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OFFICE CIRCULAR

In light of the ongoing “Special Campaign 3.0 aimed at institutionalizing Swachhta and
minimizing pendency in Government offices, scheduled from 2nd October, 2023, to 31st October,
2023, it is hereby requested all officials to give special attention to the cleanliness and maintenance
of their IT/Electronic/Telecommunication devices like Desktops, Workstations, Laptops, Servers,
Monitors/Displays, Printers, Plotters, Scanners, Cameras, Microphones, Telephones, GPS, Remote
Controllers and similar equipment. This proactive approach is essential to safeguard these valuable
devices from potential damage caused by the accumulation of dust particles.

The cleanliness and proper maintenance of our I'T/Electronic/Telecommunication devices are
crucial to ensure their longevity and optimal performance, which, in turn, helps maintain efficiency
and productivity in our day-to-day operations.

Here are some general guidelines for cleaning of various IT/Electronic/Telecommunication devices:

e Before cleaning, switch off the device and unplug it from the power source.

e Use air blower to blow out dust and debris from the exterior and interior part of the device.

e Wipe down the exterior of the device with a cotton flannel dampened with a mixture of
isopropyl alcohol (70% or higher) and water in a 1:1 ratio.

e In regular interval, check the condition of batteries inside the remote controllers, cordless
devices, cameras, GPS, etc., and remove it when not in use.

e In the case of cameras, use a very soft brush to remove dust from the lens and sensors. Use
only lens cleaning solution and lens tissue for cleaning the lensed. i

e Avoid harsh chemicals for cleaning.

e Don’t use strong electric air blower for cleaning the interior parts of the laser printer, which
may damage the delicate parts of the printers.

e It is advisable to follow specific guidelines of the manufacturer while cleaning and
maintaining these devices.

By adhering to these simple guidelines, we can collectively contribute to the success of Special
Campaign 3.0 and to the overall cleanliness and efficiency of our office environment. i

Your cooperation and commitment to this initiative are greatly appreciated.

This has been issued as per approval of the Director.

Copy to: 1. All officials, ICFRE-RFRI for compliance.
2. IT Cell for uploading in the portal.



