and Admlnlerat
‘s) Department, dt: 19, 6£.1978,
.No ,288, Personnel and Admlnistrat v
s (Per.S) dEpa tment. dt'llﬁ 641990,

e place to another ohly afte
”wgrglce in the _same ‘stat
post before cowple ng. the:pericd
Mgtlon/post,'orders of Govern'ent should

i ug

- r'orders,,the oroc@dures lald down in
{th s order shall be followed strlctlyk Y a
5. 8 authorltleo while maklng transfers of
rvants in Groups, A,B and C. ;

rocedur@s shall be followed for effeétlng

1,

from 1.4, 94 .and in subsequent years and any
be VleWLd seriously by, the Governmen@ and
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ANNEXURE - T.
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>

Instructions tc be followed while zffecting transfers of
Covernment servants in Groups A,B and C.

I. GENERAL TRANSFERS TC Hs ZFPFLCTED DURING A SPECIFIC
PERIOD ONLY.

(1) =~s a gencral pelicy, all transfers du? shall
be effected only during the "transfer period" namely,
between the 1st April and the 30th June, everyyear. EBEut
the transfer proposals including transfers on request to
vacant posts end mutual trarsfers may be processed and
kxeni roady for issue of orders towards the end of, or
immediately after tne close of, the financial year. In
cases where orders of trasncfer are to be issued by the
Government under normal procedure, the Heads of Department
should send proposesls sufficiently in advance 80 as to effect
the transfers during the transfer period.

(ii) {(a) During the "non-transfer period" , namely,
between the 1st July and 31st March next transfcrs
necessitated on account of promotion including recruitment
by transfer(which hkas the effect of promotion) may be
ordered, i.e. direct to the place where vacancy already
exists. Similarly transfer, if any, necessitated by
reversion may alsc be erdered, i.e. airect to the place
where the juniormost in that category is working or where
vacancy already exists.

(b) Persons returning from leave Or ¢n
revocation of suspension who have to be glven postings
shall be posted to vacant posts only, and if vacant posts
are not available, they shall be poste ! to the place where
the Junior most person is working, so that the junior most
person can be reverted. Such reverted person alsc shallbe
given posting following a similzr procedur..

(iij) Vacancies arising during the "non-transfer
period" shall be managed by making local additional charge
arrangements until the next transfer period or until the
post is filled up by promotion including "recruitment by

transfer" or by difect recruitment, whichever is earlier
(but not by transfer from equivalent category)

II. GENERAL POLEICY OF TRANSFER OR CHANGE OF POST ONCE
IN 3 YEAKRS. '

(iv) During the "transfer period“ , persons who
have already completed a service of 3 years or who would
complete a service of 3 years as on 30th June next, shall
pe subjected to transfer to another seat or post, as the

case may be subject to the condition that the transfer is
" to a vacant seat or post or the incumbent of the latter
seat or post is alsc due for transfer under these
instructions., Where a person has completed a service of
3(three) years in a particular post or seat and he has no
other post outside to be transferred to (as ig ths
Secretariat), a change in the seat or post within the same

.I2l.
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* ¢ffice/institution shall be giveny In.the case of junior
officials 1like Junior Agsustants, Typists, Assistants, etc.,
transfer to.a.different station may generally be consgidered

" only if there is no other suitable post in the same station

kO accommodate them under these guidelines.

.. V) However, the ... ...ycec-rule may we relaxed

' in the case of persons who are holding certain posts for
specified periods as a psrt of the requirement of traning
or for similar reasons, subject to the condition that their
transfers also shall be effected only during the normal

- trapsfer period. Tais will not apply to persons who are
deputed for mere training for specified periods.

co . (i) specific orders of Government shal. be :
obtained if transfers of the following types are considered
esgential; and proposals therefore shall be submitted
sufficiently early for issue of orders during the transfer
: perioé’. e :

. .+ . (a) ' Cases of transfers of State Service Officers

. who have not completed a service of one year in the same
station. . Specific and valid reasons for such transfers should
be reported. - L

. .. (b)) cases of state service officers who are
proposed to be retained in the same post beyond the .
“transfer period"when transfers are novinally due in their
case as per these instructions. The period upto which .
further retention is reguired should be specified with valid
reasons. ' :

) “fe) Cases’ of subordinate Service Cfficers who are
proposed to be retained in the same seat/post/station beyond
S« ({five) years. The period upto which retention beyond 5

" {five) vears is required shc' ~ " e specifiew with valid

rzasons, . . ; -

i . (8) “cases of subordinate service officers who

have not become due for transfer from their post.as per these
instructions but who are proposed to be transferred. Y
Specific and valid reasons for such transfers should be
reported, :

’

‘ (e) Cases of State Service Officers for whom the
Head of Department has been delegated with powers to order
transfer, where the officers have not become due for ‘transfer

. but it is propecsed to transfer them. Specific and valigd
-reasons for such transfers should be reported.

