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CIRCULAR

The undersigned is directed to inform that central file movement & monitoring
system is being implemented at Darbhanga Hall with immediate effect with an objective
to keep the records of the fife and monitor the file movement.

2. It is advised that each file should clearly be mentioned with the basic information like
file no. Subject matter, name of the section on the cover page of the file, so that, entry
of each file should be made easy for dealing hand. No file shall be entered in system
without above information.

3. Further, all the section working in Darbhanga Hall are hereby requested to send &
receive their respective files through central system only.

4. For proper implementation of this system, Shri Puneet Malviya, Mohd. Arshad Akhtar,
Office Assistant and smt. Neelu Srivastav, Junior Office Assistant are the responsible
staff.
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