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CIRCULAR

It is implied that whenever an employee puts his signature on any official document, he/she
writes his/her name beneath the signature. All the employees are hereby instructed to write their
names below their signatures in any written communictation. Deans/Wardens/Associate
Wardens/Associate Deans/HoDs/Section Heads shall not forward any such communication to
the Institute authorities where name along with signature is not mentioned. |

Incharge Dean/Warden/Associate Warden/Associate Dean/HoD/Section Head cann't sign as
Dean/Warden/Associate Warden/Associate Dean/HoD/Section Head and it should be signed as
Incharge Dean/Warden/Associate Warden/Associate Dean/HoD/Section Head.

This is for information and strict adherence by the all employees including forwarding

authorities/officers.
AL /[j

Director

Copy to:

All employees — through email
Assistant Registrar (Admin)
PA to Director

PA to Registrar

Guard file — for record
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