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ADMINISTRATIVE CIRCULAR NO. 667 DATE 13.03.2024

Sub: Revised Procedure for submission of Online Request Transfer Application.

Ref:' 1) Administrative Circular No.434 dated 23.10.2012.

' 2) Administrative Circular No.514 dated 10.08.2015.
3) Circular No HRD/O&M/F .No.05/20096 dated 18.08.2018.

4) Administrative Circular No.607 dated 07.08.2020.

5) Administrative Circular No.657 dated 25.05.2023.

Our Company has introduced Transfer Policy for its employees so that all employees
will get chance to work at different locations and jobs. Similarly, need of employees to work at
specific location due to personal reasons is also considered so that they can contribute
effectively in their role. Accordingly, the guidelines for general transfer and request transfers
are notified vide Administrative Circular No. 514 dated 10.08.2015. The modifications/ changes
to this transfer policy are carried out on the lines of Government guidelines considering the
financial burden and business requirements of the Company from time to time in the past.

2. To bring transparency in the request transfer process during general transfers, the
company has discontinued the practice of submission of hard copies for request transfer before
and implemented ‘On Line Transfer Module’ for submission of request transfer application in
HRMS earlier vide Administrative Circular No. 434 dated 23.10.2012.

3. Presently, the request transfers applications are being submitted by desired employees in
*Employee Portal’ and are being stored in the system. However, verification of information in
the application of every employee before his/her transfer is a difficult work and limitations of
the system were observed during Transfer Process. As such, to strengthen & modify the request
transfers process for minimising the grievances of employees. new ‘Request Transfer
Application’ is designed. Implementation of this new ‘Request Transfer Application’ for
transfers effecting for the year 2024 and onward years was under consideration sometime in the
past.

4. In view of implementation of new ‘Request Transfer Application’, all earlier ‘Request
Transfer Applications’ submitted by officers and employees in ‘Employee Portal’ shall stands
cancelled and such cancelled applications will not be considered for forthcoming request
transfer process. Few employee do not wish for transfer but do not cancel/review their earlier
request transfer application and subsequently the transfer order is issued. Therefore, to avoid the
process of such cancellation of transfers the ‘Request Transfer Application’ is to be submitted
every year in the system. The employees desiring for request transfer shall register fresh
application by login through ‘Employee Portal’ with their CPF number. The last date of
submission of ‘Request Transfer Application’ will be 31* March of every year.

5. The general guidelines and actions required by various employees and concern Officer
for submitting/forwarding the new ‘Request Transfer Application’ are as follows. Similarly, for
understanding of all employees the detail guidelines and process flow for filling newly designed
‘Online Request Transfer Application’ form is enclosed herewith as Annexure - ‘A’. A Video
Utility is also uploaded on ‘Employee Portal’ for guidance to all.



a)
i)

Action by Emplovee:

It is to be noted that, every officer and employee will have two choices i.e. ‘Retention
from Transfer’ and ‘Request for Transfer’. The employee will have only one choice to
select i.e. he/she can select either ‘Retention from Transfer’ or ‘Request for Transfer’.

ii) For the choice ‘Request for Transfer’ employee will have six options, three for ‘Place of

iii)

iv)

V)

vi)

Request Transfer-1’ & three for ‘Place of Request Transfer-2’. Employee must choose at
least one option for any of these two choices.

The employees should fill/submit the required information correctly as per the
instructions in the online request transfer form.

It is mandatory for every employee to upload the relevant supporting documents as per
the given document list in the online application form. The documents should support
the grounds of request under which category the employee have applied viz. Category I
to IV notified vide Adm. Circular No.607 dated 07.08.2020.

The employees working in notified hard area and flying squad will only be able to apply
under Category-III. This Category-III option will not be available for other employees.

It is also to be noted that employees who desire for request transfer shall ensure the
status of online request transfer application is ‘Submitted’ and not *Saved’.

vii) The application with ‘Saved’ status and not submitted before notified due date will not

b)
i)

ii)

iii)

iii)

be considered for request transfers.
Action by HR Department:

After submission of the application by the applicant, the same will be forwarded to the
“Verification Officer’ in HR Department of respective Office for preliminary scrutiny of
service details in the application, grounds for retention/request transfer and uploaded
supportive documents etc.

The Verification Officer shall carry out the scrutiny within 07 days from the receipt of
such application.

After the verification, if the details submitted by the applicants are found correct, the
‘Verification Officer’ shall forward the online application to the respective
‘Recommending Authority’.

If the information is found incorrect, the application shall be rejected by the
‘Verification Officer’ along with the reasons for rejection in ‘Remarks’ area. The
employees will be intimated for rejection of their application by message (SMS) to their
registered mobile number.

Failing to take action within 07 days by ‘Verification Officer’ on received application
will be viewed seriously.

Action on Rejected Applications:

The application rejected by ‘Verification Officers’ will be considered as ‘cancelled’.
However, the concerned employee can view the rejected application/reasons for
rejections. Even after rejection if the employee desires, he/she has to submit again a
fresh request transfer application within the prescribed period.

If the application is rejected after the prescribed last date of submission and if the
employee desires so, then he/she has to submit fresh application within 07 days from the
date of rejection. In this case, the employee cannot submit the request transfer
application after lapse of 07 days.

Those employees whose application is rejected will only be allowed to submit fresh
application and the last date for submission of such applications will be 15™ April. The
employee will be responsible for submission of fresh application with correct
information after rejection on first time.

If the application is rejected again by ‘Verification Officer’ due to submission of
wrong/incorrect information, the employee will lose the chance for submission of
request transfer application for that particular transfer year. However, he/she can submit
fresh request transfer application in next transfer year.



d) Action by Recommending Authority:

1) The ‘Recommending Authority’ shall take the action on request transfer applications
forwarded by ‘Verification Officer’ within 07 days from the date of receipt of such
applications.

ii) If the application is not forwarded to the ‘Transferring Authority’ in prescribed time,
such request transfer application will be treated as ‘Recommended’ by the system and it
will be forwarded to the respective transferring authority automatically.

e) Cancellation of Application:

i) The employees who have submitted ‘Request Transfer Application’ will also have
liberty to cancel the application at any time before 15" April.

ii) If any employee do not desire for the request transfer after submission of request transfer
application and do not cancel the request made in the system before 15" April, it will be
considered for transfer during ‘General Transfers’.

iii) Transfer order once issued will not be cancelled / modified under any circumstances.

6. All employees shall note down that the last date of submission of ‘Request Transfer
Application’ will be 31*' March of every year and after this date no employee will be allowed
to submit the application. Also, the last date of cancellation will be 15™ April of every year
and no employee will be allowed to cancel the application during further period.

- It is to be noted that, the system will be completely locked after 15" April. The
recommended applications will be considered for transfer during general transfer as per the
prevailing provisions of Transfer Policy. The request transfers will be carried out through
Transfer Module as per the availability of vacancies, backlog and options submitted by the
employees. No employee can claim for consideration of his request compulsorily.

8. All are therefore requested to please note the changes in online request transfer
application form in ‘Employee Portal’ and bring to the notice of all officers and employees
working under their jurisdiction. All the employees shall submit their request transfer
applications strictly as per the instruction laid down in this Administrative Circular.

