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f+lin (Date): IO / Db /2025

Pursuant to directions of the Competent Authority, the officer/official shall hand over all

official assets, records, equipment or property on demitting the office on account of transfer,

change/completion of the Institute assignment to his/her successor. All such items are issued

to the office or the post, and not to any individual. These materials must remain with the office
to ensure continuity and accountability.

Further, officers/officials who have retained office property (official assets, records,

equipment, etc.) acquired during their previous posting are required to return the same to the

concerned office without delay. The estate section shall report on the previous shifting of
equipment, asset property, etc., to the Director’s office.

This is issued with the approval of the Competent Authority.
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vfRfhfk/Copy To:
1. All Deans/HoDs/HoCs for information

2. DRs/ARs/other Controlling Officers for information.

3. Assistant Registrar to the Director’s Office for the kind information of the Director.

4. O/o Registrar for the infonnation of Registrar.

5. Web Developer for uploading to the Institute website.
6. Concerned File


