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e /oae 05/10/11

TO,

All Area GMs, All HODs ECL HQr,
Agent of all Work Shops,

CMS, Sanctoria Hospital /CMS Kalla,
HOD Sales Office, Sanctoria.

Sub: Modalities of charge hand over and take over report of Finance,
Personnel and Administration.

Dear Sir,

Please find enclosed herewith the modalities for charge handover-take
over report of Finance, Personnel and Administration Executives of ECL,
which has been duly approved by the competent authority.

It is requested that all future charge handover take-over report by the
above executives be implemented accordingly in the given modalities.

Yours Faithfully,

K
Chief Manager( to D(F)

Copy enclosed as above:-
a.  Annexure ‘A’ Page-01 To 04 Of Finance Executive
b. Annexure ‘B Page-01 To 03 of Personnel Executive
€ Annexure 'C' Page 01 Administration Executive.

a.  D(T)OP, D{T)P&PD{F),D{P)-ECL.
b.  GM(T&MS)/ts TO cmd

€. Chiel Manager{Pers)EE, ECL-HQR

Copy for compliance to:-

All Area, AFM-ECL, All Area PM, ECL

Finance & Personnel, All workshop, Sanctoria
Sanctoria Hospital, CH Kalla, Sales OfMice-BEFW.
|K Ropeways, Mines Recue Station-ECL



Youc -39
e Page 2 of 3

AREA LEVEL

Statutory and Non-statutory Registers / Records viz Form-B under Mines Act, Service
Records Books of the employees, LTC-Option Forms etc (Updated),

Manpower detalls Including Executives, Menthly Rated, Time rated, Male-Female
distribution, manpower related registers, current manpower returns, current list of
superannuation , Manpower Budget etc.

Details of court cases {Hon'ble Supreme Court, High Court, Lower Courts, Compensation
Courts, CGIT) and its present status & dealing advocates

Cases under RLC/ALC/Controlling Authority Under Payment of Gratuity Act and Its latest
status

Dismissal cases and pending Charge Sheets

Register/Files related to ATl Matters & its pending replies

Register/Files related to Grievance alongwith pending grievances

Register/Files related to SC/ST/OBC

Statutory Record/Registers related to LEO

Register/Files related to CMPF, Pension, VV Statements, Nomination Forms (Form-A, P5-3 &
P5-4) etc.

Register/Files related to gratuity, Nomination Form (Form-F) etc.

Register/Files related to ERP

Register/Files related to Promotion/Regularisation/ SC-S5T-OBC Roster (Up to date)
Register/Files related to Quarters/HRA etc.

Register/Files related to JCC-Meeting, Housing Committee Meeting, Weilfare Committee
Meeting, Structural Meeting and minutes thereof

Register/Files related to Employment

Register/Files related to Arrear sheets arising out of NCWAs

Register/Files related to SLU/SLP

CBI-Related cases and Its files, if any

Register/Files related to Contractor workers and its payments

Any other important files
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HEAD QUARTER LEVEL
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Statutory and Mon-statutory Registers / Records viz Form-8 under Mines Act, Service
Records Books of the employees, LTC-Option Forms etc (Updated),

Manpower details including Executives, Monthly Rated, Time rated, Male-Female
distribution, manpower related registers, current manpower returns, current list of
superannuation , Manpower Budget etc.

Details of court cases (Hon'ble Supreme Court, High Court, Lower Courts, Compensation
Courts, CGIT) and its present status & dealing advocates

Cases under RLC/ALC/Controlling Authority Under Payment of Gratuity Act and its latest
status

Dismissal cases and pending Charge Sheets

Register/Files related to RTI Matters & its pending replies

Register/Files related to Grievance alongwith pending grievances

Register/Files related to SC/ST/OBC

Statutory Record/Registers related to LEQ

Register/Files related to CMPF, Pension, VV Statements, Nomination Forms (Form-A, P5-3 &
PS-4) etc.

Register/Files related to gratuity, Nomination Form (Form-F) etc.

Register/Files related to ERP

Register/Files related to Promotion/Regularisation/ SC-5T-0OBC Roster (Up to date)
Register/Files related to Quarters/HRA etc.

Register/Files related to JCC-Meeting, Housing Committee Meeting, Welfare Committee
Meeting, Structural Meeting and minutes thereof

Register/Files related to Employment

Register/Files related to Arrear sheets arising out of NCWAs

Register/Files related to SLU/SLP

CBI-Related cases and its files, if any

Register/Files related to Contractor workers and its payments

Any other important files
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U LEVEL
Register/Files related to Company-Vehicles,

Register/Files related to Hired Vehicles,

Register/Files related o Procurement/Repairing of Furniture and fixture.

Register/Files related to Guest Houses, Canteens, Clubs & other establishments under
Administrative Department
Register/Files related to Town Administration and allied functions

Details of court cases (Hon ble Supreme Court, High Court, Lower Courts) and its
present status & dealing advocates

Cases under RLC/ALC/Controlling Authority Under Payment of Gratuity Act and its
latest status

Pending Charge Sheets including CB1-Cases
Statutory Record/Registers related to ALC/LEO & others
Tenders related Files with pending Status including coming Work Orders etc.

Register/Files related to different types of Money-Bills dealt by Administrative
Department with pending status

Register/Files related 1o ERP

Register/Files related to Contractor workers and its payments with pending issues
Tender files relating to Vehicle/Bus/Tractor/ Ambulance/Guest House
Register/Files relating to Vendor/Party/employee bills.

Important issues assigned by the controlling authority

Any other important files
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List of bank accounts maintained with details including signatory details
Amount of cash balance and bank balance

Details of bank guarantee in force

Brief description of various proposals received from different departments
List of files related to court matter

List of files related to statutory dues

List of files relating to demand of statutory nature

List of files relating to appeal cases against demand raised by statutory authorities
Brief description of jobs distributed to different executives in the finance department
List of files related to Vigilance case/ CAG audit

List of Registers maintained and person keeping those registers

List of Pending bills with Dealing Assistant and bills pending in cash office
Major on-going tender work with their present status

Statement showing budget utilization head wise

Gist note about the file/papers pending/ kept under his custody

Any office order or assigned job by his controlling officer

Statement of Statutory Audit observation

Statement of Internal Audit Observation

Statement of Tax Audit Observation

Detalls of ERP related issues

Other important issues, if any

n

|
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Brief description of nature of job performed

Brief description of various proposals received from different departments
List of files related to court matter

