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CIRCULAR 01 DECEE

Sub.: Instruction to be observed by branchggjsections}oﬁice"m in file
noting- reg.

It has been observed that various dealing assistants/officers whiis
writing file noting are not putting their name, designation and date under thei
signature.

2, In this regards kind attention is invited towards CHAPTER V of tiw
Central Secretariat Manual of Office Procedure dealing with the matters relatag
with FILE MANAGEMENT, para 15 (i) GUIDELINES FOR NOTING, whidk
stipulates that “The dealing had shall append full signature, name and date ar
the left below the note. An officer shall append full signature on the right hang
side of the note with name, designation and date. In_an electronic environmess®
digital signature will be appended at each level.”

3. Accordingly, all officers/staff of the Directorate are advised to adhere the
above instructions/ guidelines without fail for smooth and systematic disposai
of the secretarial work of the Department.

4. This issues with the approval of the Competent Authority.

{Mah Yadasf
Assistant Director General of Shipping [Personnef
To,
1. All Officers of the DGS.
2. All Branches of the DGS.
3. All Allied Offices of the DGS.

Copy forwarded for information to;

Sr. PS to DG (S).

PA to Addl. DG (8).

Sr. PS to CS/NA [I/ C}]/Css.

Computer Cell for uploading on DGS website.
Guard file,
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