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South Ccnéral Railway »

Office of the DRM/P/BG/SC,
No.CP/676/P/7/56. Dated: e
3-. I l — ,'(:’ ;}

To
ALL CONCERNED:

Sub:-Transfer of Staff - Guide-lines to be observed.

—--———.——-o

| In supersession of all the existing orders on the subjcct
the following comprehensive instructiens on Transfer are issucd

~ “Cynich will come into forcg with immediate effect.

- b Transfer of staff is ordered under the following

~

circumstances:

-3) Request |
-31) Mutual Exchange
531) Administrative Grounds
iv) Promotions. ' -

2 a): In the case of staff who -are under orders  of transfer

to a-particular Station/Shed/Depot and request for a change of
Stat1on/5hed/Depot, such- requests will not be. entertawncd unlcss
they effeet transfer to the particular- -Station/Shed/Depot

and then subm1t their rcquest through immed:ate SupeTrVi soT.

2(i)(b): Staff desirous of transfcr Smi{ld submit their ﬂoplw—

cation for transfer-indicating(not more thap three Stetions/ -
heir prcference. All-Stations/Sheds/Depots in

‘as cne unit for registration and-no

Shcds/Depots of
nu,Qrs., area are coh3iie
requests for individual Station/shed/Depqt sn-Hd.Grs., arca will
be entertained. Offices/Sheds/Depots at the following stotions

a T consxdered as Headquarters ATCas |
"} [p1, HFZ, SNAG, SNF, BMT, HSJ, Kup, HYB, SC, LGD; SCMS, BLY, CHZ

and MFT.

CIE;:iDe purpose of perioowc~l transfcrs, Hea dqué;f@ig

@EEE:Eiiibe treated as iif:€EEEB an~d+ga_
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There wilﬁ be no bar for considerin
another statio

g the requests 10T

n within HeauqurD
First

cd

L
transfor from one station to
8rca subject-to fulfilment of other normal con
Preference will be given to the cmployces who h
for transfer within Hcadquarters arca.over out-

who have requested for posting in Hcadquarters AT CCs

.—.

ditionsSe. -
ave rcegistcT
station cmployics

c) WWhen an employec's requcst is reglstcred for threc
Statlons/Sheds/Depots and if the rcquest for eny Stat1on/5h0C/

1CT

Depot is compljed with,-the residuary Registration-for the Ottﬁx
Stations/Sheds/Depots will stand cancelled automatically. I*lefgff

e

should clearly be-understood that the registration will b¢ i
only for the station/Shed/Depot and not for anY:particuLar post.

- - Normally, quUests from the cmployecs Transfcrrec on .
1 adml“’StratIVO grounds should not be regi stered back te the
M
station unless he spends- athﬂst one year at that station and

each case should be exruned on 1ts mer1ts thcreafter, trwns—

" fers erdered in the interest of &4dministration:will have - -
-_—

pr1or1ty over request transfer. for re-transfer; Reg}strﬁtion

kit satadll ©
-of requests should-be made- without - any-delay and*intimation of

the- Regzstrat1on nsde should be sent to-the employce* conc;rncd.
indicating the Serial Number of his position W1th1n 15 dgvs

(Proforma given jin the end,.

e

chwstratwon should be molntalned 9r=de—que’ ellott4nga

B

seperate pages for each grade. tach entry in the Reg1str 5 on
ats:
'Register should be attested by HPO concerned.

For the purpose cf-pertodical transfers the- serys
ice

put in at all Stations/Units in deadquarters area will p
1 e

recknoned for calculating the total Servlce in SC
) - "lrEa...

