


Handing Over Note on Transfer 

1. Name of the officer handing over charge  : 

 

2. Designation      : 

 

3. Present charge (being handed over)   : 

 

4. To whom charge is handed over   : 

 

5. Transfer Order No & Date    : 

 

6. Details of the charges handed over   : 

 

(a) Description of duties / responsibilities 

 in the given charge      : 

 

 

(b) Pending files & ICs     : 

(Briefly describe the issue with File no, status & action to be taken further)   

 

     

(c) No of Files & ICs to be handed over   : 

 

 

 

(d) E – office Files to be handed over    : 

 

 

 

(e) Any item of time bound work to be done on priority : 

 

 

 

 

 

 Name & Designation                Name & Designation  

(Handing over Officer)      (Taking over officer) 

 

Certified that the Hand Over Note covers all the items of work handled by the 

transferred officer. 

 

 

Signature of the Controlling Officer :     

Name : 

Designation :      