. (@) Cases of subordinate service officers who
. Are proposed to be retained in the same seat/post/station
"~ bkeyond:their noymal transfer period but vpto fivé years.
. SReeific and valid reasons for such transfers should” be .

re dai

¢ o The Heéads of Department should ensure that the
subordinate T.ansferring Authorities do not violate the-
' .above requirements. Any violation should be brought to the
- notice of the Government immediastely.

Q.3Il
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IIT. EXCEPTIONS TQ TH= GENERAL GUIDELINLES:

(vii) These guide’ines da not apply to transfers
of the follouing types of v.filcers/ casess

a) Dfficers o7 *  "11 Indi- Sorvices.

{(b) Heads of Department (non I.A.S.) or equivalent
officers, . . N : : :

(e) Personal staff of the Goveinor, the Chief
Ministep and'other Ministers. ‘

(q) 'Government Servants in Group "D" posts,

(e) . franéfers"within the same office provideqd

that a person is not allowzd to continue
in the same seat for more than three years,

(£} In cases wrere severe allegations are pending
enguiry, when it is consgidered necessary in
the public intérest, and sufficient in lieu of
#aspension, that the officer may be transferred.
In that case, transfer shall be effected to g
vacant post in another Station or to the post
where the junior most person of the sams
sategory is working,

{g) Transfers necessatated on  account of any
fmergency or ngtursl calamity when existing
ranpower in:any arca is not adequate o handlg
the situation, or Surplus msn power has to be
moved out. '

o (V}%}J Cases of the following "Ypes types need not be
submittedV'td Government urless required under amny rules/other
orders in force.

a) Mutual trensgers.

b) Request transfers to stations where vacant
Posts exist. .

c) Reposting on expiry of leave, on revocaticn

. of suspension, etc.,
d). . ' Transécre necessitated on account of
©  promotion/reversion of the indivigual

concerned,

o HOwever, mutugl transfers and request transfers
shallAbe effected only during the transfer reriod,

Iv. TRANSFERRED OFFICT.LS TG BE Inm POSITION_BEFORE CLOSE

GF TRANSFER PERIOD:

{ix} It should be ensured that officials transferred
during the "transfer Period" are in position in the new posts
on or kmmfxm before the 1st of July. If any.official tries
to evade the transfer by applyingy tor leave, he will have to
join the new station on the expiry of leave,
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Ve REGISTRATIQN CF RECUZG FOR TRANRFER.

S (%} (a) Euon trstefeérring authority shall maintain

- Registerhgfmagques+s for transfer withir his jurisdiction,
. L . hes e P 3 o r ? N
categorywlsa_ln LhL.LJLM~¢‘glven ln,unnexu;c II,

. L ;(b) In ton « - i QOStS/CﬁtchflﬁS of posts
for which the unit of transrer ig whthin the Reveque
District, the requests for ¢ransfer may be registered fcr
each station, ‘ .

o {c) "In the cases of posts/categories of posts
- for which the unit of transfer isg larger than the Revenue
District, requests for transfer shall pe registered/tisw
area of jurisdiction of the transferring authority as

follows:- ~

S

i) Madras City. ‘
ii)y Places outside Madras City but within Madras
R o Metropolitan area,
o 1i1) Chéngalpattu M.G.R.District other than Madras
; - Metropolitan area,
') ‘District Headquarters of ach district,
‘ v)“ AMéas‘in”each‘district ©ther than distric-
2 ‘headguarters,

(d) Requests for mutual transfeis shall also be
fegistered in the Register of Reguests for transfer.

. (e) Each transfer applicant/applican? for mutual -
transfer shall be intimated with his/her register number
as in the Register of Requests for transfer.

