REN QA AT F RN, TAGTETGHATAGR, AR, TARTE 781171 |
¥ OFFICE OF THE CONTROLLER OF DEFENCE ACCOUNTS
Sl UDAYAN VIHAR, NARANGI, GUWAHATI: 781171.

I x §-Ad/e-mail:cda-guw@. nic.in BFE/FAX:0361-2640204 B=T/Ph-
0361-2640394, 2641142,

(CIRCULAR NO: 57 of 23.07.2019) _
Subject : STANDARD FORMAT ON CORRESPONDENCE WITH HQRS.
OFTFICE.
It is brought to the notice of all concerned that it has been decided by the
competent Authority at Hqrs Office, New Delhi that henceforth all the correspondence with

the Hqrs Office, New Delhi are to be made in a standard format as specified vide their letter

No. Coord/13002/Misc/Conference/2018-19 dated 17.07.2019 (Copy Enclosed).

It is,.tﬁerefore, impressed upon all concerned/Sections to adhere to the above
instructions of the Hgrs Office strictly while making any correspondence with the Haqrs.
Office, New Delhi. SAO/AQ in-charge of the Main Office Sections are also requested to
ensure that the same is being followed meticulously not only in the cases of correspondencel

with Hgrs. Office but also to be followed internally.

The In-charge of the sub-offices are also requested to follow the ibid

guidelines in their all correspondences including with Main-Office and Units/Formations etc.
The matter may be got noted to AAO/SA/Adr etc. serving under you with
St f—

(K Lalbiakchhunga)IDAS
Dy. Controller

their dated signature for strict compliance.
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