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OFFICE ORDER

Subject: Compliance with Filing and Documentation Procedure in the Office.

All Faculty and Staff are hereby informed that, in order to ensure smooth functioning,
administrative efficiency, transparency, and proper record management, it is essential to
strictly follow the prescribed filing and documentation procedures in the office.

Accordingly, the following instructions shall be adhered to while submitting files,
notesheets, and official records for administrative processing:

1. Every file must be submitted with a proper file cover, duly labeled with the file title
and reference details.
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Each file shall bear a clear and appropriate file title reflecting the subject matter.
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Each notesheet shall clearly mention the subject, which must be precise and directly

related to the case under consideration.

4. All notesheets must bear the signature of the concerned official, along with the name
(in block letters) and date.

5. All documents placed in a file shall be properly page-numbered in a sequential
manner, ,

6. Documents must be arranged systematically and in logical order, in accordance with
the subject and references mentioned in the notesheet.

7. Incomplete, unsigned, undated, or unclear notesheets will not be accepted for
processing and may be returned without action.

8. Files not prepared in accordance with the above procedure shall not be entertained

for administrative approval or decision-making.

All concerned are directed to ensure strict compliance with the above instructions. Thb
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arder shall come into force with immediate effect.
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