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When the Head of the Institution or the other authorised ofTicial takes an important decision or
records his decision in exercise of a statutory power, such order is communicated in the form of
proceedings.
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The proceedings shall always be drafted in the third person.
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Proceedings generally consist of -
(i) bearing the name of the authority (ii) Number and date of the order;

(iii) "Read" portion giving the number and date of previous communications which
have been taken into account in formulating the present decision;

"Preamhle" portion
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" Order" portion
Which is the most significant part of the proceedings. It should be self-explanatory and

should clearly indicate the final decision of authority in precise and clear terms
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signature
The signature of the officer authorised to issue the order along with his name and

designation




