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(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 

 
1. 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’. 
 

2. The employee can submit only one application in the system for particular transfer year. 
 

3. This application is only to facilitate all employees to submit their choices for request transfer. 
 

4. 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. 
  

5. The Employee can access the ‘Request Transfer Application Form’ by login the ‘Employee Portal’ 

with their CPF number. 
 

6. 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. 
 

7. 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. 
 

A) Employee Details :  
  

i) 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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ii) Click on the ‘Transfer Request’ tab and the employee will be able to see the following screen. 

 

 
 

iii) 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. 
 

 
 
 

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) 
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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. 
 

 
 

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. 

 

 
 

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. 

 

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

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

ii) To proceed further click on ‘Transfer Request Details’ tab and following screen will appear. 
 

 
 

iii) The employee must fill the information under ‘Reason for Retention’. 

iv) Select ‘Ground for Request’ i.e. either Category I or Category II 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’. 
 

 
 

ix) 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. 

 

 
 

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. 
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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’. 
 

 
 

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. 
 

 
 

 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.  

 

 
 

 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. 

 

 
 

 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 I 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. 

 

 
 

 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. 

 

 

 
 

 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. 

 

 
 

 The information thus selected must be verified by the officer and if found satisfactory click on 

‘Save’ button.  
 

2) For 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  

 

 
 

 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. 
 

 

 
 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. 

 

 
 

 Choose the name of the Circle under which the request transfer is desired. An employee can select 

maximum three (03) options. 
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 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. 
 

 
 

 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.  

 

 
 

 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 I 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. 

 Out of Zone 

 Within Zone (Out of Circle) 

 Within Circle (Out of Division) 

 Within Division 
 

 

 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. 

 
 

 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. 

 

 
 

 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. 
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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. 

 

 

 

 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. 

 

 
 

 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. 

 

 
 

 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. 

 

 
 

 Select Ground for Transfer i.e. Category I 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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C) Upload Documents  

 

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

 

ii) 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. 

 

 
 

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.  
 

 
 

 

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. 

 

 
 

 
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.  
 

***** 
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(¯ÖÏ¿ÖÖÃÖÛúßµÖ ¯Ö×¸ü¯Ö¡ÖÛú ÛÎú.667 ×¤ü. 13.03.2024) 

 
¯Ö×¸ü×¿ÖÂ™ü '†' 

 
‹´¯»ÖÖò‡Ô ¯ÖÖê™Ôü»Ö´Ö¬Öæ®Ö ×¾Ö®ÖÓŸÖß ²Ö¤ü»Öß †•ÖÔ ÃÖÖ¤ü¸ü Ûú¸üÞµÖÖÃÖÖšüß ´ÖÖÝÖÔ¤ü¿ÖÔÛú ŸÖ¢¾Öê ¾Ö ŸµÖÖ²ÖÖ²ÖŸÖ“Öß ¯ÖÏ×ÛÎúµÖÖ :- 

 
1. ®Ö¾Öß®Ö ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“ÖÖ †„ÖÔ ÆüÖ ²Ö¤ü»Öß ¬ÖÖê¸üÞÖ ¾Ö ŸµÖÖŸÖ ¾ÖêôûÖê¾Öêôûß ²Ö¤ü»Ö/ÃÖã¬ÖÖ¸üÞÖÖ Ûú¸üÞµÖÖŸÖ †Ö»Öê»µÖÖ ŸÖ¸üŸÖã¤üà“µÖÖ 

†Ö¬ÖÖ¸üÖ¾Ö¸ü ŸÖµÖÖ¸ü Ûú¸üÞµÖÖŸÖ †Ö»Öê»ÖÖ †ÖÆêü. ÃÖ¤ü¸ü †„ÖÔ "Employee Portal" ´Ö¬µÖê ÃÖ¾ÖÔ Ûú´ÖÔ“ÖÖ·µÖÖÓÃÖÖšüß •®Ö»Ö²¬Ö 
Ûú¹ý®Ö ×¤ü»Öê»ÖÖ †ÖÆêü.  

 

2. ÃÖÓÝÖÞÖÛú ®ÖÏÞÖÖ»Öß´Ö¬µÖê Ûú´ÖÔ“ÖÖ¸üß ‹ÛúÖ ²Ö¤ü»Öß ¾ÖÂÖÖÔÃÖÖšüß ‹Ûú“Ö †„ÖÔ ÃÖÖ¤ü¸ü Ûú¹ý ¿ÖÛúŸÖÖê. 
 

3. ÃÖ¤ü¸ü ×¾ÖÖÓŸÖß †„ÖÔ ÃÖ¾ÖÔ Ûú´ÖÔ“ÖÖ·µÖÖÃÖÖšüß ±úŒŸÖ ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“Öê ®ÖµÖÖÔµÖ ÃÖÖ¤ü¸ü Ûú¸üÞµÖÖ“µÖÖ •§êü¿ÖÖÖê ŸÖµÖÖ¸ü Ûêú»ÖÖ †ÖÆê. 
 

4. ÃÖ¾ÖÔ ®ÖÏÛúÖ¸ü“µÖÖ ×¾ÖÖÓŸÖß ²Ö¤ü»µÖÖ ÛÓú®ÖÖßÖê †ÓÝÖßÛéúŸÖ Ûêú»Öê»µÖÖ ²Ö¤ü»Öß ¬ÖÖê¸üÞÖÖ“µÖÖ ŸÖ¸üŸÖã¤üàÖãÃÖÖ¸ü Ûêú»µÖÖ „ÖÖŸÖß»Ö †Ö×ÞÖ 
ÛúÖêÞÖŸÖÖÆüß Ûú´ÖÔ“ÖÖ¸üß Ã¾ÖŸÖ:“µÖÖ ²Ö¤ü»Öß“ÖÖ ×¾Ö“ÖÖ¸ü Ûú¸üÞµÖÖÃÖÖšüß ÃÖŒŸÖß/¤üÖ¾ÖÖ Ûú¹ý ¿ÖÛúŸÖ ÖÖÆüß. 

 

5. ®ÖÏŸµÖêÛú Ûú´ÖÔ“ÖÖ·µÖÖ»ÖÖ "×¾ÖÖÓŸÖß ²Ö¤ü»Öß †„ÖÔ" Æêü ü"Employee Portal" ´Ö¬ÖæÖ ŸµÖÖÓ“µÖÖ ³Ö.×Ö.×Ö. ÛÎú.«üÖ¸êü Login Ûú¹ý®Ö 
³Ö¸üŸÖÖ µÖê‡Ô»Ö. 

 

6. Ûú´ÖÔ“ÖÖ·µÖÖÓ“µÖÖ ÃÖÖê‡ÔÃÖÖšüß ×¾ÖÖÓŸÖß ²Ö¤ü»Öß †„ÖÖÔ“Öê 04ü ³ÖÖÝÖÖÓ´Ö¬µÖê ×¾Ö³ÖÖ„ÖÖ Ûêú»Öê»Öê †ÖÆêü. 
 Ûú)  Ûú´ÖÔ“ÖÖ·µÖÖ“ÖÖ ŸÖ®Ö¿Öß»Ö (Employee Details) 
 ÜÖ)  ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“ÖÖ ŸÖ®Ö¿Öß»Ö (Transfer Request Details)  

ÝÖú)  ¤üÃŸÖ‹ê¾Ö„Ö ÃÖÖ¤ü¸ü Ûú¸üÞÖê (Upload Documents)  
 ‘Öü)  †„ÖÔ ÃÖÖ¤ü¸ü Ûú¸üÞÖê (Submit Application)  
 

7. ×¾ÖÖÓŸÖß ²Ö¤ü»ÖßÃÖÖšüß ‡“”ãûÛú †ÃÖ»Öê»µÖÖ Ûú´ÖÔ“ÖÖ·µÖÖÓ®Öß †„ÖÖÔ´Ö¬Öß»Ö 04 Æüß ³ÖÖÝÖÖÓ´Ö¬µÖê †Ö¾Ö¿µÖÛú †ÃÖ»Öê»Öß ´ÖÖ×ÆüŸÖß 
³Ö¹ýÖ, ×¾ÖÖÓŸÖßÃÖÖšüß ®ÖµÖÖÔµÖ ¾Ö ŸµÖÖÃÖÖê²ÖŸÖ ÃÖÓ²ÖÓ×¬ÖŸÖ ¤üÃŸÖ‹ê¾Ö„Ö/ÛúÖÝÖ¤ü¯Ö¡Öê ÃÖÖ¤ü¸ü Ûú¸üÞÖê †×Ö¾ÖÖµÖÔ †ÖÆêü. 

 

Ûú) Ûú´ÖÔ“ÖÖ·µÖÖ“ÖÖ ŸÖ¯Ö¿Öß»Ö (Employee Details): 
 

i) '‹´®»ÖÖò‡Ô ®ÖÖê™Ôü»Ö' ´Ö¬µÖê Login Ûú¹ý®Ö †•ÖÔ ‘Application’ ¾Ö¸ü ×Œ»ÖÛú Ûú¹ýÖ ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“ÖÖ †„ÖÔ ÜÖÖ»Öß  
ÃÛÎúß®Ö´Ö¬µÖê ¤ü¿ÖÔ×¾Ö»µÖÖ¯ÖÏ´ÖÖÞÖê ×¾Ö®ÖÓŸÖß ²Ö¤ü»Öß ‘Transfer Request’  “µÖÖ ™òü²Ö ´Ö¬µÖê •®Ö»Ö²¬Ö †ÖÆêü.  
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ii) ×¾Ö®ÖÓŸÖß ²Ö¤ü»Öß ‘Transfer Request’ “µÖÖ ™òü²Ö ¾Ö¸ü ×Œ»ÖÛú Ûêú»µÖÖÖÓŸÖ¸ü ÜÖÖ»Öß»Ö ÃÛÎúßÖ ×¤üÃÖê»Ö.  

 

 
 

iii) ×¾ÖÖÓŸÖß ²Ö¤ü»Öß †„ÖÔ ³Ö¸üÞµÖÖÃÖÖšüß ®Ö¾Öß®Ö †•ÖÔ ‘New Application’ µÖÖ ™òü²Ö ¾Ö¸ü ×Œ»ÖÛú Ûú¸üÖ¾Öê. 
 

iv) Ûú´ÖÔ“ÖÖ·µÖÖÃÖ †„ÖÖÔ“ÖÖ ±úŒŸÖ ®Ö×Æü»ÖÖ ³ÖÖÝÖ Ûú´ÖÔ“ÖÖ·µÖÖ“ÖÖ ŸÖ¯Ö¿Öß»Ö "Employee Details" ´Ö¬µÖê ×¤üÃÖê»Ö.  
 

v) ®Ö¾Öß®Ö †•ÖÔ ‘New Application’ µÖÖ ™òü²Ö ¾Ö¸ü ×Œ»ÖÛú Ûêú»µÖÖÖÓŸÖ¸ü Ûú´ÖÔ“ÖÖ·µÖÖ»ÖÖ ®ÖÏÞÖÖ»Öß´Ö¬µÖê •®Ö»Ö²¬Ö †ÃÖ»Öê»ÖÖ 
Ã¾ÖŸÖ:“ÖÖ ŸÖ®Ö×¿Ö»Ö ÜÖÖ»Öß»Ö¯ÖḮ ÖÖÞÖê ²Ö‘ÖŸÖÖ µÖê‡Ô»Ö. Ûú´ÖÔ“ÖÖ·µÖÖÖê Ã¾ÖŸÖ:“µÖÖ ŸÖ®Ö×¿Ö»ÖÖ“Öß ®Ö›üŸÖÖôûÞÖß Ûú¸üÞÖê †Ö¾Ö¿µÖÛú 
†ÖÆêü. •¤üÖ. ÖÖ¾Ö, „Ö´ÖŸÖÖ¸üßÜÖ, ÃÖê¾ÖÖ×Ö¾Öé¢Öß“Öß ×¤üÖÖÓÛú, ®Ö¤üÖÖ´Ö, ÃÖªÖ“µÖÖ ×šüÛúÖÞÖß ¹ý„Öæ —ÖÖ»µÖÖ“Öê ×¤üÖÖÓÛú, ÛúÖµÖÔÛúÖôû, 
‡ŸµÖÖ¤üß. 

