
ÃÖÖ´ÖÖ−µÖ ¯ÖÏ¿ÖÖÃÖ−Ö 
General Administration 

 
Ã¯Öß›ü ¯ÖÖêÃ™ü / Æü¾ÖÖ‡Ô ›üÖ�ú / � ãú×¸üµÖ¸ü «üÖ¸üÖ ¯Ö¡Ö ³Öê•Ö−Öê � êú ×»Ö‹ ×¾Ö−ÖÓŸÖß 

Request for Mailing Letters by Speed Post / Air Mail / Courier 
 

�éú¯ÖµÖÖ ×−Ö´−Ö×»Ö×�ÖŸÖ ¯Ö¡Ö/¯Ö¡ÖÖë �úÖê Ã¯Öß›ü ¯ÖÖêÃ™ü / Æü¾ÖÖ‡Ô ›üÖ�ú / � ãú×¸üµÖ¸ü «üÖ¸üÖ ³Öê•Ö−Öê �êú ×»Ö‹ †×¬Ö� éúŸÖ �ú¸ëü… 
The following letter/s may please be authorized to be sent by Speed Post / Air Mail / Courier 

 

1. ¯Ö¡Ö ÃÖÓ�µÖÖ ‹¾ÖÓ ×¤ü−ÖÖÓ�ú 
Letter No. and Date 

 

2. 

�úÖê ³Öê•Ö−ÖÖ Æîü / Addressed to : 
(×»Ö±úÖ±êú ¯Ö¸ü Ã¯ÖÂ™üŸÖ: ¿ÖÆü¸ü ‹¾ÖÓ ¤êü¿Ö �úÖ −ÖÖ´Ö ×»Ö�Ö−ÖÖ †Ö¾Ö¿µÖ�ú Æîü 
/ Name of the city & Country must be written clearly 
on the envelope) 

 

3. ÃÖÓ�Öê¯Ö ´Öë ¯Ö¡Ö ³Öê•Ö−Öê �úÖ †Öî×“ÖŸµÖ ×¾Ö×¤üŸÖ �ú ȩ̈ü 
Justification in brief for sending the letter 

 

4. ŒµÖÖ ‡ÃÖ�êú †Ó¤ü¸ü ²Öï�ú ›ÒüÖ°™ü Æîü? 
Whether it contains Bank Draft? 

  ÆüÖÑ  /  −ÖÆüà 
YES  /  NO 

 
³Öê•Ö−Öê ¾ÖÖ»Öê �úÖ −ÖÖ´Ö 

SENDER'S NAME 
†−Öã³ÖÖ�Ö / ÃÖ´ÖæÆü  

SECTION/GROUP 
×¾ÖÃŸÖÖ¸ü ÃÖÓ�µÖÖ  
EXTN. NO. 

   

 
µÖ×¤ü ×»Ö±úÖ±êú/¯Öî�êú™ü �êú †Ó¤ü¸ü ×�úÃÖß ³Öß ¯ÖÏ�úÖ¸ü �êú ÃÖï¯Ö»Ö ´ÖÖî•Öæ¤ü Æïü ŸÖÖê †Ö¾Öê¤ü�ú �úÖê ¯ÖÏêÂÖ�Ö †−Öã³ÖÖ�Ö ´Öë ˆ¯Ö»Ö²¬Ö ›êü�úÖȩ̂ êü¿Ö−Ö ±úÖ´ÖÔ (†»Ö�Ö ÃÖê) ³Ö¸ü 

�êú ¤êü−ÖÖ †Ö¾Ö¿µÖ�ú Æîü… 
If envelope/packet contains any sort of samples, then the applicant is required to fill up the decoration form (separately) 

available at the DESPATCH SECTION. 
 

ˆ¯ÖµÖãÔŒŸÖ ×¾Ö¾Ö¸ü�Ö †−Öã³ÖÖ�Ö ¯ÖÏ´Öã�Ö «üÖ¸üÖ ÃÖÓÃŸÖãŸÖ/†−Öã́ ÖÖê×¤üŸÖ ÆüÖê−Öê †Ö¾Ö¿µÖ�ú Æïü… 
The above details must be recommended/Approved by the Head of the Section. 

 

ÃÖÓÃŸÖãŸÖ / RECOMMENDED  
(†−Öã³ÖÖ�Ö/ÃÖ´ÖæÆü �êú ¯ÖḮ Öã�Ö) / ¯ÖÏ³ÖÖ¸üß ÃÖÓ�úÖµÖ ÃÖ¤üÃµÖ 
(Head of Section/Group) / Faculty Member-In-Charge) 

 

−ÖÖ´Ö 
Name 

 

¯Ö¤ü−ÖÖ´Ö 
Designation 

 

 
 
 

³Öê•Ö−Öê ¾ÖÖ»Öê �êú ÆüÃŸÖÖ�Ö¸ü /  
Signature of the Sender  
 

 
 

 
 

(ÃÖÖ´ÖÖ−µÖ ¯ÖÏ¿ÖÖÃÖ−Ö / ¯ÖÏêÂÖ�Ö †−Öã³ÖÖ�Ö �êú ¯ÖÏµÖÖê�Ö ÆêüŸÖã / For use of General Administration / Despatch Section) 
 

•ÖÖÑ“ÖÖ ‹¾ÖÓ ÃÖŸµÖÖ×¯ÖŸÖ ×�úµÖÖ Checked and Verified 
 
 
 
×¤ü−ÖÖÓ�ú ‹¾ÖÓ ÃÖ´ÖµÖ :                  (†×¬Ö�éúŸÖ †×¬Ö�úÖ ü̧ß �êú ÆüÃŸÖÖ�Ö¸ü /  
Date and time  :             Signature of the authorized official) 
 
 
 
¯ÖÏ¿ÖÖÃÖ×−Ö�ú †×¬Ö�úÖ¸üß-III(ÃÖÖ¯ÖÏ) 
ADMINISTRATIVE OFFICER-III(GA) 


