INSTRUCTIONR CIRCULAR NO, 0489

January 38§, 1978

All Branch Managors,

To:
MMTRCOUCTIONS
VANT <
TS

BRANCH DUTY LISTS,

in ordar to Improve upon tho prosent duty
iist, duty cards aro baing Introduced.

1. Eveory staff mombers will be clear
about his dutles,

> No functions wil! remain unassigned,

3. Rasponsibiiity for work dono can be
pinppintcd according to perlod of
Incumboncy.

4, Job Quantlitios wiil ultimatoly sorvo
as a basis for branch staffing and
Intor branch comparison of efficioncies.

The system Is Intended 1o bo flexiblc and will

no doubt grow inquontity & cquallty with tiinz,

It Is expocted that thae numbur of assignmoents
ond details of duties now listed w/ill Lc addod to,
Initially tho Duty Card witl be fliled out on an
ordinary pagae. Aftar on: month o roviow will

be carricd out and cards will bz printed after
Incorporating any linproveoments which buecomo
apparent during this pariod,

For ony acsletance in filling out forms or
clarifications rccardiing circulzr, you may
contact Reglonal Office Telzphono No, 4622
Extonsion 68. Tha Duty Cards should be
complcotod by 18t ~cbruary, 1275 and a copy
despatchoed to Regioma! Offica,

cd/-
{(Humayun Sadiq)
General Manager,





