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2.

No.2-ITPO2YE-1/2005
India Trade Promotion Organisation

(Administration Division)

New Delhi, the 6™ September,2005

CIRCULAR

It has been observed that the officers/staff are not following proper
system of handing over and taking over of the charge at the time of their
transfer from one section to another section. In this regard, the following
guidelines shall be followed:-

1. Alst of files/cases pertaining to the concerned seat shall be
prepared as detailed below:

1) List of pending cases.
1) List of cases processed

1) List of important cases, if any action is required to be taken or
otherwise.

2. A typed and signed list in regard to SLNO.1 shall be handed
over to the concerned officials posted in their place.

3. A copy of the list shall also be handed over to the concerned
HOD.

This issues with the approval of the Competent Authority.

(S.Bzéé{ta;

Manager(Admn.)

To:
All officers and staff.

Copy to:-

1. PSto CMD

2. PAto ED

3. All HODs

4. Regional/Foreign Office
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over and tak.ﬁq over the Cnarde on transfer of officiais from one division to another.

Failure tn ohaserve the nrocedure shall invite strint disninlinary actinn anaineat

the erring officiai(s).

This issues with the approvai of the Competent Authority.
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