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To

All the sections under Main Office
(Through website)
Subject: - Instructions on better noting and file management.
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As per the directions of competent authority, following points may be adhered to for
better noting and file management:
1. Endless continuation of Office Note should be avoided.
Probably Office Note should contain ‘subject’ and reference (if any).
Amount in figure should be reflected in one line itself,

When enclosures are page numbered, putting up of flags must be avoided.
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Too many tags at enclosures must be avoided. Just use one tag to bind both the
Office Note as well as enclosure(s).

The tag of file cover should not be broken. It gives a very poor impression.

Note serial number is not required.

Page number must be marked only at corner of a page.
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While dealing with cases/payments of third party, ink signed copies of references

must be obtained from executives and audit department should not work on xerox ‘
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copies. Ink signed copies must be maintained for record.




