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- Q1 ponlar Mcorwoyrandum, : it
'ﬁfﬁﬁémy” insghe usc ofbapcr. , g‘?-} o \C Al
S 1t has ®pn brought to the notiec of Government that thcrﬁ%&f?

¢ shortage of paper in the cowntry. The demand !
till inereasing at a yewywepld rate, Despite all

et presentidn ach
increased and,?

8 T3 to infpedse production, shortages will persist for some time
i Weefions and activities in gonnection with them have
br 2 further and sudden spurt ¥h demand. :

. 2 Trr'order to de®l with the cufrent severe shortage of paper,
the following instructiens are issued for guidance of 21l public
servantsg: - - :

(i) Serrespondence an;hotes should be as brief as possible,

{ii) Where the matter permits and there is no need for a
permangnt record, busginess could be transacted more expeditiously
and mor effectively by telephons eg, reminders, routine requests, etc.
(i1i) Bothesidss of the paper should invarisbly be utilised
in writing and typing notcs. This immediately reduces the requirement
of paper by hglf, It would further raducc the bulk of files, etc and

make 1§ss‘d£maqga ol stolage spaces

(ix) Oxgparily, typing of notes, letfers ofa should be in
single spgfe. This yould still fugiher reduge 1< requlrgment of paper,
pressure O STOrage »ace,etc.,.

{v) The ineide gover of the notes part of —T'-'Z;Ll‘é*‘S could b
used for pecdrding recolltn gnd serial numbers where there gre no
notes wrlitten inwgarg to ths peceipts. : :

(3) A1l Hesds of Depaitments and offices are reguested to
see that these iﬂ&truc%LQPs are stristly complicd with,

e Ed/- ChiefSecretary to €ovts
To a11 Heads of Departments& Offices,

{ ' — pun SEp N ou e B 4 : s

jbﬂ{14{f¥;» Circulax Memorandum,

Sub:- Economy in the use of paper- : : T

Refi- Circylar Momgrandum No,16494/71/0&M/PD dated 232197 Ls J-j
In rontinystion of the Circular Memo randun Cit@d,‘th@ f

following clerificeW™on is Ygouad:e
2

Bub parsdv) of para 2 of the Cireular cited contains

the instfuctions that "the insidec cover of the notes

part. of files could be ucged Poyfecdordng recelpts
and serial Wumbérs whers there afe no motes written 1in
'regard te tQG recciptg“‘

The zbova instructions are intended only for offices
under the N.C.C.Départment and such qther of fices where the system
of having file covers Yor each file is followed as under the system
invogue in the officey of the Government of Incla, These Jnsicouciions
are not applicable to gffites following the systom lald down ji other
manuals/oifice proceturgs, _ T

0 S A-3ueretary to Govte

Houh rginizstiondMethods Division
No, 30811 /0&1/71/PD bl i 560871
19" 411 Heags of department§. _

Bndt, on K.P15+{R)D222/Y1 dated 17-3-72 ‘ _
Copies forwarGed to all sub-officersFor information and
ggﬁention. A1l aro requgsted to see that thess ingtructions are strlictdy
ercl TO4n .. : : : ke :
e CQPJA§¥%J§603 ons and section heads of thig o fice for ine ..
ermdtlﬂﬂ ﬁﬂﬂ-ruLﬂaﬂhﬁffplgj to A.G, A.C.C.F,FA,AA ang F.U.0,.
& 3 ; . i :
e S/ - for Chief Conservator ol e -

copy to H.Sect OnsSTo
| ipproved for issue
: T wflowmanleal
- LR
Head (L L alllg .

QOffice of the Chief Conservator
of ForestsyTrivandaruon, | : : x