(£) When a post hos to be fil.ed up during the
transfer period either on account oFf the existence of
vacancy or because the inc mhent of the nost is due for
transfer in the normal cou.ue, transfer o nat post/
vacancy shall be sffected ijr the following order of
priority:-

(1) Mutual tisnsfers on reguest,

(1i)  Transfer to the place where the spouse ig
" working. '

i : .
(iii) Reguest transferéhﬁhan(i)above,
(iv) Other cases. ..

(g)  Subject to the condition thatmutualtransfers
on request shall take precedence over cther's requesgt
transfers' as per priority indicated above, all 'request
transfers' shall be considered cnly on the basis of the
existing seniority of registration in the register of
requests, as on the date of effecting transfers.

. (h) _ However, persons who are not due for transfer
in the normal course or- on their own reguest, should not
be disturbed to accommodate the requ=sts of others,

|O5Q.

****for each zone as applicable, wirh
reference to the -
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(1) Requests for transfers or mutual transfers may he
made any time, subject to other conditions. Regquests should
be submitted through proper channel, But advance copies may
be_submitted direct to ‘the transferring authority, on the
basis of which the request shall be registercd. Requests
shall be registered immediat:ly, with reference to the date
of receipt of requests by the transferring suthority, on a
‘first-come, first-served' basis.

(i) A maximum of 3 alternative options in regard to
the station/zone as the case may be, may be registered in
respect of any individual. If one reguest is sanccioned,
the other options shall be treated as cancelled,

(k) Requests for transfer/mutual transfer shall not be
registered in the following cases, and even if registereq,
shall be cancelled under the following circumstances:=-

(1) " If the applicant has not already completed or
would not complete in the next transfer preriod a service of
atleast one year in-the'post»ﬁromﬁwh;ch he requests for a
transfer. ‘ T :

(ii) If the applicant has been granted a transfer/
mutual transfer at his requdst. at ary time during the last
2 years, meaning thet he can register an advance £6¥ a
transfer when his next transfer is normeily due.

(1ii) If the request iz for transfer to native place,
district,‘if the depertmental rules prohibit such transfers
to native place/district, .

(iv) If a request is made for appointment to a
specific post{ Requests can be made only for posting to a
place or a zone, as the case may bhe),

vy If it is considered that it would not be
desirable to pést' the applicant to.- the requested station
for reasons of public interest. P e

(vi) If the applicant has worked in the requested
station earlier and he had k2en punished for any
irregudlarities while. working in that starlon.

(vii) If the applicant makes a negative request,
i.e. reguesting not to post or transfer to a particular

place/post/offiqg/institution.

ll6lo
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(l) In cases of the types mentioned in (i) to
(vii) of iten(k) above,  the alternat1vn reguests may
-berégistered, and if thore are no sufficient al+ernatives,
the applicant may immediate ly be asked to furnish the
alternative to the transf@rrlng authority.

- (m Mere registration of- requests of transfer
would. 1ot confer any aatomatic right to the transfer
asked for,

5/ XARKAXXKKK KKK
SECRETARY TO GOVERMMENT.
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ANNEXURE IT

Register to reguests for transfers.
(To be maintained separately for each category)

S.io. Dgie of Name ¢f the person Peoricd of stay Opticas in rega:zd Reasons No. & date of
(which re: 2ipt requesting for in the present to tr 2 station/zone adduced communication
will be of appli~ transfer, with post/station. arthe case may be for the of registration
reqn.nc. cavion designation and From ¥o Y.M.D. (max’aum of 3 transfer sent to the
alco) ) office in which opt_osns to he requested Government
he is hcw working giwven) Servant.
1. , 2. 3. 4. 5. 6. T
If the reguest is refused, please Whether the request was complied Any other
record the reasons therefor and with; if so, plcase indicate the conrernts,
indicate the no, & date of place to which vosted and na, and
communication sent to the Government date of posting nrder.
Servant. o h
8. ] - S. 10.

.|-l|.I.|l..|.l|.ll.'||||||||||||||||ll.lll.l.".l|I.|.I|||A..r.|'l..lvl.|||n.|

Note: Mutual transfer and transfer to lbe place where the
spouse is working should be entered in red. ink.
SA/ = XAXKKR LXKAHKKK
SECTION OFFICER.
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