No.A.50001/1/2010-SDO/DC(S)

OFFICE OF THE DEPUTY COMMISSIONER

SAIHA DISTRICT

OFFICE ORDER

Dated Saiha, the 22nd Jan 2010

In order to facilitate the smooth flow of office files and maintaining efficiency in the working of our office, the following file movement should be followed by all officers and staff.

DAK STAGE
All correspondences addressed to DC, Saiha will be put up to the DC and DC will endorse the correspondeces/letters to the Addl.DC.Addl.DC endorses  all letters to concerned officers for initiation

Concerned officers should endorse the letters to Superintendent, and Superintendent should endorse the letter to Assistant or concerned Dealing Assistants.

DC and Addl.DC should also be very cautious in endorsing the correspondences to a right concerned officer.

FILE MOVEMENT

When a Dealing Assistant is putting up a file, he/she should endorse the file to Assistant. Assistant should endorse the file to Superintendent.

The Superintendent should put up the files to the concerned officers. Examples: If a file is an Establishment file, he should directly put up to the SDO. When a NLUP file is being put up, Superintendent should endorse the file to the concerned officer i. e ADC (P), the ADC (P) should endorse the file to EO/Member Secy, NLUP.

All officers should clearly study the Works Distribution amongst the staff and officers for speedy disposal of files
Sd/-V.LALENGMAWIA
SDO (S)

For Deputy Commissioner

Saiha District

Memo No.A.50001/1/2010-SDO/DC(S)

     Dated Saiha, the 22nd Jan 2010

Copy to:

All officers for information and necessary action

(V.LALENGMAWIA)
Sub Divisional Officer (Sadar)

Saiha District