8. The issues faced by the employees while submitting the ‘Transfer Request Application’
shall be attended immediately by HR department with the help of IT team of respective Zone.
The unresolved issues at Zone level be escalated to Corporate Office by e-mail along with case
wise details/errors and screen shot where ever applicable to msedclotmt@gmail.com.

9. This Administrative Circular is available on e-Library.

Enclosure: Annexure-A

(Bhushan Kulkarni)
Chief General Manager (HR)

Copy s.w.r.to:

1) Director (Operations)/(HR)/(Finance)/(Commercial)/(Projects), MSEDCL Corporate Office,
Mumbai.

2) Jt. Managing Director, MSEDCL, Regional Office, Chatrapati Sambhajinagar/Kalyan.

3) Regional Director, MSEDCL, Regional Office, Pune/ Nagpur.

4) Executive Director (S&E)/(Finance), MSEDCL Corporate Office, Mumbai.



Copy forwarded w.c.to:

1) Chief General Manger (T/E)/(C.F.)/(I.A)/(C.A)/(1.T)/(Chief Legal Advisor)/CIO/ Company
Secretary, MSEDCL, Corporate Office, Mumbai.

2) The Chief General Manager (T&S), MSEDCL, Eklahare, Nashik.

3) All Chief Engineers, MSEDCL (Corporate Office/Zone Offices).

4) Chief Engineer (Civil), Civil Zone, MSEDCL Corporate Office, Mumbai.

Copy to:

1) General Manager (HR-HRMS)/(Planning)/(HR), MSEDCL Corporate Office, Mumbai.

2) Chief Industrial Relation Officer/Chief Public Relation Officer, MSEDCL, Corporate
Office, Mumbai.

3) OSD to CMD, MSEDCL Corporate Office, Mumbai.



A)

(Administrative Circular No 667 Date 13.03.2024)

Annexure-‘A’

GUIDELINES/STEPS TO BE FOLLOWED FOR SUBMISSION OF ONLINE REQUEST
TRANSFER APPLICATION FORM IN EMPLOYEE PORTAL

The online request transfer application is designed as per the Provisions of Transfer Policy amended
from time to time. This application is available to all employees in ‘Employee Portal’.

The employee can submit only one application in the system for particular transfer year.
This application is only to facilitate all employees to submit their choices for request transfer.

All request transfers will be carried out as per the provisions of prevailing Transfer Policy and no
employee can claim for consideration of his request compulsorily.

The Employee can access the ‘Request Transfer Application Form’ by login the ‘Employee Portal’
with their CPF number.

To keep the submission process simple, this Application form is divided into four (04) parts.

A) Employee Details.

B) Transfer Request Details.
C) Upload Documents.

D) Submit Application.

The desired employees, as per the flow of the system, must access & fill in required information/
choose option/upload documents in all these four parts for successfully submission of the Request
Transfer Application.

Employee Details :

After login to Employee Portal, click on the menu ‘Applications’ and the online request transfer
application is available under the tab ‘Transfer Request’ as shown in the following screen.
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i) Click on the ‘Transfer Request’ tab and the employee will be able to see the following screen.
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1ii) To proceed for filling Request Transfer Application, click on ‘New Application’ tab.
Iv) The employee can see only first part of the application form i.e. ‘Employee Details’.

v) After clicking on ‘New Application’ tab an employee will able to view all his/her details available
in system. The employee must verify the details viz. Name, Date of Birth, Date of Retirement,
Designation, Date of joining at Current Place, Tenure etc. as shown below.
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vi) On this screen two options for ‘Request Type’ will be available for the employee viz. ‘Retention
from Transfer’ or ‘Request for Transfer’. (Marked with arrows at the bottom in the above
screen)



vii) The employee must select one option out of these two.

viii) The employee cannot select two options at one time for ‘Request Type’. In short the employee can
opt either for ‘Retention from Transfer’ at the same place of working or ‘Request for Transfer’ to
another place of employee’s choice.

ix) The employee can also view his/her transfer history by clicking ‘To View Transfer History’
option available on the screen. Following screen will appear.
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X) After selecting one option for ‘Request Type’ an employee needs to scroll down the application
form further and following screen will appear.
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xi) The details regarding “Verification Officer’ and ‘Forwarding Authority’ will also appear on the
screen for information of the employee only.

xii) The employee must certify the information which is visible in the form.

xiii) If the information is correct, employee should select the button available against certification.
(I hereby certify that above information....... for transfer purpose as it is.)

xiv) If the information is not correct, the employee should select ‘Correction Required’ button.

XV) After clicking on ‘Correction Required’, a dialogue box will appear on the screen.

xvi) The required correction in information of service details must be noted down by the employee in
the provided dialogue box. Maximum limit to note down the corrections are 500 characters.

xvii) The employee must click on ‘Save’ button to proceed for submission of application.

xviii) After saving the application following screen will appear.
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xix) Employee now can see three more tabs showing steps to complete the submission of application i.e.

‘Transfer Request Details’, ‘Upload Documents’ and ‘Submit Application’ as marked in the

above screen.

verify that Application Status is ‘Saved’. Please refer above screen.

xx) The employee must ensure the generation of ‘Application ID’ and ‘Application Date’. Also,



B) Transfer Request Details:

a) Retention from Transfer:

i) If an employee opts for ‘Retention from Transfer’ the corresponding button on the ‘Employee
Details’ part of the application will be highlighted as shown in screen shot under A(x) above.
i) To proceed further click on ‘Transfer Request Details’ tab and following screen will appear.
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iii) The employee must fill the information under ‘Reason for Retention’.
iv) Select ‘Ground for Request’ i.e. either Category | or Category Il by clicking on drop down box.
v) The system will prompt the employee for selection of corresponding ‘Sub Category’.
vi) Click on the dropdown box available against ‘Sub-Category’ and select appropriate option.
vii) For example, if the employee selects ground for retention as ‘Category I’ as shown in below
screen, list for ‘Sub Category’ will appear after clicking on drop down box.
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viii) If the employee selects Sub Category as ‘Serious Diseases’ a list of serious diseases as notified in
the policy will appear by clicking on drop down box available against ‘Type of Diseases’.
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ixX) The employee must select appropriate disease and enter other information regarding Patient  (i.e.
Self or Dependent), Date of Diagnosis and Mediclaim Benefit availed. Please note the date of
diagnosis and name of patient should match with the information in the Medical Certificate/
Doctor’s Letter.

x) After confirming all the information, employee must ‘Save’ the application.

xi) If the employee selects ground for retention as ‘Category II’, options as shown in below screen for
Sub Category will appear after clicking on drop down box.
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xii) Enter the correct information as prompted by the system and ‘Save’ the application.
xiii) After Saving the Application, upload relevant documents and submit the application as per the
instruction given under Para (C) and (D) below of this Annexure.

