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Subject: Guidelines for Handling Official Files and papers-reg

In order to streamline the process of handling files and papers within the
concerned section/office and to ensure proper management, security, and
accountability, the following guidelines are to be strictly followed by all desk
officers with immediate effect:

i. To ensure that all files and papers are kept in a neat and orderly fashion
witll page numbers on noting & correspondence pages to prevent misplacement
or damage.

ii. Any file /Paper should be moved from one desk to another with the
approval of section incharge and proper documentation in the file movement
register.

iii. = Concerned Desk officers and respective Section I/C will be held
accountable for any loss, damage, or unauthorized access to the files under
their custody.

2. This issues with the approval of the Competent Authority.

D Hindi version will follow.
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(Mahesh Kumar Pachar)
Joint Assistant Director (Admn)
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