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U/ Circular

Subject: Mandatory Numbering of Note Sheets and Folio Numbering in files

L It has been observed that a large number of files submitted by various sections of the
Institute do not contain numbered note sheets and folio numbers. The absence of proper
page No. and folio No. creates the possibility of inadvertent loss, removal or
misplacement of pages, thereby compromising the integrity and traceability of official
records.

2. In order to ensure proper record management, transparency and accountability in file
handling, the following instructions shall be strictly complied with by all concerned:

(a) All note sheets in a file shall be serially numbered before submission.

(b)  All correspondence and documents placed in the file shall be assigned proper
folio numbers in reverse chronological order.

(c) The dealing assistant/official concerned shall ensure that folio numbering is
updated whenever any document is added to the file.

(d) No file shall be received, processed or entertained in any section unless:
(i) Note sheets are duly page-numbered.
(1)  All documents contained in the file bear proper folio numbers.

(e) The receiving official shall be responsible for returning any file that does not
comply with the above instructions.

3. All Heads of Departments, Sections, and Offices are requested to bring these instructions
to the notice of all concerned and ensure strict compliance with immediate effect.
4. This issues with the approval of the Competent Authority.
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