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CIRCULAR

Tt has been noticed that nO DIOPE handing over and taking over takes
n an official is transferred from one section/seat to another section/seat.
ded over to the charge taking official are not

Leen noticed, that some important papers/iiles
y to keep and maintain the records in

place whe
The records which are being han

oroperly noted. As a result, it has
ars misplaced. It 18 absolutely necessar
proper format and reconciled.

Henceforth, 1t 18 directed that all officials taking over a New section/seat
relieving official under authentication and

will take over the records from the
signature of the relieving Of icial. Both oﬂ:lcials*shaﬂ prepare the records of -
od over/taken over and both officials shall sign over:

fles/other papers being hand
st of files/papers being taken ~ver/nanded over. A cOpy of this will be
A copy be also given 10 the concerned Sectien

maintained by each official. S
rTead. It will be primary responsicility of the official taking over that all records

are reconciled and properiy taker. over. If any record 1s bemng mispiaced

subsequently it will be the responsioliity e

of the official taking over and 1t will o2
presumed that any record/file has been misplaced after the official has taken over.

These instructions come 1nto corce with immediate efiect.

175 + - * 5 E 1 : 2o BT
) Director of concerned Secticns shail ensure that the relieved official and
relieving official have properly handed over the charge alongwith all the iiles €ic.

(Amkr N\ath}

30" January 2013

1. Member (Admn.)

3. Member(Finance)

3. Chief Engineer-1

4, Chief Engineer-il

5. All Suptdg.Engineers
6. All Directors

7. All Dy.Directors



