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सं�व� में#, 

सं�$ अपर मेंहा�संव'क्षक
सं�$ भिन��शक

विवषया:Special Campaign  4.0 for disposal of pending matters from 2nd October, 2024  to 

31st October, 2024-regarding. 

 In pursuance with DARPG O.M. No. Q-15012/2/2024-O&M-DARPG (e-8885) dated 
22nd August,  2024,  on  the  subject  cited  above  and  to  state  that  Special  Campaign  for 
institutionalizing and minimizing pendency in all the offices of Survey of India and disposal 
of pending matters is to be undertaken by Special Campaign from 2nd October, 2024 to 31st 

October, 2024 as a sequel to Special Campaign 3.0 has been conducted.  

2. The Special Campaign 4.0 is to be organized in two phases – (1) Preparatory Phase 
from 16th September, 2024 to 30th September, 2024 and (2) Implementation Phase from 2nd 

October, 2024 to 31st October, 2024. All the offices of Survey of India will carry out the 
activities  as  mentioned  as  per  DARPG  guidelines’  above.  Some  of  the  activities  are 
enumerated below:-   
 

i) Overall  cleanliness of office with special focus on space management and 
enhancing work-place experience as per Annexure – II.

ii) Disposal of pending VIP references, if any.
iii) Disposal of pending references from the State Government, if any.
iv) Disposal  off  /Sending  Reply  to  SGO on  pending  Public  Grievances  and 

Appeals (CPGRAMS) as well as grievances received from other sources, if 
any.

v) Record management-Weeding out of records.
vi) Scrap disposal- Condemnation of unserviceable stores.
vii) Space management planning. 
viii) Plantation Drive if feasible.
ix) Any other related activity if deemed fit. 

 
3.   All the Zonal offices/GDs/ Others Directorates of Survey of India are requested to 
provide  the  information  of  the  pendency/target  for  Preparatory  Phase  in  the  enclosed 
proforma in  Annexure-I to this office latest by 15.09.2024, as this office has to send  the 
consolidated report to DST by 20.09.2024.
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4. All the Zonal offices/GDCs/Others Directorates of Survey of India are requested to 
ensure all activities as mentioned in  Annexure-II and will send pictures and videos of the 
Campaign sites before start of Campaign and after completion of activities on daily basis.  

सं�लग् न :- याथो/परिर ।  

(धी$रजे श�हा)
उप मेंहा�संव'क्षक एव�

न/डल अभिधीक�र6 (स् वच् छता� अभि�या�न)
क7 ता� ��रता क�  मेंहा�संव'क्षक 

Email: dheeraj.shah.soi@gov.in
Telephone No. : 0135-2745275

Copy to :  The Secretary to Govt. of India, Ministry of Science and Technology, (Deptt. of  
                 Science & Technology), Technology Bhawan, New Mehrauli Road, New Delhi-   

      for information,  please.   
Copy to :   All Addl. SGs/DSGs of SGO
Copy to :   All the Sections of SGO.
Copy to :   Sr. PS to SGI, for information please.
Copy to :   In-charge of SoI Website-with request kindly to upload on the departmental 
                  website.
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Consolidated Achievement Proforma for Special Campaign 4.0 (Implementation Phase
from 2  nd  October to 31  st   October, 2024)   

Report from: ____Name of Office____

1. State Govt. References 

Less than Equals to 6 
months

Between 6 and 12 
months

Between 1 and 2 years More than 2 years

- - - -

2. References from MPs 

Less than Equals to 6 
months

Between 6 and 12 
months

Between 1 and 2 years More than 2 years

- - - -

3. Record Management (Files)

No. of files reviewed during the 
Campaign period (total)

In case the PHYSICAL files are reviewed, the same needs 
to be categorized in the following,

1. Number of files reviewed (Physical)

                             -

2. Number of Physical files to be transferred to NAI

                              -

3. Number of Physical files weeded today.

                                -

In case of E-files concerned, Number of E-files closed 
today =  

 Note: Kindly prepare a list of Category A files and Category B files, also a list of files to 
be transferred to NAI. This will be required if and when asked by DARPG, during the 
Special Campaign 3.0.
(Chapter 10 of Central Secretariat Manual of Office Procedure (CSMOP) 2022 may be 
referred for identifying records. 

Annexure-I



4. Easing of Rules/ Processes

No. of Rules simplified today -

5. Public Grievances 

Less than Equals to 6 
months

Between 6 and 12 
months

Between 1 and 2 years More than 2 years

- - - -

6. Space freed (in square feet)

In case scrap is cleared please send in the following format.              -

7. Cleanliness Campaign(s)

No. of Sites* cleared  during Cleanliness  Campaign (to  be conducted
during 02nd Oct to 31 Oct, 2024)

*Please enclose (before photograph) of each identified site proposed to be cleaned in the 
following format:



8. PMO References (cleared today) 

Less than Equals to 6 
months

Between 6 and 12 
months

Between 1 and 2 years More than 2 years

9. Revenue Earned (by scrap disposal in Rs)

Scrap disposed of (identified during preparatory phase) and revenue generated?

Note: 

1. Best practices adopted during campaign may also be reported in addition to above details.

2. Apart from above it is intimated that disposal of Grievances registered in PG portal shall also
be  monitored.  The data  of  which  shall  be  captured  for  CPGRAMS portal.  Divisions  are
requested to give emphasis on timely disposal of PG also during the campaign period.



ANNEXURE -II

Dates Activities to be Undertaken

02.10.2024 Cleaning of surrounding the office.
03.10.2024 Cleaning of Washrooms.
04.10.2024 Cleaning of Computers, Printers, Scanners
05.10.2024 Saturday
06.10. 2024 Sunday
07.10. 2024 Cleaning of Almirahs, Racks etc.
08.10. 2024 Cleaning of Working area of office  i.e. Rooms, Chambers, Sections etc.
09.10. 2024 Cleaning of Govt. Vehicles, 
10.10. 2024 Cleaning of MT Section.
11.10. 2024 Cleaning of Generator room.
12.10. 2024 Saturday
13.10. 2024 Sunday
14.10. 2024 Cleaning of Car Parking.
15.10. 2024 Cleaning of Two-wheeler Parking.
16.10. 2024 Cleaning of Ceiling Fans. 
17.10. 2024 Cleaning of Conference/meeting rooms.
18.10. 2024 Cleaning of Canteen.
19.10. 2024 Saturday
20.10. 2024 Sunday
21.10. 2024 Cleaning of Table-Chair of section individually.
22.10. 2024 Cleaning of Recreation/Guest rooms.
22.10. 2024 Cleaning of doors of Rooms, Chambers, Sections etc.
23.10. 2024 Cleaning of Office campus

24.10. 2024 Cleaning of Office lawn.
25.10. 2024 Cleaning of pavement area outside of office.
26.10. 2024 Saturday
27.10. 2024 Sunday
28.10. 2024 Plantation of plants/saplings surrounding the office.  
29.10. 2024 Cleaning of Office corridor.
30.10. 2024 Cleaning of Roads up to at least 100 m outside office gate.
31.10. 2024 Deepawali