 

 
 

vi) ¾Ö¸üß»Ö ÃÛÎúßÖ¾Ö¸ü Ûú´ÖÔ“ÖÖ·µÖÖ»ÖÖ ×¾Ö®ÖÓŸÖß ¯ÖÏÛúÖ¸ü ‘Request Type’ ´Ö¬µÖê ²Ö¤ü»Öß¯ÖÖÃÖæ®Ö ÃÖæ™ü ‘Retention From 

Transfer’ ¾Ö ²Ö¤ü»ÖßÃÖÖšüß ×¾Ö®ÖÓŸÖß ‘Request for Transfer’ †ÃÖê ¤üÖêÖ ×¾ÖÛú»¯Ö •®Ö»Ö²¬Ö †ÖÆêüŸÖ. (¾Ö¸üß»Ö ÃÛÎúß®Ö 
´Ö¬µÖê ÜÖÖ»Öß»Ö ³ÖÖÝÖÖŸÖ ²ÖÖÞÖÖÓ®Öß ¤ü¿ÖÔ×¾ÖÞµÖÖŸÖ †Ö»Öê»Öê †ÖÆê)ü. 



7 
 

 

vii) Ûú´ÖÔ“ÖÖ·µÖÖ®Öê µÖÖ ¤üÖê®Ö ×¾ÖÛú»¯ÖÖÓ¯ÖîÓÛúß ‹Ûú ×¾ÖÛú»¯Ö ×Ö¾Ö›üÞÖê †Ö¾Ö¿µÖÛú †ÖÆêü. 
 

viii) Ûú´ÖÔ“ÖÖ·µÖÖ»ÖÖ ‹ÛúÖ¾Öêôûß ¤üÖêÖ ×¾ÖÛú»¯Ö ×Ö¾Ö›üŸÖÖ µÖêÞÖÖ¸ü ÖÖÆüß ¾Ö ŸµÖÖ»ÖÖ/×ŸÖ»ÖÖ ×¾Ö®ÖÓŸÖß ¯ÖÏÛúÖ¸ü ‘Request Type’ ´Ö¬µÖê 
±úŒŸÖ ‹Ûú“Ö ×¾ÖÛú»¯Ö ×Ö¾Ö›üŸÖÖ µÖê‡Ô»Ö. £ÖÖê›üŒµÖÖŸÖ, ‹ÜÖÖ¤üÖ Ûú´ÖÔ“ÖÖ¸üß ŸµÖÖÓ“µÖÖ ÛúÖ´ÖÖ“µÖÖ ×šüÛúÖÞÖß ¸üÖÆüÞµÖÖÃÖÖšüß 
²Ö¤ü»Öß¯ÖÖÃÖæ®Ö ÃÖæ™ü ‘Retention From Transfer’  “ÖÖ ×¾ÖÛú»®Ö ×Ö¾Ö›æü ¿ÖÛúŸÖÖê ØÛú¾ÖÖ ¤ãüÃÖ·µÖÖ ×šüÛúÖÞÖß ²Ö¤ü»Öß 
ÆüÖêÞµÖÖÃÖÖšüß  ²Ö¤ü»ÖßÃÖÖšüß ×¾Ö®ÖÓŸÖß ‘Request for Transfer’ “ÖÖ ×¾ÖÛú»®Ö ×Ö¾Ö›æü ¿ÖÛúŸÖÖê.  

 

ix) Ûú´ÖÔ“ÖÖ·µÖÖÃÖ ÃÛÎúßÖ ¾Ö¸ü •®Ö»Ö²¬Ö †ÃÖ»Öê»ÖÖ ²Ö¤ü»Öß“ÖÖ ŸÖ¯Ö¿Öß»Ö ¯ÖÆüÖ¾Öê ‘To View Transfer History’ µÖÖ 
®ÖµÖÖÔµÖÖ¾Ö¸ü ×Œ»ÖÛú Ûú¹ýÖ ŸµÖÖ“µÖÖ /×ŸÖ“µÖÖ ÃÖê¾ÖÖÛúÖôûÖŸÖß»Ö ²Ö¤ü»Öß ²ÖÖ²ÖŸÖ“ÖÖ ÃÖÓ¯ÖæÞÖÔ ŸÖ®Ö¿Öß»Ö ¤êüÜÖß»Ö ²Ö‘ÖŸÖÖ µÖê‡Ô»Ö.     

 

 
 

x) Ø¾ÖÖŸÖßÃÖÖšüß ×¾ÖÛú»®Ö ×Ö¾Ö›æüÖ Ûú´ÖÔ“ÖÖ·µÖÖÖê ÃÛÎúßÖ¾Ö¸ ÜÖÖ»Ößü ÃÛÎúÖê»Ö Ûêú»µÖÖ®ÖÓŸÖ¸ü ®Öãœüß»Ö ´ÖÖ×ÆüŸÖß ×¤üÃÖê»Ö. 
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xi) ¯Ö›üŸÖÖôûÞÖß †×¬ÖÛúÖ¸üß ‘Verification Officer’ †Ö×ÞÖ ×¿Ö±úÖ¸üÃÖ †×¬ÖÛúÖ¸üß ‘Forwarding Authority’ µÖÖÓ“ÖÖ 

ŸÖ®Ö¿Öß»Ö ÃÖã¬¤üÖ Ûêú¾Öôû Ûú´ÖÔ“ÖÖ·µÖÖ“µÖÖ ´ÖÖ×ÆüŸÖßÃÖÖšüß ÃÛÎúßÖ¾Ö¸ü ²Ö‘ÖŸÖÖ µÖê‡Ô»Ö. 
 

xii) Ûú´ÖÔ“ÖÖ·µÖÖÖê †„ÖÖÔŸÖß»Ö ŸÖ®Ö¿Öß»Ö ®ÖÏ´ÖÖ×ÞÖŸÖ (Validate) Ûú¸üÞÖê †Ö¾Ö¿µÖÛú †ÖÆêü. 
 

xiii) ÃÖ¤ü¸ü ´ÖÖ×ÆüŸÖß ²Ö¸üÖê²Ö¸ü †ÃÖ»µÖÖÃÖ Ûú´ÖÔ“ÖÖ·µÖÖÖê ®ÖḮ ÖÖ×ÞÖŸÖ Ûú¸üÞµÖÖÃÖÖšüß ŸµÖÖÛú×¸üŸÖÖ •®Ö»Ö²¬Ö †ÃÖ»Öê»µÖÖ ¯ÖµÖÖÔµÖÖ¾Ö ü̧ 
(Button) ×Œ»ÖÛú Ûú¸üÖ¾Öê. (´Öß µÖÖ «üÖ¸êü ®ÖÏ´ÖÖ×ÞÖŸÖ Ûú¸üŸÖÖê  Ûúß ¾Ö¸üß»Ö ´ÖÖ×ÆüŸÖß.....ŸÖß ²Ö¤ü»Öß“µÖÖ ÆêüŸÖæÖê †ÖÆêü.) 

 

xiv) „Ö¸ü †„ÖÖÔŸÖß»Ö ´ÖÖ×ÆüŸÖß ²Ö¸üÖê²Ö¸ü /µÖÖêÝµÖ ÖÃÖê»Ö ŸÖ¸ü Ûú´ÖÔ“ÖÖ·µÖÖÖê ÃÖã¬ÖÖ¸üÞÖÖ †Ö¾Ö¿µÖÛú ‘Correction required’ ¯ÖµÖÖÔµÖ 
/ ²Ö™üÞÖ ×Ö¾Ö›üÖ¾Öê. 

 

xv) ÃÖã¬ÖÖ¸üÞÖÖ †Ö¾Ö¿µÖÛú ‘Correction required’ ¾Ö¸ ×Œ»ÖÛú Ûêú»µÖÖÖÓŸÖ¸ü ÃÛÎúßÖ¾Ö¸üü Ã¾ÖŸÖÓ¡Ö “ÖÖîÛú™ ‘Dialogue Box’ 
•®Ö»Ö²¬Ö ÆüÖê‡Ô»Ö.  

 

xvi) Ûú´ÖÔ“ÖÖ·µÖÖÖê †Ö¾Ö¿µÖÛú †ÃÖÞÖÖ·µÖÖ ÃÖã¬ÖÖ¸üÞÖÖ µÖÖ “ÖÖîÛú™üßŸÖ ‘Dialogue Box’ ´Ö¬µÖê ®ÖÖë¤ü¾ÖÖ¾µÖÖŸÖ. ÃÖã¬ÖÖ¸üÞÖÖ 
ÖÖë¤ü¾ÖÞµÖÖ“Öß Ûú´ÖÖ»Ö ´ÖµÖÖÔ¤üÖ 500 †õÖ¸üÖÓ“Öß †ÃÖê»Ö. 

 

xvii) †„ÖÔ ÃÖÖ¤ü¸ü Ûú¸üÞµÖÖÃÖÖšüß Ûú´ÖÔ“ÖÖ·µÖÖÖê •ÖŸÖ®Ö ‘Save’ ²Ö™üÞÖÖ¾Ö¸ ×Œ»ÖÛú Ûú¸üÞÖê †Ö¾Ö¿µÖÛú †ÖÆêü.  
 

xviii) †„ÖÔ •ÖŸÖ®Ö ‘Save’ Ûêú»µÖÖ¾Ö¸ü ÜÖÖ»Öß»Ö ÃÛÎúß®Ö ×¤üÃÖê»Ö.  
 