10



b) Request For Transfer:

If an employee desires to provide options for request transfer, he/she can do so by selecting
‘Request for Transfer’ button under option ‘Employee Details’.
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1) For State Seniority Officers:

» Click on ‘Transfer Request Details’.
» For State Seniority Officers three options each for (a) Out of Zone and (b) Within Zone will be
available.
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- C O A Notsecurs | 10.10.194.81:8083/EmpPortal/empPuiActionName=getTransferApplication&Appld=2713898su hAction =save Q 2 &% & 0O %5

State Wise Seniority

Newsicr: 8.5.0.0870

MITRA - Employee Portal
/\ g mployee Portal

SAMAARN

Home

Personal Information

Transfer Request Application For The Year 2024(T 2024 Firar f=ar agair 31)

Emcloyee Desalls Uplosd Decurnenc Swioma Agpicatis

Joming Report

Emoluments Details

Pl of Rey st Transfer 1 ( .
Applicatons ez ey ' Out Of Zone(sHwsmmet) Within Zome (S yi) @
" tion 1 (Seew 1
Claims opt ¢ ! v
Option 2 (fmsa 2) - 5,
Dedarstionsqay
Option 2 (Few 3) = v
(=73
ediclamyn =c= of feque afes 2
s s o egmest Smotey Out OF Zons(FHEwmrmts) T
MSEDCL Excefience Awards Option 1 (Bress 1) o
PR — Option 2 (B 2) i v
Option 3 (=3 3) - 7)
Credit Socety

Dffice Orders, Circuiors &

i Category Delsils : Category T~ Serion: > equal to 40% and sbove

Certification of Attendan cewss

Confidartial Reportsga

MIS Regortsyim Ground for Requast —Select— v Salect Sub Category

e-Library

Downlcadysy m .
» Select Place of Request Transfer.

» The employee must select at least one option either for ‘Place of Request Transfer-1’ or ‘Place of
Request Transfer-2’.
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» If employee selects ‘Out of Zone’ for Place of Request Transfer-1, a list of Zones can be accessed
by clicking on drop down box.

x| [ Evployee for - Tanstrvenc: x W+ W T =it

10,10.194.81:8083/EmpPortal/emp?

<« C Y A Notsears

FASNE—
MAHAVITARAN =,

Home

ActionName=getTransferApplicationBAppld=271389&subArtion=save Q

e % » 0O % ¢

MITRA - Employee Portal

Vesian 8, 50,0670

Transfer Request Application For The Year 2024(%= 2024 F{aT faaar aga 3=)

Employos Dol Trancfor Request Detads Jplo3d Documants Sufmt Agplation

L P A ea—— Within Zon (=i srir)
Option 1 (B3 1) =5 vl

Personal Information

State Wise Seniority
Joining Repact

Emoluments Detnils
Applicationa Pluce of Ruquest Transfur 12

Claims

Option 2 (Rewr 2)

Deciarationsgzy
Option 3 (Frese 3)
CPF

MedidamyZy Place of Request Transfor 21

MSEDCL Excellence Awards Option 1 (F¥ow 1)

HR Usergid Option 2 [RE 2)
Option 3 (Fwou 3)
Credit Soasty

Office Orders,Circulars &

Documents Category Datais : Category | - Se

Certfication of Attendancews

Confidential Reportzaid

MIS Reports @l v Select Sub Category

After choosing ‘Out of Zone’ option the employee must exercise at least one Option and select the
Name of Zone under which he/she desires transfer. However, an officer has choice to give three
options by selecting different Zone from drop down list.

Once ‘Out of Zone’ for Place of Request Transfer-1 is selected, an Officer cannot select ‘Out of
Zone’ for Place of Request Transfer-2. However, if he/she also desires to get request transfer within
Zone, can opt for ‘Within Zone’ option for Place of Request Transfer-2. Following screen will
appear.

_ v |l

4 [ Employee Portal - Transfer Requ: X ‘”-e-‘ ‘ "" ‘
271389 = % » 0O ¢

ferApplication®Appld=271389&subArtion=save Q

€ > C 0 A Notsecue

X
MAHAVITARAN

porasrts Sab backred, Detaaan Ca 1

10,10.194.81:3083/EmpPortal/empluiActionName=getTrs

MITRA - Employee Portal

Vesvian 8, 50,0670

=

o

Emoluments Details

Place of Request Transfor 1:

State Wise Seniority

Applications '@ 50t 0f Zona(sitaesmie) Within Zone(sRuss svis)
Option 1 (07 1) Regiona Office-kokan Regiol -= Bhandup Urban Zene v
Clsims
Option 2 (B#e 2) Regional Offce-Kokan Region -» Halvan v
Declarstionsg@l
Option 3 {fes 3) Ragiona! Office-Kokan Region -> Nasik Zong [ ] v
<PF J FES
7 \/
Mediczim Placa of Request Transfor 21 out of zona(az=arn) @) vihin zona(Hiz= sk
MSEDCL Excellence Awards Option 1 (Fasy 1) Regianal Office-Pune Regian -> Puna Zane -> R rban > Puna Bundgarden Division v
HR Usergas Option 2 (BT 2) Regional Cifice-Pune Region -= Pune Zone -= Rastapeth Urban C Pun= Nager Read Divie v
Option 3 (Fewe 3) |
Credit Society M

Office Orders, Circulars &

Decumants Cotegory Details : Category 1 - Sef 731000

Caragory It

Rstirement
Certfication of Attendanceg

Confidential Reportselld

ne fural Circle
MIS Reportsyad Rural Circle
=-Libeary

Dewnlosdi@m

Compleints & Grievancesgid)

Contact & Feedbs ckyild v
=
= B

» Choose the name of the Circle/Division under which the request transfer is desired. An employee
can select maximum three (03) options.
» Select Ground for Transfer i.e. Category | to IV, Sub Category and enter the other relevant
information correctly as detailed above under Para B(a)(vii to xi).
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For example, if an employee desires his/her request transfer Out of Zone/Within Zone under
‘Category I’ and Sub Category as ‘Serious Diseases’ following screen will appear.

v Empioyes Poctal - Transfar Ree. X

<« C m A Not secure

X

10.10.194,8 1:5085/EmpPortal/empluiActionName = getTransferApplication8Appld = 27 147 28ubAction =view

MITRA - Employee Portal

Wersion 8.5.0.0870

MAHAVITARAN

‘St Dacrcy Gemeeinn G L

Emoluments Details
Applications

Claims

Declarationsui

CPF

Medidaimuas

MSEDCL Excellence Awards
HR Ve gl

Credit Sacety

Office Orders,Circulars &
Documents

Certfication of Attendanceusm
Confidentis| Reportsei

MIS Reportsgiy

e-Library

Downloaduss

Complamts & Grievancesyiy

Contact & Feedbackyiy

n £ Type here to search

Al

State Wise Seniority

Place of Request Trancfer 14

®) 02 of zanc(afowmrin Within Zona{ it S

Option 1 (e 1) n == Bhandup Urb

Option 2 (9% 2)

Option 3 (Fwwa 3)

Place of Request Transler 2:

Option 1 (Fwem 1) tie -» Pune Bundgarden Divisio

Option 2 (e 2) cle -> Pune Padmavati O

Option 3 (e 3) on -> Pune Zone -= Rastepeth Urben Circle -= Pune Nagar Road Divisior ~

WD squal to 40% and abows

Category Detaits : Catsgory I- Sarious

Cxtegory 11

Sategary IV

Ground for Request v Sudnct Sub Catwgary Ser

Categar

Type of Disease select v

Patient (T} Self(=mi)
Dote of Diagnusis( 7 Rarrd
)
Whather Company’s Mediclaim
Benefits avaied: (S ddiea

s e  E)

jo = 9 8

> Select ‘Type of Disease’ from the drop down box. A list of only those serious diseases notified in
the Transfer Policy will appear after clicking on the drop down box.

