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T R e EXPORT INSPECTION COUNCIL
(An ISO 9001:2015 Certified Organisation)
{Ministry of Commerce & Industry, Govt. of India)
No. EIC/ADMN/GA/60724 /2020-21 / l'ZH’L Dated; - 05.01.2021

CIRCULAR No.03/2020
Subject: Handing /Taking over charge of Officials on Transfer/Retirement - reg.

It has come to the notice that the Officers/Officials in EIC/EIAs are relieved
without proper handing over/taking over charge of records/files after being transferred
from one place to another place of posting or at the time of retirement.

Therefore, all the concerned Agency heads / Admin heads are strictly advised to
ensure that proper handing over/taking over may be followed as per enclosed formats
of GFR16 and & NOC/No dues Certificate. Further, Last Pay Certificate (LPC) of the
transferred officials shall be issued only after receipt of handing over/taking over as
per enclosed formats.

These instructions shall be circulated to all the concerned at EIC/ElAs for information
and strict compliance. '

Hindi version will foliow. :
(Diwakar Nath Misra)
Director (1&Q/C), EIC

\,/

To,

1. Joint Director (1/C)/ Deputy Director (1/C), Export Inspection Agency-
Delhi/Mumbai/Kolkata/Chennai/Kochi
2. Deputy Director (Administration), EIC, New Delhi
3. Accounts Sections EIC/EIAs -Delhi/Mumbai/Kolkata/Chennai/Kochi
4. Hindi Section, EIC
vs/omce Circular file

Copy for information:
1. Chief Vigilance Officer, EIC, New Delhi
2. Additional Director, EIC, New Delhi

Tadi Hiwe, e, s, affers oo, @ freed r, w9 feeh- 110023, i@
2nd Floor, B-Plate, Block-1, Commercial Complex, East Kidwai Nagar, New Delhi - 110023, India

GIW/Phone 1 +91-11-20815386 / 87 / 88, 3-T/E-mall ; efc@ eicindia.gov.in, ITHEZ Website - www.eicingia.gov.in



EXPORT INSPECTION COUNCIL/EXPORT INSPECTION AGENCY
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Designation

Date of joining

Date of Resignation / Transfer /
Deputation / Promotion

Signature of the Employee

Signature of the Reporting Officér/ Departmental Head

SR Depa;:_rt'me'n‘_t}s

" Received /- Dueif any

| Name (in block letter) /
| Designation & Signature

A) IT Dept. {with asset
identification no.)

1) Laptop / Desktop/pen drive

2) Laptop Case

3) Adapter & other IT
accessories, headphone

4) Surrender e-office
credentials

5) Computer password (
laptop / Desktop})

6) Data Card

7) SIM of Mobile Connection,
Maobile bills if any

8) NPS credentials ( A/C
section)

9) E mail credentials ( NIC
Mail)

10} PFMS Credentials

11)GeM credentials




GENERAL FINANCIAL RULES 2017
_ Ministry of Finance - }{I§
Depariment of Expenditure - ’

FORM GFR 16
[ see Rule 286 (1) ]

CERTIFICATE OF TRANSFER OF CHARGE

Certified that | /we have in the forencon / afternoon of this day respectively made over and received charge of the

Office. i, inpursuance of Order No....ioviii oo dated ..o
Received Officar .ooovvvveiii Relieving Officer ........cooococviviinn
SIgNAtUre ...oceevee i SGNEUrS oot
(Name in Block Letters) (Nome in Block Letters)
Designation.....c.c.ccooviiiiviiiniiiennen, Designotion....covevviieriivieee o
Station v, ' SHAHON ovvv e

Date oo DEfE e

Noted in A/R ot page ....ooovvviviecciei,

SO/AAD/AQ/PAD

Noted in A/R af page......coooeevvreeeeieeeeer e,

SO/AAD/AC/FAD |

Farwarded ...

NOTE :- Separcte certificate (as per Form appended) clso to be used where fransfer / assumplion of charge
invelves responsibilities for Cash, Stores etc. :

173



12) Change of Mobile number
in e-office/NIC Mail / GeM /
NPS

B) Administration

1) Cupboard /Locker /
Drawer/ cabinets Key(s) if

any

2) Identity Card — EIC/EIA
3) Identity Card /Validation
Slip- Ministry

4) Access Card
5) Books

6) Submitted / written all’
APAR in the capacity of
officer reported upon /
reporting officer / reviewing
officer as forwarded to him
/ her { In case of
retirement/ super
annuation )

<)

Accounts section

1)} Any payment or dues
pending

2) Any advance given

3) Any recovery pending

Note: Please mention "NA”, if Not Applicable and do not leave column blank
Name & Signature of Admin, EIC/EIAs

Name & Signature of Agency Head (I/c), EIAs / Additional Director, EIC