List of files related to statutory dues

List of files relating to demand of statutory nature

List of files relating to appeal cases against demand raised by statutory authorities
List of files related to Vigilance case/ CAG audit

List of registers maintained

Major on-going tender work with their present stnius

Gist note about the file/papers pending/ kept under his custody

Statement of Statutory Audit observation

Statement of Internal Audit Observation

Statement of Tax Audit Observation

Details of ERP related issues

Any office order or assigned job by his controlling officer

Other important issues, if any
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Brief description of nature of job performed
Amount of Cash balance, if any

List of Registers maintained and person keeping those registers

List of Pending Bills

Brief description of various proposals received from different departments
Major on-going tender work with their present status

Gist note about the file/papers pending/ kept under his custody

Statement of Statutory Audit observation

Statement of Internal Audit Observation

Statement of Tax Audit Observation

Details of ERP related Issues
Any office order or assigned job by his controlling officer
Other important issues, il any

Brief description of nature of job performed

Brief description of job assigned to the HOD under Finance department
Gist note about the file/papers pending/ kept under his custody

Brief description about priority works and future planning

Details of ERP related issues

Other important issues, If any

Pagelofd

List of bank accounts maintained with details including signatory details.
List of Over draft accounts

List of Fixed deposits with maturity date and amount

List of bank guarantee received from vendors

List of bank guarantee provided to others

Balance of bank accounts i.e. in current accounts and overdraft accounts
Cash balance as on date

List of pending bills in treasury department entered for paymeant

Status of any urgent payment

List of important files

Authorised signatory in bank accounts

Brief description of nature of job performed

Any office order or assigned job by his controlling officer

Other important issues, if any

Brief description of nature of job performed

Total number of bills pending for payment in bill section
List of registers maintained

List of work order files

Bank guarantee status



o
.
L
L
o

if_ki_'_'li'—-

Page3of 4

Letter of credit status

Statutory compliance if any to be made

Any bill pending for long time, reason thereaf

Other important issues, if any

Any office order or assigned job by his controlling officer

e et

Brief description of nature of job performed

Budget position of capital and revenue budget

Appointment of Cost Auditor

Status of Cost Audit

Board approval copy for both revenue budget and capital budget
Re-appropriation of budget

13 Cost sheet file status

Cost audit report file

Other important issues, if any

Any office order or assigned job by his controlling officer,

LB R

Brief description of nature of job performed

List of files maintained

List of CAG related files

Loan related files, if any

List of books of accounts kept Including the person maintaining such books of accounts
Fixed asset register at HQ level

Statement of Statutory Audit observation

Other Important issues, If any

Any office order or assigned job by his controlling officer.

200000 P

Brief description of nature of job performed

List of files maintained

List of pending bills of employees

List of statutory returns filed along with due dates

List of statutory demands raised if any and action taken for the same
Other important issues, if any

Any office order or assigned job by his controlling officer.
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Brief description of nature of job performed

List of files maintained

List of statutory returns filed along with due dates

Details of statutory demand raised on company both direct tax and indirect tax demand and the
related files

List of appeal files for both direct tax and indirect tax

Staterment of Tax Audit Observation

Other Important issues, if any

Any office order or assigned job by his controlling officer.
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nd Over and Take Over Report of Personnel Department
UNIT LEVEL'

+ Statutory and Non-statutory Registers / Records viz Form-B under Mines Act, Service
Records Books of the employees, LTC-Option Forms etc (Updated),

+ Manpower detalls including Executives, Monthly Rated, Time rated, Male-Female
distribution, manpower related registers, current manpower returns, current fist of
superannuation , Manpower Budget etc.

= Details of court cases (Hon'ble Supreme Court, High Court, Lower Courts, Compensation
Courts, CGIT) and its present status & dealing advocates

* Cases under RLC/ALC/Controlling Authority Under Payment of Gratuity Act and its latest
status

+ Dismissal cases and pending Charge Sheets

s Register/Files related to RTI Matters & its pending replies

¢ Register/Files related to Grievance alongwith pending grievances

= Register/Files related to SC/5T/OBC

¢ Statutory Record/Registers related to LEQ

= Register/Files related ta CMPF, Pension, VV Statements, Nomination Forms (Form-A, PS-3 &
P5-4) etc.

s Register/Files related to gratuity, Nomination Form (Form-F) etc.

+« Register/Files related to ERP

» Register/Files related to Promotion/Regularisation/ SC-ST-OBC Roster (Up to date)
Register/Files related to Quarters/HRA etc.

* Register/Files related to JCC-Meeting, Housing Committee Meeting, Welfare Committee
Meeting, Structural Meeting and minutes thereof

s Register/Files related to Employmeant

# Register/Files related to Arrear sheets arising out of NCWAs

* Register/Files related to SLU/SLP

« (CBi-Related cases and its files, If any

* Register/Files related to Coniractor workers and its payments

* Any other important files
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OFFICE ORDER & FORMAT FOR kHﬂRGE HAND OVER & TAKE OVER

From : Jaiprakash Gupta <dtpp.ec| .cil@coalindia.in> Mon, Oct 25, 2021 10:30 AM
Subject : OFFICE ORDER & FORMAT FOR CHARGE HAND OVER £ 3 attachments
& TAKE OVER

To : miladri@yahoo.co.in, gmvigecl@gmail.com, Robin
Thounaoja <tsdtop.ecl@coalindia.in>,
eandmeclhg@gmail.com,
gmpandaveswar@yahoo.com,
gmbankolal@gmail.com, jnrecl@gmail.com, ecl
gmkenda <ecl.gmkenda@gmail.com>,
gmsbaec @gmail.com, kajoraarea@yahoo.com,
gmsdp2015@gmail.com, gmsripur@gmail.com,
gmsalanpur@gmail.com, gm satgram
<gm.satgram@gmail.com=,
gmrajmahalarea@gmail.com, ecl spmines
<ecl.spmines@gmail.com>, mugmaecl@gmail.com,

A\ &N Mukesh Kumar Mishra <cvo.ecl.cil@coalindia.in>, hrd
T . eddil <hrd.ed.cil@GMAIL.COM>,
i \é}\&%\" cmseclhq@gmail.com

Dear Sir,
Please find the attachment

Director (Technical) P&P
Eastern Coalfields Limited
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EASTERN ICOALFIELI)S LIMITED

{@wr EEm = v 3y
{A Subsidiary of Coal tndia Limited)

