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Government of India
Ministry of Finance
Department i Revenue
{ Central Board of Discct Taxcs }

Norith Block, New Deihi,
Dated the 21 August, 2014.

QFFICE MEMORANDUM

Subiéét: Instructions regarding maintenance of cleanliness, punctuality in the offices of the
Income Tax Deparunent -reg .

Cabinet Secretary in his recent directives 10 Revenue Secretary has emphasised that
‘cleanliness of work areas and improvement in the over-all ambience of office buildings as also
punctuality on the part of the officials shonld be reviewed on sustained basis so that there is a
visible improvement and that there are no report of slippages in this regard.’

The importance of clean and tidy office which gives an air of efficiency and observance
of punctuality which is essential for maintenance of office decorum and discipline needs
hardly be emphasised. Accordingly, the following instructions are brought to the notice of all
Cadte Controlling Principal CCsIT and the offices under their jurisdictions for information
and compliance and 10 help them ro discharge their responsibilities in a sore ¢ffective and
efficient manner:

(i) Precincis of each office has o be spic and span. There should be no dust, no old ACs,
Almirahs, and old furnitare belonging to the office lying around in cortidors, or common ateas
near staircases, and no berel leaf-stained cornets. Dustbins should be provided in the rooms,
cogridors and washrooms for putting waste paper and garbage. The Agency responsible for
maintenance of cleanliness and upkeep of office premises should be instructed suitably to
provide scrvices of highest standard failing which penal provisions of the contract signed with
the agency may be tnvoked. Secrvices of Civil, Electrical and Horticultute Wings of CPWD
should be obtained wherever required, 1o improve the overall ambience of office buildings
consistent with the prevalent green building norms. To give a neat and tdy look to the
sections, the officers concerned may also be impressed upon 10 take special interest in
weeding our of obsolete papers/files and t» record all closed cases after action on the issues -
considered thereon has been completed, as per the prescribed tetention schedule.

(ii) All the officers and staff working in offices under cadre controt of Pr.CCsIT should strictly

~observe the prescribed office timings. It should be ensured that they do not overstay the lunch
break and leave offices early before clogsing of office hours. No amount of external efforts can
bring about improvements in punctuality of the officials on sustained basis unless Heads of
Depariments themselves take a personal interest in the same and observe the prcscribed office
hours. Therefore, all HODs may be instrucied to conduct regular ,unannounced and surprise
punctuality checks alongwith checking of attendance tegisters of the offices to see that the
officials are observing office hours meticuluously. Habiwal fatecomers may also be warned to
mend their ways failing which disciplinary action may be taken against them,

This issues with the approval of Chairman, CBDT,
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Copy to: 1.PSs to Chairman/Members/CBD7'.

2. Add1.CIT, Data Base Cell, Directorate General of Income Tax(Systems), Ground
Floor,ARACestre, Jhandewalan Extn. New Delhi-55. It is requested that this OM
may be uploaded on website of the Income Tax Depariment.

/Yo Bl

(Anil Uniyal)
Dir,(Flqrs.),CBDT
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