2(d): Vhen a number of employees are transferreg out ) ? 2L
group, on promotion or othcralse, and they dCSlre . » in gong .ﬁ\\
back-to the same station, chiStrat1on of such Tansfer
-received(after the cmployeces effect the tr, Tequestg

of one month from the date of issuc of tp,

A

\

ensfer)upte |, Periog
.0G

unsfer o
Iders
’ WOuld

"13.
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)
the basis of their original seniority and not drtc of

Jtec‘“xzt ‘ "
.- In cases of ‘receipt after one month, the dete of ~~
t-of application for transfer in-this office will fXRR for~.
emp sis for registration. In exceptional cases wherc the '
£ °Y§9 c?uld not be rclicved-for want of relief, the recucst
"{ﬁ%‘&gglovee submi tted within-one month from the date of
' { " SSue/order will be registered without his effecting the =
SRcgagtlooster provided concerned departmental-officer cortifice wifh
."Valid reasons to that effect, Howcver, it is the-responsibility
Of the employee to request for certification within a month from
ghecn

the date of issue of-order through hi s- supervi sor /INSPECTOL
n thc

Tdes
ip
the |

a_number of applications are recejved in this office @
samé date,they will be registered in the order of. senizrity ¢f

the employees.

2(e): Normzlly, transfer orders once Issued 2s per-Registroticn ‘\
will not be cencelled.- In respect of requests pending for moIc }
than 3 years, when their cases ¢omc up for consideration, tns ﬂ
employeges concerned will be notified of the seme anc their willinq
—ness obtained in writing-for ‘he proposed trensfer before issuc |
of office orders duly giving 10 drvs-time. If nO reply is ;

received within 10 days, transfcrs will;be‘orQered as per the
requests_regisyered, )
- Submi ssion of-request for trensfer coes not mean sutomatic 1
dakeh, registrat{éﬁ,;as Registration is subjected to scrutiny frem ihc i
ﬁ?ff Administrative point of-view and ¢
: i;utﬁority. ;Request ;egistered after-scrutiny does not also confer)

any right for transfer against Leministrative Interest.

approval by the competent

: Z.Ziili In-the case of promotion of staff to the higher greces,
pegi stration made for transfer %o Stations/Sheds/Depots while

iﬁ'izﬁer grade will get<ggiggatically cancelled, Staff who erc
{;;;;ferred on promotion to certain Station/Shed/Depot anc vish i~ 25 -
go have a change of the Station/Shed/Depot with other staff - pregr
who have-been similarly transferrcd may do so and-submit @ joint \ifemtt
e application signed by them within 15 days of thE‘issue of the wxiﬁt.t
orders of transfer if there are no pending requests for thcsC
stations/sheds/depots and it will be considered. .

i, S
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2&31; Requests alreacy reg: fore . w E
With_the Registration of lsbered get cencolled automcticslly
” a subsecuent re :
Staty S . uent reguest for other
stions/ hfds/l?c-pots including Headquarters area.
2(h): licaty i - '
by p o 1/E ions-for Tequest trensfer should be scrutiniscc
h:¥V ersonnel/Executive offijcers to ensure that there $s no oI
g fo the transfer of thc-applicant to-the staticn/ShedJDGpgt ~glicr
:\ or-by him from Pbg point of view of the administration/
vigilance. etc. [Requests for trensfer of staff on out of tuzn o

Pt

s

G B

L

X

;_T'*-'»'_»T o BTG g - a2
|:we conSi.dGIE(} Qn‘ly With th,e.apprOVal Of D.R.M.‘

2(i): Steff whe have-been transferréd to other stationS/Shcds/

surplus at their existing stations/sheds/depots: will be
brought back to their original o1 043 on/ shec/depot om U of
turn basis if-they reguest forT registering their pames IOT

“those stations/sheds/depots. They:will receive priority over
request transfer casess

2(1)s .No concession will normally be giVven for retcntich on -

. prometion OT on trensfer, even if the spouse of an employct '
1 Ao

working at a parti_cular station *f the employee could not 2¢€

retained at that statichy under normeal rule.- 1n the casc of

icld c2 : o5 request fOT
.Qgpen employees working in the ficld categorl equest -

postiné/retent%on on promction will be—consiéered in p;g}g;;ncc
' i€ _vailability of vaconcics.
to the pending requests subject to QVa¥EErE”}_i_

r“—_'_/—-‘-_ ,__,-—-—"‘"-'-—‘ :