SR W= Td o W o
Director{Technical)P & F's Secretariat

m—uﬁaﬁ%w ORI, fel- o athee, 9ives e - 713333

Azadi 'Ka

Amﬂt Ma hotsav At Senctoria, PO: Dishergarh, Bist. Pa_chmm Rardhman. West E‘iﬁ:ngal 713333

{An 15O 5001 150 14001 & OHSAS 18001 Centified Company)
’ CIN-LHOIOTWRIGTSCO030295

Name of Thé Incoming Colliery Enginger

EE mgm ézﬂwjﬁaam(am)a’rrqﬁxs 18/ 2.2 : ﬁm? - 25102021

QFFICE ORDER

Vigilance department ¢onducted an intensive study and framed a model ‘Charge hand over/ takeover
~ format, which is approved by the Competent Autherity. The approved Mode! Charge handover/ takeover format,

" in respect of E&M department of the concerned offices of ECL, is placed below. It is expected that, this Mode|

Charge handover/ takeover format will streamline the procedure of Charge handovet/ takeover, during transfer/
retirement/ superannuation etc., as the case may be, and shall be followed by the concemed executives, as and
when such situation will arise,

Charge Handover & Takeover Report for Ofticers of ESM Cadre

CHARGE HANDOVER & TAKEQVER REPORT OF COLLIERY ENGIMEER (E&M)

Name of fhe < PP U '

Name of The Owper e PP bovarreasrasiennierrinie
Name-of The Outgomg Colliery Engineer O SR PP USROS

General Information about the Mine — including details such as s
1. Date of opaning,
‘ H, Neighboring Mines,
© Hl. Gradient, : .
. - v, Working Seam,
T ' v. Method of working,
O vi. Details of outlets,
' vif. Awerage production of last few years etc.
Varlous Layouts concerned with the Mine — such as
: i. Electrical layout {Single Line Diagram}
ii. Pumping layout
. jii, Transport system layout etc,
Lo
Detafls of known/ anticipated danger related to the prevailing mining conditions — such as danger assoclated

with:
'+

LT f. Fire,

it. Inundation, . .
fii. Ventilation problems, '
v, 1legal mining {if prevatling} etc.

_ Details of important safety and production works under execution

ﬁ-’-’lﬁ%lﬂw‘taﬁ?)ﬂ’r Te qft. T AT, UMY ; 03412523593, YRR : 0341-2523579. §A : dippeci@yahoo.co.in

' Director {Tech.) P&P's Secretariat, Phone: 034125323593, Fax @ 0341.2523579, Bmail: dtpp.ecl.eili@coalindia.in
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A! I lrit M a hotsav Al Sahctotia, PO: Dighergarh, Dist. Pachnim Bardhman, West Bengal - 712333
fAn 5O 9001, 150 14001 & OHIAS 18001 Castified Compatry)

&rrd sy fafaes
EASTERN COALFIELDS LIMITED
' GEEEERES 3m)|
(A Subsidiary of Coal Ircdia Limitad)

ﬁﬁmﬁﬁﬂmﬁqﬁﬁmﬁrmﬂ

Director{Techmical)P & F's Searetariat|

s, Gr-Rriere, o of¥eEer THART, wiFTH Same - 713333

I Ka

CIN-UTOIOTWRISTFSEOIG30295

10,

il

12

13.

4.

Details of Safety Directives — issued by DOMS /15O ete. including
i.  Handing over the concerned files,
ii. A list of pending contraventions to be mitigated,
fii.  Steps already taken for such mitigation etc,

Details of planned future programs — related to the safety'and production such as
i, Planned overhaul or repairing of equipment,
ii. Renewal of AMC,
ifi, processing of survey off reports,
iv. Planned purchase of important spares and consumables et

tist of Plant & Machinery — including
1. Handing over of Asset Register,

fi. List of equipment sent for repairing.

Details of special care to be taken in respect of ruaning machinery — such as
i Information regarding breakdown prone equipment,
fi, Typical problems associated with certain locations of the mine,
fii. Typical problems faced during certain pertods such as monscon ete.

Detatls of major an-going tender work aleng with their last known status.

mformation regarding forth-coming tenders and their factual position mentioning the immediate steps to be -

taken.
Status regarding budgetary provisions, pending bills and receivables.

mtormation regarding any dispute pending with any authority and action taken in this regard - such as billing
disputes with electricity distribution companies etc,

Other important matters reqﬁiring further attenticn.

Gist note about the files or papers that are pending oF kept under his/her custody.

Signature (Handed over by) Signature (Taken over by)

frderp(a . wa uR. #7 aRiEmeE, gAY o 0341-2523553, ooy 0341-2523579. &FF @ dippecl@yahoo.coin
Director (Tech.) PAP's Secretariat, Fhone: 03412523503, Fax : 03412523579, Brail: dipp.ed cl@eostindiain
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;.P' (A Subsidiary of Coal InHia Limftet}

A d % 8{0‘ R (I WA U a8 e
Za ! K a alin Director{TechnicallP & P's Secretariat

Traxifar, Wi, e 9Re adaE, o g - 713333

Am rit M a h Otsav At: Sanctaria, PO: Dishergarh, Dist. Pachnim Barchman, West Bengal - 713333

{An IS0 9001, 150 14001 & DHSAS 18001 Certified Company)
CIN-UI0THWRIS7SGOMI30295

CHARGE HANDOVER & TAKEGVER REPORT OF AREA ENGINEER (ES&M]

Narme of The Area
Mame of The Owner e Crerer ey S
Name of The Qutgoing Area ERgINEsr i s snass s
Name of The Incoming Area Engineer erersasraasrreryeran rersrmrannn

1.  General Information about the Area - inciuding detalls such as
' . List of running and closed Mines,
i, Type of such Mines — UG {incline / Pit}/ OC,
fil. List of metering points,
iv. Average production of last few years etc.
2.  Consolidated Tist of
j. Plant & Machinery of all Mines of the Area,
ii. Eqgtipment sent to various departrmental workshops for repairing.
3.- Detalls of known/ anticipated danger related to the preveiling mining conditions in all running Mines— such as
dangerlassoc:ated with
n i. Fire,
' ii: Inundaiicn,
iit. Ventilation problems,
iv, llegal mining {if prevailing) etc.
Deta:ls of important safety and produciion woerles under execution
Details of Safety Directives — issued by DGMS / 15O ete. including
iv.  Handing over the concerned files,
v. A list of pending contraventions to be mitigated,
: wi.  Steps already taken fot such mitigation ete.
6. Details of planned future programs — refated to the safety and production such as
Y.  Planned overhaul or repairing of equipment,
vi.  Renewal of AMC,
‘ vii.  processing of survey off reports,
viti.  Planned purchase of important spares and consumables etc.
7. Deta:ts of spectal care to be taken in respect of running machinery in the munning Mines — such as
i. information regarding breakdown prore equipment,
i, Typical breakdowns associated with certain mines etc,

Deta!ls of major on-going tender work along with their last known status,

information regarding forth-coming tenders and their factual positlon mentioning the :mmadrate steps to be

taken.