 
 
 

xix) ´ÖÖ×ÆüŸÖß „ÖŸÖÖ ‘Save’ Ûêú»µÖÖÖÓŸÖ¸ü †„ÖÔ ÃÖÖ¤ü¸ü Ûú¸üÞµÖÖÃÖÖšüß †„ÖÔ¤üÖ¸üÖ»ÖÖ †ÖÞÖÜÖß 3 ™òü²Ö (†„ÖÖÔ“Öê ®Öãœüß»Ö 3 ³ÖÖÝÖ) 
•®Ö»Ö²¬Ö ÆüÖêŸÖß»Ö. ´ÆüÞÖ„Öê“Ö ×¾Ö®ÖÓŸÖß ²Ö¤ü»Öß“ÖÖ ŸÖ¯Ö¿Öß»Ö ‘Transfer Request Details’ , ¤üÃŸÖ‹ê¾Ö•Ö ÃÖÖ¤ü¸ü Ûú¸üÞÖê 
‘Upload Documents’ ¾Ö †•ÖÔ ÃÖÖ¤ü¸ü Ûú¸üÞÖê ‘Submit Application’  
  

xx) •ÖŸÖ®Ö ‘Save’ ²Ö™üÞÖÖ¾Ö¸ ×Œ»ÖÛú Ûêú»µÖÖÖÓŸÖ¸ü Ûú´ÖÔ“ÖÖ·µÖÖÖê ¾Ö¸üß»Ö ÃÛÎúßÖ ´Ö¬µÖê ¤ü¿ÖÔ×¾Ö»µÖÖ®ÖÏ´ÖÖÞÖê †•ÖÔ ÛÎú´ÖÖÓÛú 
‘Application ID’  †Ö×ÞÖ †•ÖÖÔ“Öß ŸÖÖ¸üßÜÖ ‘Application Date’ µÖÖÓ“Öß ´ÖÖ×ÆüŸÖß ×®Ö´ÖÖÔÞÖ 'Generate’ —ÖÖ»µÖÖ“Öß 
ÜÖÖ¡Öß Ûú¸üÖ¾Öß. ŸÖÃÖê“Ö †„ÖÖÔ“Öß ×Ã£ÖŸÖß ü •ÖŸÖ®Ö ‘Save’ †¿Öß †ÃÖÖ¾Öß. ŸµÖÖÃÖÖšüß ¾Ö¸üß»Ö ÃÛÎúßÖ ®ÖÖÆüÖ¾Öß. 
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ÜÖ)  ×¾Ö®ÖÓŸÖß ²Ö¤ü»Öß“ÖÖ ŸÖ¯Ö¿Öß»Ö (Transfer Request Details) : 
 †) ²Ö¤ü»Öß¯ÖÖÃÖæ®Ö ÃÖæ™ (Retention From transferü): 
 

i) „Ö¸ü ‹ÜÖÖ¤üµÖÖ Ûú´ÖÔ“ÖÖ·µÖÖÖê ²Ö¤ü»Öß¯ÖÖÃÖæ®Ö ÃÖã™ü ‘Retention of Transfer’ ÆüÖ ×¾ÖÛú»¯Ö ×Ö¾Ö›ü»ÖÖ †ÃÖê»Ö ŸÖ¸ü ¾Ö¸üß»Ö 
´Öã§üÖ ÛÎú. [Ûú (x)] “µÖÖ ÃÛÎúßÖ ®ÖÏ´ÖÖÞÖê ŸµÖÖ ÃÖÓ²ÖÓ¬Öß ²Ö™üÞÖ †¬ÖÖê¸êüÜÖßŸÖ ÆüÖê‡Ô»Ö. 

ii) ®Öãœêü „ÖÖÞµÖÖÃÖÖšüß ×¾Ö®ÖÓŸÖß ²Ö¤ü»Öß“ÖÖ ŸÖ¯Ö¿Öß»Ö ‘Transfer Request Details’ ×Ö¾Ö›Ö¾Öê ¾Ö ŸµÖÖÖÓŸÖ¸ü Ûú´ÖÔ“ÖÖ·µÖÖ»ÖÖ ÜÖÖ»Öß 
¤ü¿ÖÔ×¾Ö»µÖÖ ¯ÖÏ´ÖÖÞÖê ÃÛÎúß®Ö ×¤üÃÖê»Ö. 

 
 

iii)  Ûú´ÖÔ“ÖÖ·µÖÖÖê ²Ö¤ü»Öß¯ÖÖÃÖæ®Ö ÃÖæ™ü ×´ÖôûÞµÖÖ“Öê ÛúÖ¸üÞÖ ‘Reason for Retention’ ²ÖÖ²ÖŸÖ“Öß ´ÖÖ×ÆüŸÖß ³Ö¸üÞÖê †Ö¾Ö¿µÖÛú 
†ÖÆêü. 
iv) ×¾Ö®ÖÓŸÖß“Öê ÛúÖ¸üÞÖ ‘Ground for Request’ ×Ö¾Ö›ü Ûêú»µÖÖÖÓŸÖ¸ü Drop Down Box ¾Ö¸ü ×Œ»ÖÛú Ûú¹ýÖ ÝÖ™ü-1 ØÛú¾ÖÖ 

ÝÖ™ü-2 ®ÖîÛúß µÖÖêÝµÖ ÁÖêÞÖß“Öß ×Ö¾Ö› Ûú¸üÖ¾Öß.  
v) ŸµÖÖÓÖŸÖ¸ü ®ÖÏÞÖÖ»Öß Ûú´ÖÔ“ÖÖ·µÖÖ»ÖÖ ÃÖÓ²ÖÓ×¬ÖŸÖ •¯ÖÁÖêÞÖß ‘Sub Category’ ×Ö¾Ö›üÞµÖÖÃÖÖšüß ÃÖæ×“ÖŸÖ Ûú¸êü»Ö. 
vi) •¯ÖÁÖêÞÖß ‘Sub Category’ ÃÖ´ÖÖê¸ü ¤ü¿ÖÔ×¾ÖÞµÖÖŸÖ †Ö»Öê»µÖÖ ¯ÖµÖÖÔµÖÖÓ¯ÖîÛúß µÖÖêÝµÖ ®ÖµÖÖÔµÖ ×Ö¾Ö›üÖ¾ÖÖ.  
vii) •¤üÖ. ‹ÜÖÖ¤üµÖÖ Ûú´ÖÔ“ÖÖ·µÖÖÖê ¯ÖÏÛúÖ¸ü-1 ‘Category-1’ Æüß ÁÖêÞÖß ²Ö¤ü»Öß ¯ÖÖÃÖæ®Ö ÃÖæ™ü ×´ÖôûÞµÖÖÃÖÖšüß ×Ö¾Ö›ü Ûêú»Öß †ÃÖê»Ö 

ŸÖ¸ü ÜÖÖ»Öß ¤ü¿ÖÔ×¾Ö»Öê»µÖÖ ÃÛÎúß®Ö ´Ö¬µÖê ¤üÖÜÖ×¾Ö»µÖÖ¯ÖÏ´ÖÖÞÖê •¯ÖÁÖêÞÖß  ‘Sub Category’ “Öß µÖÖ¤üß ×¤üÃÖê»Ö. 

 



10 
 

 

viii) „Ö¸ü Ûú´ÖÔ“ÖÖ·µÖÖÖê  ÝÖÓ³Öß¸ü †Ö„ÖÖ¸ü ‘Serious Disease’ ´ÆüÞÖæ®Ö ¯ÖµÖÖÔµÖ  •¯ÖÁÖêÞÖß ‘Sub Category’ ´Ö¬µÖê ×Ö¾Ö›ü»ÖÖ 
†ÃÖê»Ö ŸÖ¸ü ÛÓú®ÖÖß“µÖÖ ²Ö¤ü»Öß ¬ÖÖê¸üÞÖÖÖãÃÖÖ¸ü ÃÖã×“ÖŸÖ Ûêú»µÖÖ®ÖÏ´ÖÖÞÖê ÝÖÓ³Öß¸ü †Ö„ÖÖ¸üÖÓ“Öß µÖÖ¤üß ¸üÖêÝÖÖÓ“ÖÖ ®ÖÏÛúÖ¸ü ‘Type of 

Disease’ “µÖÖ Drop Down Box ¾Ö¸ü ×Œ»ÖÛú Ûêú»µÖÖÖÓŸÖ¸ü ²Ö‘ÖŸÖÖ µÖê‡Ô»Ö. 
 

 
 

ix)  Ûú´ÖÔ“ÖÖ·µÖÖÖê •×“ÖŸÖ/µÖÖêÝµÖ †ÃÖ»Öê»ÖÖ †Ö„ÖÖ¸ü ×Ö¾Ö›üÞÖê †Ö¾Ö¿µÖÛú †ÃÖê»Ö ¾Ö ŸµÖÖÃÖÓ²ÖÓ¬Öß ´ÖÖ×ÆüŸÖß „Ö¿Öß ¹ýÝÞÖ (Ã¾ÖŸÖ: 
†£Ö¾ÖÖ †¾Ö»ÖÓ×²ÖŸÖ), ¸üÖêÝÖ ×Ö¤üÖÖÖ“Öß ŸÖÖ¸üßÜÖ †Ö×ÞÖ ¹ýÝÞÖÖÓ“Öê ÖÖ¾Ö Æêü ¾ÖîªÛúßµÖ ®ÖÏ´ÖÖÞÖ®Ö¡ÖÖŸÖß»Ö ´ÖÖ×ÆüŸÖß/›üÖòŒ™ü̧ ü“Öê ®Ö¡Ö 
µÖÖÃÖÖê²ÖŸÖ ŸÖÓŸÖÖêŸÖÓŸÖ „Öãôû»Öê ®ÖÖ×Æü„Öê µÖÖÓ“Öß ÖÖë¤ü ‘ÖêÞÖê †Ö¾Ö¿µÖÛú †ÖÆêü. 

x) ³Ö¸ü»Öê»Öß ÃÖ¾ÖÔ ´ÖÖ×ÆüŸÖß“Öß ÜÖÖ¡Öß Ûêú»µÖÖÖÓŸÖ¸ü“Ö Ûú´ÖÔ“ÖÖ·µÖÖÖê †„ÖÔ  •ÖŸÖ®Ö  ‘Save’ Ûú¸üÞÖê †×Ö¾ÖÖÔµÖ †ÖÆêü. 
xi) „Ö¸ü Ûú´ÖÔ“ÖÖ·µÖÖÖê ²Ö¤ü»Öß ®ÖÖÃÖæÖ ÃÖæ™ü ×´ÖôûÞµÖÖÃÖÖšüß“µÖÖ ÃÖ²Öôû ÛúÖ¸üÞÖÖ´Ö¬µÖê  ¯ÖÏÛúÖ¸ü-2  ‘Category-2’ ×Ö¾Ö›ü»ÖÖ †ÃÖê»Ö 

ŸÖ¸ü ÜÖÖ»Öß»Ö ÃÛÎúßÖ®ÖÏ´ÖÖÞÖê ŸµÖÖ“Öê ®ÖµÖÖÔµÖ ¤ü¿ÖÔ×¾ÖÞµÖÖŸÖ µÖê‡Ô»Ö. 
 

 
 

xii) ®ÖÏÞÖÖ»Öß´Ö¬Öß»Ö ÃÖ¾ÖÔ ´ÖÖ×ÆüŸÖß ×²ÖÖ“ÖæÛú ³ÖºþÖ ÃÖ¤ü¸ü †„ÖÔ •ÖŸÖ®Ö ‘Save’ Ûú¸üÖ¾Öê. 
xiii) †„ÖÔ „ÖŸÖÖ Ûêú»µÖÖÖÓŸÖ¸ü µÖÖ ®Ö×¸ü×¿ÖÂ™üÖ“Öê ´Öã§üÖ ÛÎú. (ÝÖ) ¾Ö (‘Ö) †ÓŸÖÝÖÔŸÖ ×¤ü»Öê»µÖÖ ÃÖã“ÖÖÖÓÖãÃÖÖ¸ü ÃÖÓ²ÖÓ×¬ÖŸÖ ÛúÖÝÖ¤ǖ Ö¡Öê ÃÖÖ¤ü¸ü 

‘Upload’ Ûú¸üÞÖê †Ö¾Ö¿µÖÛú †ÖÆêü.  
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 ²Ö) ²Ö¤ü»ÖßÃÖÖšüß †•ÖÔ (Request for Transfer): 
 

„Ö¸ü ‹ÜÖÖ¤üµÖÖ Ûú´ÖÔ“ÖÖ·µÖÖ»ÖÖ ×¾ÖÖÓŸÖß ²Ö¤ü»ÖßÃÖÖšüß ®ÖµÖÖÔµÖ ÖÖê¤ü¾ÖÖµÖ“ÖÖ †ÃÖê»Ö ŸÖ¸ü ŸÖÖê/ŸÖß Ûú´ÖÔ“ÖÖ·µÖÖ“ÖÖ ŸÖ¯Ö¿Öß»Ö      
‘Employee Details’ µÖÖ ¯ÖµÖÖÔµÖÖ ÜÖÖ»Öß ²Ö¤ü»ÖßÃÖÖšüß ×¾Ö®ÖÓŸÖß ‘Request For Transfer’ µÖÖ ²Ö™üÞÖÖ¾Ö¸ü ×Œ»ÖÛú Ûú¹ýÖ 
×¾ÖÛú»®Ö ÖÖë¤ü¾Öæ ¿ÖÛúŸÖÖê. 

