PRASAR BHARATI
(BROADCASTING CORPORATION OF INDIA)
OFFICE OF THE CHIEF ENGINEER (SOUTH ZONE)
ALL INDIA RADIO & TELEVISION
5, SWAMI SIVANANDA SALAI, CHENNAI-600 005

No.CESZ/SMT/GD/2007                                                                            Date : 17.8.2007

CIRCULAR

Sub: 1. Instructions regarding applying / informing of leave by E-mail –reg.

         2. Uploading of periodical reports – reg.

         3. Emailing of  Covering letter Civil / Electrical estimates / Purchase proposals – reg.

It is once again brought to the kind notice of all Engineering Heads, that instructions issued by Zonal office, as available in Geocities website and CESZ server, are to be strictly followed in letter and spirit, in regard to applying for any type of leave and headquarters leaving. Click the links below after internet is through, for more information :-

1. Instructions for applying CL, RH / EL leave by email  

2. Naming conventions for various reports / letters
3. Uploading of files in CESZ web-sever
Uploading of reports in CESZ server and E-mail communication for other types of interaction with Zonal office should be the first and last method adopted by them.  This means that paper report by FAX / Speed post should be resorted to only when server uploading & E-mail fails, and even after this is done, uploading reports into server & E-mail communication should be tried again, and completed within a reasonable time, of sending paper reports.
Communication of only strictly confidential nature may be done through Registered / Speed post.  

Letters requiring signed paper copy ( as for instance, sanction of honorarium)  may also be sent simultaneously or before-hand by E-mail.

Additionally as a new instruction, all covering letters of civil / electrical estimates and purchase proposals sent by station may be sent by E-mail to book receipt and sanction in time.  For this, kindly type relevant subject lines like “Special repairs to type-D quarters, Rs 47,000/-”. As estimates sent by stations quite often go astray, (we feel sorry about it and want to correct ), the above procedure will definitely help us; hence all engineering heads are requested to adhere to this procedure.    

This will facilitate quick reply by Zonal office.
Non-adherence to given procedure will be viewed very seriously.  

(G. Natarajan) 




Director (Engg )    





            FOR CHIEF ENGINEER (SZ)

Copy to,

The Engineering Heads of all AIR stations in South Zone.
