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No. 1 4 1- l4 1/20 13-SPB-II
GoVemment of India

Ministry of Communications & IT
Department of Posts

Delhi-110 001

l-eJ*2014

General Manager, CEPT, Mysore

Subject:- Circulation of oTransfer Policy' to regulate transfers of officers/officials,
other than the Officers of Indian Postal Service, Group 'A', of Department
of Posts.

Sir/Madam,

I am directed to forward herewith a copy of 'Transfer Policy' to regulate transfers of
officers/officials, other than the Officers of Indian Postal Service, Group 'A', of Department

of Posts and to request you to upload the same on the website of India Post in RTI manual

under headins "Transfer Policv'.

Yours faithfully,

(Alka Telvari)
Assistant Director General (SPN)

Encl:- As above

Dak Bhqvan, New
Dted the

To

}4AR 2OI4



No. 1 41 -1 41 1201 3-SPB-t I

Gorrernment of India
tulinisiry of Communicaijons & lT

Departmeni of Posts

Dak Bhavan, Sansad Marg
New Delhi_110001,

Dated the 31't January, 2e14.

To

All chief Postinasters General/ postmasters General

Subject:- Circulation of 'Transfer Policy' to regulate transfers of officers/officials,
other than the Officers of Indian Postal Seryice, Group 'A, of Departmeni
of Posts.

Sir/ Madam

I am directed io say that following rules/ policy/guidelines have been issued
from time to time to regulate the transfers of officeislofficiats, other than the
officers of Indian Postal service, Group 'A, of Department of posts 

:

l. Ruie 37 of Postal Manual Vol. lV.
ll. Rule 38 of Postal Manual Vol.,V.
lll. Requests received from Inspectors of Posts, for inter-Circle transfer under

Rule 38 of Postal Volume Vol. lV.
lV. Requests for temporary inter-Circle transfer.V. Policy guidelines for rotational transfers.
Vl. Transfer / posting of women employees

2. lt is observed that some Circles are still following some orders / instructions
which are outdated / noi in force. The transfer poli-y with regard to officers /
ofiicials of Group 'A' to 'c' (other than the officers of lpos, Group ,A,) has now
been prepared after examining all the relaied issues in detaii. Therefbre, ,Transfer
Policy' to regulate iransfers of officers/officials, (other than the Offiqers of Indian
Postal Seryice, Group 'A,) of the Deparlment of Posts is enciosed herewiih as
Annexure to this letter.

3. officers of lndian posiai service, Group 'A' including Junior Time
Scaie/Senior Time Scaie oflicers, are. rotated/transferred as pur 

-Trun=iur poii"y
Guideiines issued vide Directorate's leiters No.4-9l2011-spc daied 04.04.2011
and 02.04.2012.

Contd.
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guidelines on the subject.

S. All posial Circies are requested to follow this Transfer Policy scrupulously.

1

i Encl: Annexure (Pages 1 to 9)
t

I

Yours faithfully,

fr
i\

U

(N.T. Paite)
Diron*nr /SPS,l\ult vvlvl

Copy to:

1. Sr. PPS to Secretary (Posts)

2. PPS to Members of Postal Services Board

3. JS&FA
4. Secretary (PSB)
5. CGM (BD)/ CGM (MB)l CGM (PLl)/ Director, RAK NPA, Ghaziabad.

6. All DDsG/GMs
7 . Pr. Director of Audit (Postal), Delhi'54.
B. Additional Director General, APS, R.K' Puram, New Delhi-66.
9. All Dir"ectors, Postal Training Centres
1 O. All recognized service Unions/ Associatlons/ Federations.
11. SPB.IIPE.I/ SPG
12.Guardfile. 

vt v 
\

(N.T. Paite)
Direcior (SPN)



1 4 1 - 1 4+ 1 na, #l;l'il: iil'; fii
a*the Deeartment of Posts otheiffiof Indian postal'tffi;

Group'A'.

1, Rule 37 of postal lVtranual Vol. lV

AII officials of the Deparlment are liable io be transferred to any parl of Ind.iaufess it is expressly ordered otherwise for any particular class ti classes ofofficials.

