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ᳰदनाकं: 19 अᮧलै 2022 
Date: 19 April 2022 

  
भारतीय मानक ᭣यरूो  / BUREAU OF INDIAN STANDARDS 

(ᮧशासन िवभाग / Administration Department) 
   

पᳯरपᮢ / CIRCULAR 

Subject: Swachhata Action Plan (SAP) for the FY 2022-23-reg. 

 
Ministry of Consumer Affairs, Food & Public Distribution (Department of Consumer Affairs) 

vide their letter No. F.NO N-21/14/2022- P&C dated 06 April 2022 on the above subject, for kind 
perusal (copy enclosed). 

2.   Swachhata Action Plan (SAP) for 2022-23 has approved by the Competent Authority. In this 
regard, month-wise Swachhata Action Plan (SAP) of the Bureau for the FY 2022-23 is given 
hereunder:  

Sl . 
No. 

Month & 
Year 

Activities to be carried out Concerned Offices 
of the Bureau 

1. April, 2022 (i) To reduce the paper use in all offices of 
the Bureau & effective implementation 
of the e-Office Management. 

(ii) Cleanliness of internal Toilets, common 
areas, corridors and sections. 
Availability of Divyangjan accessible 
toilets. 

(iii) Cleanliness of outside area, doors, 
windows, glasses, fans, tube light roof, 
stairs, terrace etc.  

(iv) Cleanliness of equipment’s, 
machineries, tables chairs, and almirah 
etc.  

(v) Drive for Disposal of old furniture/other 
equipment etc. and thereafter maintain 
the record of disposal items and 
intimate the amount of disposal items to 
BIS Hqs Administration Department. 
etc. 

(vi) Regular sharing of Action Plan, photos, 
videos etc, with the department    

All ROs/BOs/LABs/ 
NITS including 
Departments of 
HQs 

2. May,2022 (i) To reduce the paper use in all offices of 
the Bureau & effective implementation 
of the e-Office Management. 

(ii) Cleanliness of internal Toilets, common 
areas, corridors and sections. 
Availability of Divyangjan accessible 
toilets. 

All ROs/BOs/LABs/ 
NITS including 
Departments of 
HQs 



(iii) Cleanliness of outside area, doors, 
windows, glasses, fans, tube light roof, 
stairs, terrace etc.  

(iv) Cleanliness of equipment’s, 
machineries, tables chairs, and almirah 
etc.  

(v) Technical officials may take Innovative 
activities undertaken like (a) Awareness 
programs (b) conducting workshops, 
meetings/webinar on Solid Waste 
Management, Liquid Waste 
Management and Waste to Energy etc. 
atleast once in a quarter in their 
respective offices. 

(vi) Drive for Weeding out of all old 
files/records, as per BIS Retention 
policy and Head of RO/BO/Labs/NITS 
may certify and provide the list to BIS 
hq Administration Department. 

(vii) Regular sharing of Action Plan, photos, 
videos etc, with the department   

3. June,2022 (i) To reduce the paper use in all offices of 
the Bureau & effective implementation 
of the e-Office Management. 

(ii) Cleanliness of internal Toilets, common 
areas, corridors and sections. 
Availability of Divyangjan accessible 
toilets. 

(iii) Cleanliness of outside area, doors, 
windows, glasses, fans, tube light roof, 
stairs, terrace etc.  

(iv) Cleanliness of equipment’s, 
machineries, tables chairs, and almirah 
etc.  

(v) Cleanliness of Record room. 
(vi) Segregation of Plastic and e-waste 

items, and disposed accordingly   as 
per the e- waste guidelines/norms of 
their state/UT government and 
thereafter maintain the separate 
account  and intimate the amount of 
disposal items to BIS Hqs 
Administration Department.  

(vii) Regular sharing of Action Plan, photos, 
videos etc, with the department   

All ROs/BOs/LABs/ 
NITS including 
Departments of 
HQs 

4. July, 2022 (i) To reduce the paper use in all offices of 
the Bureau & effective implementation 
of the e-Office Management. 

(ii) Cleanliness of internal Toilets, common 
areas, corridors and sections. 
Availability of Divyangjan accessible 
toilets. 