/__./_-_h—" e

2[k)- In fﬁe case of periodical transfers the existing ;cddcz
syst;n wiil continucCe in regard to office—beexers of Union/

q?’sangh coming up .fer periodiqgl trensfers, theirl rctention

within the jurssdiet:dn of the Drench will D€ consicered B
subject to-availabilitv of vacancics and no;reqfests pending
on the specific requests of the concerned vai51o?el j
Sccretaries. “1f office—bearers of both thg Organlgatlons
are-coming up ¢or periodical transfers ﬁhe requests of the
_senier-among them will be-considcrcd subject to the cbove

conditions. . . T el

o mmad Ry CamScannet
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f‘ll‘ All request for transfers will be considered snly vinilc . ¢rﬂ
“ty ing qu vacanci¢s on promotion/app01ntncnt/perioc‘CPl
Msfers. -

:ﬁﬁii Compliance of raqucsts for transfcr will bc strictly

. he order of senxerity of rcgisiration. There W11l not be
g Ay differentiation in complying with Tequests on any Teason
et e adhoc promotees/regular promotees, permanent employcecs/

t
Cmporary employeces ctc. In casc it is desired that requcst
such-tr: -nsfecr,

\fgfitrgnsfer of any employee, who is-in turn for-
Sheuld not be consicdered-for any velid rcason- which
SXist at the time of registration of applicaticn, it shouit Hevr shoulc¢ have
the approval of DRM. |
-~ ,,e——

d‘l d not

! Iy f"'/—— .
2 : As rpgards tronsfers to be ordered on Mutual exch:nge »
. . y-
the following guidelines will be followed.
a) No -mutual exchange will bec agrced to in cases wherc on
employee in Headquariters area forms a-mutual exchange with an Ty \\5
employee who is working at an ‘outstation and vice-versa. Q?""u;*
|2
b) Applications for mutual exchange frem staff who ore &fxvéi
<
both in Headquerters arca will not be considered. . ??Y;ﬁg
- o
. _ . i
c) No, requests for mutual exchenge will be-accepted if ” (\&J*

requests of others for these stat:ons are pending. T -
|

stations only and not fo
d) -The mutual- tronsfer 1s-acccpted-for/partaculﬂr posts as S
the ut1lisation will be at Reilway's di scretion/systam, .
-2(44d - No transfers on admlnlstrat1Vt reasons should bc , .Q
o;dered without the prior & rovel of B Such transfers on \ Cﬁvﬂl/

1+¥&”!admintstrat1vc ground
[ not be ordered without the prior approval of DRM in cese of
In regard to Engineering Depariment, \

s within-Hcadcuarters area also should \ s

Group-'C' Staff, '
administrative transfers should not be orcered without the \
] prior apprevel of Sr.DEN/Co-Ord. in case of gangmates ancd

| Branch Officers in case of Keyman and gangmen,

| @ Dmars Al £ Doel AR P T
| AR i AT AR A28 b hesfeck-d v >
Ondes Lot < y . i et
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S As Tegards transferd:
sfer derec as a sequal to pronots)

St
aff, th ‘na 3
» the following instructions ar. to be —

——

Be . A et _ _ '
register ZOEC sttlng of staff on promotion, all requests
e .
>ﬁé°“01e hY idazf should be complied with and .nly resulten ‘
les_should Bbe filled b — —
(b) . y promotees, ‘ ' Z.

cies by promotees, -thosc

While filling up resultant vacan
amec stati_\}n if

wh
© come up for promotj
aotjon should be retained at s

S 4

«itcancies-exist je.e

2ol o y le.@.y after complying with requests ac
enjority of registration, e

coTring

garc shJulﬁ

'(c)
In the course of posting %he resicuary staff,
for

be ,

Sn taken to-ensure that seniors in the group 2I€ consiceIcc
ea . '

arer staotions/sheds/depots to their exi sting stats.on/shcd/

» d - C.
epots from among the stztions/shed/depots where t
o be postcd to -

loyee himself

he vacancics

\ ] o

~1e%15t according to seniority and the junior t

f farthgr stations/sheds/depots, unless the €mp
onts ‘a particular station.

-thc

o particular stations
: 11 vierk

‘the juniors Wi
11 worik in

d) - Among the Sds-and ASMs in

senior-most SM/ASM-will man the station,
as Rest givers/Relieving s/ iShis ond juniormost wi
" cabins and wayside stations. The same ladder system should bc
followed in other Categcriés also.,

»SMs from the school_and on

By and largc probationaly-
ays will be posted.to the

r ¢ivisions/Reilw

(e)

t}ansfer from othe
wayside stations. -.

