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A_ directed by the Competent Authority the following SOP may be adhercd to with 

least disturbance principle while moving the sectional records: 

1- All iles must be assigned a unique File Number. 

SOP 

2- The File number must be properly displayed on the front cover and all the notes 

and correspondences. 

3- Files must be numbered systematically, ensuring correct sequential order on 
Note and Correspondence Side. 

4- Each note entry on the note side must include a reference to the corresponding 
page number(s) on the correspondence side. This cross-referencing will enable 

casy-tracking and retrieval of documents. 

S- Sianding Guard File, standing notes or reference folder, if any linked to the 

main file shouid be transferred along with main file. They must be clearly 

ITmarked and referenced. 

6- When a île extends more than one volume all the volumes be transferred and 
each volume must be clearly numbered. Each file must indicate 

opening/closing date of the previous file. 
7- The associated records, viz., PR Register, Cycle Register., Register of 

Iraportant Points, Register of Complaints, etc. may also be checked and handed 

over to the new Group. 

8- The list of files, registers, etc. may be prepared in quadruplicate and may be 
kept as below: 

i. One copy with sending group control section. 

iii. 

iv. 

One copy with sending group officer cell. 

One copy with receiving group control section, 

One copy with receiving group officer cell. 

Sr. Audit Officer/Admn. 
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