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Standard Operating Procedure
eOffice — File Digitization Process
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1. Name of department person | Mr. ABC
authorized for file scanning
2 Mobile No of authorised person | SXxXXx5XXXXX
authorized for file scanning
3. Department PMA
4. Section Hydel
5. File Number Sec-09/1103/BLY
6. Volumes/Folders in File 1
Subject Description File of sanction of pension of Shri
ABC, JE
1: Subject Category Establishment
8. Subject Subcategory Pension
9. Name of File Owner Unit Pension unit, CE (Hydel),
UPPCL
10. Date of File Creation 01-07-2023
11. Keywords Related to File UPPCL, HR, pension, BLY, Sec-
09, Shri ABC, JE etc.
12. | No of Notesheet side pages to be | 10
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13, No of Correspondance side pages | 55
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