‘\i
X
e
esult of being

ff are tronsfered as a T

In case wherc st
ot that particular

3.
;Endered surplus due to surrencer of posts
e s - " - _

normally thie junioT +s transferred tc the nearcst

pending. +f a senior at the

acancy despite ;équosts However,

v
cane station §swilling/desirous of taking up the transfer, here
ghould be no, objection for such trensfers on request-providec
k no reques;sfare pending for that station.
i A
sanle
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ards trongfer f I
. e

g the necassary form ror

Wi. erved before Orders of

. th the PNM Section of th

0

| | ~thfnn of the 6ffice bearers

r““wnhg; Fough confidenti ) secti
% in “the matter,

e

\\ 4
N 4.1
Sel:.  Request for transfer t
'an office-bearer of £ to any station of an employec vho is
) Tegistration/tr recqgniSEd union shall be csnsidered for
to sati sfy the‘ansfor under normal rules,. It is for the awployce
T ' union to whjch he b |
. clon itts the
application., 7 _ ongs before submitting ‘u.hu

ice beca .

:ALCrs 3 ! d
Ri <vf the rccogni sec
11 tuCS s Prescribead shoul« he
trdnSer ar I
i : are {ssued in consuliation a 42
.S of ! ->‘

fiCO. AS rcgards retention of - ///'

Nnecassar crs have to bé pyt u
? ary pPapcrs a 2 \
an of cIrso 1 branch or a l

P nne a f CQCiSib“

e

W

4.2: Registration/compliancc of requésts of cultural/sports
ground- appointees for trahsfcf/posting to any station anc fot
Tetention on promotion/transfor/appointpent-of sugh. pcrsons
purelynon—culturalfsports;grounds in preference to rcquests os
per pricrity will be.conbidered if.recommended by sports/culturcl
association presidents and shoulchave the approval of DRM.

Employees having less than-twe years service to retire ’{ )qu

.3z
S
ers.

11 not be transferred uncer pcriorxdiCal transf

Wl

_  4,4: In respect. of cmployees who arc cue to retire within a
period of ene Yycar ‘and coming up fox promotion their rcquest ﬁwNMQ
: will be censidered subject t ///’

for retentson at thc same station
aeaneies in prefercnce to requests pcndings

~ valiability of V¢ _ .

loyce within less then onc ycar service Rad carricd

transfor anc- rcgistered his request for rec-
loyees having marc

get priority over other emp
aiting for -request transicrs.

.fshere an emp
~+-sirt premotional

Y sl

4 transfer he will
jec who may be w
an employee with-less than onc

an¢ desires to continuc

T

N
than-one year SEIV
He will also get prior
year service who-has ju

ity over
st been promoted

at the same station.
4.5: Transfer of posts will. bé cene only for administrative
ate indjviduals at a particular

reasons and not to accommod

stotion,
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/ ::;Ice ::Q;Z::cZi ;Tii:ZQOS-fgr posting to a station of thci¥
Parsonal recommendﬁtionss will bo considered only on the
enclations of the Sr.MS/LGD. -
5'

OrderedT:Z::r::]i;:lines should be noted and posti ngs/trensfcrs
’:Q%WgTer the Y‘t If in a particuler posting, a ¢deviation
T g ¢ guidelines is contcmplated by the concerned Branch

R fficer for any special reasons, then the prpers in that
connection sheuld be put up through the Sr.DPO to the Dii enc ¢

Q a
approval obtained before issue of such posting orders. 1f
ich the

it is cnough

S

in a.mass transfers there-are only a fow items in wh
posting proposcd is a doviation from the guidelines,
1f such items are put up through Sr.DPO to DRM for &ppIC
~the mass .xrders issucd after the approvals.

