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Cooy fo_rwgrded for information to:

1.
2.
3.

l.
2.
3.
4.
5.

Sr. PS to DG (Sl.
PA to Addl. DG {S}.
Sr. PS to CS/NA ll/cllcss.
Computer CelI for upioading on DCS website.
Guard frle.

ElIe No.PB-3Ol29t /2O IS-MISC

notillq- reg.

It has been observed that various dcaling assis,tants/officers qdrite
c,ritirrg lile noting are not putting their narne, designanion and daic undcr tihEb
signature.

2' In t,.is regards kind attention is invited tou/ards .HA'IER v of t&
central secretariat Manual of ofroe prooedure dearing with thc Eatters [datod
wift FILE MANAGEMENT, para lS {iil GUIDEUNES Frf,R NOflNG, wtri6
stipulates 6"t

3' Accordingry, all oficers/staff of tbe Director:ate arre adviscd to adhcrc th
above instructions/guidelines without fail for smoodr and s3rctcnatic dispocd
of the secretarial work of the Departmcal
4. This issues with the approval of the Competc

ro, AssrstaatDrrector":":r#&
All Oftcers of the DGS.
All Branches of the DGS.
All Altied OIEces of the DGS.

Detc4: l l"I2t2[r1tr

, ( I 0Et?St{


