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THE STATE TRADING CORPORATION OF INDIA LTD: NEW DELHI
PERSONNEL DiVISION

File No.STC/CO/PERS/IR/02074/2017 Dated: 18.01.2019

CIRCULAR No.IR/03/2019

Sub: Ensuring Proper Handing-over/Taking-over by Staff and Managers at the
Time of Transfer /| Retirement.

There have been instances when some documents were requisitioned by the Vigilance
Division from the concerned Section / Division / Branch. The concerned Division / Branch
intimated that they do not have the relevant documents. One of the reasons for this situation is
that proper Handing-over/Taking-over of records at the time of transfer or retirement of
employees does not take place.

2. In view of above, it is advised that the concerned Division / Branch Head shall ensure that
proper Handing-over/Taking-over of records takes place well in time (2-3 days prior to date of
relieving/retirement). The details of the Handing-over/Taking-over shall be preserved and a copy
of certificate of Handing-over/Taking-over shall be submitted to Personnel Division for record by
the Divisional Head / Branch Manager as the case may be well within the timeline. For any delay
involving payment of interest on the retirement dues the concerned Divisional / Branch Head
shall be responsible.

3 Personnel Division shall ensure that before the dues of the retiree employees are settled,
a copy of the Handing-over/Taking-over of records clearly mentioning the name of the retiring
official and name of Taking-over official duly counter-signed by the Head of the Division / Branch
is received by Personnel Division at Corporate Office or Branch respectively.

4, In case of transfer of official, it will be the responsibility of the official under transfer to
hand-over the charge to the official nominated by the Divisional / Branch Head. Finance Division
to ensure that LPC of the individual is issued only after receipt of copy of Handing-over/Taking-
over report duly counter-signed by the Head of Division/Branch. =

D All Divisional / Branch Heads are advised to ensure compliance of the above instructions.
A format of certificate of transfer of charge is enclosed for guidance.

6. This issues with the approval of CVO, Dir.(P) & CMD. @ $

(N.A.N. JEYAKUMAR)
CGM- Personnel

Encl: 1) Copy of Pro-forma for Handing-over/Taking-over of charge.
2) Copy of format of Certificate of Transfer of Charge.

5

All CGMs/All Divisional Heads
All BMs/\VOs
- All Staff/Executives (to be placed on Notice Board/Website)

Copy for information to:

CMD/AIl Directors/CVO
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ANNEXURE-]

PRO- FORMA FOR HANDING OVER & TAKING OVER OF CHARGE

. Department and Division

Name and Designation of the Officer handing over charge :

3. Name and Designation of the officer receiving charge :

Reasons for transfer of charge:

| 5. Date and hour of handing over/Receiving charge

6. Details of Transfer of charge:

(a)

Exhaustive list of files handed over :



‘_taking_ over
|

(e) Reference Books (if any)

(f) Office Equipment such as Punches etc.

(g) Any other item not mentioned above

Handed over as above

Name & Signature
of the Relieving Officer

g

Name & Signature
of the Relieved Officer

Received correctly as above
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Annexure to Personnel Division Circular No. dated
THE STATE TRADING CORPORATION OF INDIA LIMITED: NEW DELHI
(ESTABLISHMENT SECTION)

ok ok ok ok ok ok ok ok o ok ok KOk KRRk R

CERTIFICATE OF TRANSFER OF CHARGE

Certified that we have on the forenoon/afternoon of this day of
respectively made over and received charge of the Office of in
Division/Branch as per Office Order No.
o dated _ of the Personnel Division (copy
enclosed). '
2. List of files handed over/taken over is enclosed.
) ( )
Signature of Relieved Officer Signature of Relieving Officer
Name of Relieved Officer: Name of Relieving Officer:
Designation: Designation:
Place:
Date:
L.t
_ )
NAME:
HEAD OF DIVISION/BRANCH
Copy to:-

Personnel Division



