the departments shall, for speedy disposal of different types
of files/cases/proposals/correspondence received by them and to
expedite administrative work, are advised to adhere to below
guidelines in order to dispose all matters within stipulated time.
Further to improve the functioning of the administrative system and
to facilitate timely disposal and transparency in the system,
following instructions are required to be followed for disposal of
Government works after due consideration:-

1. Files/cases/proposals/correspondence received by officers shall
be disposed off within a period of 03 working days from their
receipt thereof.

2. Consultations/examinations at the department level shall be
provided within a period of 07 working days for every
file/case/proposal received.

3. Minutes of the meetings of all high level committees shall be
submitted within a maximum of 03 working days before the
competent authority, for necessary approval.

4. Minutes of the meetings shall clearly contain details of the
responsibilities assigned to each concerned officer/department.

5. From the point of view of economy, both sides of the pages shall
be used for preparing the minutes of meetings and making all
other Government correspondence.
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6. The agenda for meetings shall be distributed in digital form only.
In unavoidable circumstances, if such physical print is found
essential, then both sides of pages shall be used and only the
necessary items shall be printed on it. Its binding shall not be
done but only stapled.

7. Plastic folders/plastic bags shall not be used for official
meetings.

8. To reduce the utility of paper, digital platform shall be used for
disposal of most of the official work, wherever possible.

All Secretaries to Government, Joint Secretaries, Heads of
Departments and Officers in the Secretariat/ Departments are
accordingly hereby directed to strictly adhere to the above
instructions.

Non-compliance of the above instructions shall be viewed
seriously. Heads of Departments/ Offices concerned shall be held
responsible for the lapse on the part of the subordinates and as
such may be liable for disciplinary action.

Secretaries concerned shall also appraise their respective
Ministers, about the above instructions.

This issues with the approval of Competent Authority.
By order and in the name of
the
Gove or*. f Goa

(Amalia O.F. Pinto)
Under Secretary (AR)
To,
I. All Secretaries to Government, Secretariat, Porvorim, Goa.
2. O.S.D. to Hon'ble Chief Minister/other Ministers, Secretariat,
Porvorim, Goa.
3. All Departments in Secretariat.
4. All Heads of Departments.
5. Guard File.
6. Office copy.

