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Hindi Cell
Rajiv Gandhi University
Rono Hills

letter ﬁo. RGU/HC/SBRS/201 8/23/11/2.6 : Dated-04/08/2026

CIRCULAR

It has been observed that requisitions received from various Departments/Branches for the preparation and
installation of name plates and signboards are often incomplete, resulting in delays in processing.To ensure
smooth and timely execution of such works, all Departments/Branches are requested to invariably furnish

the following details while submitting their requisitions:

1.~ Clear and accurate text to be displayed on the name plate/signboard.
2. Location of installation, clearly indicating whether the signboard is to be installed inside or outside
the building.
3. Language requirement:
o Ifrequired, only the bilingual form of the individual's own name (Hindi & English) may be
provided.
o No additional translations or any other supplementary text shall be attached or included
with the requisition unless specifically approved by the competent authority.
4. Type of installation, indicating whether the signboard is to be wall-mounted, hanging, or installed
with digging/foundation work as applicable.
All Heads of Departments/Branches are requested to ensure compliance with the above instructions with
immediate effect.
This issued is approved in e-file nol€37& note sheet#.Z.. by the Competent Authority.
SD/
g ' Registrar

Letter no. - RGU/HC/SBRS/201 8/23/11/2-4 Dated: 86../08/2026
Copy to-:-

1. PSto Hon’ble Vice-Chancellor for information please.

2. PSto Registrar for information please.

3. All Head of Dept./Branch for information & n.a. please.

4. Office Copy.

(Dr. Gumpt Nguso)
Hindi Officer
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