
 PUNJAB STATE TRANSMISSION CORPORATION LTD. 
        (Regd. Office: PSEB Head Office, The Mall, Patiala-147001, Punjab, India) 

Corporate Identity Number: U40109PB2010SGC033814 
(O/O Dy. CE/HR & Admin, PSTCL, PATIALA) 

 
Email- se-admin@pstcl.org Telephone No. 0175-2970693  Website: www.pstcl.org 

 

To 

All Chief Engineers/ HODs under PSTCL. 

 

Memo No. 511-517 / Spl/ Admin     Dated: 10.05.2020 

 

 

Subject: Revised Guidelines for Opening of Offices of PSTCL w.e.f. 11-05-2020  

 

Reference: This office Memo No. 445- 451/ Spl/ Admin Dated: 04.05.2020 (Copy enclosed) 

 

 In continuation to the above referred letter it is intimated that worthy Director/ Admin, PSTCL, 

Patiala visited PSTCL Head Office, Shakti Sadan, Opposite Kali Mata Mandir, Patiala on 08.05.2020 

along with senior officers/officials to review the operation/working conditions of the office and inspected 

the Cleanliness and Sanitisation of HO Building. In view of the ongoing COVID-19 pandemic, Director/ 

Admin has ordered to adhere the following guidelines: 

 

Re-Sanitisation of the complete office building and outside areas and concerned officer/ official entrusted 

with responsibility to ensure the sanitisation of office records/ furniture/ fixture and other equipments 

installed/placed in his/her office following the complete hygienic standards. Office of the S.E./Civil has 

been entrusted with the responsibility of re-sanitisation which will start at 9 A.M on 11-05-2020. 

 

1. Hand sanitisers are to be provided at the main entry of the office premises and all the 

officers/officials must ensure to sanitise their hands before entering the office premises every day 

and every time. Provision of soap cakes/ liquids soaps and running tap water should be ensured in 

the office and all the Toilets should be cleaned up every hour in a proper hygienic manner and all 

the corridors should be cleaned up/ mopped on regular basis and proper record should be 

maintained for the same. 

 

2. All Coolers/ AC filters to be cleaned before making them operational and thereafter to be cleaned 

periodically and regularly. The water storage tanks are to be cleaned up. Drinking water purifiers 

should be fully operational and working at optimal capacity. 

 

3. Revised office timings will be 9am to 5pm however flexible timing/ number of employees 

attending the offices physically shall be decided by HOD in consultation with subordinate 

supervisory staff, keeping in view that only urgent work is to be carried out in the office premises 

and routine works may be carried out by non-attending officials from their residence. However 

complete record of attendance should be maintained physically. The officers/officials must ensure 

proper social distancing and staff strength should be decided keeping in view the nature of work 

and sitting arrangement at the office premises. 

 

4. Flexible timings may be allowed to employees with the condition that important work doesn't 

suffer. Employees may be allowed to work from home, wherever possible the required documents/ 

files may be allowed to be carried along with the concerned officials. Before this eventuality, prior 

permission of sectional head should be obtained and proper record should be maintained. 

However no confidential record should be allowed to be taken to his/ her home by any 

employee. 

 

5. During ensuing lockdown period, no visitors shall be allowed in the offices and physical dak 

receipt should be abstained and official correspondence should be made only through e-mails. 
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6. In case of any difficulty observed in adhering to these instructions, feedback may be given through 

their respective HODs. 

 

7. All the other guidelines issued by Ministry of Home Affairs, Govt. of India and Govt. of Punjab 

from time to time shall be followed strictly in letter and spirt. 

 

 

This issues with the approval of competent authority. 

         

                   
        Dy. CE/HR & Admin, 

            PSTCL, Patiala 

 

 

No.  518-576 / Spl/ Admin                                Dated: 10.05.2020 

 

 

 

 

CC: 

1. Dy Secy/ Sr PS/ PS to CMD/ PSTCL, Director/Admin, PSTCL, Director/Tech. PSTCL, Director/ 

F&C, PSTCL, Patiala for info please. 

2. All Dy. Chief Engineers/ SEs in PSTCL for information & n.a. 

3. Company Secretary, PSTCL, Patiala for information & n.a. 

4. All Addl. SEs/ Sr. XENs/ Dy. Secy. of PSTCL for information & n.a. 



 

 PUNJAB STATE TRANSMISSION CORPORATION LTD. 
        (Regd. Office: PSEB Head Office, The Mall, Patiala-147001, Punjab, India) 

Corporate Identity Number: U40109PB2010SGC033814 
(O/O Dy. CE/HR & Admin, PSTCL, PATIALA) 

 
Email- se-admin@pstcl.org Telephone No. 0175-2970693  Website: www.pstcl.org 

 

To 

All Chief Engineers/ HODs under PSTCL. 

 

Memo No. 445- 451/ Spl/ Admin    Dated: 04.05.2020 

 

Subject: Re-opening of PSTCL office w.e.f. 04.05.2020. 

Reference: Punjab Government, Department of Home Affairs & Justice, office letter No. 

SS/ACSH/2020/354 dated 03.05.2020. (Copy enclosed) 

 

In compliance to the Lockdown 3.0-MHA guideline dated 01.05.2020 to be implemented 

w.e.f. 04.05.2020 for containment of COVID 19, office letter No. SS/ACHS/2020/354 dated 

03.05.2020 of the Government of Punjab, Department of Home Affairs & Justice and further 

directions of CMD, PSTCL has resumed offices with partial staff w.e.f. 04.05.2020 with office 

timings 0900hrs to 1400hrs. Director/ Administration along with other senior officials have 

supervised pre-sanitization of the complete office building and instructed for regular sanitization 

thereafter. All officers/ officials have been directed to maintain social distancing, compulsory 

wearing of face masks, using stair case instead of lifts, all offices should have provisions for hand 

wash/ sanitizers and meetings are to be avoided.  

 

All the other guidelines issued by the Ministry of home Affairs, Govt. of India and the 

Govt. of Punjab from time to time shall be followed strictly in letter and spirit.  
 

This issues with the approval of competent authority. 

         
DA: As above.       Dy. CE/HR & Admin, 

        PSTCL, Patiala 

 

No. 452- 510/ Spl/ Admin   Dated: 04.05.2020 

 

CC: 

1. Dy Secy/ Sr PS/ PS to CMD/ PSTCL, Director/Admin, PSTCL, Director/Tech. PSTCL, 

Director/ F&C, PSTCL, Patiala for info please. 

2. All Dy.Chief Engineers/ SEs in PSTCL for information & n.a. 

3. Company Secretary, PSTCL, Patiala for information & n.a. 

4. All Addl. SEs/ Sr. XENs/ Dy. Secy. of PSTCL for information & n.a. 
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