 

 
 

1. ¸üÖ•µÖÃŸÖ¸üßµÖ ÃÖê¾ÖÖ•µÖêÂšüŸÖÖ †×¬ÖÛúÖ·µÖÖÓÃÖÖšüß : 
 

  ×¾Ö®ÖÓŸÖß ²Ö¤ü»Öß ŸÖ¯Ö¿Öß»Ö   ‘Transfer Request Details’ ¾Ö¸ü ×Œ»ÖÛú Ûú¸üÖ. 
 ¸üÖ„µÖÃŸÖ¸üßµÖ ÃÖê¾ÖÖ„µÖêÂšüŸÖÖ †×¬ÖÛúÖ·µÖÖÓÃÖÖšüß (†) ®Ö×¸ü´ÖÓ›üôûÖ²ÖÖÆêü¸ü (²Ö) ®Ö×¸ü´ÖÓ›üôûÖ ÓŸÖÝÖÔŸÖ µÖÖ ×¾ÖÛú»¯ÖÖÓ´Ö¬µÖê ®ÖÏŸµÖêÛúß ŸÖßÖ ®ÖµÖÖÔµÖ 

•®Ö»Ö²¬Ö Ûú¹ýÖ ×¤ü»Öê †ÖÆêüŸÖ.   

 
 
 ŸµÖÖÖÓŸÖ¸ü ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“Öê ×šüÛúÖÞÖ ×Ö¾Ö›üÖ¾Öê.  
 Ûú´ÖÔ“ÖÖ·µÖÖÖê ×¾Ö®ÖÓŸÖß ²Ö¤ü»Öß ×šüÛúÖÞÖ-1 ‘Place of Request Transfer-1’ ØÛú¾ÖÖ ×¾Ö®ÖÓŸÖß ²Ö¤ü»Öß ×šüÛúÖÞÖ-2 ‘Place of 

Request Transfer-2’ ÃÖÖšüß ×Ûú´ÖÖÖ ‹Ûú ®ÖµÖÖÔµÖ ×Ö¾Ö›üÖ¾ÖÖ »ÖÖÝÖê»Ö.  
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 „Ö¸ü Ûú´ÖÔ“ÖÖ·µÖÖÖê ×¾Ö®ÖÓŸÖß ²Ö¤ü»Öß ×šüÛúÖÞÖ-1 ‘Place of Request Transfer-1’ ÃÖÖšüß ¯Ö×¸ü´ÖÓ›üôûÖ ²ÖÖÆêü¸  ‘Out Of Zone’ 

×Ö¾Ö›ü»Öê ŸÖ¸ü Drop Down Box ¾Ö¸ü ×Œ»ÖÛú Ûúü¹ýÖ ÃÖ¾ÖÔ ®Ö×¸ü´ÖÓ›üôûÖ“Öß µÖÖ¤üß ×´Öôû¾ÖŸÖÖ µÖê‡Ô»Ö. 
 

 
 

  ¯Ö×¸ü´ÖÓ›üôûÖ ²ÖÖÆêü¸ ‘Out Of Zone’ ®ÖµÖÖÔµÖ ×Ö¾Ö›ü»µÖÖÖÓŸÖ¸ü Ûú´ÖÔ“ÖÖ·µÖÖÖê ‡×“”ûŸÖ †ÃÖ»Öê»µÖÖ ×Ûú´ÖÖ®Ö ‹Ûú ®Ö×¸ü´ÖÓ›üôûÖ“Ö ê 
×¾ÖÛú»¯Ö ×®Ö¾Ö›üÞÖê †Ö¾Ö¿µÖÛú †ÖÆêü. ŸÖ£ÖÖ×¯Ö, Drop down ÃÖæ“Öß ´Ö¬ÖæÖ ‡ŸÖ¸ü ®Ö×¸ü´ÖÓ›üôû ×Ö¾Ö›æüÖ †×¬ÖÛúÖ¸üß ‹ÛæúÞÖ Ûú´ÖÖ»Ö ŸÖßÖ 
¯ÖµÖÖÔµÖ ÃÖÖ¤ü¸ü Ûú¹ý ¿ÖÛúŸÖÖŸÖ. 

 †×¬ÖÛúÖ·µÖÖÖê ×¾Ö®ÖÓŸÖß ²Ö¤ü»Öß ×šüÛúÖÞÖ-1 ‘Place of Request Transfer-1’ “µÖÖ ×šüÛúÖÞÖÖÃÖÖšüß ®Ö×¸ü´ÖÓ›üôûÖ²ÖÖÆêü¸ü“ÖÖ ×¾ÖÛú»®Ö 
×¤ü»ÖÖ †ÃÖê»Ö ŸÖ¸ü ŸÖÖê †×¬ÖÛúÖ¸üß ×¾Ö®ÖÓŸÖß ²Ö¤ü»Öß ×šüÛúÖÞÖ-2 ‘Place of Request Transfer-2’ “µÖÖ ×šüÛúÖÞÖÖÃÖÖšüß ¯Öã®ÆüÖ 
¯Ö×¸ü´ÖÓ›üôûÖ²ÖÖÆêü¸ü“ÖÖ ×¾ÖÛú»¯Ö ×®Ö¾Ö›æü ¿ÖÛúŸÖ ÖÖÆüß. „Ö¸ü ŸµÖÖ»ÖÖ/×ŸÖ»ÖÖ ®Ö×¸ü´ÖÓ›üôûÖÓŸÖÝÖÔŸÖ ×¾ÖÖÓŸÖß ²Ö¤ü»Öß ‘ÖêÞµÖÖ“Öß ‡“”ûÖ †ÃÖê»Ö ŸÖ¸ü 
ŸÖÖê ¯Ö×¸ü´ÖÓ›üôûÖÓŸÖÝÖÔŸÖ ‘Within Zone’ ÆüÖ ¯ÖµÖÖÔµÖ ×¾ÖÖÓŸÖß ²Ö¤ü»Öß-2 ´Ö¬µÖê ×Ö¾Ö›æü ¿ÖÛúŸÖÖê. µÖÖ“Öß ×ÃÛÎú®Ö ÜÖÖ»Öß»Ö®ÖḮ ÖÖÞÖê †ÃÖê»Ö. 

 

 
 

 ²Ö¤ü»ÖßÃÖÖšüß Ûú´ÖÔ“ÖÖ·µÖÖÖê ‡“”ãÛú †ÃÖ»Öê»µÖÖ ´ÖÓ›üôû/×¾Ö³ÖÖÝÖßµÖ ÛúÖµÖÖÔ»ÖµÖÖ“Öê ÖÖ¾Ö ×Ö¾Ö›üÞÖê †Ö¾Ö¿µÖÛú †ÖÆêü. Ûú´ÖÔ“ÖÖ¸üß „ÖÖÃŸÖßŸÖ 
„ÖÖÃŸÖ 03 ®ÖµÖÖÔµÖ ×Ö¾Ö›æü ¿ÖÛúŸÖÖê. 
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  ×¾Ö®ÖÓŸÖß“Öê ÛúÖ¸üÞÖ ‘Ground for Transfer’ †ÓŸÖÝÖÔŸÖ ÝÖ™ü-1 ŸÖê ÝÖ™ü-4, ŸµÖÖŸÖß»Ö •®ÖÁÖêÞÖß ¾Ö ‡ŸÖ¸ü ÃÖÓ²ÖÓ×¬ÖŸÖ ´ÖÖ×ÆüŸÖß 

®Ö×¸ü“”êû¤ü ÛÎú. [ÜÖ (†)(vii ŸÖê xi)] ®ÖÏ´ÖÖÞÖê ×²ÖÖ“ÖæÛú ³Ö¸üÞÖê †Ö¾Ö¿µÖÛú †ÖÆêü. 
 •¤üÖ. ‹ÜÖÖ¤üµÖÖ †×¬ÖÛúÖ·µÖÖ»ÖÖ ®Ö×¸ü´ÖÓ›üôûÖ²ÖÖÆêü¸ü ÝÖ™ü-1 ´Ö¬ÖæÖ ŸµÖÖ“Öß •®ÖÁÖêÞÖß  ÝÖÓ³Öß¸ü †Ö•ÖÖ¸ü ‘Serious disease’ †ÓŸÖÝÖÔŸÖ 

²Ö¤ü»Öß ‘µÖÖµÖ“Öß †ÃÖê»Ö ŸÖ¸ü ÜÖÖ»Öß»Ö ¤ü¿ÖÔ×¾Ö»µÖÖ®ÖÏ´ÖÖÞÖê ÃÛÎúßÖ ×¤üÃÖê»Ö. 
 

 

 
 

 Drop Down Box ´Ö¬Öæ®Ö †Ö•ÖÖ¸üÖ“Öê ¯ÖÏÛúÖ¸ü ‘Type Of disease’ ×Ö¾Ö›ü¾Ö»µÖÖ ÖÓŸÖ¸ü ²Ö¤ü»Öß ¬ÖÖ ê¸üÞÖÖ´Ö¬µÖê ®Ö´Öæ¤ü Ûêú»Öê»µÖÖ 
ÝÖÓ³Öß¸ü †Ö„ÖÖ¸üÖÓ“Öß“Ö µÖÖ¤üß ×¤üÃÖê»Ö. 

 

 
 

 †Ö•ÖÖ¸üÖ“Öê ¯ÖÏÛúÖ¸ ‘Type Of disease’ ×Ö¾Ö›ü»µÖÖÖÓŸÖ¸ü †×¬ÖÛúÖ·µÖÖÖê †„ÖÖÔ´Ö¬µÖê ‡ŸÖ¸ü ´ÖÖ×ÆüŸÖß •¤üÖ.¹ýüÝÞÖ (Ã¾ÖŸÖ: ØÛú¾ÖÖ 
†¾Ö»ÖÓ×²ÖŸÖ) ×Ö¤üÖÖÖ“Öß ŸÖÖ¸üßÜÖ ‡.³Ö¸üÞÖê †Ö¾Ö¿µÖÛú †ÖÆêü. 
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 †×¬ÖÛúÖ·µÖÖ®Öê †¾Ö»ÖÓ×²ÖŸÖ ‘Dependent’ ×Ö¾Ö›ü»µÖÖÃÖ ¹ýÝÞÖ ‘Patient’ µÖÖ ´ÖÖ×ÆüŸÖß ÜÖÖ»Öß ×ÖµÖ´ÖÖÖãÃÖÖ¸ü †Ó¾Ö»ÖÓ×²ÖŸÖÖ“Öß µÖÖ¤üß 
ÃÛÎúßÖ¾Ö¸ü ×¤üÃÖê»Ö. ŸµÖÖ¾Ö¸ü ×Œ»ÖÛú Ûú¹ýÖ •×“ÖŸÖ/µÖÖêÝµÖ †¾ÖÓ»Ö×²ÖŸÖ ×Ö¾Ö›üÖ¾ÖÖ. 