2. Rule 38 of Postar Manuar vor. rv - Transfer at one,s own request andrelated order:sl instructions.

(l) Rule 38 of Postal Manual Vol-lV, provides for mutual transfer and transfer oian official at his/her own request under certain conditions which are as
under:

(i) Transfers of officials when desired for their own convenience shoulcj not bediscouraged if they can be made without injury to the rights of others.
However, as a general rule, an official should not nu transferred from one
unit to another, either within the same Circle, or to another Circle unless hehas completed probation period satisfactoiily. As it is not possible toaccommodate an official borne on one gradation list into another gradation
list without injury io the other members ln that gradation list such transfersshould not ordinariry be ailowed except ny iruay of mutuar 

"x.tr"ng..Transfers by way of mutual exchange, if in themselves inl^rerenly
unobjectionable, should be allowed. But in order to safeguard the rights of
employees borne in the gradation lists of boih the offices,lhe official broughtin should take the place, in the new gradation list; that would have beenassigned to him had he been originaliy recruited in that unit or ther place
vacated by the officiai with whom he exchanges appointment, whichever is
the lower.

(i!) When an official is transferred at hr's own request but without arranging
for mutual exchange, he will rank junior in ihe gradation list of the new unit toall officials of that unit on the date on which the transfer order is irssued,including also afl persons who have been approved for appointment to thatgrades as on that date.

(iii) lf the old and the new unit form parts of a wider unit for the purpose ofpromotion to a higher cadre, the transferee (wheiher by mutual exchange oi-otherwise) will retain his original seniority in the gradation list of the wider
unit.

Contd... ....



{iv} An cfficiai transferred from one unit to another wili not have any claim to
go back to his old unit. A declaration to ihe efiect that he accepis ihe
seniority in.the new Unit on transfer under Ruie 38 and that, he will noi have
any claim to go back to the old unit, should be obtained before an official is
transferred under this rule. Any special privilege io which an official may be
entitied by virtue of his position in the gradaiion list of the unit from which he
is transferred will, ordinarily, be forfeiied on his transfer to a new gradaiion
list.

(v) Rule 38 transfers may be permitted on the basis of declared vacancy i.e.
direct recruit may be transferred against direct recruitment vacancy and
promotee against a promotion vacancy. Further OC candidate should be
transferred against OC vacancy, SC candidate against SC vacancy and ST
candidate against ST vacancy.

(vi) Under Rule 38, inter-Circle and intra-Circle transfer from one distinct
cadre to another viz. Post Oflices to Circle Office, Regional Office, SBCO,
Postal Assistant to Sorting Assistant etc, or vice versa is not allowed.

(vii) Only such officials who have put in minimum service of five years in the
case of direct recruits in the cadre in question and three years in the case of
surplus qualified officials wherever applicable would be eligible for transfer
under Rule 38. Any relaxation in this regard should be matter of rarest
exception. Transfer of officials who have not yet cleared the probation
period should be permitted in deserving cases only.

(viii) Under the existing instructions, Heads of Circles i.e. CPMsG are fully
empowered to permit such transfers with the approval of CPMG of the other
Circle, where the transfer is sought. ln such cases where the prescribed
conditions are met the approval of the Direciorate's would not be necessary.

(!x) As and when the applications are received for such transfers, it should
be recorded in the register, which will serve as pr,iority list to be operated as
and when vacancy (ies) arise.

(x) L-fnden R.ule 38, an official will be allowed to seek tnansfer ontrv twice
duning-his entire service.

(lX) R.equrests received from Inspectors of Posts, for inter-Circle transfer
under Rule 38 of Fostal Volun!e Vol.lV.

(i) Requests for mutual transfers under Rule 38 could be considered between
the Inspectors of Posts from one Circle to another Circle provided the
process of veiificaiion of cerlificates etc. has been completed in respeci of
Direct Recruit lnspectors of Posis and they have completed the probation
period.

Contd.......
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(ii)Transfers of both direct recruiis as weil as promotee Inspectors of posts
may be permitied subject to furfiiling the minimum service limit of five vears in
the case of direct recruits and three years in ihe case of promotees. The
lady lnspectors of Posts would be eligible for such transfer witfrout provision
of minimum service in the grade in deserving cases on merit.

(iii) The requests of male lnspectors of Posts candidates for transfer under
Rule 38 may be considered in special circumstances .by reiaxing the
condition of five years and three years for direct recruits and proriotee
officers, respectively provided they have compieted the probation period. !

(iv) The CPMG of the Circle where the Inspectors of Posts are working 
-would be competent to permit such transfer in consultaiion with the CpMG of

the Circle where the transfer is sought for by the individual. The Chief
Postmasters General should take a consideraie view in consultation with
their counterpart while considering the request of Inspector of posts
candidates for transfer to their Home/ nearby circle under Rule 3g.

