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OFFICE CIRCULAR

Subject:- Reg. Fire Safety Measures and Precautions during Summer Season.

In view of the recent fire incidents reported in various parts of Delhi & NCR and
considering the prevailing extreme.summer conditions, all officers and staff members are
advised to exercise utmost caution and strictly adhere to the following fire safety measures

within the office premises:

L.
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9.

Ensure that all electrical appliances, computers, printers, photocopiers, air conditioners,
fans, and lights are switched off when not in use and before leaving the office.

Do not overload electrical sockets or use unauthorized extension boards and electrical
equipment.

Immediately report any faulty wiring, sparking, overheating of electrical equipment,
burning smell, or any other electrical hazard to the Administration/Concerned
Maintenance Section.

Keep corridors, staircases, exits, and fire escape routes free from obstructions at all
times to facilitate safe evacuation during emergencies.

Do not store combustible materials such as paper, cartons, packing materials, and other
inflammable items near electrical installations.

Smoking is strictly prohibited within the office premises.

Staff members should familiarize themselves with the location and operation of fire
extinguishers, fire alarm systems, emergency exits, and assembly points.

In case of any fire emergency, immediately raise the alarm, inform the concerned
authorities, and follow the prescribed evacuation procedures without panic.
Housekeeping staff shall ensure proper disposal of waste paper and other combustible
materials on a regular basis. :

10. Section Heads/In-charges shall ensure strict compliance with the above instructions by

all officials and staff working under their control.

All officers and staff are requested to remain vigilant and cooperate in maintaining a

safe working environment. Any negligence in observing the above safety measures may
result in avoidable risks to life and property. 1

(Lucy Jyoti Beck)
H.0.0./Assistant Controller (Admn.)
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