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Government of India 

Ministry of Environment, Forest and Climate Change 
P.I Section 

Indira Paryavaran Bhawan, 
Jorbagh Road, Aliganj, 

New Delhi — 110003 

Dated:Z4-October, 2019 
Office 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 facilitate knowledge continuity, smooth and 
seamless 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/ relinquish 
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 important 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. 

Ends: As above. 

(S.P. Singh) 
Under Secretary to the Government of India 

Distribution: 

I. PS to Hon'ble Minister (EF&CC) / PS to Hon'ble MoS (EF&CC) 
2. PPS to Secretary / PPS to DGF & Special Secretary 



3. AS (RSP) / AS&FA / AS (RA) / ADG (FC) / ADG (WL) / ADG (PT) 
4. JS (RS) / JS (NK) / JS (JT) / JS (GM) / JS (MP) / JS (AKN) / Economic Adviser 

/Statistical Adviser / All Scientist 'G' / All IGFs / CE (CCU) / CCA 
5. All DIGFs / Directors / Deputy Secretaries / Scientist 'F' / Scientist 'E' / Scientist 'D' / 

Joint Directors / Scientist 'C' / Scientist 'B' 
6. Consultant (IT)/NIC Cell for uploading this order on M/o EF&CC website 



239029/2019/ADMINP1 

lo.13024/0142014-Tre4 	ef 
Government of India 

ry cf Personnel Public Grievances and Pensions 

Department of Personnel and Training 

Training Division 

BlocilV, Old JNO Campus, 

I Road,itew Cella —110067 

Dared:. 2.6n  September 

OFFICWOMORAND0 

b 	ke-Institugton2lfang the practice of leasing 'note for thesuccessor'. 

Knowledge is a bey driver of organizational efficiency and effectiveness, an It3ngfbie and 

Ohe of the mast vajtrable assets of an organization. Often, it is seen as the Mardi  Infos don available 

in files, hotesheets, correspondence, documents, SOPS, MOPS, and electronic datable, 
	is rnucih 

more than that. AU employees haVe invaluable knowledge of their areas of re,sponsi 

be much more nuanced and integrated than these mentioned earlier. 

Such innate knowledge is et 4 risk of getting lost v he 	Moir 4>ent leaves the seal 
erred ar demits office. New employee will take •time to understand i 	of cunt 

inmortai 	appreciate urgency of actionaUle points, recognize Strengths and weakness of different 

subordinates at suitable work allocation, and comprehend critical issues by trial and error. This time 
spent in nevotiatiOg the way in new environment, Spent in trial and error, may turn out to be the 

critical difference between abscess and failure of the unit, the department or even the orgabffeition 

Thus, knowledge continuity in wake of employee transition needs to he resagnized as a key.  

challenge: More so In the government where rule hayed Personnel polices mandate a fixed tenure. 

Problem cif knowledge continuity can be significantly tackled If incumbent employee, with overall goal 
:of success of the organization in mind, considers the successor as a part of same team and ttansfers 
the knowledge that he/she considers critical. Such knowledg6 transfer can be by personal interaction 

and briefing. However, written notes for the successor serve the purpose more effectivalti and also 

help build institutional nsemory. In government, though this practice used to be in vogue, Dilate it is 

becoming rare 

A need for re-institutionaMing the practice of leaving Foote for the uccesio. 

highlighted by Korible Prime Minister during the presentation of the Mbo Personrel, PG & Pensions 

on 12 lune 2014. 

Accordingly, it has been decided that r=spective Competent truth° 

officers in their organizations to cultivate the habit of 	Mg behind 'note for 

they move Mit. It is also emphasized that al! CTIMATIs should include inou 

successor' in their training programs so that ofPtcerS, are sensitized tow 

Organizational responsibility. 

S. 	This department may be informed oF he steps taken II:I 	rag 
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