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To

All Head of Institutions under CAPE

Sir/Madam,

Sub: CAPE - Estt - Instructions for recommending the representations of
employees — Reg.

Kind attention is invited to the above subject.

It has come to the notice of the undersigned that all the Head of Institutions
are merely forwarding the representations received from the Employees as such,
without verifying the genuinty of facts contained in their representation. This course
of action of Head of Institutions amounts the workload in CAPE Head Office as the
pros and corn of each representation has to be examined with the minimum
information available. As a result, the administration gets del
communications and unwanted expenses, to a certain extent.

In order to avoid time lag in the administration, you are directed to verify the
genuineness of each representation received from Employees with the support of
standing Orders/Instructions and existing Service Rules of CAPE/Govt and forward
to CAPE with due recommendation, if the representation could not be disposed of at
your end.

For strict compliance
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