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L PuBLic DEPARTMENT.
e g

- No. 33 . | “».‘4.
CIRCULAR MENORANDUM.,

Uorrespondencc—Foldz'ng and Docketing of letters. R

' Officers in correspondence with the Chief Secretary are requested to adopt the ve
following system of folding and docketing letters :— T

(1) All letters and enclosures should be folded lengthwise. The number, ]
date, and docket should be entered upon the front page, the writing running across. .
A specimen is forwarded with this Memorandum. O
, (2.) Covering letters and enclosures should, as a rule,
B - . & thread, sufficient length being allowed to admit of all the pa
The covering letter should be placed furthest from the doc
.

P :

be looped together by . o x
pers being fully opened, ) '

ket slip, and enclosures S
should be ranged in order of date, )

Forr Sr. Gerorar,
8k January 1881.

B. DAVIDSON,
: Chief Secretary,

To all Heads of Departments. o S
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Issuing certain instructions as to folding and .
dooketing letters. _ B
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) Archives | 10,006—16-8 77.

(1) Number of pages

(2) Date of repair 9.1~ -86 i
v

(3) Initials of the Referencer

TAMIL NADU ARCHIVES

GOVERNMENT OF TAMIL NADU

Jfc DEPARTMEN1

G.0. No. 30 Press.
B P Ne. Mis—
Dated |- 2. |98 | e
Not to be folded or roughly handled .
Q
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