— e

vcol anc

e Controlling -

5.1: -It will be the responsibility of th
dis rclicved

Supcrvisor to ensure that the cmployee tronsferre
to carryoutl the tr-nsfcr

within a fortmight ef rcceiving Orcersy
In case the cmployce,

and inform this of fice the cate of relief.
who is tronsferrec on promotion cesizes te.refuse promoticn, he
e fact to this-office within 15 doys frem the
" He will be decmed to have refused

ccs not report for duty ot =

"\ should intimate th
\ date of receipt of orders.
prcmotion, {f after xrclicf, he ¢
the new station/shed/depot on cduc date.

rders of transfer on any other rcasony ¢
thin the stipulated time for-any valic readon,-it would be
e Station/Shod/erot Office Inchrrgc 2 -

obtain approval.

I1f an employec under .
annot pbe-relicved

wi,
the responsibility of th -
write to this office anc

Q&;jQE- Agvices of relief/report of cvery transfer/promctiuh/

appeintment shoulc be intimated tc this office. The Branch
act during their jnspection

of ficers should check up this asp
of stations/Depotss The cacre soction will put up a statemaent

once in every month to_the Branch Officer indicating the T
f—"_ J_ - ,
Bgﬁiﬁlgﬂ_gfhtransfer orders penain

g jmplementation.

’

.-.9.
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_authority.
f

2. 1
R n case an ¢ \ .
transfer cdoes not ;:;—oyee whe hes becen rclieved %o cff
30t for cdut < £f-ct nrsg
¥ at-the neow stats
aticn/shee/

den
pot, it woule
be his/her responsibility o infocrm Loen 1

Concerned
be l; : xffgax offices and also-this ~ff
ablc for appropri also-this cffice. Employees &
I rla't : . . ]
duty. P c. ciscinlinary action for mot Jeinind

sV E =

No canc
ell 3~
ancellation or moeificaticn of OW Crv
the next nicncl ‘P/

shall be made without.the prior apzroval of

$,4: ;

: "The request trxznsfer spplicaticn will be receivec In

perscnnel branch office,

6.5: -Once-in 15 days, APO should put up tne bunch ¢f rc.uest

in a file with a .sumiaTy giving the mame cf the &z
in the sr.PC's

<
-

10YCGES),

designation, cate of rcceipt-of soplication
f£sr which he is 2sking fcr

of the station
arly the

Office, the Azme-
transfer indicating cle 30-d2te of *he e=sloyee WRETE
he workec for the last lQ-years_an:
. ape pencing against hin-or he-was-
jve transfers on the fiic which is being pY~
The exXeCuUiive gfficer B2Y ol el
tion of zzplicse son on 25T

$cating vacihco

i_nvolved in =z

z2ny-cases

- -

administra:
the Executive OfficaT.
eppIGVal or other—wise for TEgistTe

1, the axzcusi

individual appl Mormal?s

jcation.
e te the requcst- cr unlcss the

transi

acced .

against 3t 1ike administrat%ve transiely

etCey ‘

6.6 On‘approv-l of the-Execunive (srench 0s£3cer)-cntYs
e ) N ~4 pecisiil et
“‘P nnel Bra'nch can allcs the gorial number 20 T L% .

i : reccizt ©F cooeie

rcquest grensier apylicatio put the-date ©F f fng S

; i < fol ix: ~cllvl

cation in Sr.DPO's—Office wil criteris n

| i r La < -
der of regLsu:ation once thé pronch Offices opI
OoICE
19
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Hé.?: Apy cmployec who has worked

{j“- or-morec and transferrcd eithcr on
© " ‘transfer to -enother station

his name back to th
{ca 2t the new station.

oné_yéér's'serv

6.8: The pricrity number of rcgist
' intimated aftcr the asproval of the
- the employee in the following profo

known his position without doubt.
This issues with the approval of Competent A
U RE

4 W A NN EK
PROFO RMa

_ vour request for tr
sta}ibn as Lol L
of nI

rcgisterec and your N e

#PST.

i
\Jl'{'u

=iy

at a stat
nromction (dh el

should not be pcrmi
¢ olcd staticn unlcss he completes

rntion—shoul

rma SO that

ansfcr to“#______,_,_f___‘-—

—in gra_c_fe Raaoll
jority is _‘__;,_____,.

son for § ycois
rotetation:l

B
~

tted to rco

' be -

the

uthoritY-
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