All India Institute of Medical Sciences Rishikesh

TR HR1/202/2026/ (4 11-03-2026
FHETET AIA/OFFICE MEMORANDUM

faw: wrget & Fraaey fearor & day F Wt

Subject: Advisory regarding timely clearance of files.
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It has been observed that in certain instances that files remain pending at different levels
for longer than the prescribed or reasonable time, which leads to avoidable delays in decision-
making and disposal of matters. Timely processing of files is essential for maintaining
administrative efficiency.
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All Officers including Administration, Finance, Procurement, Stores and other sections are
advised to ensure timely processing and clearance of files so as to avoid unnecessary delays in
decision-making and disposal of matters.
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In order to facilitate proper monitoring of file movement and pendency at each level, every
Note initiated or forwarded shall invariably mention the following details at the beginning
of the note:

(i) PIEAEIT TR e fafd ... (@eH. ......)
File/Proposal Initiated on: ......... (Note #....)

(i) wEBTUCTE A ...

File Received on: ........
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This will help in maintaining transparency and enable supervisory officers to monitor the
time taken at different levels of processing.

Contact: 135-2462500 Rishikesh, Uttarakhand (249203) Email: dda@aiimsrishikesh.edu.in
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All concerned are advised to ensure that files are examined and submitted promptly and are
not kept pending without sufficient justification.
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This issues with the approval of the competent authority.

(AfFeAT Felel lJ(gtéolAGopal Mehra)
i

rector (Administration)

TF HAH0/ AlIMS Rishikesh

gfafaf@:/Copy to:

1). ger=T fash @i, SIeRT fAagere /PPS to Executive Director.

2). st gfa, a1 (derforer) Rafercar 3mefieTs /PS to Dean (A) /MS.

3). Tl fasTremereT / @ag ‘A’ H@RRIETOT/ All HODs/ Group A Officers.

4). FAET Fafg HATREOTAN concerned employees.

5). 3MEEY A T HEATA Y JTASC T TS A gd/IT Cell to upload on the Institute Website.
6). S WIE/Guard File
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