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NATIONAL COUNCIL OF EDUCATIONAL RESEARCH & TRAINING
SRI AUROBINDO MARG, NEW DELHI - I IOOI6

(SEcRETARY OFFTCE)

Doted: 2nd Jonuory ,2024

CIRCUTAR

Sub: Execulion of 100% file work through E-Office in NCERT & its Conslituenl Units w.e.f.
15.01.2024 regording.

ln pursuonce of the Council's Order No.F.No. S-l40lll1l202O-Olo Heod ESD doted
24.07.2020 ond Director's Office Letter No.PS(D)/5-1l2O2O September 3d, 2020 (copies
enclosed)on the subject cited obove, it is hereby directed thot oll the files should be moved
through E-Office only w.e.f. 15.01 .2024. All new files ore to be opened in e-office only with
immediote effect.

The officers/employees/stoff members moy utilize their respective government (gov.in) User
lD ond Possword provided to them by the Council's for login to e-Porichoy for use of e-office.
The troining progrom on the opplicotion wos olreody conied by the CRC/e-Office teom.

For smooth functioning on the portol , those officers/employees/stoff members who ore yet
to obtoin their government (gov.in) User lD/Possword or focing ony difficulty while using file
monogement system thorough e-office moy contoct Mr.N.L. Shirnivos, SSA(Mobile -965021889?,
0ll-26592153) & Md. Aorif, Progrommer (Mobile-9625327362,011-26592709) of CRC/E-Office,
NIE, NCERT.

Therefore, it is reiteroted thot oll the officers/officiols/employees/stoff members must strictly
odhere instructions, guidelines, procedure ond submit oll doy to doy work files only on e-office
File Monogement System insteod of physicol mode. All the Heods of the Deportments, Deputy
Secretory's, Under Secretory's, Division/Sections lnchorge of the Council ore requested to
convey these instructions to oll the officiols working under their controlfor strict complioncers'lrc'i:]ffffi,

Secretory
Copy to:

1. Joint Director, CIET.
2. Joint Director, PSSCIVE, Bhopol.
3. Deon (A), NCERT.
4. Heods of the Deportments/Units/Cells of NlE.
5. All Principols of RIE's-Ajmer, Bhopol, Bhuneshwor, Mysore & Shillong
6. All Deputy/Under Secretories including CIET/VSO, NCERT.
7. AdministrotiveOfficer,PublicotionDeportment,NCERT.
8. All Bronch officers/ Sections in the Council Hqrs.
9. Mr. N.L. Shrinivos (SSA) & Md. Aorif (Progrommer), CRC/E-Office, NlE, NCERT- with

instructions to monitoring progress of e-files & migrotion of files on weekly bosis,
resolving doubts & queries reloted to e-Office functioning.'10. Deputy Secretory (services) & Sr. Store Officer, NCERT - with lnstructions to check
totol numbers of sconner & photo copy mochines ore ovoiloble in eoch
deportment/divisions/sections etc. ond their working for proper use of file
monogement system of e-office ond resolving ony issues/queries reloted to
sconner/photocopier mochines.

Copy for informolion to:
l. P.S. to Director, NCERT.
2. P.S. to Joint Director, NCERT.
3. P.S. to Secretory, NCERT.
4. Notice Boords.
5. Heod, DICT for uplooding it on the website of the Council.



NATIONAL COUNGIL OF EDUqATIONAL RESEARCH AfiU TRA}NING
sat AuRoBtNDo [uARc, NEW DEL]fl {tu}i6

DIRECTOR'S OFFICE

PS(D)/6-U2020
September 3, 2020

E-Office sysbem has been ir:#oduced in lhe Council for the last more than

one year but all the files are physically being forwarded to Director's Office.

After 15e September, 2020 Director's Office will not receive any physlcal

file and allthe files should be forwarded through E-0ffice only.

]D
All Heads of the Departments/Divisions at NfE
Secretary

l)Ytd'+$
(Hrushikesh Senapbty)

Director

t' L'zz,lt - r,l+"i2.



File No.S-1401 1 I 1 1202O-Olo Head ESD

National Gouncil of Educational Research and Training
Sri Aurobindo Marg, New Delhi - 'l 10016.

Date:24.07.2420

ORDER

Subject: lmplementation of eOffice in the National Council of
Educational Research and Training.

This has reference to the Circular F. No.6-212017-33 dated 01-02-2017
issued from Department of School Education & Literacy, Ministry of Human Resource
Development (l\rHRD) Government of lndia. Through this circular, decision taken by
secretary (SE&L) has been communicated to all the subordinate organizations under
the department of SE&L that with effect from 0110412017 the department of SE&L will
not accept any circular, noting etc. in physical form.

ln order to adhere the guidelines of MHRD, NCERT has implemented
eOffice in NCERT as on 16.07.2018 in phased manner.

ln the present COVID-19 pandemic scenario, maintaining social distancing
in office is advisable and, therefore, it has been decided that the following guidelines
may strictly be adhered:

. All receipts/dak should be registered and submitted in eOffice only.
- All files/notes should be moved in eOffice only.
. No Physical files will be accepted until it is very urgent in nature from 17th

August 2020.
. With Regards to existing physical voluminous files, e-files may be generated

providing the reference no. of the previous physical files.
. All receiptsA/lP communications received in Hindi, e-files may be generated in

Hindi only.
. All Circulars, Notices, Office orders etc. should be circulated through

Knowledge Management System.
. All leaves should be applied through Leave Management System.
. For Any Assistance, you may contact eOffice team on EPABX No.594.

This issue with the approval of the Competent Authority.

srsnerum Not veqgF\
Diqdslly srsned by hAbrJAN KUMAR
NAYAK !
Det6:2020 07 29 1&47.11 IST

l/C Secretary