(v) Deficit circles should consider such requests only under extreme
compassionate grounds or compelling reasons after assessing the staff
position and needs of their own Circle.

(vi) Before announcing vacancies for a pariicular recruitment year whether
under Direct Recruitment or Departmental examination, the number of Rule
38 transfer requests of Direct Recruiis and promotee Inspectors of posts
which have already been approved by the competent authority but cor-lld not
be given effect to during the recr,uitment year should first be deductecj from
the quota of vacancies earmarked for Direct Recruit and Departmental
Examination and only the remaining vacancies should be reported to
Directorate.

(vii) ln order to maintain the representation of promotees and dir:ect recruits,
promotee Inspectors of Posts may be allowed io seek transfer in the other
Circle against a vacancy meant for promotion to be filled up on the basis of
Departmental Examination, which is yet to be reported to the Direciprate.
Similarly, Inspectors of Posts appointed on the basis of Direci Recruitment
may be considered for transfer sought in another Circle against a vacancy
meant to be filled up by Direci R.ecruitrnent, which is yei to be reported .to the
Directorate

(viii) The vacancies earmarked for Direct Recruitmeni euota- and
Departmentai Quoia should noi be disturbed/ interchanged and the status of

Contd... ... .
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roster poinis should noi be disturbed. Transfer of lnspectors of posts
belonging to one category i.e. SC/sr/oc/ oBc;hait be altowed against ihevacant post of same category in ihe Circie to which transfer has beensought.

(ix) No transfers may be ailowed against the vacancies already reported toStaff Selection Cornmission.

3. Requests for temporary inter-Gircle transfer

(a), Request for.temporhry inier-circle transfer shouid not be entertainedunless they are reaily hard and deserving cases. The guidelines in this regardafe aS Undef: vqrvv""vv rrr \Irro 
,

(i) The circles should not entertain inter-circle transfer on temporary basisreceived from officials in a routine manner, The requests of officials wlioseek such transfer may be considered by the Circles in the first instanceunder Rure 3g of postar Vorume rv anJ insiructions issued nv theDirectorate from time to time, if they ,r" othu*ise erigibre. rf the case is
[J"[?:: 

considered under Rute 38, tfre reasons therefore may be

(ii) such lnter-circle transfer cases of officials on temporary basis, referredto Directorate, wiil be considered onry wh.en both the cpMsG of thecircles have agreed to in reary h;r;;;;'uJ.uring cases after thegenurneness of ground for such transfer siated oy the oiiio"r isestablished to the utmost satisfaction of cpMG oiparunt circre.

(iii) lnter-circle transfer on temporary basis is restricted to only thoseofficials, who have compreted probation perioo, wrrerever appricabie, andin other cases on compretion of two years of service in the grade.
(iv) Grant of. jqmngrary transfer from one circre to another wilr beconsidered initially tor a perioJ of six months onrv. Furlher, extensionthereon shall be. considered by the Directoraie tn ,..o*mendations of theCircles for a period of six r-nonih",

(v) ln no case, temporary transfer will be allovrred to an official beyonc twoyears in hisl her entire service career. 
uL v"'u{dr ueyurru

(vi) Requesis of the officials for extension of temporary transfer should beforwarded by the circle with due recommendation of both the circles atreasi two months in advance before expiry of period of temporary transferalready granted by the Direciorate

n^^+-rv\Jt il.tl ....,..
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(vii) lnter-circle iransfer on temporary basis from one cadre to anothercadre viz' Postal Assistant in Post offices to postal Assistant in RMScfiices, Postal Assistant io sorting Assistant etc. wijl not be consider,ed bythe Directorate. circres shourd not forward such r-.qr".t. to theDirectorate.

(viii) lf the official is promoied during the period of temporary transfer, suchofficial should ioin in the promote-o poit within a monthl failing which,he/she will be debarred for promotion for one year,

(ix) Reque,sts of temporary transfers and exension thereon alreadygranted to the officials by the Directorate before issue of this lette.will beregulated as per these new temporary transfer guiderines.

4. Rotational Transfers

4.1 officers of rndian postar seryice, Group ,A, incruding Junior Timescale/senior Time scare officers, shail be rotated as per irrn.r"r poricy
Guidelines issued vide Directoratejs letter No.4-glioll-spc dated 04.04.20i1and 05.04.2011.