[@ Employee Portal - Transfer Requ

< C { A Notsecure | 10.10.194.81:8083/EmpPortal/emp?uiActionName=getTransferApplication&Appld=2713898&subAction=save Q @

FX
MAHAVITARAN

Maharasba State Bocticty Datusen Co Lt

MSEDCL Excellence Awards
HR Userqidd
Credit Society

Office Orders,Circulars &
Documents

Certification of Attendanceyun
Confidential Reportsuidl

MIS Reportsydd

e-Library

Downloaduan

Complaints & Grievancesgdll

Contact & Feedbackyi)

« T W - ~eies wan. AR R TR el et

* ®» 0
State Wise Seniority »

User : -

o
Uow

MITRA - Employee Portal

Designation:
Place of Working :

Version 8.5.0.0870

Option 1 (R&wv 1) Regional Office-Pune Region -> Pune Zone -> Rastapeth Urban Circle -> Pune Bundgarden Division v

Option 2 (Re7 2) Regional Office-Pune Region -> Pune Zone -> Rastapeth Urban Circle -> Pune Nagar Road Division v

Option 3 (f=e7 3) Regional Office-Pune Region -> Pune Zone -> Rastapeth Urban Circle -> Pune Padmavati Division v

Category Details : Category I - Serious Diseases,PWD aqual to 40% and above

Category II - Retirement in 2 years,Ward in Xith standard
Category 111 - Working In Hard Area,Flying Squad ﬂ7

Category IV - Spouse Working Location, Medical Cases other than Categery 1,0ther Miscellanecus Reasons \/

Ground for Request Category 1(7T 3T / Reeatea) v = Select Sub Category Serious Diseases(TIHIT 3Tam) v

Type of Disease

--Select-- v

Patient (¥2):
Cancer
i
Transplantation & Dialysis
Date of Diagnosis(srmw fzerdr n Tumour : o
) Surgery

2
tally / Psychologically Challenged

Whether Company’s Mediclaim | !
Heart Surgery

Benefits availed: (Fwdt adtwiman
W T W #?)

m-f‘,,:

10:56 AM

02-Mar-24

» After selecting ‘Type of Disease’, the employee must enter other information e.g. Patient (Self or
Dependent), Date of Diagnosis etc. in the application.
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» If employee selects ‘Dependent’, under the information ‘Patient’ a list of dependents as per Rules
will appear on screen as under. Select the correct dependent by clicking on it.

J [ Emotojes Poral - Transter Rea « Vi - TR = .. = Y A R Y o o) e

< C (3 A Notsscure | 10.10.19481:8083/EmpPortal/emp2uiActionName=getTransferApplication& Appld=271389&subA ctior =save a @ & » 0O o

State Wise Seniority

/ \ MITRA - Employee Portal
Vermon U.5,0,0070
IR

AT L £ 0TI s

MSEDCL Excellence Awards Option 1 (R 1) Regional Cffice-# th Urban Cirde -> Pune Sundgarden Division v

HR Usergdd Option 2 ([35:1 2) Regional Cffice-Pune Regian -> Pune Zan Rastapeth Urban Cirde -> Pune ar Road Division v
I Option 3 (R% 3) Regional Office-Pune Region - Pune Zune ~> Rastapeth Urban Cirdle -3 Puns Sadmeavati Divisian v

Credit Society

Office Orders, Crzulsrs &

Documents Category Detalls : Cazzgary I - 5 582, MWD agual to 403 anc aocve

Certification of Attendance gum

Canfidentia! Reportsucad riang Losation, Madical Tases other than Catagary Lother Mscsliansous Ressons

MIS Reportsgagd Ground for Request Category 7T sT=T { Frwre=y v Select Sub Categary Seriout Diseas (AT =T =
e-Library Type of Dicease Heart surgery -
Downloaduza Patient (W) Sel(rm) Dapendant{swit) #® ~=

Complaints & Grievance suidd Rolation With Employes

Seled
Contact & Feedbackiy Date of Diagnosic{max o | T
i)
Whether Company’s Mediclaim | =

aughter

Banafits availed: (#0 e

o S T2

A

» The information thus selected must be verified by the officer and if found satisfactory click on
‘Save’ button.

2) FEor Circle Seniority Employees:

» Click on ‘Transfer Request Details’.

» For Circle Seniority employee three options each for following choices will be available.
% Out of Zone

¢+ Within Zone (Out of Circle)

« Within Circle

B tnpyeerors -t x TV S P i

- C ) A Notsecws | 10,10194.81:8083/EmpPortal/empluiAcionName=getTransferApplication&Appld=2714758subAtion=save Q & % » On ¢

MITRA - Employee Portal

Verson £5.04870

Circle Seniority

» { ranater Quaest Dueaite |t . " ‘.

Apnlications PSR T Oul OF Zone{=rrminy Wilhin Zaas (Ol OF Cirele) Wilhis Cirle(mear ymrm)

[y
Clars

v
Declarations wid =
CPF v
- Ount Of Zone{ T Within Zane {Out Of Circie) Withn CirdeieT o)

()
Carcicaion of Anendancekidd
Confidential Ruparts gy
WIS Reportseses Cotegory Dotalin : Caluzay | - Sobius Jusstas MU0 wad ta A0 snd ates
e-Lbary

Grourd for Request Cale v Select Sub Catepary

B2
= !

» The employee must choose at least one option out of the above for either ‘Place of Request
Transfer-1° or ‘Place of Request Transfer-2°.
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» If the employee chooses ‘Out of Zone’ option for ‘Place of Request Transfer-1°, a list of all Zones
can be accessed by clicking on drop down box. Select the name of Zone under which transfer is
desired.

T =i
Q 2 w & 0O 50 ¢
Circle Seniority »

CRTE——

« C Y A Notsears

TR TR

ferApplication&Appld=2714758subA T ion=save

10,10194.81:8083/EmpPortal/empluiActionName=gerTr

MITRA - Employee Portal

Verson 6,5.04870

Homa
Parzona| Informazen
Ioining Report
Emoluments Details
Apslcations

Clams

)
Document

Cerificaion of Atendancousd

Carfidansial Rupsrts gy

Oskion 1 (B 1)

Ostion 2 (5= 1)

Ogtion 3 (ST 3)

NIS Reportsilis <

e-Lbay

Dowsloades

mplains & Griovance sl
Complaats & LD Ground for Reques! Swle v Select Sub Cotegary

Contact & Feecbackgun

» Once ‘Out of Zone’ for Place of Request Transfer-1 is selected, the employee cannot choose ‘Out of
Zone’ for Place of Request Transfer-2. However, if he/she also desires to get request transfer within
Zone, he/she can choose either ‘Within Zone (Out of Circle)’ or “Within Circle’ for Place of
Request Transfer-2.