 

 
 

 †¿ÖÖ ®ÖÏÛúÖ¸êü ³Ö¸ü»Öê»Öß ÃÖÓ¯ÖæÞÖÔ ´ÖÖ×ÆüŸÖß †×¬ÖÛúÖ·µÖÖÓÖê ÃÖŸµÖÖ×®ÖŸÖ (Verify) Ûú¸üÞÖê †Ö¾Ö¿µÖÛú †ÖÆêü ¾Ö ŸÖß ÃÖ´ÖÖ¬ÖÖÖÛúÖ¸üÛú 
†ÃÖ»µÖÖÃÖ  •ÖŸÖ®Ö ‘Save’ ²Ö™üÞÖÖ¾Ö¸ü ×Œ»ÖÛú Ûú¸üÖ¾Öê. 
 

2) ´ÖÓ›üôûÃŸÖ¸üßµÖ ÃÖê¾ÖÖ•µÖêÂšüŸÖÖ Ûú´ÖÔ“ÖÖ·µÖÖÓÃÖÖšüß : 
 

  ×¾Ö®ÖÓŸÖß²Ö¤ü»Öß ŸÖ¯Ö¿Öß»Ö ‘Transfer Request Details’ ¾Ö¸ü ×Œ»ÖÛú Ûú¸üÖ. 
 ´ÖÓ›üôûÃŸÖ¸üßµÖ ÃÖê¾ÖÖ„µÖêÂšüŸÖÖ Ûú´ÖÔ“ÖÖ·µÖÖÓÃÖÖšüß ÜÖÖ»Öß»Ö ×¤ü»Öê»µÖÖ ®ÖµÖÖÔµÖÖÃÖÖšüß ®ÖÏŸµÖêÛúß ŸÖßÖ (03) ×¾ÖÛú»®Ö •®Ö»Ö²¬Ö †ÖÆêüŸÖ.   

 ®Ö×¸ü´ÖÓ›üôûÖ²ÖÖÆêü¸ü  
 ®Ö×¸ü´ÖÓ›üôûÖŸÖÓÝÖÔŸÖ (´ÖÓ›üôûÖ²ÖÖÆêü¸ü) 
 ́ ÖÓ›üôûÖŸÖÓÝÖÔŸÖ 

 

 
 

 Ûú´ÖÔ“ÖÖ·µÖÖÖê  ×¾Ö®ÖÓŸÖß ²Ö¤ü»Öß“Öê ×šüÛúÖÞÖ -1 ‘Place of Request Transfer-1’ ØÛú¾ÖÖ ×¾Ö®ÖÓŸÖß ²Ö¤ü»Öß“Öê ×šüÛúÖÞÖ -2  
‘Place of Request Transfer-2’ µÖÖ ¤üÖê‘ÖÖÓ®ÖîÛúß ×Ûú´ÖÖÖ ‹ÛúÖ ×šüÛúÖÞÖß ÛúÖêÞÖŸÖÖÆüß ‹Ûú ®ÖµÖÖÔµÖ ×Ö¾Ö›üÖ¾ÖÖ.  
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 „Ö¸ü Ûú´ÖÔ“ÖÖ·µÖÖ®Öê ×¾ÖÖÓŸÖß ²Ö¤ü»ÖßÃÖÖšüß ¯Ö×¸ü´ÖÓ›üôûÖ²ÖÖÆêü¸ü ‘Out Of Zone’ ×¾ÖÛú»®Ö ×Ö¾Ö›ü»ÖÖ ŸÖ¸ü Drop Down Box ¾Ö¸ü 

×Œ»ÖÛú Ûúü¹ýÖ ÃÖ¾ÖÔ ®Ö×¸ü´ÖÓ›üôûÖ“Öß µÖÖ¤üß ×´Öôû¾ÖŸÖÖ µÖê‡Ô»Ö. ‡×“”ûŸÖ †ÃÖ»Öê»µÖÖ ®Ö×¸ü´ÖÓ›üôûÖ“Öê ÖÖ¾Ö ×Ö¾Ö›üÖ¾Öê. 
 

 
 

 Ûú´ÖÔ“ÖÖ·µÖÖÖê ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“Öê ×šüÛúÖÞÖ -1 ‘Place of Request Transfer-1’ “µÖÖ ×šüÛúÖÞÖÖÃÖÖšüß ¯Ö×¸ü´ÖÓ›üôûÖ²ÖÖÆêü ü̧“ÖÖ ×¾ÖÛú»¯Ö 
×¤ü»ÖÖ †ÃÖê»Ö ŸÖ¸ü ŸÖÖê †×¬ÖÛúÖ¸üß ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“Öê ×šüÛúÖÞÖ -2 ‘Place of Request Transfer-2’ “µÖÖ ×šüÛúÖÞÖß ®ÖãÆüÖ 
®Ö×¸ü´ÖÓ›üôûÖ²ÖÖÆêü¸ü“ÖÖ ×¾ÖÛú»®Ö ×Ö¾Ö›æü ¿ÖÛúŸÖ ÖÖÆüß. „Ö¸ü ŸµÖÖÓ»ÖÖ/×ŸÖ»ÖÖ ®Ö×¸ü´ÖÓ›üôûÖÓŸÖÝÖÔŸÖ ×¾ÖÖÓŸÖß ²Ö¤ü»Öß ‘Ö êÞµÖÖ“Öß ‡“”ûÖ †ÃÖê»Ö ŸÖ¸ü 
ŸÖÖê/ŸÖß ¯Ö×¸ü´ÖÓ›üôûÖÓŸÖÝÖÔŸÖ (´ÖÓ›üôûÖ²ÖÖÆêü¸ü) ‘Within Zone (Out of Circle)’ ØÛú¾ÖÖ ´ÖÓ›üôûÖÓŸÖÝÖÔŸÖ ‘Within Circle’ ÆüÖ 
×¾ÖÛú»¯Ö ×¾ÖÖÓŸÖß ²Ö¤ü»Öß ×šüÛúÖÞÖ-2 ´Ö¬µÖê ×Ö¾Ö›æü ¿ÖÛúŸÖÖê.  

 

 „Ö¸ü Ûú´ÖÔ“ÖÖ·µÖÖÖê ×¾ÖÖÓŸÖß ²Ö¤ü»ÖßÃÖÖšüß ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“Öê ×šüÛúÖÞÖ -1 ‘Place of Request Transfer-1’ ´Ö¬µÖê  ¯Ö×¸ǘ ÖÓ›üôûÖ²ÖÖÆêü¸ü 
‘Out Of Zone’ ¾Ö ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“Öê ×šüÛúÖÞÖ -2 ‘Place of Request Transfer-2’ ´Ö¬µÖê   ¯Ö×¸ü´ÖÓ›üôûÖÓŸÖÝÖÔŸÖ (´ÖÓ›üôûÖ²ÖÖÆêü̧ ü) 
‘Within Zone (Out of Circle)’ ×¾ÖÛú»¯Ö ×Ö¾Ö›ü»Öê ŸÖ¸ü ÜÖÖ»Öß»Ö ÃÛÎúßÖü ×¤üÃÖê»Ö. 

 
 

 ²Ö¤ü»ÖßÃÖÖšüß ‡×“”ûŸÖ †ÃÖ»Öê»µÖÖ ´ÖÓ›üôûÖ“Öê ÖÖ¾Ö ×Ö¾Ö›üÖ¾Öê. Ûú´ÖÔ“ÖÖ¸üß „ÖÖÃŸÖßŸÖ „ÖÖÃŸÖ ŸÖßÖ (03) ®ÖµÖÖÔµÖ ×Ö¾Ö›æü ¿ÖÛúŸÖÖê. 
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 „Ö¸ü Ûú´ÖÔ“ÖÖ·µÖÖÖê ×¾ÖÖÓŸÖß ²Ö¤ü»ÖßÃÖÖšüß ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“Öê ×šüÛúÖÞÖ -1 ‘Place of Request Transfer-1’ ´Ö¬µÖê  ¯Ö×¸ü´ÖÓ›üôûÖ²ÖÖÆêü¸ü 
‘Out Of Zone’ ¾Ö ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“Öê ×šüÛúÖÞÖ -2 ‘Place of Request Transfer-2’ ´Ö¬µÖê ´ÖÓ›üôûÖÓŸÖÝÖÔŸÖ ‘Within Circle’ 
“ÖÖ ×¾ÖÛú»¯Ö ×Ö¾Ö›ü»ÖÖ †ÃÖê»Ö ŸÖ¸ü ÜÖÖ»Öß»Ö ÃÛÎúß®Öü ×¤üÃÖê»Ö. 
 

 
 

 „Ö¸ü Ûú´ÖÔ“ÖÖ·µÖÖÖê ×¾ÖÖÓŸÖß ²Ö¤ü»ÖßÃÖÖšüß ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“Öê ×šüÛúÖÞÖ-1 ‘Place of Request Transfer-1’ ´Ö¬µÖê  ¯Ö×¸ǘ ÖÓ›üôûÖÓŸÖÝÖÔŸÖ 
(´ÖÓ›üôûÖ²ÖÖÆêü¸ü) ‘Within Zone (Out of Circle)’ ¾Ö  ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“Öê ×šüÛúÖÞÖ-2   ‘Place of Request Transfer-2’ 
´Ö¬µÖê ´ÖÓ›üôûÖŸÖÓÝÖÔŸÖ ‘Within Circle’ “ÖÖ ×¾ÖÛú»¯Ö ×Ö¾Ö›ü»ÖÖ †ÃÖê»Ö ŸÖ¸ü ÜÖÖ»Öß»Ö ÃÛÎúß®Öü ×¤üÃÖê»Ö. 

 

 
 

 Ûú´ÖÔ“ÖÖ·µÖÖÖê ²Ö¤ü»ÖßÃÖÖšüß ‡×“”ûŸÖ †ÃÖ»Öê»µÖÖ ÛúÖµÖÖÔ»ÖµÖÖ“Öê ×Ûú´ÖÖÖ ‹Ûú ®ÖµÖÖÔµÖ ×Ö¾Ö›üÞÖê †Ö¾Ö¿µÖÛú †ÖÆêü.  
  ²Ö¤ü»Öß“Öê ÛúÖ¸üÞÖ ‘Ground for Transfer’ †ÓŸÖÝÖÔŸÖ ÝÖ™ü-1 ŸÖê ÝÖ™ü-4, ŸµÖÖŸÖß»Ö •¯ÖÁÖêÞÖß ¾Ö ‡ŸÖ¸ü ÃÖÓ²ÖÓ×¬ÖŸÖ ´ÖÖ×ÆüŸÖß 

®Ö×¸ü“”êû¤ü ÛÎú. [ÜÖ (†)(vii ŸÖê xi)] ®ÖÏ´ÖÖÞÖê ×²ÖÖ“ÖæÛú ³Ö¸üÞÖê †Ö¾Ö¿µÖÛú ¸üÖÆüß»Ö. 
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 ³Ö¸ü»Öê»Öß ´ÖÖ×ÆüŸÖß Ûú´ÖÔ“ÖÖ·µÖÖÖê ÃÖŸµÖÖ×®ÖŸÖ Ûêú»Öß ®ÖÖ×Æü„Öê ¾Ö ŸÖß ÃÖ´ÖÖ¬ÖÖÖÛúÖ¸üÛú †ÃÖ»µÖÖÃÖ •ÖŸÖ®Ö ‘Save’ ²Ö™üÞÖÖ¾Ö¸ü ×Œ»ÖÛú 
Ûú¸üÖ¾Öê. 

