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F. No.AN/l ll/30 1 2lCircularNol,Vl I I Dated: 23.3.2020

All PCSDAS/PCAs (Fys_/PIFA
GsDA/Cs FA(Fys/l FAs/RTGs
(Through CGDA Website)

Subject : Preventive measures to contain the spread of COVID-19

ln continuation of this office circular even No. dated 19.03.2020, please
find enclosed a copy of DoPT OM No. F.No.110131912014-Estt-(A-lll) dated
22.03.2020 under which it was requested that Head of the Departments may draw a
Roster of staff (all officers and employees including consultants/contract and
outsources employees), who are required to render essential services within each
Department. They oniy .ay be asked to attend office from 23'd March until 31tt
March 2020. ln other words, the office should function with skeletal staff. Officials
who are work from home should be available on telephone and electronic means of
communication at all times. They should attend office if called for, in case of any
exigencies of work.

2. Accordingly, all Heads of Offices/Heads of Department are requested to
draw up a Roster of Officers/staff who are dealing with the essential services viz.

Officers dealing with Pay and Allowances.
Budget holding Officers (including assisting staff)
Accounts and Budget
Officers/Staff of 1T & S.
Dealing with Pension Payments and sanction etc.
Officers/Staff dealing with Payment work.
Any other area of work as deemed essential by the Head
of Department.

3. ln addition to above, the following services will also be treated as
essential services, therefore, the concerned offices may ensured the same.'

(a) Payment of Pension for the Month of March 2020.
(b) lssue of PPOs for personnel retiring on 31.3.2020 to

enable first payment.
(c) lssue of PPOs in death cases.

4. lt may be ensured that essential work of the office is not affected with
deployment of skeletal staff.

(i)
( ii)
( iii)
(iv)
(v)
(vi)
(vii)
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5. The Contact Number of all Officers/Staff must be kept in record for
emergent requirement.

6. The above instructions may be followed with immediate effect.

7. This issues with the approval of the CGDA.

(s
Sr. ACG

Copy to :-
Admin-lV Section (Local) - for similar action.
lT&S (Local) : For uploading

jl-Agra



F. No.1 1 01 3/9/201 4-Estt_(A-ilt)

Government of lndia
Ministry of Personnel, public Grievances and pensions

Department of Personnel and Training
North Block, New Delhi

Dated 22.03.2020
oFFtcE MEMOBANDUIyI

suB: Preventive measures to contain the spread of covrD -1g

ln supersession of this Department's oM of even no. dated 19-03.2020 and20'03'2020, the forowing fufther instructions are issued.

(i) Heacjs of D.epartment (HoDs) may draw up a Roster of Staff (all officers andemployees' including consultants/ contract and outsourced employees), who arerequired to renrjer essential services within each Department. They alone may beasked to attend office from 23'd March until 31't March zazo. ln other words, theoffice should function with skeletal staff. officials who are working from home shouldbe available on telephone and electronic means of communication at all times. Theyshould attend office if cailed for, in case of any exigencies of work.
(ii) similar instructions should be issued to Attachedlsubordinate offices,Autonomouslstatutory Bodies.

(iii) The Department of Financial services (DFS) and Department of publicEnterprises (DPE) may issue similar instructions ,egaroing Financial lnstitutions andPublic Sector Undertakings.

(iv) These instructions shail not appry to the off.

ffi:l':lj#:'ffi['#iiF ; those d rect v ffi:,ili ilff[T.-U'.i?::
2. These instructions shail be appricabre with immediate effect.
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