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fawa Regarding Economy in use of paper.
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1. Notes should be typed/written on both sides of the paper/note sheet;

2. Typing should be done in single space;

3. Policy instructions/guidelines issued through Orders, OMs, etc. may be uploaded on
the official webside of the Ministry/Department/Organization. Number of hard copies
of such communications may be limited.

4. Office copies should not be typed agains where the draft itself is legible and does not
contain many corrections.

5. Forms, proformas, returns  etc. if  any, stipulated by Minis-
tries/Departments/Organizations in connection the organizational mandate may be
reviewed in relation to their size and format and should be recast and simpli-
fied/shortened in keeping with the recent directives from Cabinet Secretariat. Manual

submission of forms, returns, etc., where stipulated either under statutory obliga-
tions or otherwise, should be discouraged. Switching over to e-forms, online submis-

sion of forms/returns, etc., may be encouraged.
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