 †„ÖÔ „ÖŸÖÖ Ûêú»µÖÖÖÓŸÖ¸ü ®Ö×¸ü“”êû¤ü ÛÎú.ü (ÝÖ) ¾Ö (‘Ö) †ÓŸÖÝÖÔŸÖ ×¤ü»Öê»µÖÖ ÃÖã“ÖÖÖÓÖãÃÖÖ¸ü ÃÖÓ²ÖÓ×¬ÖŸÖ ÛúÖÝÖ¤ü®Ö¡Öê ÃÖÖ¤ü¸ü ‘Upload’ Ûú¸üÞÖê 
†Ö¾Ö¿µÖÛú †ÖÆêü.   
 

3. ×¾Ö³ÖÖÝÖÃŸÖ¸üßµÖ ÃÖê¾ÖÖ•µÖêÂšüŸÖÖ Ûú´ÖÔ“ÖÖ·µÖÖÓÃÖÖšüß : 
 

  ×¾Ö®ÖÓŸÖß ²Ö¤ü»Öß ŸÖ¯Ö¿Öß»Ö  ‘Transfer Request Details’ ¾Ö¸ü ×Œ»ÖÛú Ûú¸üÖ. 
  ×¾Ö³ÖÖÝÖÃŸÖ¸üßµÖ ÃÖê¾ÖÖ„µÖêÂšüŸÖÖ Ûú´ÖÔ“ÖÖ·µÖÖÓÃÖÖšüß ÜÖÖ»Öß»Ö ×¤ü»Öê»Öê ®ÖµÖÖÔµÖ •®Ö»Ö²¬Ö Ûú¹ýÖ ×¤ü»Öê †ÖÆêüŸÖ.  

 ®Ö×¸ü´ÖÓ›üôûÖ²ÖÖÆêü¸ü  
 ®Ö×¸ü´ÖÓ›üôûÖŸÖÓÝÖÔŸÖ (´ÖÓ›üôûÖ²ÖÖÆêü¸ü) 
 ´ÖÓ›üôûÖŸÖÓÝÖÔŸÖ (×¾Ö³ÖÖÝÖÖ²ÖÖÆêü¸ü) 
 ×¾Ö³ÖÖÝÖÖŸÖÓÝÖÔŸÖ 

 

 
 

 Ûú´ÖÔ“ÖÖ·µÖÖÖê ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“Öê ×šüÛúÖÞÖ -1 ‘Place of Request Transfer-1’ ØÛú¾ÖÖ ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“Öê ×šüÛúÖÞÖ -2 ‘Place of 

Request Transfer-2’ µÖÖ ¤üÖê‘ÖÖÓ®ÖîÛúß ×Ûú´ÖÖÖ ‹ÛúÖ ×šüÛúÖÞÖß ÛúÖêÞÖŸÖÖÆüß ‹Ûú ®ÖµÖÖÔµÖ ×Ö¾Ö›üÖ¾ÖÖ.   
 „Ö¸ü Ûú´ÖÔ“ÖÖ·µÖÖÖê ×¾ÖÖÓŸÖß ²Ö¤ü»ÖßÃÖÖšüß ¯Ö×¸ü´ÖÓ›üôûÖ²ÖÖÆêü¸ü ‘Out Of Zone’ ×¾ÖÛú»®Ö ×Ö¾Ö›ü»ÖÖ ŸÖ¸ü Drop Down Box ¾Ö¸ü 

×Œ»ÖÛú Ûúü¹ýÖ ÃÖ¾ÖÔ ®Ö×¸ü´ÖÓ›üôûÖ“Öß µÖÖ¤üß ×´Öôû¾ÖŸÖÖ µÖê‡Ô»Ö. ‡×“”ûŸÖ †ÃÖ»Öê»µÖÖ ®Ö×¸ü´ÖÓ›üôûÖ“Öê ÖÖ¾Ö ×Ö¾Ö›üÖ¾Öê. 
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 Ûú´ÖÔ“ÖÖ·µÖÖÖê ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“Öê ×šüÛúÖÞÖ -1 ‘Place of Request Transfer-1’ “µÖÖ ×šüÛúÖÞÖÖÃÖÖšüß ®Ö×¸ü´ÖÓ›üôûÖ²ÖÖÆêü¸ü“ÖÖ ×¾ÖÛú»®Ö 
×¤ü»ÖÖ †ÃÖê»Ö ŸÖ¸ü ŸÖÖê Ûú´ÖÔ“ÖÖ¸üß ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“Öê ×šüÛúÖÞÖ -2 ‘Place of Request Transfer-2’ “µÖÖ ×šüÛúÖÞÖß ®ÖãÆüÖ 
¯Ö×¸ü´ÖÓ›üôûÖ²ÖÖÆêü¸ü“ÖÖ ×¾ÖÛú»®Ö ×Ö¾Ö›æü ¿ÖÛúŸÖ ÖÖÆüß. „Ö¸ü ŸµÖÖÓ»ÖÖ/×ŸÖ»ÖÖ ®Ö×¸ü´ÖÓ›üôûÖÓŸÖÝÖÔŸÖ ×¾ÖÖÓŸÖß ²Ö¤ü»Öß ‘ÖêÞµÖÖ“Öß ‡“”ûÖ †ÃÖê»Ö ŸÖ¸ü 
ŸÖÖê ¯Ö×¸ǘ ÖÓ›üôûÖÓŸÖÝÖÔŸÖ (´ÖÓ›üôûÖ²ÖÖÆêü¸ü) ‘Within Zone  (Out of Circle)’ ØÛú¾ÖÖ ´ÖÓ›üôûÖÓŸÖÝÖÔŸÖ ×¾Ö³ÖÖÝÖÖ²ÖÖÆêü¸ ‘Within 

Circle (Out of Division)’ ØÛú¾ÖÖ ×¾Ö³ÖÖÝÖÖÓŸÖÝÖÔŸÖü ‘Within Division’  µÖÖ¯ÖîÛúß ×¾ÖÛú»¯Ö ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“Öê ×šüÛúÖÞÖ -2 
´Ö¬µÖê ×Ö¾Ö›æü ¿ÖÛúŸÖÖê. 

 „Ö¸ü Ûú´ÖÔ“ÖÖ·µÖÖÖê ×¾ÖÖÓŸÖß ²Ö¤ü»ÖßÃÖÖšüß ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“Öê ×šüÛúÖÞÖ -1 ‘Place of Request Transfer-1’ ´Ö¬µÖê ¯Ö×¸ü´ÖÓ›üôûÖ²ÖÖÆêü¸ü 
‘Out Of Zone’ ¾Ö ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“Öê ×šüÛúÖÞÖ -2 ‘Place of Request Transfer-2’ ´Ö¬µÖê ¯Ö×¸ü´ÖÓ›üôûÖÓŸÖÝÖÔŸÖ (´ÖÓ›üôûÖ²ÖÖÆêü¸ü) 
‘Within Zone (Out of Circle)’ ×¾ÖÛú»¯Ö ×Ö¾Ö›ü»Öê ŸÖ¸ü ÜÖÖ»Öß»Ö ÃÛÎúß®Öü ×¤üÃÖê»Ö. 

 

 
 

 ²Ö¤ü»ÖßÃÖÖšüß Ûú´ÖÔ“ÖÖ·µÖÖÖê ‡“”ãÛú †ÃÖ»Öê»µÖÖ ´ÖÓ›üôûÛúÖµÖÖÔ»ÖµÖÖ“Öê ÖÖ¾Ö ×Ö¾Ö›üÞÖê †Ö¾Ö¿µÖÛú †ÖÆêü. Ûú´ÖÔ“ÖÖ¸üß „ÖÖÃŸÖßŸÖ „ÖÖÃŸÖ 
ŸÖßÖ (03) ®ÖµÖÖÔµÖ ×Ö¾Ö›æü ¿ÖÛúŸÖÖê. 

 „Ö¸ü Ûú´ÖÔ“ÖÖ·µÖÖÖê ×¾ÖÖÓŸÖß ²Ö¤ü»ÖßÃÖÖšüß ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“Öê ×šüÛúÖÞÖ -1 ‘Place of Request Transfer-1’ ´Ö¬µÖê ¯Ö×¸ǘ ÖÓ›üôûÖ²ÖÖÆêü¸ 
‘Out Of Zone’ ¾Ö ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“Öê ×šüÛúÖÞÖ -2 ‘Place of Request Transfer-2’ ´Ö¬µÖê ǘ ÖÓ›üôûÖÓŸÖÝÖÔŸÖ (×¾Ö³ÖÖÝÖÖ²ÖÖÆêü¸ü) 
‘Within Circle (Out of Division)’ ×¾ÖÛú»¯Ö ×Ö¾Ö›ü»Öê ŸÖ¸ü ÜÖÖ»Öß»Ö ÃÛÎúß®Öü ×¤üÃÖê»Ö. 
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 „Ö¸ü Ûú´ÖÔ“ÖÖ·µÖÖÖê ×¾ÖÖÓŸÖß ²Ö¤ü»ÖßÃÖÖšüß ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“Öê ×šüÛúÖÞÖ -1 ‘Place of Request Transfer-1’ ´Ö¬µÖê  ¯Ö×¸ü´ÖÓ›üôûÖ²ÖÖÆêü̧ ü 

‘Out Of Zone’ ¾Ö ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“Öê ×šüÛúÖÞÖ -2 ‘Place of Request Transfer-2’ ´Ö¬µÖê  ×¾Ö³ÖÖÝÖÖÓŸÖÝÖÔŸÖü ‘Within 

Division’ ×¾ÖÛú»¯Ö ×Ö¾Ö›ü»Öê ŸÖ¸ü ÜÖÖ»Öß»Ö ÃÛÎúß®Öü ×¤üÃÖê»Ö. 
 

 
 
 „Ö¸ü Ûú´ÖÔ“ÖÖ·µÖÖÖê ×¾ÖÖÓŸÖß ²Ö¤ü»ÖßÃÖÖšüß ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“Öê ×šüÛúÖÞÖ -1 ‘Place of Request Transfer-1’ ´Ö¬µÖê ¯Ö×¸üü´ÖÓ›üôûÖÓŸÖÝÖÔŸÖ 

(´ÖÓ›üôûÖ²ÖÖÆêü¸ü) ‘Within Zone (Out Of Circle)’ ¾Ö  ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“Öê ×šüÛúÖÞÖ -2   ‘Place of Request Transfer-2’ 
´Ö¬µÖê ´ÖÓ›üôûÖÓŸÖÝÖÔŸÖ (×¾Ö³ÖÖÝÖÖ²ÖÖÆêü¸ü) ‘Within Circle (Out of Division)’ ×¾ÖÛú»¯Ö ×Ö¾Ö›ü»Öê ŸÖ¸ü ÜÖÖ»Öß»Ö ÃÛÎúß®Öü ×¤üÃÖê»Ö. 
 