10,  Status regarding budgetary provisions, pending bifls and receivables.

11.  Information regarding any dispute pending with any authority and action taken in this regard - such as biiling
disputes with eleciricity distribution companies etc.

12,  Other important matters requiring further attention,

o

P

0 @

' frerR(EF. Y. v AR F SEEET, gAY - 03412523593, HRY - 03412523570, §RH : dippecl@yahoo.cain
Director {Tach.) P&P's Secretariat, Phone: 034 1-2523593, Fax ; 0341-2323379. Email: dtpp.ecl.cili@coalindia.in

EASTERN COALFIELDS LIMITED .
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i3, Gist note aboyt the files or papers that are pending or kept under his/her custady.

Sgnsture (Hended cvar ﬁj Sigrature (Taken over Byl

This administratlve ceder ssued B per advice of the Competent Autharity for tnmediate implementation.

\

— =al|p .i 202
T¢ ta O (T) P&P, ECI.

COMWALDED FOR KIND INFORMATION TO: I (T P&P, ECL; VO, ECL

DISTRIBUTION:

G (TEMS)/ TS 2 CMD, ECT

Qi Dvigllance)., ECL

TS o O3 [T) 08 TS 1o T {P), ECL

G (BN HOD, ECL

Area Ceneral Manegers, All Areas, ECL

EMY HODY Agents, All Workshaps” Hospitals! HRD. EGL

oo o

by T T 5 SREw, gELT 002208, Fpe - (341-253157%, $Ew o dippacl@yshoc codn

Dyector Tees,, PR Secretariat, Fiunc: §341-5555593. P SRN-ERE T MY Tomil: aipp ool ciliEenindizin




o Tty ffate

/— gEA woviesw fafads
- W EASTERN COALFIELDS LIMITED
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.P' {A Subsiditary of Coal India Limited)

Tt we=ie) W O TREeeT 1 aiEed
Dileector(Technical)P & F's Secretariat

Azadi
| Ka e, P, T R A, S T - 713333

-
Am | t M a h Otsav Atz Sangioria, PO: Dishergarh, Dist, Pachnim Bardhrnan, West Bengal - 713333

{An 13O 9001, 150 14001 & OHSAS 18007 Certified Company)
CIN-LHOTONBIG75COI020295

T BT SHT R A3 182 2 A ' fostier © 23.10.2621
QFFICE ORDER

Vigitance depariment conducted an intensive study and framed a model ‘Charge hand over/ takeover’
format, which is approved by the Competent Authorily. The approved Maodel Charge handover/ takeover format,
in respect of Civil department of the concerned offices of ECL, is placed betow. It is expected that. this Model Charge
handover/ takeover format will streamline the procedure of Charge handover/ takeowver, during transfer/
retirement/ superannuation etc., as the case may be, and shall be followed by the concerned executives, as and
when such situation will arise.

Charpe Hand over and Take over report of Civil Officers / Staff at Headquarter Level:
General Mariager (C) / HOD (C):

»  Brief description of all Areas.
+ Major on-going tender work with their present status,
« Information regarding forth coming tenders and their factual position menticning the immediate steps 1o
. be taken. -
Status regarding budgetary provisions, pending bills and receivables.
Information regarding important ongoing court cases, if any,
Any other disputes pending with statutory authorities and action taken for it.
Any important job to be executed in Area/ unit under his jurisdiction.
All angoing Noting sheet, Work Order & Tendering papers.
Gist note about the file/papers pending/ kept under his custody.
» Any impottant work 10 be executed either in Head Quarter or in any Area,
s Any matter related to Construction/repairing/maintenance in any Area or any other matter related to the
statutory provisions under the regulation to be rectified in any Area under him regarding civit related matter.
» Any important job to be executed in Head Quarter or in Area under this subsidiary in respect of civil related
" matter or matter under his jurisdiction.
= Any other important issues, if any.

& % & &

= Brief description of cngoing various clvil works along with their payment status.
s Brief description of works in proposal/approval stage,

Brief description of present status of Capital/Revenue works.

Brief description of all official files and papers under his contrel,

Brief description of any important werk to be executed.

Brief of any litigation and arbitration cases,
Status regarding budgetary provisions. pending bills and receivables.

Any office order or assigned job by his controiling officer.

SOE/Overseer/Sr. Overseer/Engineering Asst.:

..l- -

frrm o). U SR, 7 FaeE, ST 03412523593, $ERE : 0341-2523579, AT : dippeci@yahoo.coin
Director (Tech) P&P's Secretariat, Phone: 0341-2523593, Fax ¢ 0341-2523579, Email: dipp ecl. cli@coalindia.in
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EASTERN COALFIELDS LEMITED

{#@rer STZa w1 T 3

(A Substdiary of Cost Indiz Limited)
Pranrs(EeEhEy Fiem v TREE A FreEe
Diractor{Technical}P & #'s Sperctariat

Siecitzar, de-RdnTs, B PR e, g e - 713333
Bardirnan, West Bengsi - 713333

T ‘ -=

" ,
rl t M h t At: Sanctoria, POt Dishergarh, Dist. Pachmim
a 0 Sav tAn SO $001, [30 14001 & OHsAS 18001 Certlfied Company]

CIN-LI0OTWE197 3601030285

Charge Hand over and Take tve

Brief description of ongoing works and their payinent status.
Brief description of possession of measurement Sooks,

Brief description of prasent status of Capital/Revenue works.
Maasurernent to be entered up o date in measurement book for ongoing/co

works,

Handing over of all site registers like
consumption register/material testing register etc.

Brief description of proposals/estimates of various works proposed.
Brief description of ail official files and papers under his contrel.
Brief description of any important work to be executed.

mpleted Capital/Revenue

site order book/hinderance register/bar pending schedule/cernent

¢ report of Civil Officers / Staff at Area_/ Unit level:

Ares Engineer {Civil):

L]
+

Other Civil Officials {Asst. Mar. / Dy. Mgr. /Mgr. / St

Brief description of colonies/other sits at different locations in area.

