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CIRCULAR Z8 AUG 2075

Sub: Handing Over of Duties while Proceeding on Leave - reg.

e ~ Ithas been observed that in some cases officers proceed on leave without
formally handing over their ongoing assignments, official files, or responsibilities. This
results In disruption of official work and delay in routinc activitics of the Institute.

As per the ICMR norms, it is mandatory that all officials hand over their duties and
responsibilities to an appropriate colleague/assigned officer before proceeding on leave
(other than casual leave of one day).

Accordingly, all officials are hereby instructed to hand over their ongoing work,
files and responsibilities to a staff/officer as designated by the reporting officer/Head of
Division.

All officials are requested to strictly adhere to the above instructions to ensure
smooth functioning of the Institute.

(Mg drgart)/(Rahul Wadhwani)
IRy URNIA® SUHRY /Sr. Administrative Officer
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2. Officer-in-Charge, ROHC(S), Bangalore — for circulation at the centre pls.
+—3- Dr. L K Sharma — with a request to upload the said circular on the website pls.



