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

OFFICE OF THE DEPUTY COMMISSIONER

SAIHA DISTRICT

Dated Saiha, the 22nd Jan 2010
OFFICE ORDER

Office kal hmang kan hriat nan leh awlsam zawk nan a hnuaia tarlan te staff ten hre nawn leh theuh ila a tha ang e.

1.
Office lehkha reng reng hi ‘I have the honour’ tia bul tan ziah hi ‘polite’ form a ni a. Hei hi hman zel thin ni se. VC te leh kan hnuaia mi te pawh ni se, ‘ka pu’, ‘sir’, tia address in,  ‘I rintlak’, ‘Yours faithfully’ tia tih tawp ziah tur a ni.

2.
Lehkha kan chhan reng reng in ‘Ref No:’ tih ziah lan a, kan lehkha chhan tur te lehkha lo thawnna File No kha ziah lan ngei ngei tur.

3.
Office Memorandum leh Notification hmanga thu chhuah hi Govt level/Secretariat atang chauha chhuah thin a ni. Under Secretary leh Secretariat a officer ten an chhuah thin. Kan office ah chuan Notification leh Office Memorandum kan lo chhuah ve thei lo. Chuvangin Office Order, Order, Notice, Circular etc hman zawk thin tur a ni.

4.
Sanction kan siam dawn in emaw GPF lak chhuahna siam reng rengin Dealing Assistant ten ‘flag’ ngai chi reng reng chu ‘flagged’ tiin an rawn tarlang thin tur a ni. Entir nan, Pi S.Rualkhumi chuan GPF withdraw a duh a, a hmanna tur Abstract a rawn siam chuan Dealing Assistant ten an rawn ‘flag’ thin tur a ni.

4.
Dealing Assistant reng reng in an lehkha dawn an pending tur a ni lo. ‘Urgent’ emaw ‘Put Up Now’ tih ziah kher loh pawhin an lehkha dawn reng reng ‘put up’ ngai chu put up vat vat thin tur.

5.
Staff pakhat a chawlhin, a bul a thu te hrilh a, chumi hna chu hna hmanhmawh thlak ka nei a tiin, lo tihsak tura in hrilh ziah tur a ni.

6.
Computer Operator ten ‘Font size’ hi 12 emaw 13 in an chhu thin tur a ni a. A script hi hawrawp lerh ang chi hman loh tur. ‘Arial’ emaw ‘Times New Roman’ hi hman thin tur a ni.

7.
Draft ziah nan Dealing Assistant ten lehkha chhia, a hma lam hman tlak tawh loh, mahse a hnung lam la hman tlak hi hman ngei ngei tur a ni.

      Sd/-KUNAL

Deputy Commisioner

     Saiha District

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

 Dated Saiha, the 22nd Jan 2010

Copy to:

All officers and staff for information and necessary action

    (V.LALENGMAWIA)

Sub Divisional Officer (Sadar)

            Saiha District

