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Reparding disposal of official letors,
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Ininviting a reference to the subject cited above, Tam directed to 7 i”;:r' '()“2”"

a copy of SOP on Diarisation and Disposal of Tetters received i the Depariment ¥ e 1 e
did 28/08/2023 and request you kindly to take suitable measures [« IL."\ me H\ iy "l'[l(l‘ o pon
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Branch) Department. No further letters which have (Il'&’i}_l,lrmlwi o )‘}r’:(‘ "“rr ;m"i qu(‘flﬁ.,;.t(t!l’—c”
nearaad (fas Ate i . X lice o )
received for disposal in the GA ( Issue Branch) Department except court matte’™ ro[:ltcl‘ stal®

DO letters and any other important communications with Govt, of an

4 { India
Governments. '

I'his has the approval of competent authority.

Enclo As above,
Yours [aithfully
Signed oy ’
Paresh Chandra Goswa™
) 4 / sain
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General Administration pepart™
., 2025
Memo No. eCF .605826/22-A Dated Dispur, the{*Jana'? .
Copy Lo:
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1. PS to Commissioner & Secretary to the Govt. of Assam, General AdmxmsUJU

Department for information.
k/Z’. Content Manager, GA (Scctt. Estt.) Department. He/She is requested to UPIOad ¢

letter in this Department’s website immediately.
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OP on Diarisation and

) isposal of letters received §
Designated email id : etters received in the Departments

1. All Dep
) vepartiments sl - )
gridissn should have designation email ids i . eivil"g
issuing letters: ids in the following format for T ¢

< S
DEPT NAME> <EOFFICE> @assam.gov.in

All Departments

ents to create email ids i , il id |
. a s in the above forms . id 10
the link shared below: hove format and submit the created ernail

no

https:/forms.gle/AEXDiKNK9bm45qWQ6

Computerized/Digitized Issue Receipt Branch:

1. Ea@h Depertment should have a computerized issue receipt branch with the followi"®
minimum infrastructure:
a. Two numbers of dedicated computers (One for Receipt and Issue each)
b. Two numbers of dedicated scanner (One for Receipt and [ssue each)
2. Minimum Two number of Assistants/Computer operators who have good computer skills
<hould be assigned dedicatedly in the issue receipt branch. (One for Receipt and Issué each

Receiving of letter:
Diarisation Of letters received through email:

o The departments should ensure that all possible communication should be received in soft
copy format through the dedicated email id.

¢ One assistant should be permanently assigned to operate that particular email id

o All received letters should be downloaded and uploaded in the diary page for ECR
generation

e The generated ECR will be forwarded to the Section Officers who after sorting will forward

it to the concerned person.
¢ Print out of emails received should be avoided.

_Diarisation of letters received in hard copies:

o Al received Jetters will be scanned and diarized for ecr generation

«  The ecr number generated will be marked in the hard copies. . .

+  Month wise guard files will be maintained which will contain All physical copies recejved
during that month should be stored in the guard file for that month.

o All physical copies should be destroyed aftera period of one year

Dispatching of letters:

e All letters to dispatched should be identified under the following categories:
a. Recipient is a Government Official and eOffice User
b. Recipientisa Government Official but a non eOffice user
c. Recipientisa public Category-
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Date: 27- 0&2023 09:16:05

Commissioner & Se

No. 293 200 3

y e
Al D(‘l‘ﬂmnem
ps. 10 Principa) s

cretary to the Govl of A
&Secretar v, he Go

O“lk\’ Tﬁ‘am GAD

wmu’ Copy.

General Administration Department, Dispur

cretary .
ary (o the Govt, of Assam, DIspur for

etary to the Govi of Assam
O

Dated Dispur, the August, 2023

kind appraisal of rincipal

«sam, Dispur for kind appraisal of

By Order etc.,
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