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CIRCULAR
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Re : Correspondence with Head office

It has been obseNed that whenever any entrepreneur approaches the Corporation with
his request for some relief, his request is just forwarded by the concerned Branch
Manager to Head Office for guidance. This causes unnecessary delay and the basic
purpose of providing timely relief to the entrepreneur is defeated.

All are aware that Procedures & Guidelines have been prescribed and Circulars are also
being issuecl from time to time to deal with various requests of the entrepreneurs.
Therefore, all the Branch Managers are advised to examine the request at their level in
the light of the guidelines and if the competent authority for providing the relief is Head
Office, only then, the matter should be referred to Head Office after the examination at
Branch level. Unnecessary correspondence should be avoided and no matter should be
referred to Head Office without comments and clear opinion of the Branch Manager.

All concerned are advised to take a note of above. Non compliance of above direction
vl/ould be viewed seriously.

~A :.

(Shakti ~~ Rathore)
Managing Director

Copy to :
1. All 80s,
2. Standard Circulation at HO
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