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EASTERN COALFIELDS LIMITED 

( sfT frfrÈs c git) 
(A Subsidiary of Coal india Limited) 

YEAR OF 
CELEBRATIN 
THE MANATMA 

f , fo: yf7eyq qefara 
yfoere aTH-713333 

Sanctoria, P. ishergarh, Dt. Paschin Bardhaman 

West Bengat 713333 

CIN-UIDi101WB1975GO1030295 

Ref. No: ECL/OP/TS/ 8 Date: 09-11-2021 

OFFICE ORDER 

Enclosed herewith is the approved SOP for Charge handover/Takeover for Executives 

of Excavation, Mining, System 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 copy of Charge handover/Takeover by the Outgoing/Incoming executive shall be 

forwarded 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.) 

40al 
TS to D (T) OP 

Distribution:

1. CMD, ECL 

2. D(T) P&P/ D (T) OP/ D (F)/D (Py CVO, ECL. 

3. GMT&MS)TS to CMD/ TS to D(T)P&P/ TS to D(F)/ TS to D(P) 

4. All Area GMs 

5. All GM/HOD, ECL HQ. 

6. File. 
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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. 

.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. 
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.
.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 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 Areal 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. Bils. 

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.

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 shal! be mentioned. 
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Addl. General Manager: 
Factual Coal Stock Report of Unit/ Arca under his jurisdiction. 

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. 

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

preparcd to obtain permission. 

Magazine licenses with their validity and renewal needed if any. 

llegal 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. 

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 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 Areal 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. 

Capital Budget, Satus 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 nmentioned. 

Area Safet Officer: 
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. 

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. 

1llegal Mining conseyuences prevailing with action taken if any 
. Probable/ anticipuled danger related to 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, 12th 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. 

Agent, 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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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. 
Intormation 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 Areal 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 shal 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 Safety Oficer 
Information's regarding the general condition of the Mines. 
DGMS Permissions with their validity and renewal needed if any. 

DGMS and ISO 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. 

llegal Mining consequences prevailing with action taken if any. 
Land 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. 
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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. 
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, 12th 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 scientifie 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 Meting shall be 
informed. The record of Form-U and pending ATR on WI report shall be informed. 

All accidentincident 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 In-Coming Employee Controlling Ofticer 

Name: Name: Name: 
Designation: Designation: Desiguation: 
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Draft Charge Hand over and take over format 

For Engineer-in-charges (Excv): 

1. Status of proposal for procurement of spares, tools, consumables etc. (e.g. administrative 

approval stage/ tendering stage etc.) 
2. Status of equipment (i)under Erection &Commissioning, (i) equipment under Marc, 

Guaranteed Availability of spares (ii) under process of survey-off etc. 

3. Brief description about priority works and future planning 

4. 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 HEMMs, (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 HEMMs, 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: Pesignation: Designation: 



AtmexuK-C 
Page 1 of 2 

Draft Charge Hand Over Take Over of Surveyor/Survey Officer 

UNIT LEVEL: 
Brief deseription of Mines. 

Important note of seanm(s)/ District(s). 

Details Base Line. Triangulation station/ Ref. Survey Station & Bench Mark. 

All field Book, Level Book & Measurement Book. 

Details of important survey work, Check Survey. 

.Description of Survey Instruments with important notes if any. 

Statutory Plans and sections. 

.Survey registers, Plan registers and instrument registers ete. 

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. 

All official file and papers under his control. 

. Any important work to be executed in respect of the matter related with Survey and 

allied job. 

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

allied job. 

AREA LEVEL: 
Brief description of all Mines. 

Position of Coal Stock/ OB. 

Position of sand stowing 

Mine-wise S.O./Surveyor's deseription. 

Instrument details of all Mines. 

.Important survey work, Check survey work in details. 

Special attention if to be taken towards inrush of water/ DGMS/ Railway/ Road/ o 

any other important matter to be taken care of. 

Any oflice order or assigned job by his controlling oflicer in respect to the Surve 

allied job. 

. 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. 

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.

All ongoing Noting sheet, Work Order & Tendering papers, dealt by the concerned 

Surveyor/ Survey. 

HEAD QUARTER LEVEL! 
Brief description of all Areas. 

Area-wise S.O./Surveyor's description. 

Instrument details of all Areas. 

Important survey work, Check survey work. 

Special attention if to be taken towards inrush of water/ DGMS/ Railway/ Road/ or 

any other important matter to be taken care of. 

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

allied job. 

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. 

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. 

All ongoing Noting sheet, Work Order & Tendering papers. 

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 To 

Name Name 

Designation: Designation: 
Eis/Manno.: 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. 

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

Employee 
SI 
No. Out-Going Employee 

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

SI Item/File/Documents Details of Item/File/Documents Remarks, if any 
No. Description along with No. | 

5 

8 

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

1. 

SI. Total PC Set Working PC Set Non- Working PC Set RemarksS 
No. 

List of Total PC Computers Set(CPU, Monitor:Keyboard, Mouse, UPS) to be attached separately 
along with Details :- 

2 

SI. Total Printers Working Printers Non- Working Printers Remarks 
No. 

List of Total Printers to be attached separately along with Details :- 
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SI. Total 
No. 

Working Non- Working Remarks 

List of Onher Computer Peripheral to he attached separately along with Details 

4. 

SI. Total No. Of 
No. Website/ Mobile 

Working Non- Working Whether Source Code Remarks 
&Other Materials 
Provided Apps Portals 

Developed 
a. Purpose it is 
intended for ???2? 

b. Data input to be 
updated by - ???? 

c. Whether Complete 
Data is Available in 
Server - 22? 

d. Data Backup 
Frequency ?29? 

e. Audit 
Mechanism- 229? 

List to he attached along with details -

5. Any Other Useful Information (if any) - 

SI. Total Working Non- Working Remarks 
No. 

List to he attached along with details - 

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

Out-Going Employee In-Coming Employee Controlling Officer 

Name: Name: Name: 

Designation: Designation: Designation: 


