Estt. SrL No. 16 /2025
RBE No- Nil

EAST COAST RAILWAY

WETH qq F1iAF Attt 1 Fratera/
Office of the Principal Chief Personnel Officer

& wz, Rt aw, e - 751017
Rail Sadan, IInd Floor, Bhubaneswar-751017

ECoR/Pers/R/Transfer. Date:27.01.2025

ALL PHODs/CHODs,
DRMs/CWM/CAO&CPM,
East Coast Railway, Bhubaneswar.

Sub: Written official communications and procedure thereof.

A copy of letter format for communication to Railway Board and
Divisions/Workshop, copy enclosed as Annexure-l on the above quoted subject is
forwarded herewith for information, guidance and necessary action.

e
Encl: As above, (Subash/Chandra Hota)

Assistant Personnel Officer - |
For Principal Chief Personnel Officer.
Copy to:-
1. Secy. to GM & AGM,
2. Chairman-RRB&RRC-BBS,

3. Dy.CPOs /Sr.DPOs, DPOs/SPOs, WPO/APOs of Personnel Department,
4. General Secretary’s- ECORSC & ECoRSU.



\nnexure [

YA/ EAST COAST RAILWAY
yomawatey e, Yrwe, eeveieEn

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn

.....................
---------------------------------------------------------------------------------------

-----------
-------------------------------------------------------------------------------------------

AT ... IdEnclosure in ...pages. TR O Aanr/(Name)... ...
QEATADBSIGN. ...coi i

EITY 3 ATEE WEAT /Telephone/Mobile No.

&3 WD/ E Mail ID-++

Y5+ §&41 Endorsement No. fe=iw/Dated

.........

ITNTEF JOAT 0 FEEd Ao wfafdfy srfva Rwar smar ¥ /Copy forwarded for
information & necessary action to: :
1

2.
3.

FRIER HOE & Aw/(Name)... ... ..
W TRTDBBIONY. ... siminnssnnsnsnninen

AT AR AAET H&AUTelephone/Mobile No.

A &R/ E Mail ID-++++

subscription ‘Yours faithfully’.
the letter is issued with the approval of GM/PHOD.
Department.

4. Every communication to Board's office should indicate
Landline No. and E-mail address of the signatory.

In Railway correspondence, no salutation or subscription need be used. However.
in correspondence with other organizations/Government, a letter may begin with
the salutation ‘Sir/Madam’ or ‘Dear Sir' as may be appropriate and ending with

In case of correspondence with Railway Board, an endorsement to be made that

All letters (except routine nature and remainders) addressed to Railway Board
should be signed by an Officer not below the rank of SAG and SG in case of PR

Name, Designation,



