PRASAR BHARATI
(BROADCASTING CORPORATION OF INDIA)
OFFICE OF THE CHIEF ENGINEER (SOUTH ZONE)
ALL INDIA RADIO & TELEVISION
Swamy Sivananda Salai, CHENNAI - 600 005.


CIRCULAR 

No.CESZ/SMT/GD-Tech/2006-07                                                                                                Date:14.08.06

Sub: Convention for naming of files in Computers / Emails

Ref: 1. Zonal office Circular  No. 01/2005 dated 06/01/2005.

                        2. Zonal office letter No. CESZ/SMT/GD Tech/04-dated 3.12.04

                              3. Zonal office circular No. CESZ/SMT/GD/2004 dated 17.09.2004

Kind reference is invited to the circulars issued by Zonal office under reference regarding, sender-name subject/file name customization for easy classification, compilation and retrieval of reports at Zonal office as well at stations.  Only some stations adhere to all the conventions.    The referred circulars are available at geocities for ready reference.   

However, the subject / file naming conventions are attached herewith for ready reference in a tabular format.  Hence it is once again requested that before sending the reports/replies by email to Zonal Office, the subject name /file name may be checked. 

( G. NATARAJAN )     

 DIRECTOR (AVM),

For Chief Engineer (SZ)

To:-

All the Engineering Heads of AIR stations in South Zone.

NAMING CONVENTIONS OF THE REPORTS/REPLIES BY E-MAIL

	
	Name of Report
	Subject Field Of

E Mail

( All words in Capitals separated by space )

	File Name

( All words in Small letters separated by underscore )


	GENERAL  LETTERS / EMAILS ( Refer Website section : Dec 2004 / 3.12.2004)

	1
	General Email Letter / Report / Ex :- Servicing of  CD players


	SERVICING  OF  CD PLAYERS


	madurai_cdplayer_servicing



	PERIODICAL  REPORTS ( Refer Website section : Sep 2004 / 1i)

	1
	Fortnightly status report
	FORTNIGTHLY STATUS REPORT  SEPII
	hyderabad_fr_sepII

	2
	Monthly Report (Studio ,TR etc.)
	MONTHLY REPORT SEP04
	alleppey_mr_sep04

	3
	Quarterly Report (Studio, TR etc )
	QUARTERLY REPORT 2004-05 II
	ooty_qr_0405_II

	4
	VSD Report
	VSD REPORT 2004-05 II
	avadi_vsd_0405_II

	5
	Major Breakdown Report
	MAJOR BREAKDOWN REPORT  011004
	dharwad_mbd_011004

	LEAVE  LETTERS ( Refer Website section : Jan 2005)



	1
	Casual leave / RH application
	CASUAL LEAVE / R.H APPLICATION
	tuticorin_sge​_clrh_6(8)2(2).doc

	2
	Earned leave intimation    (Actual app/ cert to be sent)
	EARNED LEAVE INTIMATION
	chennai_sge_el_040405_230405.doc

	TOURs  ( Refer Website section : Jan 2005)

	1
	Tour to Delhi
	TOUR PROPOSAL DELHI
	raichur_se_tour_proposal_delhiX

	2
	Tour intimation before departure
	TOUR INTIMATION DELHI
	dharwad_sge_tour_intimation_delhiX

	3
	Headqtrs leaving
	HEADQUARTERS LEAVING
	tirunelveli_se_headquater_leavingX


