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Subject: Mandatory Time-Bound Processing of Files and Receipts in the E-Office
Framework

In continuation of the office order NITD/R/Office Order/2026/81 dated 10.06.2026
and related directives regarding the mandatory use of the E-Office Framework, the following
instructions are hereby issued to further ensure administrative efficiency, transparency, and
accountability.

It is directed that every concerned official who receives any digital record through the
E-Office platform-including but not limited to files, receipts, notes, official correspondence,
and digitized records - shall review and act upon it within 02 days of receipt.

The only exceptions to this mandatory timeline are as follows:

1. The official has been specifically directed in writing by higher authorities to hold the
file for a designated purpose.

2. The specific nature of the case technically or administratively necessitates keeping
the document on hold.

In any such exceptional circumstance where an action is delayed, the exact reason and
justification for holding the file must be explicitly recorded in writing on the file within the E­
Office system itself.

This issues with the approval of the Competent Authority.
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