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Various instructions issued by Headquarters' office regarding correspondence with

lleadquar.tcrs' have been circulated in this office time to time. However, it has been fbund that

the same is not being followed and personal name based email ID is being used while sending

the cmails from this oflice.

Therefore, it is again directed that instructions regarding conespondence with.

Lleaclquarters' office issued vide Headquarters' office circular No. l9-Staff Entt.ll/2021 issued

75-Sraff Entt.lll47 -2021 dated 13.05.2021 (copy enclosed) may be scrupulousll'

lrncl:- As above.
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tub: ( orlc\ll,ltl(l(nt( !\ illl I tcttd{lltllrl( t ''-r'cqartling'

\ir i 1l r rln nr,

\. l)cl '(i!ri(lulitlcs l()r,\dlllilli:itrilti('ll ltlttl (isrtge ol'e-tttitil '\ccoullts in l'\&AI) issttcd

I r tir,. l\ \i irlt on :5.(t'l.l{}19' tl"let- t}1"' ol c-ttlail itls atc.utci'l"d irr l'\&r\l): (i) tlcsigrratiorr

'ir',"ri 
. rttril itls {issLrcrl to l.'\&r\i.ltici'r':' "l tlrc rittlli ol '\"\(i Ittrtl lt6trrc' lnrl t. rrlhet stall'.n

rlel:Lllllt'lis).(ii}llilnlchltsttle-tttailitlslisrttctlttl;lllpct.:;tlnttclrll.l.,\&Al)).itrrtlliii)gencr'icc-
rrr.riI i,i. r,srrr,-'rl lrr seutirrtts,'rrittg 0l a:l rrllict).

l:iL'rittcs irtstlttctiotts isstte l)rrnt tilrlu tl' tirrlo' l'ala l lTl'l ol NlSO (r\tlnrrr) Vol l uls''

l_-rrriiLl... [1r., rtlurrtt,Jr trl-.onrntt,,tic,rtiu,, ttr lrc arlirPtctl itt tcsPt'ct ol cotrcspottduncc rrit[r

ilcil(lrlll rtt(.r.:i. it hus c0ntc r,, ,.,,,ri." lhill \JIi()Ll) instrttcti,,trs issLred bY llclltklttirttcls itt. lltis

,Jrir,,i rl trr'l h,:irl:.: li'll(r\\cd. inspit'' r'l c\1flh1 illsllllcli('lr'- il i\ secll that il singlc

,;,,ll, .lrlttrlcttcc rritll llcit.l,.lrrirrtets is tceeiicti llrlt'trull rrrttlt'iplc r:lrxles riz' l'\N' l'ostirl' l -ltllril

r.'lriclt rc,Lllts in rtl-lctilioll ol cl-lirrls illlll ll5()tllecs'

ltllicrrr,l.thctlngtrittg(rlritl-l(,Ililn(leI]]iclitttlittr.rtt|clttlnritigirlcl.xtpctrlrlt.k.itntl.trl
,.,,,.,,,, ii,,ral, txrnrirrirti,,rr,rri.l ,lis1r,,'al ,,l ti,ri,ru,, lcttcl:i. il nlil\ plcasc [)e rnsnrcd thirf lhc

lirllrrv'irr'. in\llr!cti(rlls ilIt \cltlIrllt'tlsl\ lirll()\\((l \\hiltsctttlirrgc-trtail lrr Ilcrtdllttitttcrs'

, I rrr ils orlginating li-onr llol)s irrrtl utldrcsstd to courtt'ntrl I);\l/Al),\1. nral bc scttt

rl IiItre brrseri c,rrrail Il) ol rlr,-, l).'\11.\l)Ali lxi,'l'l) ctrttcctttcd..lcPcnrlirlg upoll ll)i'

,irtr.rc(,l rhr.u,,..1,,r,',1.:,,... Iltc lt.-t,:el.!-rl,!-i!!lrg -l!.-.s.]-c--,Lu!lid!l.lql]d -tlc-!rc{ ul-}l .lill

I lu[Lt ]l-li.'ULc.'lrllrrrtrrriLiUl!!r'
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,,,],'.ttle(1. ilr irtlirelrlrlclltii rrlrrl lrcirrq littrrrtltl(tl lrr tllt l'\/Sl'S/Sr\() of lhe litlrl



offices, should be sent only on the official desisnation based/seneric e-mail lDs of the

concerned SAO/Desk Offi cer/Wing at lleadquarters.

It may be stressed that no correspoud ence (except ./br Dcni'Otficial latters) be sent on the

personal e-mail IDs of Officers. Group Oflicers/Secret ry lo HoD sholl ttot se d n alls
directly to ADAI/DAI, on behalf of theit HoDs,

In case. a D.O. letter is ploposed to be sent. it nray be specilically be set)t from the
personal e-mail lD ofthe officer (addressor) to personal e-mail ID of the officer to whom
it has been uddressed (addrcssce).

Correspondeuce of routine nature which involves subnrission of peliodical reports. all
rcturn, seeking clarifications on service and other administrative mattels, leave of IA&AS
officers and similar such conesponderrce may be selrt to Headquartes through e-mail
mode, only. Rcpctition through FAX and by Postal mode is to be lvoidcd. Printouts
of'sent e-rnails' may be kept on record iu the office. for submission as and when called

for. .
Conespon ence lor ,rroller invotvittg linnucial sanctlons, DPC proceedings, mottets
involving referral to Mhtist?ies olf GoI, nutleriolJor Ar,dit Reporls anal othet mflllels of
impo ttnl ,tot re, disciplirrfiry coses may be senl by email ntode however, lhe
correspondence whieh rcquires counleFsigrrnt ru na! be subrrrilted thtottgh Poslttl
mode.

Specifically with rcl'erence to adnrinistrative matteN, hard copies of letters along with
necessary documents uray be sent in tlrose cases whiclr requirc detailed exatnination such

as disciplinary cases, cases which require rel'erence to be made to the Ministry/UPSC etc.

Correspondences with Covernment of India (Gol), relating to policy issues, audit

mandate. organisational relationship/st0nd. transpBrency. etc: whers the Department

needs to take a unilomr stand and /or wherc thc n]atter has to be taken up a sufficiently

high level in the Gol, cspecially at the level of Secretary to Gol, shall be only after the

approval of dre CAG of lndia.

(srp"rv" sr,iJ/i
Assistant Comptroller & Auditor General (N)


