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Purpose \j‘\\
To define a procedure for handing over / takmgaverof charge from

(T)fﬂcers/ Officials of PWD (B&R) at the time of refieving from Service/
ransfer/Deputation/Long Leave, |

e — APLCENEP all Officers / Officials of PWD / PRBDB ;
ROBRRY I Chief Engineer B

ii. Superintending Engineer
iii, Executive Engineer
iv. Sub Divisional Engineer

V. Establishment Branch
Vi, PWD Branch 1 and 3
vii.  PRBDB Office = Admin Section
PROCEDURE:
1. Input and output
\ Input Output *

‘Order for transfer |/ Long Leave/ | Approval order or No Dues on account of ‘
i Deputation/Superannuation/Retirement transfer/ Long Leave /Deputation/ |

. |
from service Superannuation/Retirement from service. 41

2. Process

2.1. Relieving of any Officer/ Official of PWD (B&R) on account of Transfer within
the same department/ Deputation to any other department/Availing of long
leave or Superannuation from the department
2.1.1. When an employee is transferred from one office to another within the same

department/ moves on deputation to another department within or outside the
parent department Javails long leave or gets relieved from the department after
Superannuation / Retirement, he or she is required to hand over all
assets/responsibilities and tasks to the next employee who is to take charge or
any other designated person as decided by the Competent Authority.

2.1.2. It must be ensured that the handing over/ taking over of the charge be completed
before relinquishing of the charge to the designated /link Officers, so as to ensure
that proper transition takes place between the employees.

2.1.3. It will be the responsibility of the Reporting Officer to ensure that proper handing

over / taking over of the charge is carried out within a defined time line.
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2.14. It wi aais

tra\:\"sllebref?;;TZSPOHSIbIIIty of the employee getting relieved on account of either
F o ne office to another within the same department/ moving on
g of Ionanlother departrnent within or outside the parent department
Supe ' g eaye or getting relieved from the department after attaining

perannuation /Retirement to return any IT assets or any other assets issued by
the department for official work and seek No dues for the same, which needs o
g: Q)r‘;her validated by the Establishment Branch of PWD (B&R)/ Admin Section of

2.1.5. The handing over procedure should include the following:
2.1.5.1. List of the projects/ works /tasks being undertaken by the officer/official
to be listed out clearly / documented.

2.1.5.2. All documents/ files /papers relating to the present
indexed and handed over.

position/office be

E-Office noting and receipts letters, any

2.1.5.3. All communication viz Emails,
‘ got transfer to the new

other documents to be listed properly and

officer.
2.1.5.4. Any contact lists, username passwords in his possession to

handed over.

-' 2.1.5.5. Information about
applications, mobile numbers used for recove

be listed and

user ID mapping with department spedific
ry of passwords and

generation of OTP.
pertaining to having presence in official WhatsApp's g

g out the various

2.1.5.6. Information roups.

2.1.5.7. Soft copy of the data /information built for carryin
projects/tasks to be provided.

2.1.5.8. Returning of any IT equipment (laptop,
CDs, etc) and any project report s,

guidelines etc. issued to the officer for official work.

desktop, Hard Disk, Pen drive,
official documents, General,

3. References:
3.1, Performa A - Handing over /Taking Over of Charge

3.2. Performa B — Works of Capital Head 5054 /NABARD/CRIF
3.3. Performa C — Works of Revenue Head 3054
3.4. Performa D — Works of Deposit Head 8443
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3.5, Performa E - Works of Capital Head 4059
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