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CIRCULAR

The Chief Vigilance Commission has given direction for observing Vigilance Awareness
Week from 31st October 2022 to 15th November 2022.

As a precursor to Observance of vigilance Awareness Week-2022. CVC has directed to take
up the following preventive vigilance cum internal housekeeping activities as focus areas by
all ministries/departments/organization during the 3 months campaign from 16th August
2022 to 15th November 2022. Hence. Head Office as well as all the field offices are
instructed to do the following as a precursor to Observance of Vigilance Awareness week and
send a report along with photographs taken in this connection to HO latest by
01.12.2022 for compilation and furnishing the same to CVC with stipulated time.

a. Property management- ldentify and list out all the land/buildings owned by them
and take actions as listed below:

i. * Wherever properties are owned by the orcanization, the ownership documents to be
listed and verified. In case the properties are under lease, availability of lease
agreement to be verified.

ii. Encroachment to be identified and future action plant to be drawn for all such
properties

iii.  Properties not in use to be identified and steps be taken for future course of action

b. Management of Assets-Some of the offices have number of old. unused or
condemned asscts which affects cleanliness of working environment. Hence. the
following areas of concern may be looked into:

i. Identify and list out old furniture. machinery/equipment and other such old and
unused assets and make an inventory of all of them

ii. Appropriate action to be taken for the disposal of such unused assets as per their
policy
iii.  Measures to be undertaken to keep the premises neat and clean

c. Record Management-weeding out of old records and disposal of documents that
have outlived their usage may be done periodically




To examine whether a record retention policy including electronic records, exists and
if not, one may be prepared and adopted.

Proper system to be maintained for record maintenance
Existing old records to be weeded out
Technological Initiatives comprising of :

Website maintenance & updation —customers visit website for seeking
details/information and therefore should be prompt in updation

Identification of new areas for service delivery for customers/staff no to be brought on
online portal and initiation of steps for creating online platform

Updating of guidelines/circulars/manuals where ever found necessary —Identify
the areas where updations are required and steps may be taken

Disposal of complaints outstanding as on 15.08.2022- Complaints outstanding as on
15.08.2022 and which are kept pending for long without reaching a logical
conclusion. should be attended to in a campaign mode to take to logical conclusion by
15™ November 2022.

Vigilance Awareness week will be observed in HO as well as in all the Field offices and

societies from, 31st October 2022 to 15th November 2022 . The observance of Vigilance

awareness week will commence at 11.00 AM on 31.10.2022 with integrity pledge by all
officials and shall be administered by the Head of the office or the senior most officer
available on the occasion in the concerned office.

All offices of MPEDA shall follow the instructions in the Central Vigilance Commissions
Circular (copy enclosed) and all employees are encouraged to take the attached pledge.

ﬁ Shassi S)
Depufy Director(Admin)

For Secretary

Distribution

All Section in HO by circulation
All Field Offices and societies
Notice Board

OL Section for translation

Copy to: Chairman/Director/IDs-for kind information