Brief description of ongoing various civit works in area.
Brief description of works in proposal/approval stage
elc.

Biief description of tender status of propased wor
Brief description of all official files and papers under his control.
Brief description of any important work to be executed.

Erief of any litigation and arbitration casas,

Status regarding budgstary provisions.
Brief desaription of status of Capital an
Any office order or assigned job by his controtling officer.
Any other important issues. if any.

elated to AMC, Block Repairing. Road construction

k from arvea/unit level.

4 Revenue werk along with thelr bill status.

Mgy, / Ch. Mgr.):

e Brief description of ongoing various civil wor
« Brief description of present status of
o Brief description of warks in proposa
« Brief description of tender status of proposed wor

» Brief of any litigation and arbitration cases.
» Status regarding budgetary provisions, pen

fferent iocations in unit.

ks along with their payment stafus in unit.
Capital/Revenue works.

|/approval stage sent 10 ared level.

k at unit level,

rief description of colonies/cther sites at di

Brief description of all official files and papers under his controf,

ding bills and receivables.

« Brief deseription of any important work to be executed.

e Any office order or assigned jols by his controlling officer.

SOE/Cverseat/SE, Cverseer/Engineering Asst,:

e Brief description of ongoing works and their payment status.

e, va aft. & wftared, guT 13412573593, I 0341-2523579. $A : dtppecl@yahoo.ce.in
Director (Tech,} P&P's Secretariat, Phone: 03412523503, Fax : 0341-2523579. Email: dipp.ecl.cil@coalindia.in
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+  Brief description of possession of messoremens Gooks.

v Brief descrlption of pressnt status of Capital/Revente warks.

v Mosswrement to be entersd U2 to date inmeasioremeni Bock for angoing/eompleiec Caplmal/Revenue
wzrks.

s Handing over of ail site registers ilke fte order Yook /hinderanae register/bar bending schedulo/cement
ensarnption reglaer/material testing register ate,

o Dof desaription of proposalifzstimanes of various wirks proposed.

o Brief description of all offilzl fles and papers under his pomtron.

s Brief descriptian of any impertzant vweork 1o be ewocuted.

Sigrature (Hended aver by) SignasLre {1 aken over by

This adm ntstrative arder [sued as per advice of the Compeatent Aurthority for immediate implementation.

TS te O (T3 P&P, ECL

FORWARDED FOR KIND INFORMATION TO: T {T) Pa&P, ECL V0, ECL

DITTRIBLTHIM:

1. GMTEMSY T3 o CMD, BECL

2. &M Wigllanee], FCL

3. T&io D {T) OB/ TS to D (F). ECL

4. M {CWilY HOD, ECL

5. Area Ganeral Managers, Al Arear, ECL

&. G HODY Agent, TADY HRLY Hospitals/ Al Worbshops, ECL

TR SE YA T Uit I TR e, B (241292550, Yo | 0321-7524390, FFE  ctpped]@yahoomain
Tirerta© 4 l=ch.) PEFs Secrecar 3, Phore: 0341-2533503, Fox . 1341252357, Nupail! dvwedldl@mehndia.lo
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TEH ar ; ETe/ AR (AR 18/ 2.8 4 e ; 23.10.2021
OFFICE ORDER

Vigilance depariment conducted an intensive study and framed a model ‘Charge hand over/ takeover’ format,
which is approved by the Competent Authority. The approved Model Charge handover/ takeover format, in respect
of Material Management/ §tores department of the concerned offices of ECL, is placed below. It is expected that,
this Model Charge handover/ takeover format will strearnline the procedure of Charge handovet/ takeover, during
transfer/ reticement/ superannuation ete., as the case may be, and shall be followed by the concerned executives, as

_and when such situation will arise,

Charge Hand Over Take Over report of HOD (Material Management)

Total No. of Area Store/Regional Store, Central Store,

List/ status of pending Indents and MB

Status of Store Audit

$tatus of Pending LCs/Imports

Status of discrepancies in prchase formaiittes., if any.

‘Status of Court Cases, if any.

Status of procurement of equipment/capital items.

Status of timely disposal of scrap. survey-off of equipment & material status of depot agreerment, rate
contract/ running contract eic. both which are ongoing/ under process.

Charge Hand Over Take Over report of Area Material Manager

Brief description of Area Stove,
2. Total No. of Colilery Store with name of in charge.
Status of Visual Inspection of ali register & records with details of available infrastructure for upkeep of
. stores, :
- 4, Status of Tender work with their present status.
5. Information regarding forth coming tenders and their factual position mentioning the immediate steps o
be taken, '
Status regarding pending bills and receivables.
Stock/status of POL Hiems with records, if Area MM is also the Depot Officer.
Certificate af stamping of the pump issued by the tegal Metrology Department. i Area MM is also the
Depot Offlcer.
9, Top 20 costilest item should be physically checked, if Area MM is also the Depot Officer.
* 10. Apart from the top 20 costliest item, any 30 items should be checked randomily by Charge Taking Officer,
if Area MM &s also the Depot Officer.
11. Status of Surplus and Scrap Hems, if Area MM is also the Depot Officer.

ol ol

—_
M

w

SIS

e (gan.jal, wd ait. @ affam, gEeY © 0341.2523593, 40 ; 0341-2523579, &8 dippecl@yahoo,co.in
Director (Tech.) PR2's Secretariat, Phone: 0341-2523593, Fax : 03412323579, Email: dipyr.ecl cili@esalindia.in
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12. Record of Inmpection of ncoming materials. Status of tmoly disprsal of semp. sureny-oif of equipmerl &

maceTiah stabes of depot agreement, rale contreci/running corlract stc. Beth which are ongoing/eadet

process, if Area MM s also the Drepot Officer.

Crarze Hand Over Take Over report of Depat Officer

Briof deseriptlon of Regiona! Store.

Sratus of Visual Inspection of all registars/ racords with details i availabde infrastraclune

$*alus of ongaing (ndents noting sheet, wiows order and tenderlsg process if any

Status of pending bills and receivabies.

Stock: of Petral HIEL

Certificate of slamping of the purp isued Sy the Legal Metretegy Depariment, if the dispersing uni 1=
uhder the conlrol of Ares Stoes.

