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OFFICE oF THE CHIEF CoMMISSIONER OF CENTRAI TAX (CGST), CUSTOMS & CENTRAT EXctsE
35-c, ADMlNlsrRATlvE AREA, /\RERA ttttrLs, H|)SHANGABAD ROAD, BHopAL

PHONE No-07s5 -2551407,255237s FAx hto, -0755 -zssTgtz
E - Mail : ccobhopal@ltmail.com, ccu_,cexbpl@nic"in

!v E-mail
F, N o. I V( 1 6)/ CCO I BZI Sv stem / 0r / 2018

To.

The Commissioner/ Principal Commissioner,
CGST & Central Excise,

J ab alp w / lndore/ Bh op aI / U jjain/ Raip ur.

Sir,
I

sub : Correct/Completefroper details of correspondence record for
referencing purpose - reg.

Please refer to the above subject.

2. In this context, Chief Commissioner's direction is as under :-

"It is noticed flrat report sent at your sicle shoulcl have their File no., the CCO,s
corresponding file no., date of report, subject of report, etc., which (features/details) are
essential for causing identification w.r.t. the CCo's llile no. eLnd concerned sutject
(matter), as is evident.Earlier also the nered for record.ing correspondence details was
informed. Such lapse and failure only delay processing of the matier in the CCo and for
the Commissionerate also, there is risk ,i'td dutlg.r 

"that 
record is not (shown to be)

completed (linked, etc.) as is understan{a]rt1 In pny cers€r, recording the above (crucialj
details in the report(s) submitted to the CClo hardlyinvol.yes (spendlng) additional time
and effort, as mentioning the said details ir; part of ordinar:v and rputine exercise,,.

3. This for immediate Compliarrce.

Yours faithfully,

(S.L.K.hemchandani)
As;sistant Commissioner (CCO)

Dated: 19.01.2018


