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CIRCULAR

It is implied that whenever an emproyee puts his signature on any oificiar document, he/shewrites his/her name beneath the signature. All the em[loyees are hereby instructed to write theirnames below their signatures in any written communictation.5eans/Wardens/Associate
Wardens/Associate Dea ns/HoDs/Section Heads shall not forward any such communication tothe lnstitute authorities where name arong with signature is not menrioned.

lncharge Dea nAVarden/Associate Wa rden/Associate Dean/HoD/Section Head cann,t sign asDeanAVarden/Associate wa rden/Associate Dean/HoD/Section Head and it should be signed aslncharge Dea nAVarden/Associate Wa rden/Associate Dea n/HoDiSection Head.

This is for information and strict adherence by the al employees incruding forwarding
a u t h o rit ie s/off ic e rs.

*^-,/lj
Director

Copy to:

1. All employees - through email
2. Assistant Registrar (Admin)
3. PA to Director
4. PA to Registrar
5. Guaid file - for record