7. Top 20 costllest item sheuld be physically checked.

B. Apart from the topr 20 costlies) e, ary 20 [rerns should be checked modomly by Charge Taking Offlcer,
g, Starus of Surplss and Sorap ibams.

19, Information regarding ssolrliy Amangsment for valgable store materiad framm darmage thoft or oilierage.
1, Status of computerizallan of recards,

i2. saluyRecord of MB preparation

13, $iatus of survey off equipment. S@tus of depot Agreement Rfc both on goingd undsr frooess

D on s e b

Sgnature {Handed owar by) Signature [Taken over by

This administrative order issued as per advlee of the Competent Authordty for immediate irmplementatic I|

R ¢

Tto D {T) PAP, ECL

FORWARDED FOR KIND INFORMATION TO: D (T) P&P, ECLY OVO, ECL

R .. T AL WA, g L D31-RIs0Y, WA 034135 2Aa ¢ dpperlfvahng.co,in
Jiracter (Tech.) P&EE Secraarial, Flome D3C]-2523393, Te : Fd1-2525500. Emeil: ipgrp cilig@eselindie.in
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Enclosed herewith is the approved SOP for Charge handover/Takeover for Executives
of Excavation, Mining, Svstem and Survey departments of ECL.

All the Area General Managers/HOD's are requested wide circulation of the SOP and
implement the same in all Areas/Departments from the date of receipt of this office

order.

A copv of Charge handover/Takeover by the Outgoing/Incoming executive shall be
torwarded to the Secretariate of the FD's and concerned HOD of ECL HQ.

This issues with the approval of competent authority

Encls: As above (through email.) \

'\J

3]

L. 3
TSto D (T) OP
Distribution:
1. CMD, ECL
2.

D (T) P&P/ D (T) OPf D (F)/D (P) CVO, ECL,

CM(TEMS)TS to CMD/ TS to D(T)P&P/ TS to D(F)/ TS to D(P)
All Area GMs

All GM/HOD, ECL HQ.

File.

e o
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Draft Charge Hand Over/Take Over of Mining Department

'Area General Manager:
' Factual Coal Stock Report of Unit/ Area under his jurisdiction. .

e Information’s regarding the general condition of the mining areas.

*  DGMS Permissions with their validity and renewal needed if any.

» DGMS violations, steps taken and its present status.

e Status of DGMS permission presently under process for obtaining it or required to be
prepared to obtain permission.

e Magazine licenses with their validity and renewal needed if any.

 Illegal Mining areas demarcated on surface plans of different mines under their leasehold.
The impact of these illegal areas on safety & security shall be given.

» Land acquisition status stating the information of land obtained and which are presently in
process along with the future requirement.

e Probable/ anticipated danger related to the prevailing mining conditions of the unit/ Area
under his jurisdiction.

¢ Major on-going tender work with their present status.

o Information regarding forth coming tenders and their factual position mentioning the |
immediate steps to be taken.

¢ [nformation regarding planned future programme related to the safety, production,
purchases, overhaul/ repair of equipment’s if any.

¢ Status regarding budgetary provisions, pending bills and receivables.

¢ Information regarding past cases and its judgement impacting the area. Information
regarding all ongoing court cases with the next date of hearing and all important papers
related to it.

¢ Any other disputes pending with statutory authorities and action taken for it.

¢ Any other important issues, if any.

¢ Any important job to be executed in Area/ unit under his jurisdiction.

» All ongoing Noting sheet, Work Order & Tendering papers.

¢ Gist note about the file/papers pending/ kept under his custody.

¢ EC/FC status of all working mines lease hold areas.

» Compliance of NIT Terms and conditions of outsourcing works including R.A. Bills.

¢ " Status of contract closure.

. ’Pending contraventions in relation to all statutes related to area shall be communicated.
Action being taken and action to be taken shall be mentioned.

e Pending works under Safety Management Plan related to the Area.

» Capital Budget, Status of different proposals/work orders/pending bills shall be given. The
pending proposals to be made under B.E./R.E. shall also be mentioned. |

» The status of contractor wise penalty shall be given. The contractor wise due to the
company against diesel, electricity and other charges shall be mentioned.
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Addl General Manager:

Factual Coal Stock Report of Unit/ Area under his purisdiction,

Information’s regarding the general condition of the mining areas

PDGMS Permissions with their validity and renewal needed 1f any.

DGMS violations, steps taken and its present status.

Status of DGMS permission presently under process for obtaining it of required to he
prepared 1o obtain permission.

Magazine licenses with their validity and renewal needed if any.

Illegal Mining areas demarcated on surface plans of different mines under their leasehold.
The impact of these illegal areas on safety & security shall be given.

| and acquisition status stating the information of land obtained and which are presently in
process along with the future requirement.

Probable anticipated danger related to the prevailing mining conditions of the unit’ Area
under his jurisdiction.

Major on-going tender work with their present status.

Information regarding forth coming tenders and their factual position mentioning the
immediate steps to be taken.

Information regarding planned future programme related to the safety. production,
purchases. overhaul/ repair of equipment’s if any.

Status regarding budgetary provisions, pending bills and receivables.

Information regarding past cases and its judgement impacting the area. Information
regarding all ongoing court cases with the next date of hearing and all important papers
related to 1t

Any other disputes pending with statutory authorities and action taken for it.

Any other important issues, if any.

Any important job to be executed in Area/ unit under his jurisdiction.

All ongoing Noting sheet, Work Order & Tendering papers.

Gist note about the file/papers pending/ kept under his custody.

Pending works under Safety Management Plan related to the Area.

( apital Budget, Status of different proposals/work orders/pending bills shall be given. The
pending proposals to be made under B.E/R.E. shall also be mentioned.

I'he status of contractor wise penalty shall be given. The contractor wise due to the
company against diesel, electricity and other charges shall be mentioned.

safery Officer:

Information’s regurding the general condition of the mining areas.

DOGMS Permissions with their validity and renewal needed it any

DOGMS violations, steps taken and its present status.

Status of DGMS permission presently under process Lor obtaining it or required to be
prepared o obtain permussion

Magazine licenses with therr validity and renewal needed ibuny.

Hlegal Mining consequences prevailing with action taken il any.

Probable/ anticiputed danger related 1o the prevailing mining conditions of the unit/ Area
under his jurisdiction,
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Major on-going tender work with their present status.

Information regarding forth coming tenders and their factual position mentioning the
immediate steps to be taken.

