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Following instructions are issued for ensuring expedient disposal and monitoring of e-mails and
fetters received from headquarters” office — ‘

I All e-mails and letters received from headquarters™ office will first be submitted to Principal
Accountant General for perusal.

2. After marking by Principal Accountant General, all e-mails and letters received from
headquarters™ office will be forwarded to concerned Group Officer.
3. After marking by Group Officer. concerned branch/section will ensure immediate action on

the e-mails and letters received from headquarters™ office.
4. In case Principal Accountant General or Group Officer is on tour, letters received from
headquarters” office will be scanned and sent by email for perusal and marking.
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