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No.I3024/0U2014-Trs.( Tr8. Ref .)

Gove.nmenl of lndia

Ministryof Penonnel. Public Grievances and Pensions

Departft ent of Personnel and Training

Training Division

Block-lv, Old JNU GmPus,
New Mehrauli Road,'Lew Delhi- 110067

Dated: 266 September 2014

OFFICE MOMORANOUM

Sub: Re-lnstltullooalhina ihe practic€ ol leaving'nole torthe succesior'.

xnowledge is a key d.iver of organizationel efJicien.y and effectivenJss, an intengible a'd
one ofthe molt valuable assets of an organization Often, it itseen a3 the 'hard' information available

in files, aot€sheets, correspondence, documents, SOFI, MOP', and eleatronic databases lt is much

more than thal. allemployees have invaluabl€ knowledge ot their areas of 
'esponsibility, 

which may

be much more nuanaed and inie8rated than those tnentioned ea.lier.

2. Such innate knowledSe i5 at a risk ofeettinS lost when th€ incumbent leaves the seat'get5

transferred or demits office. Ne\/ emploYee will take time to understand issqes of curent
importance, appreciale ursencY of actionable points, recogtize st.engtht and wea*ness of differeflt

subo.dinates for suitable work allocation, and comprehend critical issues by tflal and error. This time

spent in n€Eotialing the way in new environment, spent in trial and error, may turn out to be the

.ritical dilference between success and failure of the unit, the depanment or even the organization-

3. Thus, knowledge continuity in wake of employee transition needs to be reco8nized a5 a key

challen8er more so in the governm€nl where rule based Personnel polices mandate a fixed tenure'

Problem o, knowledge continuity can be siSnifican lly ta.kled if in.umbent employee, with overallSoal

of succels of lhe organization in mind, coa5ideB lhe successor a5 a pan of 5ame team and t'ansters

the knowtedge that he/she €onsiders criticel. Such kno$/ledge trantfer can be by personal interaction

and briefin8. However. written notes lor the successor:erve the purpos€ more elfectively and also

help build inslitrrtional memory. ln Sovernment, thouth this practice used to be in vo8!e, ot late it it
becoming rat€.

4. A need for re'institutionaliu ing the pra.tice of leaving 'note lor the su€cesso/ was

highlighted by Hon'ble P.ime Minlster duriog the prese.tation ol rhe M/o Personnel PG & Pensions

on 12 June 2014

5. Accordingiv, it has been decided that respetti!'e Compelent Authorities may impress upon

officers in their orSanizations to cultivate the habit of leavinS behind "note for the successo/ when

they move out. lt is also emphasized that all CTls/ATla should include inPu$ on "noie for the

successor" in their training pro8rams 90 that otflcers are !ensitired towards this impo'tant

organizational responsibility.

This department may be informed o{ lhe steps taken in this regard.
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