


To,

Government of India
Ministry of Human Resource Development 

Department of Higher Education
Shastri Bhawan, New Delhi 

Dated: 20th March, 2020

The Directors,
NITIE Mumbai, NIFFT Ranchi, NERIST Itanagar, SLIET Longowal, 
CIT Kokrajhar, GKCIET Malda,
Board of Apprenticeship/ Practical Training,
BOATs/ BOPT- Mumbai, Kanpur, Chennai and Kanpur.

Subject: Preventive measures to contain the spread of COVID- 19- regarding

Sir (s),

Please find enclosed a copy of instructions issued by DoPT vide O.M No. 11013/9/ 2014- 
Estt. (A-III) dated 19th March, 2020, on the above mentioned subject for information and strict 
compliance.

Yours faithfully,

(Achint Kumar)
Under Secretary (TS VII) 

Tel: 011-23070425.
Copy to:
1. PS to JS (Admin.)



N o. 11013/9/ 2014-Estt (A -III)
Governm ent o f India n,

M inistry o f Personnel, Public G rievances and P e n s io n s  J
Departm ent o f Personnel &  T ra in in g

North Block, New Delhi-110001 f

Dated the 19th March, 2020

OFFICE MEMORANDUM

Sub: Preventive measures to contain the spread of COVID19.

In continuation of this Department OM of even no. dated 17th March, 2020 
(Copy Enclosed), the following further instructions are issued:

(i) Heads of Department (HoDs) may ensure that 50 per cent o f Group B and 
C employees are required to attend office every day, and the remaining 50 
per cent staff should be instructed to work from home. All HoDs are advised 
to draft a weekly roster of duty for Group B and C sta ff and ask them to 
attend office on alternate weeks. While deciding the roste r for the first 
week, HoDs are advised to include officials who are residing in close 
proximity to their office or use their own transport to trave l to the offices.

(ii) Further, the working hours for all employees who attend office on a 
particular day should be staggered. It is suggested tha t three groups of
employees may be formed and asked to attend office as per the following 
timings: -

(a) 9 AM to 5.30 PM

(b) 9.30 AM to 6 PM

(c) 10 AM to 6.30 PM

Oil) The Officials who are working from home on a pa rticu la r day as per the 
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(iv) S im ilar instructions may be issued to A ttached/Subord ina te  Offices, 
Autonomous/Statutory Bodies.

(v) The Department of Financial Services (DFS) and D epartm en t o f Public 
Enterprises (DPE) may issue sim ilar instructions regard ing  Financial 
Institutions and Public Sector Undertakings.

(vi) These instructions shall not apply to the offices and em p lo yee s  engaged 
in essential/emergency services and those d irec tly  engaged  in tak ing 
measures to control spread of COVID-19.

(vii) These orders shall be applicable with im m ediate e ffe c t and w ill rem ain  in 
force till 4 th April, 2020.

(Sujata Chaturvedi)
Additional Secretary to the Government of India

ro

1. All the M in istries/Departm ents of the Government of India
2. PMO/Cabinet Secretariat 

PS to MoS (PP)
PSO to Secretary(Personnel)
Sr. Technical Director, NIC, DoPT

3.
4.
5.
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