» If employee chooses ‘Out of Zone’ for Place of Request Transfer-1 and ‘Within Zone (Out of
Circle)’ for Place of Request Transfer-2, following screen will appear.

v [® employes Portsl - TransferRec X Circle Seniority
« G @R  ANotsecurs  10.10.194:81:2083/EmpPortal/empTuilictionName=getTransferApplication®Appid=271477 &subAction=yiew a ¥ L 006

MITRA - Employee Portal

Varsion 8.5,0.0870

P2 —
T

Transfer Request Application For The Year 2024(¥F 2024 @3fdl fg+dl sl 25
Personal nformation Pisitdecal S\ iy

(_Transfer Request Details nica
Joining Report S —_—

mployee Detads d Dacaments ubmit Application

Emaoluments Details

T & ( ® ."‘ .
Place of Request Transter i (@) ot Jonecafirimrazs)

Applications within Zone (Out Of — Within Circle(ies Jiwh)
Claims Gircle)(HaSHIEY)

option 1 (e 1) Ragional Office-Kokan on - Bhandup Urban Zone v
Declarationsyy

Option 2 {(fFa1 2) Raglonal Office = Jaigaon Zone ¥
CPF B

Option 3 (A& 3) Regional Office-Kokan Region -> Kalyan Zone v
Mediclaimu J_ L

- of o or 2 @ v 8 2
MSEDCL Excellence Awards Placaof ReosestTransios 2 Out Of Zone(URHIHER?) ®) vithin Zone (Out OF Within Circle(#a@ @)
Office Orders, Clrculars & Gircle(HTERIG)
Documents
- Option 1 (F%w 1) Regional Offica-Kokan Region -> Nasik Zone - > Ahmednagar Circle v

Certification of Attendanceyay aption 2 (frwm 2) = v

option 3 (frem 3)

Confidential Reportsy.

» Masik Zone -> Ahmednagar Circle

MIS Report=ui Nasik Zone -> Malegaon Circle

a-Library
ard
Downloadgli) =
Complaints & Grievancesyd ateg 158 Worlang Location;Medical Cases other 1han Category I,0ther Maced aneous Reasons
Ground for Request --Salact-- v Select Sub Category

Contact & Fesdbackyul

H B Type here to search ‘2.@ o - o 3

» Choose the name of the Circle under which the request transfer is desired. An employee can select
maximum three (03) options.
15



» If an employee selects ‘Out of Zone’ for Place of Request Transfer-1 and Within Circle for Place
of Request Transfer-2 following screen will appear.

v [& empioyes Portsl - TransferRe. X Circle Seniority

¢ G @ ANotsecurs 10.10.194:87:2083/EmpFortal/empiuibctionName - getiransferApplication®Appid=271477 GisubAction =view ay 00

/ \ ’ MITRA - Employee Portal S iote Z
‘ Vermion B.5.0.0870 Pack of Werking @
MAHAVITARAN| ™,

5 Transfer Request Application For The Year 2024(T 2024 Ta1 fawdl saal 359)
ot resabor Mg ki 75 ok Sk | ot Apart
Personal tnformation S— e o
Toining Repart JL
Emoluments Details Wace ok Ramuest Tramcher 42 ®) ok ot zone i) Within Zone (Out Of Gircle) \Within Circle [swes Sirs)
Appiications ()
Option 1 (R&7 1) Reglonal Office-sokan Regon -> Kalvan Zone v

Claims

Option 2 (Fre 2) Reaianal OF akan Reqion - Bhandup Ursan Zone v

Declarationogild

Option 3 (e 3) Regianal Dffice-Kokan Region -> Jalgacn Zone ~
cPF
Medicleimesa Placa of Request Trancler 21 Out OF Zone(sirsmerety) Within Zone (Out OF Girde) ) irthin cie (ries siin)
MSEDCL Excelience Awards ()

Option 1 (R 1) Regional Office-Kakan Region - 1 e - Nashik Circle - Chandwad Dwision - Chandwad 5/Dn. -= C v
Office Orders.Circulars &
Documents Option 2 (R 2) Regianal Office-vakan Regian -» Na  Nazhik Circle -> Chandwad Divisian -> Chandwad S/Dn. -> Chandwad (U) Sec v
Cartification of Attendance il Option 3 (=7 3) v
Coohdential Repartagl e T e |

Category Details : C: 5/ > Cl L1 Jw

MIS Reportsed

a-Library Catagory 111 - Werking In

Caegory IV - Spouse Viorking Locabiar

Downloa dulll

2 Cround for Raguest
Compleints & Grievancesulld

Contact 8 Feedbackeud

B Type here to search '1.@

> If an employee selects ‘Within Zone (Out of Circle)’ for Place of Request Transfer-1 and ‘Within
Circle’ for Place of Request Transfer-2 following screen will appear.

v [A& empioyes Portal - TransferRer, X Circle Seniority
€« C [ A Notsecure 10.10.194.81:2083/EmpPortal/empiuiActioniame=getiransferApplication®Appid=271477 GsubAction=yiew a oo

I\ ? MITRA - Employee Portal :fq:;‘am -

Black of Woking 1

MAHAVITARAN Voo 8.5.6,0876
. Transfer Request Application For The Year 2024 (T 2024 Tal fawie] sa o)

Y v ((Traombor Request Dctoile ) tiniiad Cocirmeis Sl Aalcnt
personal information SRS =
|
loining Repart 4
v

Emoluments Details Place of Request Translar 11 Dut Of Zone{tfimserais) L) Within Zone (Out OF Girele) VWithin Circle (swes Sisha)
Appiications. (TEmE)

Option 1 (& 1) = Nasik Zone -> Ahmednagar Cirde v
Claime

Option 2 (Frrer 2) tosi Zane -> Malegaon Circle v
Declarationsgild %

option 3 (Frre 3) v
CPF Q
Med cleimus Placa of Request Trancler 21 Out OF Zone( i) ithin Zone (Out OF Gircle) ®) rthin diecie (ies st
MSEDCL Excelience Awards (T

Option 1 (R&w 1) Regional Office-Kokan Region -> Nask Zone -> Nashik Circle > Che Chan an v
Office Orders.Circulars &
Documents Option 2 (frrmr 2) Reglanal Office-gakan Regian - fia » Hashik Circle - Chan -
Cartification of Attendanceyil Optian 3 (@57 %) =

Confidential Reportsead

Category Details + Ca2ag,
MIS Reportsed

Cotwgiry 1l - Retirerrmnt i

e-Library Werking In vard Are

- Spouze vierking Locatiot
Downloa duE it Yl i

= Ground for Raguest
Comglaints & Grievancesiid

Contact 8 Feedbschkauld

£ Type here to search

» The employee must exercise at least one Option and select the Name of Office under which the
request transfer is desired.

» Select Ground for Transfer i.e. Category | to IV, Sub Category and enter the other relevant
information correctly as detailed above under Para B (a) (vii to xi).

» Enter the correct information as prompted by the system and ‘Save’ the application.

