
Name:

Branch/BrID/Zone/State

EmployeeID

Gender Male/Female

Status Married/Single

DateofJoining

Designation

DateofPromotionifpromotedfrom
Substafftoclericalcadre

IfHeadCashierorSpecialAssistant:
EffectiveDateofPostinginthe
SelectedBranch

ActualServiceinthepresentbranch

Activeserviceinthepresentbranch:
TotallengthofserviceminusLeaveof
absenceonPL,Sickleaveandleaveon
lossofpayifany

WhethersubjectedtoRotational
Transfer,ifsodetails

From whichbranchtowhichbranch:
Dateofsuchtransfer:

Requestsifanyavailedpreviously-
Details

Details:

Requestwithincentre Branchestowheretransferissought:
1........... 2...............3................

Requestwithinzone Branchestowheretransferissought:
1........... 2...............3................

Requestoutofstate Zones/Branchestowheretransferis
sought:
1........... 2...............3................

Reasonsforseekingtransfer

IncaseofSpouseJoining Detailsaboutspouse:

Whetherwillingtosurrenderfunctional
allowanceincaseoftransferto
differentseniorityzone?

FlowChart

Enclosuretoourletter-SuggestedFirmat



Leg1:.Employeedetailsasabove
Leg2:.BHshouldauthorisetocertifycorrectnessoftheabovedetails
Leg3:.ConcernedZM tobeempoweredtoauthoriseandforwardtoNodalZM for
furtheractioniftherequestisfrom onecentre/zone/statetoanotherwithinthestate
andtakeactiononhisowniftherequestiswithinthesamecentrecoveredbyhis/her
zone.
Leg4:.NodalZonewillactuponifthetransferiswithinthestateorsendtoZoneto
whichtransferissoughtiftherequestisofInterstate.
Leg5:.ConcernedZonalofficetowhichtransferissoughtwillactandadvisebackor
forwardtoHOiftheyareinapositiontoaccommodate.
Leg6:.HOwillactupontheaboveandadviseconcernedzonesoftheirdecision/
clarification

Inalltheaboveallverifyingauthoritieswillkeepinviewtheprinciplesofthepolicysuch
aseligibility&senioritybeforeauthorising.


