ﬁ E’ F4 B3 TI“T?TE - 682016

W Coir House. M.G. R\!dd. Kochi - 682016
r/ Gram - COIR BOARD

COI[ Boord TR/ P 0484-2351954, 2351807, 2351788

: ! % | Fax - 0484-2370034_2354397
(&R, &Y 31 RE9R 38W WA, YW §iFD

% *?j 30, E-mail - cor@md?2.vsnl net in
"‘-:, G‘o}{{:ﬁf_} Ministry of MS&ME, Gowt. of India) 7/ Web : www.coirboard.nic.in. www.coirboard gov.in
g | .-U-59/178/2018-wam(¥2m) 29/07/2020
FerT e w4 Ra..29:.01:.202p

ey 100"-1.%%zaié-ﬁmmm‘fﬁwmaﬁémﬁﬂﬁ#m-#

ﬁﬁ%mqamﬁ%ﬁ:mﬁﬂﬁéﬁ%%ﬁﬁmm%%v%awﬁﬁﬁ
TR, FA AT F ACAC 01 FAE 2015 A fefsteer / $-3iifher colewit @
a:ra’:a:;rmma{a,aﬁéa:mﬁtﬁmmaﬁ1510&2020@%,%/%—
ﬁﬁw@tﬁﬁa@ﬁaamt{wmaﬁ%mmﬁmo'n.%ﬁzﬂxé—
HMOH FI OF TA1 G0 GA1 ET &1 A6 3 RAdeT R S & et #
%Mﬁﬁﬁwm,mwmaﬁmwéﬁﬁ
gfafsaneier 3R s HRa ghr |

100% S-HTRRE Hr EINA & T 39 8 MeA 3R R B afg Gres
FRACA & Tl aHd Y, 39 wEaEt / savaEant F! hdd -HMBY &
mzmﬂﬁGhTHOO%dWmeﬁadﬂﬁ$w%Fﬁ$mﬁmm
mmmmqﬁﬁm?ﬁ(mqﬁ ) & @y fEer o yeae W REr
Hﬁﬁmmlaﬁmmﬁaﬁmﬂaﬁwﬁmawwm?a@
yAl F A FAr @1 wear ¥ 3k m@ﬁmmmﬁf@ﬁmm
ST Hehal § |

ﬁma&ﬁmﬁma‘nmaﬁmﬂmﬁﬂﬁm HISol, Tafag
ammﬁmm

L AT STAAT AR A A o Far 9B () T I7 MR
(FE) F1 e, i



I

MEA AR foshr fBar 3uell  S-wisd, fawra el ([uue) & or
HAfOEr (31 & A dHhd ¢ |

3. %ﬁ.#r.am.arré AT A 39 fodes (vq g &)

4. FRYEX [ IGE | AT EAHA & AT 39 fAdeeh (SHRTH) |
5. ot @ geafta awa Reg #fewd Eva) |

6. TH gmAAE | FATR AFG & fov gemafAs AfoER |

7. O wEd ged gl W dafd @ HfOERAl @ 3% e gant
JEAEl F1 ST A g AR IugEd et F @y @ dd & v
AT Gelishd & AR BIeed H6t| o o & ag o el o ge
£ fRufy A, wgel Fafd Fes st & goRE # 3W A F aww
#T & SATTaf)

S, @l w17, R, ar3eR, Hgeaul axAret 3 FrEte I i Ferer i
Well ¢, 58 el ata & arg SeAerll gu & Jicdl g1 39 gEaaar
HEATE [ AR d@oder / @fresh  3fse gary fre o e &
foT geqd foran smesm, aarfEafa, area #eAr 1 U6 AR & TR gihansit
HT Grelel HXA §U |

é—W%WﬁW*%@WﬁW!ﬁWI
gfdreror & fAu, U8 sl 3ga ROitsr 3Rl & Aegs @ 39 @Rys
(5.3R.TH) ¥ TYF FT &d 8|

Tg LT, F HAARH & AR @A &

piai: ol

J%ﬂmnﬂﬁﬁm
Jar H
1) HEITE & Fef 3regsrer, e Hw ar afves srferer
2) @l 3q wraTaat @ AwH g O Fg & gardr 3

3) 39 fAdess ($3M7) 3regemmer
4) d9dEe



aé AT, UB S M2, #1 - 682016
m Cotr House. M.G. Road, Kochi - 682016

. am; Gram : COIR BOARD
CO"‘ BOQ['d 4 Ph - 0484-2351954, 2351807, 2351788

: , AR | Fax * 0484-2370034, 2354397
(¥&H, % ST 928 T8 JA17, 97 aE

7 E-ma cor@mad?2 vsnl netin
Ministry of MS&ME. Govt of India) 4 Web - www coirboard nic in. www.coirboard gov.in

File No: A-59/178/2018-ADM(ESTABLISHMIEN I') 29/7/2020

Office Order No....... 12 ....... Shatve ook st ot Dated & q 0 ?"Z'O'Z'D

.........................

Sub:- Functioning of Coir Board Offices on 100% Digital/ e-office Platform — regarding;:-

As you are aware. in line with the policy of the Central Government for digitization
of Offices. the Head Office of Coir Board has been functioning on digital / e-office platform
trom O1st July 2015. Now. all the field offices of the Board also have shifted to the digital/e-
office platform, w.e.f. 15/06/2020. marking a new era of 100% digital/e-office in the
administration of Coir Board. This paradigm shift will improve the speed of execution of the
works in the Offices of Coir Board. making it faster responsive to customer needs and
customer focused. ;

With the introduction of 100% e-office. all the Officers in Charges of the field
Offices. including the Showrooms & Sales depots. shall send their proposals/requirements
only through e-office, henceforth. No any hard files or proposals with hard copy of letters
shall be entertained by Head Office. as g part of ransforming into a 100% paperless office, If
at all any leuters in letter heads are found necessary. such letters may be scanned and linked to
the file/sent by email.

Against this background, all the Officers i Charge of the Sub offices shall send
their ¢-office files to concerned Branch Heads as below -

. RO/SRONCT&DC to Development Officer (ID) or Deputy Director (SFU RTI) as the
case may be,

2. The Showrooms& Sales Depots  may send the e-files to Development Officer
(Marketing) and Accounts Officor (IA)

3. The CCRI & CICT to Deputy Director (S& 1),

4. For Computer/IT/study requirements to Deputy Director (ERS)

5. Export related matters 1o Development Officer (M)

0. All Administrative/stalf matters to the Administrative officer.

7. On receipt of such files. the Branch Officers concerned may get the proposals

examined by his/her Seetion and make suttable recommendations and send the file as
per the usual hierarchy for decision masimg. After decision making or in the event of
any queries, the files shall be returned 1o the ticld office in charges concerned. in the
same channel. : :

8. All hard copies. bills. vouchers. important documents. ete to be kept in safe custody of
officer in charge to whom the responsibility is fixed after scanning. Those documents



shall be presented for any verification by HOIA audit/ CAG audit as the case may be
- following the office and FR&SR procedures of Govt of India,.

For any clarifications/virtual training in implementation in operating the e-office,
such of the staff members may contact Deputy Director (ERS). through their Reporting
Officers.

Lhis issues with the approval of Chairman

Qnoimyts

5?. Administrative Officer

L. All the Sections . Branch Officers & Senior Officers in HO,
2. All Officers in charge of Sub Offices/'SR&SDs.
3. Deputy Director (ER) Section.
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