» After Saving the Application, upload relevant documents and submit the application as per the
instruction given under Para (C) and (D) below of this Annexure.
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3) For Division Seniority Employees:

» Click on ‘Transfer Request Details’.
» For Division Seniority employee three options each for following choices will be available.
s+ Out of Zone
< Within Zone (Out of Circle)
¢+ Within Circle (Out of Division)
+«+ Within Division

S — Bn T o g - Y | i
= C Y A Notsecwe | 10.10194.818083/EmpPortal/empluiActionName=getTransierApplicalion&Appld=271473BsUbA ion=save Q @ % & O ¢

Division Wise Seniority »

I\ MITRA - Employee Portal
BUNHAVIARAN S

o Transfer Request Application For The Year 2024(ww 2024 &¥ar fawar aga 3o)
>, Sradater ficpiast Bette
I i

7= . s OF Zave(=rerrtr) Within Zane (Oul 01 € Wilkis Circle (O OF Divisinn) Wkl Divisian( e et
PR Ty ()

=t [0 v o
o ) =t == v < 2
! dou 3 (fBmve 3 v T

' egomin ner Out Of Zone{ThyrysT) Within 2ane {Out OF Circle) Wi Grae (Ot Of Drvizesn Within Diwision| e )
p—— (e
(L 2} ~ 1
By (= 1) v
stion 3 (=== 3) v ~

Dowsloadesd

Complaints & Grisvances
e e AR Grormd For Reewest Sudes v Seiect Subs Cateyary

Contact & Feechackeun

» The employee must choose at least one option out of the above for either ‘Place of Request
Transfer-1’ or ‘Place of Request Transfer-2’.
> If employee chooses ‘Out of Zone’ option for ‘Place of Request Transfer-1’, a list of all Zones can

be accessed by clicking on drop down box. Select name of Zone under WhICh transfer is desired.
CET——n . TS - T i

< C Y A Notsecws | 10,10194.51:8083/EmpPortal/empluiactionName=getTransferApplication&Appld=2714738subAtion=save Q & % » 0O

Division Wise Seniority »

I\ MITRA - Employee Portal
BANHAVITARAN S

PO Piock ot o Trmater i (@) G o Zone(ehrrer) Within Zone (Gut 0 Circe Witk Grele (Gt 01 Gbision) Vi Divison i e

» Once ‘Out of Zone’ for Place of Request Transfer-1 is selected, the employee cannot choose ‘Out of
Zone’ for Place of Request Transfer-2. However, if employee also desires to get request transfer
within Zone, he/she can choose either ‘Within Zone (Out of Circle)’ or “Within Circle (Out of
Division)’ or ‘Within Division’ for Place of Request Transfer-2.
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» If employee choose ‘Out of Zone’ for Place of Request Transfer-1 and ‘Within Zone (Out of
Circle)’ Place of Request Transfer-2, following screen will appear.

v E’] Employes

x Division Wise Seniority
aw 00O

&« ¢ M A Not secures

10.10.194:81:2083/EmpFortal/empiuiActionName=getiransferApplication&Appid=271473&subAction=view

MITRA - Employee Portal BeRTaon]

Version 8.5.0.0870 Piscs: OF Workiag s

Personal Information
emplayee Detads (

ransfer Request Detail:

Joining Report S

Emoluments Details

Applications Place of Request Transfer 1: (@) 4 o lar:.c(ufmmwm) within Zone (Out OF — wnthin Cirele (Out of ! verthin Dvasion(fm
Clairs Circle) (4F=1137) Oivision){fymaE?) )

option 1 (fie 1) Ragional Offica-Nagpur Region -> Amravati Zone v
Declarationsy@l

Option 2 (w1 2) Reglonal Office-Nagpur Region > Nagpur Zone v
L Option 3 (R#w 3) v
Mediclaimea —‘—L

— \/ -~

MSEDCL Excellence Awards Place of Regtest Transier 2: Out Of Zone(WFHsaERY) @ Within Zois (Out OF ' Within Cirde [Out Of Within Division(fawTT
Office Orders, Circulars & Circle )(FT@RTR) Division)( i) i)

Documents Option 1 (A% 1)

» Buldana Circle .

Regional Office-Nagpur Region -> Akola

aption 2 (frwm 2) } = 2
option 3 (e 3) <:]

Reglonal Office-Hagp

Certification of Attendanceyy

Confidential Reportsg.a

MIS Report=uil Regional Offica-Nagp
Category Details : Catagory | - SRS Dosanses Prve eql

e-Library
Category 1T - ReCirement it 2 years,Ward in XIth standard
Downloadulid 1 - Working in Hard Area Flying Squad
Complaints & Grievancesizn ¥ IV - Spouse Worang Location Cases other 1han Catagory 1,0ther Mscsd aneous REasons
Contact & Feedbac| Ground for Request --Salact-- v Select Sub Category
Save v

H £ peterctosearcn (8D JENG] :

» Choose the name of the Circle under which the request transfer is desired. An employee can select
maximum three (03) options.

> If an employee selects ‘Out of Zone’ for Place of Request Transfer-1 and Within Circle (Out of
Division) for Place of Request Transfer-2 following screen will appear.

s X Division Wise Seniority
« G @ ANotsecurs 10.10.99481:8083/EmpPortal/empiuiAct onName = getiransferApplication®Appld=271473&subAction = view asx 00

FX
MAHAVITARAN

Maarashas Sute Eucaty Dsrouson Ca L

MITRA - Employee Portal TR

e of Working +

Version 8.5.0.0870

T o T

ome

Personal Information
Joining Report
Emoluments Datails
Applications

Claims

Dedarationsy

CPF

Mediclaimea

MSEDCL Excellence Awards

Office Orders,Circulars &
Documents

Certification of Attendanceqad
Confidental Reportsyu)

MIS Reportsui

e-Library

Downloadey

Complaints & Griavancesysd

Contact & Feedbackqul

H 2 Type here 10 search

Transfer Request Application For The Year 2024(3 2024 @l fa-dfl sieell #))

s g
employes Oemails { Transfer Request Detalls )

&

® V4
¥ out 0f Zone(IRFm@RTE)

pland Documerzz ubmir Applicaton

PAEGE OF Raqueit Yt 22 | ' wiithin zone (out of Within Cirele (Out Of Within Division{fr

Cirde)(435ER7) Division) (RFag?) i)
option 1 (e 1) onal Office-Nagpur Re > Amravati Zone v
Option 2 {37 2) agional Office-Nagpur Region - Nagpur Zona .
Option 3 (a1 3) | v
- = ".\__,"
Paonof Rastiios-Veamster 2l Out OF Zone(ARHSHERE) . Within Zone (Out OF ® yrithin ciecte (0ot 0f Viithin Division (3411

Circle)(ATmmmET) Division)(frmmaET) 3y
Option 1 (f&Fe 1) Regional Office-Nagpur > Akola Zone - Akola Circle -> Akola Rural Division v
option 2 (7w 2) Ragional Office-Nagpur Region -> Akola Zone -> Akola Circle - Akola Urban Divigion v
option 3 (fFww 3) 1 v <j

Categaey Detads : Category 1 - Ragional Offlce-Nagpur Reglon - >

Category il - Retirement in 2 ye;

riding in Hard Ares

corkng Location,Med cal Cases other than Categary T,Cther Mecallaneous Reasons

Ground for Request Select Sub Category

--Selact— v
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» If an employee selects ‘Out of Zone’ for Place of Request Transfer-1 and ‘Within Division’ for
Place of Request Transfer-2 following screen will appear.

v Employee Portsl - Transfar Req X - x
& C R A Notseure - 10,10.194.81:8083/EmpPortal/empiuiActionName = getTransierAp phication&Appld = 2714 73&subAction=view av 00O
G Cmed @B YouTube [ Imported [ Links @ MSEDCL HR elibrary Division Wise Seniority

