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OFFICE OF THE PRINCIPAL ACCOUNTANT GENERAL (AUDIT-II)
KERALA, THIRUVANANTHAPURAM

No.PAG(Audit-1I)/GL/8-1/2024- 25 Date: ../10/2024

CIRCULAR No. 26/2024

Sub: Guidelines on general procedures in office — reg

In order to maintain a clean, safe and efficient working environment, the following guidelines
are issued for general discipline, general cleanliness, proper disposal of food items, and
responsible use of office systems & appliances. Compliance by all staff members is crucial in
ensuring that this office remains a pleasant place to work:

=  General Discipline:

1. Identification Cards: All staff members must wear their office identification cards at all
times while in the office.

2. Access Control: Use your personal ID card or fingerprint credentials to enter and exit the
building. Unauthorized access is strictly prohibited and will result in disciplinary action.
This includes but is not limited to, tailgating (following someone through a door without
swiping your card), using another person's card, or attempting to bypass the security
system.

3. Office Access: No Officials/staffs, except authorised persons, shall be permitted to enter
the office on non-working days. All officials/staffs required to carry out urgent/official
works on non-working days, shall intimate the same to either Caretaker/Estate
Section/General Section, directly or through their respective Branch Officers.

4. Vehicle Parking: Only vehicles with a valid office pass will be allowed entry and
parking. Each staff member is limited to two passes (one pass each for a two & four-
wheeler).

5. Work Hours: Adhere to designated break times and be present in your respective
sections during working hours. Branch/Section Officers will monitor staff attendance.

=  General Cleanliness:
1. Workstations: Maintain a clean and organized workspace.

2. Waste Disposal: Properly dispose of paper waste in designated bins.
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Personal Items: Store personal belongings in your assigned area.
Hygiene: Avoid spitting chewing gum or disposing of banned items like gutka waste or
pan masala sachets in the washrooms.

Proper disposal of Food items :

Dining Areas: Use the designated dining hall and canteen for meals and beverages.
Office Parties: Avoid conducting parties or distributing food and beverages in sections.
Waste Disposal: Properly dispose of food waste in the designated bins. Non-food waste
items such as food containers, wrappers, disposable teacups/plates, other paper and
plastic items should be disposed of in separate bins, placed near the bin for food waste.
Cleanliness: Avoid leaving food waste in workstations or common areas. Report any
spills or waste to the General Section.

Energy conservation & proper furniture management:

1. Power Management: Power down your computer, printer, photocopier, and other

electronic devices when not in use. Unplug chargers and other peripherals to avoid
phantom power consumption.

. Lighting and HVAC: Turn off lights, fans, and air conditioning units when not in use.

Use natural light when possible.

Temperature Control: Maintain a moderate temperature (24-25 degrees Celsius) and
close windows and doors when using air conditioning.

Off-Hours: Switch off lights and fans when leaving the office after working hours.
Equipment Reports: Report any energy consumption issues or equipment malfunctions
to the Estate or General Section.

Furniture: Properly close compactors and almirahs. Report any furniture damage or
changes to the General Section. Avoid interchanging furniture between sections without
prior approval.

[This issues with approval of Sr. Deputy Accountant General / Admin dated ../10/2024]

Digitally signed by
S S Kannan
Date: 23-10-2024 13:50:05

Senior Audit Officer/General Section

yfafaifi/Copy to :

T.9.o1. (SRITRter) & |fad/Secy to PAG (Audit-11)
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ii. g @RI & aR. st Afa/fsh wer@/Sr.PS/PA to Group
Officers
iii. gt 9T rfEeRIU/All Branch Officers

iv. {9t FEfET 3HRT/All Sections concerned
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