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An IS0 Certified Agency

GOVERNMENT OF THE PUNJAB
ENVIRONMENTAL PROTECTION AGENCY
50-H, Green Building, College Road,
Gulberg Lahore

Dated the 22"9 February, 2026

EPA/SEC/0/260222/0029

ORDER

460/PA/DG/EPA/2026

In continuation of this office Order No. 317 /PA to DG/EPA/2025/ dated
20th August, 2025, it is mandatory to use e-FOAS for all official correspondence. To
ensure data security, office confidentiality, and the integrity of digital transitions within
the EPA Punjab, the following Standard Operating Procedures (SOPs) are hereby
devised and shall be implemented with immediate effect:

Vi,

Vil,

Every officer shall ensure the absolute security of their
designated e-FOAS account by updating the password
immediately. It must be ensured that no unauthorized person
has access to these credentials.

In instances where an officer is no longer utilizing an assigned
account, he/she will formally notify the IT Support Unit (ITSU)
via e-FOAS to have the account rendered inactive forthwith.

If an officer is unable to update the password, a formal request
for a password reset must be generated and submitted to the
ITSU through the e-FOAS portal.

In the event of a transfer or relinquishment of charge, the
outgoing officer shall ensure that the account is rendered
inactive by formally notifying the ITSU about the administrative
status via e-FOAS.

The officer receiving the account must immediately change the
password and submit a formal request to the ITSU to update the
credentials.

To maintain clear coordination and direct accountability, every
officer shall hold and operate only one designated e-FOAS
account, per designation.

Should an assignment necessitate two separate e-FOAS
accounts (e.qg., specific cases of attachment), a formal request
must be generated through e-FOAS and submitted to the ITSU

for approval and provision.



viii.  All officers are directed to regularly monitor the official emails
associated with e-FOAS (mail.punjab.gov.pk) to track and
immediately report any unauthorized activity to the ITSU.

ix. Every officer shall ensure that the hierarchical structure on e-
FOAS is maintained properly and remains in strict accordance
with the departmental guidelines and orders issued from time to
time.

X. It is mandatory for every officer to access their e-FOAS account
daily to update the status of pending tasks and ensure timely
disposal of official business.

Xi. The Assistant Director Admin shall be responsible for ensuring
that posting and transfer of officers are formally communicated
to the IT Support Unit (ITSU) immediately upon the issuance of
such orders. This coordination is mandatory to facilitate the
timely updating of digital credentials, account names, and digital
signatures on the e-FOAS platform, thereby ensuring no gap in
official correspondence.

2. The following SOPs will be observed while sending a reference to the
Director General.

I. All routine correspondence (files, letters, notes, summaries el
which have to be submitted to the Director General would be
routed through PA to DG for proper record-keeping and follow-
up. However, confidential matters and specifically requisitioned
files shall be Submitted directly to the Director General without
routing those through PA to DG.

ii. Every submission must contain a clear subject, complete noting,
relevant annexes and specific recommendations.

ii.  All legal matters, including court cases, Environmental Tribunal

matters, legal opinions etc should be submitted under "Legal
Cases Tab" through PA to DG,

iv. All letters whose copies are to be sent to the Director General
must be addressed to PA to DG.

3. Any deviation from this SOP may attract administrative actjon,




M. a7

(DR. IMRAN HAMID SHEIKH)
DIRECTOR GENERAL
ENVIRONMENTAL PROTECTION AGENCY

A copy is forwarded for information and necessary action to the:-
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3)
4)
3)

6)

7)

The Additional Director Generals, EPA Punjab

All Directors / Deputy Directors / Assistant Directors, EPA Punjab
Coordinator , (CKENPD)

Environmental Protection Agency

Deputy Director , (SAW)
Environmental Protection Agency

librarian , (EPA)
Environmental Protection Agency

Incharge IT Support , (Unit)
Environmental Protection Agency

Personal Assistant , (PA To DG)
Environmental Protection Agency



