Paperless office policy 2022

Aim

The ultimate aim of the policy is to make the institute completely paperless.

Objectives

. Tosave time and money by minimizing paper usages.
To build a greener workplace by recycling and reuse of the paper.
To make management of the institution Swift and hassle free

Features of policy .

« Frame a committee in the institution to ensure implementation of the paperless policy.

« Initially try to minimize usage of paper in official works

» Set up limit on maximum paper usage in a month and keep record of the same.

» Use storage devices like pen-drive and hard-drive and cloud storage to store data and
reduce paper usage.

« Use of digital apps to create meeting agendas and other official works through the apps such
as Google meet, Zoom, WhatsApp etc.

» Interaction and guide students through mentor groups on Whatsapp.

+ Ensure moving financial work to digital platforms such as GEM, Paymanager, SIPF, GPF, SSO
etc.

+ Paperless marketing of Institutional programmes and research projects through online
modes like email, e-books, blog posts, social media posts, videos and digital ads.

» Declare a champion of the office yearly who contributes most in going paperless.
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