All ROs/BOs/LABs/ 
NITS including 
Departments of 
HQs 



(iii) Cleanliness of outside area, doors, 
windows, glasses, fans, tube light roof, 
stairs, terrace etc.  

(iv) Cleanliness of equipment’s, 
machineries, tables chairs, and almirah 
etc.  

(v) Implementation of e-Waste 
Management. 

(vi) Vermicomposting of the bio degradable 
waste in all BIS Offices 

(vii) Reduction of Single Use Plastic articles. 
(viii) Discontinuation of use of disposable    

(one time use) plastic water bottles etc. 
(ix) Implementation of Plastic Management 

Rules by technical officers in their 
respective offices. 

(x) Regular sharing of Action Plan, photos, 
videos etc, with the department    

5. Aug, 2022 (i) To reduce the paper use in all offices of 
the Bureau & effective implementation 
of the e-Office Management. 

(ii) Cleanliness of internal Toilets, common 
areas, corridors and sections. 
Availability of Divyangjan accessible 
toilets. 

(iii) Cleanliness of outside area, doors, 
windows, glasses, fans, tube light  roof, 
stairs, terrace etc.  

(iv) Cleanliness of equipment’s, 
machineries, tables chairs, and almirah 
etc.  

(v) Implementation to the Rain water 
harvesting system in all offices of the 
Bureau. 

(vi) Plantation & increase the greenery in all 
offices of the Bureau. 

(vii) Planting of saplings in the campus  
(viii) Regular sharing of Action Plan, photos, 

videos etc, with the department    

All ROs/BOs/LABs 
/NITS including 
Departments of 
HQs 

6. Sept, 2022 (i) To reduce the paper use in all offices of 
the Bureau & effective implementation 
of the e-Office Management. 

(ii) Cleanliness of internal Toilets, common 
areas, corridors and sections. 
Availability of Divyangjan accessible 
toilets. 

(iii) Cleanliness of outside area, doors, 
windows, glasses, fans, tube light roof, 
stairs, terrace etc.  

(iv) Cleanliness of equipment’s, 
machineries, tables chairs, and almirah 
etc.  

All ROs/BOs/LABs/ 
NITS including 
Departments of 
HQs 



(v) Planting of saplings in the campus  
(vi) To minimize the Air pollution in all 

offices of the Bureau as per the norms. 
(vii) Regular sharing of Action Plan, photos, 

videos etc, with the department    
7. Oct, 2022 (i) To reduce the paper use in all offices of 

the Bureau & effective implementation 
of the e-Office Management. 

(ii) Cleanliness of internal Toilets, common 
areas, corridors and sections. 
Availability of Divyangjan accessible 
toilets. 

(iii) Cleanliness of outside area, doors, 
windows, glasses, fans, tube light  roof, 
stairs, terrace etc.  

(iv) Cleanliness of equipment’s, 
machineries, tables chairs, and almirah 
etc.  

(v) To ensure the cleanliness of their 
drinking water facility i.e. RO etc.  

(vi) Weeding out of old furniture, ACs, 
Office equipment etc.  

(vii) Regular sharing of Action Plan, photos, 
videos etc, with the department    

All ROs/BOs/LABs/ 
NITS including 
Departments of 
HQs 

8. Nov, 2022 (i) To reduce the paper use in all offices of 
the Bureau & effective implementation 
of the e-Office Management. 

(ii) Cleanliness of internal Toilets, common 
areas, corridors and sections. 
Availability of Divyangjan accessible 
toilets. 

(iii) Cleanliness of outside area, doors, 
windows, glasses, fans, tube light roof, 
stairs, terrace etc.  

(iv) Cleanliness of equipment’s, 
machineries, tables chairs, and almirah 
etc.  

(v) To promote the Jute Bags and other 
recyclables items 

(vi) Regular sharing of Action Plan, photos, 
videos etc, with the department    

All ROs/BOs/LABs/ 
NITS including 
Departments of 
HQs 

9 Dec, 2022 (i) To reduce the paper use in all offices of 
the Bureau & effective implementation 
of the e-Office Management. 

(ii) Cleanliness of internal Toilets, common 
areas, corridors and sections. 
Availability of Divyangjan accessible 
toilets. 

(iii) Cleanliness of outside area, doors, 
windows, glasses, fans, tube light, roof, 
stairs, terrace etc.  

