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HANDING OVER CHARGE REPORT 

 

I, Dr./Mr./Mrs. ________________________________________________________ 

have on the forenoon/afternoon of ______________________________________ 

handed over the charge / additional charge of the current duties of the post        

of _________________________ Group / Section ___________________________   

at NIV Pune, to Dr./Mr./Mrs. ____________________________________________ 

on ________________ as (reason) ________________________  

 

 

 

       Signature : 

 

TAKING OVER CHARGE REPORT 

 

I, Dr./Mr./Mrs. ________________________________________________________  

have on the forenoon/afternoon of ______________________________________ 

taken  over the charge / additional charge of the current duties of the post of 

___________________________ Group / Section ___________________________  

at NIV Pune, from Dr./Mr./Mrs. _________________________________________  

on ____________________ for the above reason.  

 

 

          Signature : 

 

 

COUNTERSIGNED 

 

 

DIRECTOR 
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