/\ ﬂ' MITRA - Employee Portal Do >

MAHAVITARAN

Vot o s Bty Do O W

Verzion 8,5.0,0670 Place of Warking 3

T v
Place of Requast Tronsfer 13

(®) out of zoner iz

Applications ' Within Zone (Out Of Gircie) '/ Within Gircle (Out Of
- Division)(fnmaniT)
Claims
Option 1 (&7 1) v
Declarat onsgi e
Optian 2 (FeT 2) > Nagpur Zone v
i Option 3 (f¥Fw2) Rigional Qfficeskursngabad Regiaen--> Asrangabad Zone v
Mediclaimaas
MSEDCL Excellence Awards Plice sf Request Trensiera Out of Zona{TRewmTaRe) —/ wuithin Zone (Out OF Circla) _ vthin Circle (Out OF @) ynthin Dwision (i s <:
W= Division }{EnemarsT,
Office Orders,Circulars & icaanies . bl
Documents Option 1 (fgm 1)
Certification of Attendancs il Option 2 (77 2)

Confidential Reportsga OpHen 2 (RN

MIS Reportsgy

e-Library

Downloadeid

Complaints & Grevancesuld

Ground for Request
Contact & Feedbackeuy

e

H P Type here ta search (@]

» If an employee selects ‘Within Zone (Out of Circle)’ for Place of Request Transfer-1 and ‘Within
Circle (Out of Division)’ for Place of Request Transfer-2 following screen will appear.

v A ma

se Poctal - Transfer Aas, X + - ful X

€ 3 C @ ANotsecre 10,10.194.21:8083/EmpPartal/empuidctionName=getTransferApplication&Appld=27151285ubAction=33vs Q oo

/\ MITRA - Employee Portal bV L
¥ Mace of Wodking 1+
MAHAVITARAN| s, ek S8 -

Marwrtry Sice Eection Dat=tuton Cn I
Trarlsfer Request Application For The Year 2024(7 2024 FXIaT [ddl Saell o))

Tone

rersonal Information

Emy “Transfer Request Oetails ) Upiuzd Documents  Submit Apgiicatin Division Wise Seniorit

Joining Report o — —
Emoiuments Details i1l
Applications Place ol R Tra/ster s ! Out Of Zane(TRHam@IZT) ®) within zone (Out OF Within Circle (Out Of L within Division(@sam
Cladins Circle) (7o) Division)(Rmmarsw) S

Option 1 (fFmr 1) Raglonal Offica-Nagpur Reglan -> Akala Zona -> Buldana Circle v
Dedarationsyil

Option 2 (f7m 2) Regional Office-Nagpur Region - Akols Zona - Washim Circle v
cPF

option 3 (frrm 3) v
Madiclal melsn 7].

NS
MSEDCL Excellence Awards Place of Request Transfer 2 () oot of zone(ultammae) Within Zone (Out Of ®) within Circle (0wt OF L within Division(favm
Office Orders,Clreulars & Circle)(Wzwmrg) Division)( vrmany) 1wt
R Option 1 (FF=11) =
Cartification of Attendancegay Option 2 (frwm 2) v
Confidential Reportsyuy Option 3 (frrm 3) G | T
MIS Reportsq i
e-Library
al Office-Nagpur Ri

Downloaduiil

: i Category 1V - Spouse Viarking L dicat Cases othar thy 2goey 1,0ther MizcaFaneous Reazan
Complaints & Grievancesyil ategory IV - Spouse Viorking tedical Cases othar than Category 1,0ther Miscafaneous Reazans

v Select Sub Category

Contact & Feedbackes Ground for Request

H /0 Type here 1o search r ,‘Q
—

» Here an Employee can choose name of Division under which he/she desires transfer. Maximum
three (03) options can be selected.
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» If an employee selects ‘Within Zone (Out of Circle)’ for Place of Request Transfer-1 and ‘Within
Division’ for Place of Request Transfer-2 following screen will appear.

v x = x
« C A A Notsecure 10,10.194.81:8083/EmpPortsl/empiuisctionName = getlransferAp plication&Appld =27 1473&subAction=view a v 0O
G Gmed @8 YouTube [ Imported [ Links @ MSEDCLHR elibracy T R

P2 MITRA - Employee Portal

MAHAVITARAN Versi .5.0.0070

Wi sastmrceyoommc e |
Applicarians Place of Raquest Transfer 1t () up of zone (sftmsemaits) ®/ Within zone (OutofCirde) '~ Within Circle (Out Of Division)  Viithin Dvisson(Rr i) < ]

Ciaims ) (Rpras)
OptionL, (Rwcs 1 Regicnal Office-Nagpur Region -> 7
darationsgun 9
ik Option 2 (13§ 2) Regional Office-Nagpur Reglon -> & S
CF Option 3 (fama 3) 2
Mediclnmgy
MSEDCL Excebence Awards Slicsof Mgt Trarith Out OF Zome (SRHESRIE} Wfithin Zane [Out OF Cirdle) Within Circle (Out f Division] @ Within Division(1447 357) @
CETIEING v,
Office Orders, Circuiars & ¢ ") ()
Documents Option 1 (FF=1)
Dption 2 (T 2)

Certification of Attendancesll

X Option 3 (@ 0)
Confidential Repoctsymy

MIS Reportsi I
e-Library [ >
Dennlcatean e

Complnints & Gnevancemudd
Ground for Requast
Contact & Feedbackyuyy

b

H P Type here ta search (@]

> If an employee selects ‘Within Circle (Out of Division)’ for Place of Request Transfer-1 and
‘Within Division’ for Place of Request Transfer-2 following screen will appear.

v x - x
« C @A A Notseue 10,10.194.8%:8083/EmpPortsl/empiuisctionName =getTransieAp phication&Appld =271473&subAction=view aw 0O
G Gmead @ YouTube [ Imported [ Links @ MSEOCL HR elibrary Division Wise Seniority

e =

MITRA - Employee Portal Dy natren

MAHAVTARAN| 25, e 8 300 s

Mwths e Pty (staon o 188
Emoluments Detais

Placs of Request Transfer i )

Zpplicabans — Out OF Zone (TNFIERIE) -/ Within Zome {Dut Of Circle) = Within Circle (Out Of Division) Within Division(fWIT Weta) w7 'v
o (WEBERT) (Prans)
aims
Option 1 (R&=1) v
darati .
Dedarationsusa Option 2 (R& 2) v
CPF Option 3 (frere 3) v
Mediclamumy
MSEDCL Excelencs Awards Dhacelof ek Traidtern Out OF 2ane{Fraamryt) Withn Zone (Out OF Crcle ) Within Circl= {Out 0 Division) ® yinin Caviseon(Fam Sifa) @
Office Orders, Circufines & . § : g =
Documents Option 1 (frrm= 1) [ v
Certification of Attendancews Dyl
Option 3 (52 3)

Confidertial Reporteway

MIS Reportsiid
Downloadeay
Complaints & Grievancesudl)

Ground for Request
Contect & Feedbackuuy

Jrban 11

“tion

Oasion ->

&kola Rural 0ision

H P Type here ta search

» Select Ground for Transfer i.e. Category | to IV, Sub Category and enter the other relevant
information correctly as detailed above under Para B (a) (vii to xi).

