No.A-65013/01/2018-P . l{Part}
Government of India
Ministry of Environment, Forest and Climate Change
P.l Section
Indira Paryavaran Bhawan,
Jorbagh Road, Aliganj,
New Delhi — 110003

Dated:24-October, 2019
Qffice Memorandum

Subject: Note for the successor-regarding.

It has been observed that many officers while moving out of their assignment on
account of retirement / transfer / other postings, etc. are not leaving a ‘Note for the
successor. Often, the new incumbent takes longer time to understand the issues and
appreciate urgency of the actionable points. Therefore, in line with the DOPT, Training
Division's Office Memorandum No. 13024/01/2014-Trg. (Trg. Ref), dated 26.09.2016 (copy
enclosed) on the matter, and with a view to facilitaie knowledge continuity, smooth and
seamiess transition of work to the successors, it is emphasized that the outgoing officers leave
a ‘Note for the successor when they move out of their assignment / demit office/ refinquish
their respective charge. Such a ‘Note for the successors’ may, inter-alia, include the following
points:-

i.  Introduction and background of the work being dealt by him,

ii.  List out the importani issues that would require attention on priority.
iii.  Updated Power Point presentation on the subject dealt by them.
iv.  Parliament matter / Court Matter

v. Updated inputs on Committee / Commission / Working Groups, etc.
vi.  Any other points / issues, if considered necessary.

2. This issues with the approval of competent authority.

Encls: As above.
S
(S.P. Singh)
Under Secretary to the Government of India
Distribution:-

. PS o Hon'ble Minister (EF&CC)/ PS to Hon'ble MoS (EF&CC)
2. PPS fo Secretary / PPS to DGF & Special Secretary
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AS (RSP} / AS&FA/ AS (RAY/ ADG (FCY/ ADG (WL) / ADG (PT)

JS (RSY/ JS (NK) / JS (T / JS (GM} [ JS (MP) / JS (AKN)} / Economic Adviser
/Statistical Adviser / All Scientist ‘G’ / All IGFs { CE (CCU}) / CCA

All DIGFs / Directors / Deputy Secretaries / Scientist 'F’ / Scientist ‘'E’ / Scientist ‘D’ /
Joint Directors / Scientist 'C’ / Scientist 'B’

Consuitant {(ITYNIC Celi for upioading this order cn M/o EF&CC website
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Stock-iV, Old INL. wrsu»s,-'- _
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Dated: --_25-'"‘ Sep'rerﬁber 28

OFRICE MO AL RANDUM

L Rudy Re~|n$tifuﬁmmh*’mg the practice of Ieawng Tiote for the succecsor

Enowledge is a key Griver of crganizagiona) eﬁ‘fmemy ang e"{ectwenass ar mtwg?bia and _
aheofthe mostvaiuubeasset: of an organization, Often, itis seen as the ‘herd” nformation avajiable - .
iy files, m‘e@he@ts rorresnondence, dogumaents, SOPs, W3Ps, And electronic ditabiuses. it s muh
“more than that, Al empiovees have invaluahle knowledge of their araas ef responsibi Ew whm‘ﬂ ma\, N
be much mofe auance ad and intes rated than mc&seme}‘smned earliar, S

2. Such nndte ?crr{}wiedar 1§ at @ risk.of ge‘{‘qng lost when the nowtibent %ewe‘s a.b"’ samt ga{s‘-" o
wrahsferred or demits office. Mew emplaﬂzee will take time to understand 5sues of ‘current
wnportancs, appreciate urgc—‘tn::\, of actionshle points, recognize. strengthis and wma'meﬁ of different .
subordinates Foi stuitable work aliceation, and f‘bmprehtmd critical issues by trial and error, This thne -
spent in pegotiating the way in new ehvirsament, spent in trial ang grror, maey len out & bethe
crivicat différence hatwesn sucess and failure of the unit, the dbpa#mani oravety the ﬂrgantz‘qhon '

3. Thus, knowledge continuity tn wake of emplcyee transition neads to be ?“Eﬂgn%zéd 'as 2 k'ty._'
challenge: more 50 In the government whers rule huser Perso rmei polices mandaie a fined Lepure.
Prahlam of ]mcmieﬁfsge condinuity can bie sigrificantly’ ;smé"d FIncumbant ermployee, wstb gvarall goal
‘of suctess of the organization in mind, considers the sueegsior as o part of same team and transfers.
the knowledee that he/sha considers critical. Such knowladgs transfaf can be by sersonal m’mmmm -
and briefing. However, wiitten notes for the successor serve the purpnse more effectively and alse
hedp Bulld institutional memaory. In government, thoogh this, nrsscilce used 1o be i vogue; of iati-_ itis
hecoming rare, -

4, A need for rednstitutionafizing the practice of leaving ‘mote for the sucressor . was
highlighted by Hen'hie Prime iMinister during the presentation of the M/c Persomngl, P& & Pansions
on 12 june 2014, ' s

5 Ac‘,ora ngly, it has been decided that’ réspective Compelent Authorities may ;mgmba up{m

officers In their srganizetions to caltivete the habit of feaving Béhing “note for the successor” whert
" fhey move off. K is also empliasized that At CTIs/ATIS shauld melude nputs 8n “note For the .
‘successor” in theie vaining programs so thet officers aré senstiized rtowards 'this important
erganizational responsinility. : . - A

. " This clepartment may be informed af the steps taken in this regard.

' Biractor (Trrr} B
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