 
 

 

 
  µÖê£Öê Ûú´ÖÔ“ÖÖ¸üß ²Ö¤ü»ÖßÃÖÖšüß ‡“”ãûÛú †ÃÖ»Öê»Öê „ÖÖÃŸÖßŸÖ „ÖÖÃŸÖ (03) ŸÖßÖ ×¾Ö³ÖÖÝÖÖ“Öê ®ÖµÖÖÔµÖ ×Ö¾Ö›æü ¿ÖÛúŸÖÖê. 
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 „Ö¸ü Ûú´ÖÔ“ÖÖ·µÖÖÖê ×¾ÖÖÓŸÖß ²Ö¤ü»ÖßÃÖÖšüß ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“Öê ×šüÛúÖÞÖ -1 ‘Place of Request Transfer-1’ ´Ö¬µÖê    

¯Ö×¸üü´ÖÓ›üôûÖÓŸÖÝÖÔŸÖ (´ÖÓ›üôûÖ²ÖÖÆêü¸ü) ‘Within Zone (Out Of Circle)’ ¾Ö ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“Öê ×šüÛúÖÞÖ -2 ‘Place of Request 

Transfer-2’ ´Ö¬µÖê ×¾Ö³ÖÖÝÖÖÓŸÖÝÖÔŸÖ ‘Within Division’ ×¾ÖÛú»¯Ö ×Ö¾Ö›ü»Öê ŸÖ¸ü ÜÖÖ»Öß»Ö ÃÛÎúß®Öü ×¤üÃÖê»Ö.  

 
 

 „Ö¸ü Ûú´ÖÔ“ÖÖ·µÖÖÖê ×¾ÖÖÓŸÖß ²Ö¤ü»ÖßÃÖÖšüß ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“Öê ×šüÛúÖÞÖ -1 ‘Place of Request Transfer-1’ ´Ö¬µÖê üü´ÖÓ›üôûÖÓŸÖÝÖÔŸÖ 
(×¾Ö³ÖÖÝÖÖ²ÖÖÆêü¸ü ) ‘Within Circle (Out Of Division)’ ¾Ö ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“Öê ×šüÛúÖÞÖ-2 ‘Place of Request Transfer-2’ 
´Ö¬µÖê ×¾Ö³ÖÖÝÖÖÓŸÖÝÖÔŸÖ ‘Within Division’ ×¾ÖÛú»¯Ö ×Ö¾Ö›ü»Öê ŸÖ¸ü ÜÖÖ»Öß»Ö ÃÛÎúß®Öü ×¤üÃÖê»Ö. 

 
 

  
 

 ²Ö¤ü»Öß“Öê ÛúÖ¸üÞÖ ‘Ground for Transfer’ †ÓŸÖÝÖÔŸÖ ÝÖ™ü-1 ŸÖê ÝÖ™ü-4, ŸµÖÖŸÖß»Ö •¯ÖÁÖêÞÖß ¾Ö ‡ŸÖ¸ü ÃÖÓ²ÖÓ×¬ÖŸÖ ´ÖÖ×ÆüŸÖß 
®Ö×¸ü“”êû¤ü ÛÎú. [ÜÖ (†)(vii ŸÖê xi)] ®ÖÏ´ÖÖÞÖê ×²ÖÖ“ÖæÛú ³Ö¸üÞÖê †Ö¾Ö¿µÖÛú ¸üÖÆüß»Ö. 

 ³Ö¸ü»Öê»Öß ´ÖÖ×ÆüŸÖß Ûú´ÖÔ“ÖÖ·µÖÖÖê ÃÖŸµÖÖ×®ÖŸÖ Ûêú»Öß ®ÖÖ×Æü„Öê ¾Ö ŸÖß ÃÖ´ÖÖ¬ÖÖÖÛúÖ¸üÛú †ÃÖ»µÖÖÃÖ •ÖŸÖ®Ö ‘Save’ ²Ö™üÞÖÖ¾Ö¸ü ×Œ»ÖÛú 
Ûú¸üÖ¾Öê. 

 †„ÖÔ „ÖŸÖÖ Ûêú»µÖÖÖÓŸÖ¸ü ®Ö×¸ü“”êû¤ü ÛÎú.ü (ÝÖ) ¾Ö (‘Ö) †ÓŸÖÝÖÔŸÖ ×¤ü»Öê»µÖÖ ÃÖã“ÖÖÖÓÖãÃÖÖ¸ü ÃÖÓ²ÖÓ×¬ÖŸÖ ÛúÖÝÖ¤ü®Ö¡Öê ÃÖÖ¤ü¸ ‘Upload’ Ûú¸üÞÖê 
†Ö¾Ö¿µÖÛú †ÖÆêü.  
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ÝÖú) ¤üÃŸÖ‹ê¾Ö•Ö ÃÖÖ¤ü¸ü Ûú¸üÞÖê (Upload Documents): 
 

i) ÃÖÓ²ÖÓ×¬ÖŸÖ ÛúÖÝÖ¤ü®Ö¡Öê/¤üÃŸÖ‹ê¾Ö„ÖÖÓ“ÖÖ †ÖÛúÖ¸ü „ÖÖÃŸÖßŸÖ „ÖÖÃŸÖ 50kb †ÃÖÖ¾ÖÖ µÖÖÓ“Öß ÖÖë¤ü ‘µÖÖ¾Öß. 
 
ii) ¾Ö¸üß»Ö ¯ÖÏ´ÖÖÞÖê ²Ö¤ü»Öß¯ÖÖÃÖæ®Ö ÃÖã™ü ‘Retention of Transfer’ ÃÖÖšüß ×¾ÖÖÓŸÖß ²Ö¤ü»Öß ŸÖ¯Ö¿Öß»Ö ‘Transfer Request 

Details’ „ÖŸÖÖ Ûêú»µÖÖÖÓŸÖ¸ü Ûú´ÖÔ“ÖÖ·µÖÖÖê ÜÖÖ»Öß»Ö ×¤ü»Öê»µÖÖ ÃÛÎúßÖ®ÖÏ´ÖÖÞÖê ¤üÃŸÖ‹ê¾Ö•Ö ÃÖÖ¤ü¸ü Ûú¸üÞÖê (Upload 

Documents) ¾Ö¸ü ×Œ»ÖÛú Ûú¹ýÖ ÃÖÓ²ÖÓ×¬ÖŸÖ ÛúÖÝÖ¤ü®Ö¡Öê †®Ö»ÖÖê›ü Ûú¸üÞÖê †Ö¾Ö¿µÖÛú †ÖÆêü. 
 

.  
 
 
 

iii)  ×¾ÖÖÓŸÖß ²Ö¤ü»Öß ŸÖ¯Ö¿Öß»Ö ‘Transfer Request Details’ †ÓŸÖÝÖÔŸÖ Ûú´ÖÔ“ÖÖ·µÖÖÖê ×Ö¾Ö›ü»Öê»µÖÖ ®ÖµÖÖÔµÖÖÖãÃÖÖ¸ü †®Ö»ÖÖê›ü 
Ûú¸üÞµÖÖ“Öß ÛúÖÝÖ¤ü®Ö¡ÖÖÓ“Öß ÃÖæ“Öß †Ö®ÖÖê†Ö®Ö •®Ö»Ö²¬Ö ÆüÖê‡Ô»Ö. 

 
iv) ÛúÖÝÖ¤ü¯Ö¡Öê †®Ö»ÖÖê›ü Ûú¸üÞµÖÖÃÖÖšüß Drop Down Box ´Ö¬µÖê ¤üÃŸÖ‹ê¾Ö„ÖÖ“Öê ÖÖ¾Ö ×Ö¾Ö›æüÖ ±úÖ‡Ô»Ö ×®Ö¾Ö›üÖ  ‘Choose File’ 

²Ö™üÞÖÖ¾Ö¸ü ×Œ»ÖÛú Ûú¹ýÖ ‘Upload’ ²Ö™üÞÖÖ¾Ö¸ü ×Œ»ÖÛú Ûú¸üÖµÖ“Öê †ÖÆêü. ŸµÖÖÖÓŸÖ¸ü †®Ö»ÖÖê›ü Ûêú»Öê»µÖÖ ¤üÃŸÖ‹ê¾Ö„ÖÖÓ“Öß µÖÖ¤üß 
¾Ö¸üß»Ö ®ÖÏ´ÖÖÞÖê ×¤üÃÖæÖ µÖê‡Ô»Ö. 

 
v) „Ö¸ü Ûú´ÖÔ“ÖÖ·µÖÖ»ÖÖ ‹ÜÖÖ¤üß “ÖæÛúß“Öß ±úÖ‡Ô»Ö †®Ö»ÖÖê›ü Ûêú»µÖÖ“Öê †ÖœüôæûÖ †Ö»Öê ŸÖ¸ü †¿ÖÖ ®Ö×¸ü×Ã£ÖŸÖßŸÖ ŸÖÖê 'X' µÖÖ 

×“ÖÆüÖ¾Ö¸ü ×Œ»ÖÛú Ûú¹ýÖ “ÖãÛúß“Öß ±úÖ‡Ô»Ö ÛúÖœæü ¿ÖÛúŸÖÖê ¾Ö Ö¾ÖßÖ ±úÖ‡Ô»Ö ®Ö¸üŸÖ ŸµÖÖ ®Ö¨üŸÖßÖê †®Ö»ÖÖê›ü Ûúºþ ¿ÖÛúŸÖÖê. 
 
vi) †„ÖÔ ÃÖÖê²ÖŸÖ µÖÖêÝµÖ ¤üÃŸÖ‹ê¾Ö„Ö †®Ö»ÖÖê›ü Ûêú»µÖÖ“Öß ÜÖÖ¡Öß Ûú´ÖÔ“ÖÖ·µÖÖÓÖê Ûêú»Öß ®ÖÖ×Æü„Öê. 
 
vii) †„ÖÖÔÃÖÖê²ÖŸÖ †®Ö»ÖÖê›ü Ûêú»Öê»ÖÖ †¾Öîª ¤üÃŸÖ‹ê¾Ö„Ö/†×³Ö»ÖêÜÖ ×Ã¾ÖÛúéŸÖ Ûêú»Öê „ÖÖÞÖÖ¸ü ÖÖÆüßŸÖ. 
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 ‘Öü) †•ÖÔ ÃÖÖ¤ü¸ü Ûú¸üÞÖê (Submit Application) : 
 
i)  ÃÖÓ²ÖÓ×¬ÖŸÖ †Ö¾Ö¿µÖÛú/ÃÖ´Ö£ÖÔÛú ÛúÖÝÖ¤ü®Ö¡Öê †®Ö»ÖÖê› ü Ûêú»µÖÖÖÓŸÖ¸ü Ûú´ÖÔ“ÖÖ·µÖÖÖê ²Ö¤ü»ÖßÃÖÖšüß ×¾Ö“ÖÖ¸üÖŸÖ ‘ÖêÞÖêÛú×¸üŸÖÖ ×¾ÖÖÓŸÖß 

²Ö¤ü»Öß †„ÖÔ ®ÖÏÞÖÖ»ÖßŸÖæÖ ®Öãœüê ÃÖÖ¤ü¸ü Ûú¸üÞÖê †Ö¾Ö¿µÖÛú †ÖÆêü. ŸµÖÖÃÖÖšüß ŸµÖÖÓÖê/×ŸÖÖê „ÖŸÖÖ 'Submitt Application' µÖÖ 
²Ö™üÞÖÖ¾Ö¸ü ×Œ»ÖÛú Ûú¸üÞÖê †×Ö¾ÖÖµÖÔ †ÖÆêü. 