» Enter the correct information as prompted by the system and ‘Save’ the application.

» After saving the Application, upload relevant documents and submit the application as per the
instruction given under Para (C) and (D) below of this Annexure.

e
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C) Upload Documents

i)

It must be noted that, the size of the document to be uploaded should be maximum 50 kb.

i) After saving the ‘Transfer Request Details’ for ‘Retention from Transfer’ as above, the employee

must upload the supportive documents by clicking option ‘Upload Documents’ as shown in below
screen.

v Emgt..—#f"v,:—-”"‘#’ﬂtr x

- G @  ANotsecure 10.10.194:81:2083/EmpPortal/empuictionName=getiransferApplicationBAppid=2714708subAction=view a ¥ oo :
/\ MITRA - Employee Portal
Version 8.5.0.0870

MAHAVITARAN| =,

Home - > e . e Dt v o

Transfer Request Application For The Year 2024(3 2024 @dial [a+dl sqeli 3
Personal Information
npiyee Deta ranster Rrquest Detals Subervt Sppkcatior
Joining Report

Upload Documents  J 1

Choose  [emmminn
g Choose File RERIERLERY]

Emaoluments Details
Applications

Claims

Declarationsyal

CPF

Mediclaimaid
Naote : Documents are mandatary for Requests on Ground of : Medica

MSEDCL Excellence Awards

Office Orders, Clrculars &
Documents

Cartification of Attendanceyid

Confidential Reportseay o Descriplion File Nane Remark Reanave
MIS Report=ed == I List of Uploaded Documents I

e-Library

Downloadulil

Caomplaints & Grievancesygy

Contact & Feadbackeul

B o B

iii) A list of documents to be uploaded will automatically be available as per the option selected by an

employee under ‘Transfer Request Details’.

iv) To upload document, select the name of document in drop down box and click on ‘Choose File’

button. Select a file to be uploaded. After selection, click on ‘Upload’ button and list of uploaded
documents will be reflected in the application form as above.

v) If the employee finds that a wrong file is uploaded, in such case he/she can remove the same by

clicking on ‘X’ icon against the file which is to be removed. The correct file can be uploaded again
by following above procedure.

vi) The employee must ensure that correct documents are uploaded with the application.

vii)No blank pages or unnecessary data/reports to be uploaded with application. Similarly, any

data/report/reports in physical form will not be accepted.
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D) Submit Application

i) After uploading the relevant supportive documents, the employee must submit the Application to
get it considered during ensuing General Transfer Process. He/she must submit the application by
clicking on ‘Submit’ button under ‘Submit Application’ menu.

= (TR ———

& C [ A Notsecure 10.10,194.81:2083/EmpPortal/empiuiActionName=getiransierApplication®Appid=2714708&subAction=yiew a oo :

MITRA - Employee Portal

Viwrwsen 8.5.0.0870

Transfer Request Application For The Year 2024(44 2024 &<id1 fa-dl gal )

Emeluments Details Submit Application

Medi clairnusd
MSEDCL Excellence Awards

Dffice Orders,Circulars &
Documents

Certification of Attendance il 2nga (n Cesignats d ad iva T il tand canceli Ra A romatically. (FFFETR TIT FRGE [ SIS SO0 BROR T A 10N o e
o1,
Confidential Repart=g
MIS Repertseus Jayel saninrlty T 2 raady to ferego my Crok-vise / Divisian-viss Senionty (3 the cace may ba) ¥ my requast transler for changs of Tone/Cireia Dinisien 15 cansiderad a5 per Pravailiog Rules. (B 77
s/ Rt Toem ode el s T e Rl sals oiawe £ Frmy o m el wod e e e S a3 Sarey St e s
&-Library
Downioa dea :
Enter OTP Here § 123456 Gy~
Complaints & Grievancesei ) | m
Contact & Feedbackuia - ﬁ B ﬁ

For any tazuss reganiing Employes Pormal, pleass sand an emod tn Copynght £ 2017-2023 M5.ED-GL | Designed, Oened & Maintamed by 8/5E.DGL

rommTTm

Sl peen e

B Type here to search

ii) The submission of Request Transfer Application is OTP based. The employee cannot submit an
application unless he enters the correct OTP before clicking on ‘Submit’ button.

iii) The employee must preview his/her application before submission of the same to Recommending
Authority/Forwarding Authority by clicking on ‘Preview’ button.

iv) If the employee satisfy himself/herself that the information in the application seen after clicking on
‘Preview’ is correct, he/she can obtain OTP by clicking on ‘Get OTP’ button.

V) After clicking on ‘Get OTP’ button, the employee will receive an OTP on his/her registered mobile
number, a similar process while logging in Employee Portal.

vi) Enter the correct OTP received on registered mobile number in the space provided against ‘Enter
OTP Here’ and then click on ‘Submit’ button.

vii) Go to Application ==‘Transfer Request’ and the employee can see his/her application under
‘Submitted Applications’. Ensure the status of Application is ‘Submitted’ and not ‘Saved’.

viii) The Status will change from ‘Submitted’ to either ‘Recommended’ or ‘Considered’ or ‘Cancelled’
as per actions.

ix) It is to be noted that, once the application is submitted, the employee will not be able to make

changes / modifications in the application for any reasons and the application with the same
information will be considered by the Transferring Authority for further Transfer Process.
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8. Cancellation of Application

i) The employee will have liberty to cancel his application but before the last date of submission of
Request Transfer Application.

ii) After submission of the Application, the status of the application can be viewed under ‘Application’
== ‘Transfer Request’ as shown in below screen.

iii) The employee can see the application under ‘Submitted Applications’.

iv) If an employee desires to cancel the ‘Request Transfer Application’, the same can be cancelled by
clicking on ‘X’ icon available against the application in the list.

V) The status of the application will changed to ‘Cancelled’.

vi) Such ‘Cancelled’ applications will not be considered by Transferring Authority during General
Transfer process.

v [& Empioyee Portsl - TransferRer, X
<« G @ ANotseure 10.10.194.81:2083/EmpPortal/empiuibctionName=getiransferAppiicationListsubAction=submit * L 00 :
/ ¢ MITRA - Employee Portal
MAHAVTARAN| S, e e
Maharasria St Blectricty Ostridetion Co 4
Home . 4
Transfer Request Applications

Personal Information
o e
Emoluments Details

Saved Applications

# Transfer Transfer Request Transferee Requested Forwarding Authority Forwarding Authority Transfer Request  View Cancel
Request No Date Place Designation Organization Stotus

ave Applicatic No Records To Display (1!

efusal for Promiotion — - Submitted Applications

al for HGB (5.0, 74) # Transfer Transfer Iransleree Requested Forwarding Authority Forwarding Authority Transfer Request View Cancel
Request No Request Date Place Designation Organization Stalus
Application for Advinces 1 271470 Status of Application T >~ Submitted = X
Request for Training
2 271467 Cancelled =
Quarter Application gay

Claims

Declarations yam

= ERCUSTENC s - o %]

9. All concerned to take note of the changes in submission of application for request transfer
and due care to be taken by an individual while submitting the application.

10. Once the ‘Request Transfer Application’ is considered and transfer is ordered as per the
details submitted by the employee, no request for modification/cancellation will be entertained and
the employee must join at the place of transfer.

kkokokk
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