THE STATE TRADING CORPORATION OF INDIA LIMITED: NEW DELHI
(PERSONNEL DIVISION)

No. STC/CO/PER/IR/02074/2017 March 14", 2019
CIRCULAR NO: IR/04/2019

SUB: Instructions regarding Movement of Files/ Documents

Vigilance Division vide Circular No. 05/ 2017 dated March 15, 2017
had issued guidelines regarding maintenance and movement of Files/
Records.

2 In continuation to the above Circular, following is directed:

i, The Personal staff/ES to CMD/Directors/ CVO/ CGMs/
BMs/ Divisional Heads will record the inward and
outward movement of file/document received
immediately on its receipt.

ii. Upon receipt of any file/document, the Personal
staff/ES will immediately put the stamp indicating the
entry date on all the files/ documents and then put up
the files/ documents to the concerned officers to
whom he/she is attached to.

iii. Deviation from the above instructions will be viewed
seriously. Responsibility for deviations will be fixed
with the concerned personal staff accordingly.

This issues with the approval of Competent Authority.

(T. Kerketta) én)p -~

General Manager (Personnel)

By E-mail

- Exe. Secy. to CMD

Exe. Secys. to Directors/CVO
All CGMs/GMs

Divisional Heads, CO

- All Branch Managers

Copy to

- Notice Board

- Website
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