  

 
 
 
 
 

ii) ×¾ÖÖÓŸÖß ²Ö¤ü»Öß“ÖÖ †„ÖÔ OPT ¾Ö¸ü †Ö¬ÖÖ¸üßŸÖ †ÃÖ»µÖÖÖê ÃÖÖ¤ü¸ü ‘Submit’ ²Ö™üÖÖ¾Ö¸ü ×Œ»ÖÛú Ûú¸üÞµÖÖ¯Öã¾Öá †“ÖæÛú OTP 

™üÖÛúÖ¾ÖÖ.   
 
iii) ¯Öã¾ÖÖÔ¾Ö»ÖÖêÛú®Ö ‘Preview’ µÖÖ ²Ö™üÞÖÖ¾Ö¸ü ×Œ»ÖÛú Ûú¹ýÖ †„ÖÔ ®Öãœêü ÃÖÖ¤ü¸ü ‘Submit’ Ûú¸üÞµÖÖ®Öæ¾Öá Ûú´ÖÔ“ÖÖ·µÖÖÃÖ ÃÖ¤ü¸ü 

†„ÖÖÔ“Öê ®ÖãÖ×¾ÖÔ»ÖÖêÛúÖ Ûú¸üÞÖê †Ö¾Ö¿µÖÛú †ÖÆêü. 
 
iv)  †„ÖÖÔ´Ö¬Öß»Ö ´ÖÖ×ÆüŸÖß“ÖÖ ŸÖ®Ö¿Öß»Ö †“ÖæÛú/µÖÖêÝµÖ †ÃÖ»µÖÖÃÖ Ûú´ÖÔ“ÖÖ¸üß OTP ×´Öôû¾ÖÖ ‘Get OTP’ µÖÖ ²Ö™üÞÖ¾Ö¸ü ×Œ»ÖÛú 

Ûú¹ý®Ö OTP ÛÎú´ÖÖÓÛú ®ÖÏÖ®ŸÖ Ûú¹ý ¿ÖÛúŸÖÖê. 
 
v)  ŸÖ¤ËüÖÓŸÖ¸ü Ûú´ÖÔ“ÖÖ·µÖÖ“ÖÖ ÖÖë¤üÞÖßÛéúŸÖ ´ÖÖê²ÖÖ‡Ô»Ö ÛÎú´ÖÖÓÛúÖ¾Ö¸ ‹Ûú OTP ®ÖÏÖ®ŸÖ ÆüÖê‡Ô»Ö. (ŸµÖÖÖÓŸÖ¸ü ×ŸÖ“Ö ®ÖÏ×ÛÎúµÖÖ „Öß Employee 

Portal ¾Ö¸ Login Ûú¸üŸÖÖÓÖÖ †¾Ö»ÖÓ²Ö»Öß „ÖÖŸÖê. ü) 
  
vi) ÖÖë¤üÞÖßÛéúŸÖ ´ÖÖê²ÖÖ‡Ô»Ö ÛÎú´ÖÖÓÛúÖ¾Ö¸ü ®ÖÏÖ®ŸÖ —ÖÖ»Öê»ÖÖ †“ÖæÛú OTP ÛÎú´ÖÖÓÛú ‘Enter OTP Here’ “µÖÖ ÃÖ´ÖÖê¸üß»Ö “ÖÖîÛú™üßŸÖ 

³Ö¹ý®Ö ÃÖÖ¤ü¸ü ‘Submit’ µÖÖ ²Ö™üÞÖÖ¾Ö¸ü ×Œ»ÖÛú Ûú¸üÖµÖ“Öê †ÖÆêü. 
 
vii) †„ÖÔ ÃÖÖ¤ü¸ü Ûêú»µÖÖÖÓŸÖ¸ü ÃÖ¤ü¸ü †„ÖÖÔ“Öß ×Ã£ÖŸÖß ‘Application’    ‘Transfer Request’ †ÓŸÖÝÖÔŸÖ ÜÖÖ»Öß 

¤ü¿ÖÔ×¾Ö»µÖÖ®ÖḮ ÖÖÞÖê ²Ö‘ÖŸÖÖ µÖê‡Ô»Ö. 
  
viii)  †„ÖÖÔ“Öß ÃÖª×Ã£ÖŸÖß „ÖŸÖÖ / ×¿Ö±úÖ¸üÃÖ / ´ÖÖµÖ ØÛú¾ÖÖ †´ÖÖµÖ †¿µÖÖ ®ÖÏÛúÖ¸ü“ÖÖ ¿Öê¸üÖ ×¤üÃÖæÖ µÖê‡Ô»Ö. 
 
ix) Ûú´ÖÔ“ÖÖ·µÖÖÖê †„ÖÔ ÃÖÖ¤ü¸ü Ûêú»µÖÖÖÓŸÖ¸ü ŸµÖÖŸÖ ²Ö¤ü»Ö/ÃÖã¬ÖÖ¸üÞÖÖ Ûú¸üÞÖê ¿ÖŒµÖ ¸üÖÆüÞÖÖ¸ü ÖÖÆüß ¾Ö ÃÖ¤ü¸ü †„ÖÖÔŸÖ ³Ö¸ü»Öê»Öß ´ÖÖ×ÆüŸÖß 

Æüß ®Öãœüß»Ö ®ÖÏ×ÛÎúµÖêÃÖÖšüß ÝÖéÆüßŸÖ ¬Ö¸üÞµÖÖŸÖ µÖê‡Ô»Ö. 
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8. †•ÖÔ ¸ü§ü Ûú¸üÞÖê (Order Cancella tion of Application) : 
 

i) Ûú´ÖÔ“ÖÖ·µÖÖ»ÖÖ ×¾ÖÖÓŸÖß ²Ö¤ü»Öß †„ÖÔ ÃÖÖ¤ü¸ü Ûú¸üÞµÖÖ“µÖÖ †Ó×ŸÖ´Ö ŸÖÖ¸üÜÖê®Öæ¾Öá ŸµÖÖÖê ÃÖÖ¤ü¸ü Ûêú»Öê»ÖÖ †„ÖÔ ¸ü§ü Ûú¸üÞµÖÖ“Öß ÃÖÖêµÖ 
®ÖÏÞÖÖ»Öß´Ö¬µÖê •®Ö»Ö²¬Ö Ûú¹ýÖ ×¤ü»Öê»Öß †ÖÆêü. 

 

ii) †„ÖÔ ÃÖÖ¤ü¸ü Ûêú»µÖÖÖÓŸÖ¸ü ÃÖ¤ü¸ü †„ÖÖÔ“Öß ×Ã£ÖŸÖß ‘Application’      ‘Transfer Request’ †ÓŸÖÝÖÔŸÖ ÜÖÖ»Öß 
¤ü¿ÖÔ×¾Ö»µÖÖ®ÖḮ ÖÖÞÖê ²Ö‘ÖŸÖÖ µÖê‡Ô»Ö. 

  
iii) Ûú´ÖÔ“ÖÖ·µÖÖÖê ÃÖÖ¤ü¸ü Ûêú»Öê»ÖÖ †„ÖÔ ÃÖÖ¤ü¸ü Ûêú»Öê»Öê †•ÖÔ ‘Submitted Application’ µÖÖ ®ÖµÖÖÔµÖÖ ÜÖÖ»Öß ²Ö‘Öæ 
 ¿ÖÛúŸÖÖê. 
 
iv) „Ö¸ü ‹ÜÖÖ¤üµÖÖ Ûú´ÖÔ“ÖÖ·µÖÖ»ÖÖ ŸµÖÖÓ“Öê ×¾ÖÖÓŸÖß ²Ö¤ü»Öß²ÖÖ²ÖŸÖ“ÖÖ †„ÖÔ ¸ü§ü Ûú¸üÖµÖ“ÖÖ †ÃÖê»Ö, ŸÖ¸ü ŸÖÖê †„ÖÖÔÃÖ´ÖÖê¸ ü•®Ö»Ö²¬Ö 

†ÃÖ»Öê»µÖÖ 'X' µÖÖ ×“ÖÆüÖ¾Ö¸ü ×Œ»ÖÛú Ûú¹ýÖ ¸ü§ü Ûú¹ý ¿ÖÛúŸÖÖê. 
  
v) ŸÖ¤ËüÖÓŸÖ¸ü †„ÖÖÔ“Öß ×Ã£ÖŸÖß ¸ü§ü  ‘Cancelled’ †¿Öß ²Ö¤ü»Ö»Öß „ÖÖ‡Ô»Ö. 
 
vi) †¿ÖÖ ¸ü§ü ‘Cancelled’ †„ÖÔ ÃÖ¾ÖÔÃÖÖ¬ÖÖ¸üÞÖ ²Ö¤ü»Öß ®ÖÏ×ÛÎúµÖêŸÖ ²Ö¤ü»ÖßÃÖÖšüß ÃÖõÖ´Ö †×¬ÖÛúÖ¸üß µÖÖÓ“µÖÖ «üÖ¸êü ×¾Ö“ÖÖ¸üÖŸÖ ‘ÖêŸÖ»Öß 

„ÖÖÞÖÖ¸ü ÖÖÆüß. 
 

 
 

 
9. ÃÖ¾ÖÔ †×¬ÖÛúÖ¸üß ¾Ö Ûú´ÖÔ“ÖÖ·µÖÖÓÖß ×¾ÖÖÓŸÖß ²Ö¤ü»ÖßÃÖÖšüß †„ÖÔ ®ÖÏÞÖÖ»Öß«üÖ¸êü ÃÖÖ¤ü¸ü Ûú¸üŸÖÖÖÖ —ÖÖ»Öê»µÖÖ ²Ö¤ü»ÖÖ“Öß µÖÖêÝµÖ ÛúÖôû„Öß 

‘µÖÖ¾Öß. 
 
10. Ûú´ÖÔ“ÖÖ·µÖÖÖê ÃÖÖ¤ü¸ü Ûêú»Öê»ÖÖ ŸÖ®Ö×¿Ö»Ö †ÖãÃÖÖ¸ü ²Ö¤ü»Öß“ÖÖ †„ÖÔ ×¾Ö“ÖÖ¸üÖŸÖ ‘Öê‣úÖ ŸµÖÖ¾Ö¸ü ÛúÖµÖÔ¾ÖÖÆüß Ûêú»Öß †ÃÖê»Ö ¾Ö 

²Ö¤ü»Öß“Öê †Ö¤êü¿Ö ×ÖÝÖÔ×´ÖŸÖ —ÖÖ»µÖÖÃÖ ŸµÖÖŸÖ ²Ö¤ü»Ö/¸ü§ü Ûú¸üÞµÖÖ“Öß ÛúÖêÞÖŸÖßÆüß ×¾ÖÖÓŸÖß ×Ã¾ÖÛúÖ¸ü»Öß „ÖÖÞÖÖ¸ü ÖÖÆüß ¾Ö 
Ûú´ÖÔ“ÖÖ·µÖÖÃÖ ŸµÖÖÓ“µÖÖ ²Ö¤ü»Öß“µÖÖ ×šüÛúÖÞÖß Æü„Ö¸ü ¾ÆüÖ¾Öê“Ö »ÖÖÝÖê»Ö.   

  
***** 


