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"When &n Assistant proceeds on leave other than casnal leave or i1s relieved on promotion, transfar deputation. training o1
for any other reasem he shall hand over all pencang files and currents, disposals kept in the section, stock les, all the
registers kept mn the section including special regslers, reference books ete., to he relieving Assistant. IT no relieving
Assistant has come, all these record and papers shall be handed over to the Sechon Officer ar to any other officer
nominatzd by the Under Secretary or Deputy Secretary in-charge of the sechion. Records to be handed ever including
chsposals kept in the Section and Back Rl=s of panding files should be listed owl in implicate and get acknowladged by the
odicer to whoin charge i1s handad over. One copy shall be kept by the officer handlmg over charge. After handiing over all
the files and records which are phyzically available in the section a list of files under snbnission (only the currant mamber,
year and date of submission and to whom submitted need be mentioned) shall also be drawn up in duplicate of which cne
copy each shall be kept by the Assistant, Section Otfhcer handing over chargs and a copy shall b2 kept in the stock tile of
the section. When an Assistant joirs a vacant s2at he shall be given charge following the same procedure. The fact of sucl
transfer of charge shall be recorded in the first page of the Personal Remster Vol I of the seat m the following forme -

“Certified that all pending files and cuments and disposals ptm.m]h' available in the secticn, all regasters including Speaal

Reglslers kept in the section, stock files and reference bocks as on . S I r—— ...have been hancec
over™,
Handed Over Taken over
Signature and name of Signature and name of
Assistant the Officer taking charge.
Attested

Section Officer/ Under Secretary”.



