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CIRCULAR
 
SUB: E-mail signature line and AIR signature tune
 

         As engineering heads are kindly aware to speed up communication and interaction with zonal office, all procedures out lined by the zonal office is available permanently in web pages of  geocities and cesz server.  We have also got proforma required to be used by stations in these sites.  

 

In spite of these, we find that large amount of letters received from stations are not adhering to these procedures.  This happens not only from station where there is change of Engineering Head with no other GO, which is understandable (and remarkably these stations consistently perform well later) but also from stations where Engg Heads and many GOs have not changed for years (such omissions on the part of these stations are unacceptable) and Zonal Office is required to again and again interact with these stations. As it indicates that there is need to increase cooperation of all stations, they are again requested to give enough attention. This will avoid calling for additional / missing details from stations for the omission and hence consequent delay in our decisions and other related activities

 

       Hence, to obviate all these difficulties, every e-mail sent by zonal office also carries signature lines which in brief out lines, the major factors that require attention of engineering heads.  We are up dating this signature line so that it gives a gist of instruction available, but the all original full instructions are to be read and acted by stations.

 

       “Treat the signature line of E mail as our AIR signature tune which set the tone and tenor of our performance as every transmission starts, which we play even during programmer failures” 
 

 

G Natarajan

Director (E)

 

1. Please Check your E mail box thrice daily. 
2. Please visit http://www.geocities.com/diravm_sz/,  
http://www.ceszairdd.org.in/soundweb/airindex.htm and AIRNET's 
Maintenance / CESZ section at least twice daily. 
3. Use server for uploading periodical returns  and sending form reports. 
4. Respond to zonal office letters / circulars within specified due date. 
5. Follow all Instructions on Applying Leave / Tour / Headquarters leaving as available in our two sites 
6. Automatically include in the body of the all delayed reports / replies , the reason for delay. 
7. Always include name and designation of the signatory in all E mail reports and replies.(Ver. 02-01-2007) 
8. Training Nominations to be sent in the format available in our above sites. 
9. Covering letter of all Sanction proposals to be sent by email also. 
10. If CCW estimate, METP purchase  or Honorarium sanction and CESZ recommendation to Central Stores etc. is not received with in 1 month, a reminder may be sent  by E mail. And stations can talk to us after that.( Version.01-11-2007) 


