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OFFICE ORDER

t of Shri Lal Bahadur $hastri Rashtriya Sanskrit Vidyapeetha(Deemed
Central University by the Govt. of India, Shri Lal Bahadur Shastri
d its functioning as Central University w.e.f.
1 for earmarking of numbers on the files be

Consequent upon the establishmen
to be University), New Delhi as
National Sanskrit University, New Delhi has starte
30.04.2020. Accordingly, the filing and coding systel
maintained by all the departmems/sections of the university as under:-
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Maintenance of files

Al files in the Depanmcms/Scctions shall start with a preﬁxcd initial code/number as F1 F2.F3 and with the
suffixed name of Depamnem/Section to which the file pertains. In between both the preﬂxed pumber and the
guffixed name of the Gection, the words », BSNU" shall be '\ncorporated. At the and of each file number, year
shall also be noted so as to indicats the year 10 which the file relates. File Register containing
\,2,3,4,5, ....... numeral shall be allotted to each file subject—w'\sc and also maintaincd by the Gectional Head/Unit
Incharge/Section Officer concerned, as the case mmay pe. Tor example, the file of the Administration _Establishment
Section (Tcuching) may be maintained as under:-

13 30 [ CRRTRPRRTRELE )/1‘BSNU/Admn./Estt./’l‘/
*The new file(s) to be created on oOr after 30.04.2020 should be maintained in a separate new Kile Register and
the number of file should be started afresh from §.No.01 by the concerned dcpartments/sections of the

university.

Files handled in the personal Rranchs of Vice-ChanceHm‘, Registrat, Tinance Officer and Controller of Examination
shall be assigned the following numbers:-
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T Office of the [inanes Officer
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At the end of each file number, year shall also be noted so as 1o indicats the year to which the file relates. File
Register containing 1,2,3,4,5, ....... numeral shall be allotted to each file subjec&-w'\sc and maimaincd by concerned
personal Assistant/ Private Secretary of the Vidyapeetha as the case may be.

This Office Order is issued for information and strict compliance of all concerned. Anomaly; if any will be recti fied
in due course of action.

This issues with the approval of the Competent Authority of the Vidyapeetha. ’ "'T'”"""/ W”\"s’/w
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Al Secti(mz\\/Unit [ncharges of the different L)epartments/Sections of the University as referred above.
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