All ROs/BOs/LABs/ 
NITS including 
Departments of 
HQs 



(iv) Cleanliness of equipment’s, 
machineries, tables chairs, and almirah 
etc.  

(v) Drive for Disposal of old furniture/other 
equipment etc. and thereafter maintain 
the record of disposal items and 
intimate the amount of disposal items to 
BIS Hqs Administration Department. 
etc. 

(vi) Regular sharing of Action Plan, photos, 
videos etc, with the department     

(vii)  
10. Jan, 2023 (i) To reduce the paper use in all offices of 

the Bureau & effective implementation 
of the e-Office Management. 

(ii) Cleanliness of internal Toilets, common 
areas, corridors and sections. 
Availability of Divyangjan accessible 
toilets. 

(iii) Cleanliness of outside area, doors, 
windows, glasses, fans, tube light  roof, 
stairs, terrace etc.  

(iv) Cleanliness of equipment’s, 
machineries, tables chairs, and almirah 
etc.  

(v) Technical officials may take Innovative 
activities undertaken like (a) Awareness 
programs (b) conducting workshops, 
meetings/webinar on Solid Waste 
Management, Liquid Waste 
Management and Waste to Energy etc. 
atleast once in a quarter in their 
respective offices. 

(vi) Drive for Weeding out of all old 
files/records, as per BIS Retention 
policy and Head of RO/BO/Labs/NITS 
may certify and provide the list to BIS 
hq Administration Department. 

(vii) Regular sharing of Action Plan, photos, 
videos etc, with the department   

All ROs/BOs/LABs/ 
NITS including 
Departments of 
HQs 

11. Feb, 2023 (i) To reduce the paper use in all offices of 
the Bureau & effective implementation 
of the e-Office Management. 

(ii) Cleanliness of internal Toilets, common 
areas, corridors and sections. 
Availability of Divyangjan accessible 
toilets. 

(iii) Cleanliness of outside area, doors, 
windows, glasses, fans, tube light  roof, 
stairs, terrace etc.  

All ROs/BOs/LABs/ 
NITS including 
Departments of 
HQs 



(iv) Cleanliness of equipment’s, 
machineries, tables chairs, and almirah 
etc.  

(v) Cleanliness of Record room. 
(vi) Segregation of Plastic and e-waste 

items, and disposed accordingly   as 
per the e- waste guidelines/norms of 
their state/UT government and 
thereafter maintain the separate 
account  and intimate the amount of 
disposal items to BIS Hqs 
Administration Department.  

(vii) Regular sharing of Action Plan, photos, 
videos etc, with the department   

12. March, 
2023 

(i) To reduce the paper use in all offices of 
the Bureau & effective implementation 
of the e-Office Management. 

(ii) Cleanliness of internal Toilets, common 
areas, corridors and sections. 
Availability of Divyangjan accessible 
toilets. 

(iii) Cleanliness of outside area, doors, 
windows, glasses, fans, tube light  roof, 
stairs, terrace etc.  

(iv) Cleanliness of equipment’s, 
machineries, tables chairs, and almirah 
etc.  

(v) To promote the Jute Bags and other 
recyclables items 

(vi) Plantation & increase the greenery in all 
offices of the Bureau. 

(vii) Reduction of Single Use Plastic articles. 
(viii) Planting of saplings in the campus  
(ix) Discontinuation of use of disposable      

(one time use) plastic water bottles etc 
(x) Regular sharing of Action Plan, photos, 

videos etc, with the department   . 

All ROs/BOs/LABs/ 
NITS including 
Departments of 
HQs 

 

3.        For effective monitoring and periodically inspections of activities to be carried out 
under the Swachhta Action Plan (SAP) for the year 2022-23 by the following officers of the 
Bureau: 

Sl. 
No. 

Monitoring of Swachhta 
Action Activities 

Responsible 
Person/Department 

Concerned Offices of the 
Bureau 

1. Daily/Weekly 
monitoring  

SO 
PS, if SO is not available  

All ROs/BOs/LABs/NITS 
including Departments of 
HQs 

2. Fortnightly monitoring  Any one Group A officer  All ROs/BOs/LABs/NITS 
including Departments of 
HQs 