Information regarding planned future programme related to the safety, purchases, overhaul/
repair of equipment’s if any.

Status regarding budgetary provisions, pending bills and receivables.

Information regarding important ongoing court cases, if any.

Any other disputes pending with statutory authorities and action taken for it.

Any other important issues, if any.

Any important job to be executed in Area/ unit under his jurisdiction.

All ongoing Noting sheet, Work Order & Tendering papers.

Gist note about the file/papers pending/ kept under his custody.

Annual Mine Safety Plan shall be handed over with the information regarding actions
already taken under the plan and actions required to be taken.

The status of review of SMP of all mines of the area with date of last review.

The status of review of SOPs of all activities/operations of mines and date of last review.
The Monsoon Action plan & its last review.

The ATR of last Standing Committee of Coal, CIL Safety Board, ECL Tripartite Safety

Board, NDPC meeting, ECL Bipartite meeting with DGMS, 12" National Safety
Conference and other meetings.

. @& = @ [ ]

-

The status of mine wise sectionalisation stoppings, ventilation stoppings and record of air
quality survey, pressure survey records.

The last review of Principal Hazard Management Plan and list of disaster vulnerable areas

of the mines. Review of Trigger Action response plan set for principal hazards. Mention
last review dates.

Mine wise scientific study reports and SCAMP reports.

The status of vetting of application of permission for opening/reopening of new working
districts.

Auditing and vetting of transport layout record.
Last monthly meeting with mine managers and important requirements of the mines.

.A t, Colliery Manager:

-

Factual Coal Stock Report of Collieries under his jurisdiction.

Information’s regarding the general condition of the Mines.

DGMS Permissions with their validity and renewal needed if any.

DGMS violations, steps taken and its present status.

Status of DGMS permission presently under process for obtaining it or required to be
prepared to obtain permission.

Magazine licenses with their validity and renewal needed if any.

Illegal Mining areas demarcated on surface plans of different mines under their leasehold.
The impact of these illegal areas on safety & security shall be given.

» Land acquisition status stating the information of land obtained and which are presently in
process along with the future requirement.
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h ! 3 II
Probable/ anticipated danger related 1o the

ki) prevailing mining conditions of i
under his jurisdiction. ¥ Heondiions ofthe unit Area

Major on-going tender work with their present status,

!nh rmation regarding forth coming tenders and their factual position mentioning the
immediate steps to be taken.

Intormation regarding planned future programme related to the safety. production.
purchases, overhaul/ repair of equipment’s if any,

Status regarding budgetary provisions, pending bills and receivables.

Information regarding past cases and its judgement impacting the arca. Information
regarding all ongoing court cases with the next date of hearing and all important papers
related 1o 1t

Any other disputes pending with statutory authorities and action taken for it.

Any other important issues, if any.

Any important job to be executed in Area/ unit under his jurisdiction.

All ongoing Noting sheet, Work Order & Tendering papers.

Gest note about the file/papers pending/ kept under his custody.

Pending works under Safety Management Plan related to the Area.

Capital Budget, Status of different proposals/work orders/pending bills shall be given. The
pending proposals to be made under B.E./R.E. shall also be mentioned.

The status of contractor wise penalty shall be given. The contractor wise due to the
company against diesel. electricity and other charges shall be mentioned.

Contractor wise hinderance register shall be provided.

All statutory records to be maintained by Agent/Colliery Manager shall be handed over.
The status of sand stowing and void status shall be informed in case of UG Mines.

The identified principal hazard related to the mine/mines and Trigger Action Response
Plan/Control Plan shall be mentioned. The emergency response and evacuation plan and
last mock rehearsal done shall be communicated.

Colliery Safetv Officer:

Information’s regarding the general condition of the Mines.

DGMS Permissions with their validity and renewal needed it any.

[DGMS and 1SO violations, steps taken and its present status.

Status of DGMS permission presently under process for obtaining it or required to be
prepared 10 obtain permission.

Magazine licenses with their validity and renewal needed i any.

Ilegal Mining consequences prevailing with action taken if any.

| and acquisition status stating the information of land obtained and which are presently in
process along with the future requirement.

Probable/ anticipated danger related o the prevailing mining conditions of the unit’ Area
under his jurisdiction.

Major on-poing tender work with their present status,

Information regarding forth coming tenders and their tactual position mentioning the
immediate steps o be taken.

Information regarding planned future programme related to the safety, production,
purchases, overhaul/ repair of equipment’s iFany.
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. * Status regarding budgetary provisions, pending bills and receivables.
* Information regarding important ongoing court cases, if any.
* Any other disputes pending with statutory authorities and action taken for it.
* Any other important issues. if any.
* Any important job to be executed in Area/ unit under his jurisdiction,
*  All ongoing Noting sheet, Work Order & Tendering papers.
* Gist note about the file/papers pending/ kept under his custody.
* Annual Mine Safety Plan shall be handed over with the information regarding actions
already taken under the plan and actions required to be taken.
*  The status of review of SMP of all mines of the area with date of last review.
L ]

The status of review of SOPs of all activities/operations of mines and date of last review.
*  The Monsoon Action plan & its last review.

The ATR of last Standing Committee of Coal, CIL Safety Board, ECL Tripartite Safety
Board. NDPC meeting, ECL Bipartite meeting with DGMS, 12" National Safety
Conference and other meetings.

The status of mine wise sectionalisation stoppings, ventilation stoppings and record of air
quality survey, pressure survey records.

The last review of Principal Hazard Management Plan and list of disaster vulnerable areas

of the mines. Review of Trigger Action response plan set for principal hazards. Mention
last review dates.

« Mine wise scientific study reports and SCAMP reports.

The status of vetting of application of permission for opening/reopening of new working
districts.

» Auditing and vetting of transport layout record.

The record of PSC Meeting and pending ATR on points raised in PSC Meeting shall be
informed. The record of Form-U and pending ATR on W1 report shall be informed.

All accident/incident enquiry reports and accident analysis record shall be handed over.
The identified principal hazard related to the mine/mines and Trigger Action Response

Plan/Control Plan shall be mentioned. The emergency response and evacuation plan and
last mock rehearsal done shall be communicated.

Out Going Employee iu-(‘mning Employee Controlling Officer

Nume:

MNuame:
Designation:

Name:
Designation:

Designation:
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Draft Charge Hand over and take over format:

For Engineer-in-charges (Excv):

Status of proposal for procurement of spares, tools, consumables etc. (e.g. administrative
approval stage/ tendering stage etc.)

