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In spite of repeated instructions issued vide above referred circulars, to forward the
letters / reports to this office through NIC e-mail only of the office / Section concerned,
without hard copies by post, it is observed that letters / reports are rendered / forwarded to
this office through NIC e-mail as well as hard copies by post / courier. This resulted in piling up
of avoidable paper / stationery in the correspondence files of this office making it bulky. This
also involves un-necessary expenditure on account of Postal charges, utilisation of man
power etc. This fact has already been explained in our earlier circulars and requested to
embark on correspondence through NIC e-mail only. This is one of the Targets of HQrs Office
also. By adopting e-mail correspondence, there is no need of obtaining acknowledgements




too, since delivery report will be generated in mail. The letters / reports will be delivered in
lightning speed to the addressee concerned through mail, resulting in saving of the time /
loss in transit. Due to innumerable benefits to both the addressee and addressor, competent
authority has directed to adopt the "correspondence through NIC mail” system. It is re-
iterated once again, that all reports / returns / letters (Scanned copies preferred) are
required to be sent to this office through official NIC mail only and no_hard copies of the
same need to be sent again repeat no hard copies of the same need to be sent.
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It was also advised to obtain NIC mail IDs of the Units / Formations under your

audit jurisdiction to make correspondence through mail. No action seems to have been

taken in this regard. It is, therefore, once again requested to obtain the same and make

correspondence through mail. Please also intimate mail IDs of the Units to this office so as to

enable to correspond through mail. For e-mail address of sections in Main Office, please refer
web site of CDA Sec'bad " cdasecbad.ap.nic.in'.
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It was also directed that all outgoing letters should bear the name of the
signatory / Phone No / Fox No / Office E-mail address fo enable the addressee to licise with
quickly, where necessary. This may please be complied strictly.
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Non-complicnce of the above amounts to dis-obeying the orders of competent
authority which will be viewed seriously and appropriate action against delinquent officials
will be initiated.
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