Proforma I  of Annexure-III

"In : Message

	Date : 
	Sr. No. of in Message
	Time at which message was received
	Initials of the person receiving message:

	Received from 


	Address to :

	Text Message



	Message transferred to  Name

                                        Date
	Designation :

Time :

	Message transferred by  Name

                                        Date
	Designation :

Time :

	Instruction / follow-up to be done :




"OUT" Message

	Date : 
	Out Message Sr. No. 
	Time at which message was received
	Sr. No. of in Message to which out message relates:

	Address from 


	Address to :

	Text Message



	Message transferred to  Name

                                        Date
	Designation :

Time :

	Message transferred by  Name

                                        Date
	Designation :

Time :

	Instruction / follow-up to be done :




Proforma II of Annexure-III

"OUT" Message register

	Date
	Time of dispatch 
	Out Message Sr. No. 
	Related in Message No. if any 
	Address from 
	Address to :
	Copies to :
	Mode (WL/Tel/Message) of dispatch:
	Instruction/ follow-up to be done
	Remarks

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


"IN" Message register

	Date
	Time of Receipt
	In Message Sr. No. 
	Received from 
	Address to 
	Address transferred to:
	Copies to:
	Mode (WL/Tel/Message) of receipt:
	Instruction/ follow-up to be done
	Remarks

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


