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Handing Taking Over Form on Superannuation/Resignation/Transfer
Cost Centre: Date:

Things to be handed over | Physical Verification () | Remarks

1 Files/Documents

2 List of Pending Works

Asset Name with Asset
3 Code

Additional Responsibility
4 (if any)

Handed over by:

(Signature)
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Assets taken over by:

(Signature)

NI e EID: .o
Position Title:.......coooiiiii Position Level:.................ooon.
Department/DiVISION: ... .. ..ot

Pending works and files taken over by:

(Signature)
NI e EID: oo
Position Title:. ... Position Level:..........................
Department/DIVISION: . ......entie it
In Presence of:
Date:.....ooooveeiial.

SI.No | Verifying Authority Signature Date

1 Immediate Supervisor

2 Store

3 AFD
CC:

1. Manager, Procurement for kind information
2. Concerned Heads
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