Status of equipment (i)under Erection & Commissioning, (ii) equipment under Marc,
Guaranteed Availability of spares (iii) under process of survey-off etc.

Brief description about priority works and future planning

Any other important issues, if any

For Area Engineer (Excv):

1. Status of Equipment i.e. regarding timely maintenance & repair, safety ,
production target, capacity utilization, availability etc.

2. Brief note regarding : (a) Status of monitoring of HEMM:s, (b) work procedures/work
environment, (c) Different Installations in the mines

3. Status of equipment under Erection & Commissioning

4, Deployment of equipment (for optimum production)and safety

5. Status Cost control measures (if any), contracts/work orders for timely availability of
spares etc.

6. Status regarding budgetary provisions, pending bills and receivables

7. Brief description about priority works and future planning

8. Any other important issues, if any

For General Manager (Excv):

1. Status of planning and budgets for acquiring HEMMSs, spares etc.

2. Status of targets and achievements, allocation of resources, efforts towards
maximization of capacity utilization, coordination with CWS/RWS (commitments of
workshops to deliver subassemblies) etc.

3. Status of Cost optimization measures , Inventory& its control, monitoring POL/HSD
consumption , steps adopted to reduce/avoid import of machines, spares etc.
4, Any other disputes pending with statutory authorities and action taken for it.
5. Gist note about the file/papers pending/ kept under his custody
6. Brief description about priority works and future planning
7. Any other important issues, if any
Out Going Employee In-Coming Employee Controlling Officer

Name:

Name: Name:

Designation: Mesignation: Designation:
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Draft Charge Hand Over Take Over of Surveyor/Survey Officer

UNIT LEVEL:

o Bricl description of Mines.

* Important note of scam(s)/ District(s).

e Details Base |ine. Triangulation station/ Ref. Survey Station & Bench Mark.

¢ All field Book. Level Book & Measurement Book.

*  Details of important survey work, Check Survey.

e Description of Survey Instruments with important notes if any.

e Statutory Plans and sections.

e Survey registers, Plan registers and instrument registers etc.

o Surveyor's Dairy.

¢ Position of Coal stock.

¢ Sand stowing measurement details.

« Special attention if to be taken towards inrush of water/ DGMS/ Railway/ Road/ or
any other important matter to be taken care of.

e All official file and papers under his control.

¢ Anv important work to be executed in respect of the matter related with Survey and
allied job.

e Any office order or assigned job by his controlling officer in respect to the Survey and
allied job.

AREA LEVEL:

e Brief description of all Mines.

e Position of Coal Stock/ OB.

o Position of sand stowing.

o  Mine-wise S.0./Surveyor’s description.

e Instrument details of all Mines.

e Important survey work, Check survey work in details.

o Special attention if to be taken towards inrush of water/ DGMS/ Railway/ Road’ or
any other important matter to be taken care of,

o Any office order or assigned job by his controlling oflicer in respect to the Survey and
allied jobh.

» Any matter related to Plans & sections in any colliery under this Area or any other
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matter related to the statutory provisions under the regulation to be rectified in any
colliery under him regarding survey related matter.

e Any important job to be executed in Area or in colliery under this Area in respect of
survey related matter or matter under his jurisdiction.

e All ongoing Noting sheet, Work Order & Tendering papers, dealt by the concerned
Surveyor/ Survey.

HEAD QUARTER LEVEL:
Brief description of all Areas.

e Area-wise S.0./Surveyor’s description.
o Instrument details of all Areas.
» Important survey work, Check survey work.

e Special attention if to be taken towards inrush of water/ DGMS/ Railway/ Road/ or
any other important matter to be taken care of.

e Any office order or assigned job by his controlling officer in respect to the Survey and
allied job.

e Any important work to be executed either in Head Quarter or in any Area.

¢ Any matter related to Plans & sections in any colliery under this Area or any other
matter related to the statutory provisions under the regulation to be rectified in any
Area under him regarding survey related matter.

e Any important job to be executed in Head Quarter or in Area under this subsidiary in
respect of survey related matter or matter under his jurisdiction.

e All ongoing Noting sheet, Work Order & Tendering papers.
s Numbers of working mines:

(a) UG Mines, (b) OC Mines (Departmental & Hired) with short description.

Out Going Employee In-Coming Employee Controlling Officer

Name: Name: Name:
Designation: Designation: Designation:
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SYSTEM DEPARTMENT

CHARGE HANDING OVER / TAKING OVER REPORT

From

Name :
Designation:
Eis/Manno.:

To

Name :
Designation:
Eis/Manno.:

This is to certify that the following items/documents/information have been included in the handing
over / taking over report by the out-going Employee on Dated : DD/MM/YYYY .

'SI | Jobs Assigned & Done
‘No. Out-Going Employee

by |Details of Jobs Assigned & Done by Out-Going 'Remarks

Employee

L

** Pride Goals & KPI of Out-Going Employee can also be added for more clarity.

'Sl Item/File/Documents

'No.  Description along with No.

Details of Item/File/Documents 'Remarks, if any

Other Documents / Comments / Useful Information:(if any)

'Sl |Total PC Set |
No.

Working PC Set

Non- Working PC Set | Remarks ||

B |

|

List of Total PC Computers Set(CPU, Monitor, Keyboard Mouse, UPS) to be attached separately

along with Details ;-
2.

Sl. |Total Printers
No.

Wnrking Printers

|
L

- Non- Working Printers | Remarks

List of Toral Printers o be attached separately along with Details :-
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3.

E}l. ‘Tﬂla\ Working Non- Workimg Remarks
0.

B | | =

List of Other Computer Peripheral to be attached separately along with Details -
4.

SLo Total No. OF Workimg  Non- Working Whether Source Code | Remarks
Noo Website Mobile & Other Materials

Apps Porals Provided

Developed

a. Purpose it 1s
intended for - 7777
b. Data input to be
updated by - 7777

¢. Whether Complete
Data is Available in
Server - 777

d. Data Backup

! Frequency - 7777

| e. Audit

‘ Mechanism- 7777

List 1o be artached along with details -

5. Any Other Useful Information (if any) -

Sk Total Working } Non- Working Remarks

0. “

List 1ev be antached along with derails -

. Anv Other Useful Documents / Comments/ Information (if any) -

Out( J-t;iu[-g l-,.mp!uytr In-Coming Employee Controlling Officer

Name: Numie: N
Designation: Designation: Designation:



