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Consequent upon restructuring of this office some new section/group have been
created and name of some section has also been changed. In this context.

correspondence was made with the headquarters office to create a new hierarchy on e-

office platform. Now, hierarchy of all section/secretariat/groups has been re-created by
the headquarters office.

Post assignment for all officers and officials are to be made by a fresh post by the
administrator of this office along with the transfer of respective e-files and e-receipts

already created by the user to the concerned. All e-office users are requested to
immediately transfer all the e-files and e-receipts related to them to the e-office account

of the concerned section/secretary in-charge and the information related to the same
must be sent to this section in the prescribed format (Annexure-E) by 22.03.2021
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invariably. Since c-office cann’t be used while updating the hierarchy hence it must be
ensured that e-office is not to be used till further orders. During this process, physical
(ile is to be used as a temporary arrangement instead of e-office,

Apart from this, all officer/official are requested that the details of all e-files and
e-receipts (subject of file/receipts, file/receipts number) may be noted in physical form
so that to trace the same in case of any need.
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Encl: As above.
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ANNEXURE-E
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