,"
\42 

. . Employees of all other cadres including Private secretaries/stenographers
and Mail Motor service in the Department oi posts, 

";;o,J;;"p*#t"d posrtenure and station tenure, read in conjunction with the provisions in the F,ostalManual, unless otherwise specially specified, may be rotated as detailed belowsubjeci to foilowing broad principres of rotationar transfers:

a) Matching of human resource with requirements of posts and placingofficials in the choice stations may be considered in the overall contextof administrative requirements and austerity r"".rr"..b) lnter-station transfers should be restrictuj to minimum in view o:f theausterity measures.

l' All such officials who are due for rotational transfers on completion of positenure / staiion tenure may be asked to give at reasi ttrree options;iil; plac;e ofposiing / staiion with reasons to enable the authorities to consider the same whileeffecting transfers. However, ii may ou muJu ;i;; io the officiars that their

:;fi:tJ#ll 
be considered subject to administrative convenience and avaitabitiiy

,?I).-r4hu post tenure of lnspectors and Assistant superintendeni of post
Q'fffces and their counierparts in the Railwav rvr"iisl.ice shall be four years andthey shall be invariably rotaied on completion of iheir tenure. They shall never beposted back to a particular Sub-Divjsion, in which trrey trave already completedone tenure.

Contd.., ..,.
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ll1 Ail other officials should be transferred on completion of their prescribed
post-tenure of four years within the same staiions to the eXent possible. Where,
it is not possible to do so without shifiing some of them outside their present
siaiions, they may be posted outside their present stations to the extent
adm in istratively feasibie.

lV, lf officials belonging to various cadres are waiting since long for their
posting to pariicular stations and it has not been found possible io accede to their
request for one reason or other, such pending requests for transfer may be
acceded to in really deserving cases by transferring out officials having longest
stay in such stations in the public interest.

V// All Sub Post Masier / Postal Assistant in a single handed or double
\-ffanded Posi Offices must be shifted on completion of their post tenure of fouc

years positively, even if it involves moving out of station of their present postings.
Further, as per the instructions, concerning preventive vigilance measufe, issued
by Investigation Division of the Directoraie vide their letters No. 8-412005-lnv.
dated 22.09.2005, 12.01.2012 and 05.12.2012, officials who have been posted
as Sub Post Master / Postai Assistant in a single handed or double handed post
office irrespective of period of posting / completion of tenure should not be
posted back to the same office even after a break. in other words, officials of
single handed and double handed Post Offices can have only one posting in
such offices during their service period. However, Divisional Fjeads, subject to
following conditions have been vested wiih the powers to consider an official,
who had earlier served in the single / double handed office to be posted back to
the same office or other single and double handed office in the division:

(i) The Divisional Head will satisfy himself / herself about the
antecedents and character of the officials for whom the provison
are being relaxed; and note to this effect will be given in ti-re file.

(ii) No official will be posted back to the same single-handed /
double handed post offices on transfer / depuiation or otherwise
before a break of full tenure period.

(iii) Information about cases of relaxation so exercised by the
Divisional Head wiir be communicated to the Regionai
Posimaster General / Chief Postmaster General as ihe case muo
be, in a half yearly staiement

Vl. Rotational Transfer of Savings Bank Control Organization staff will be
made within the cluster of Divisions. However, in excepiionai
circumsiances, DPS(Hqs.) in consultation wiih Accounts Officer ICO(SB)
may consider movement of sBco officials ouiside the cluster

Contd
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vli' All those,.other than all Sub Post Masiers / posial Assistants in a singlehanded or double handed Post offices, who are oue to retire within one yearshouid not be shifted, unless otherwise ;p;ilispecified or there are veryspeciar reasons io be recor:ded in writing by ihe #;d of the circle.

-vlll. Exension :lqo.l tgnure in respect of ail Group ,c,, staff, other than subPost Master / Postal Assistant in a single handed or oouote handed post offices,may be aliowed in deserving cases for a per:iod of one year by the RegionarPostmasters General/chief FMc 
,uit"r. r.u"orJing t-utt lustitication on filer. such rextensions to Group 'B' Gazetted as well as lion Gazetted officers shall begranted' by the Head of the circles afier due ctnsideration. The autnority toextend'the Post te.nure in r:especi of the officers oiir..ru level of JTS and above will -rest wiih the Directorate. v v' r'rv

lX' The staiion tenure for Gazetted officers is normally four years which rnay beextended upto six years in individual cases in prori. interest. The powers forextending the station. tenure beyond four years iIi".p".t of Group ,,A,, 
Gazetted.officers will be exercised by tha Dire:toraie. such power in respect of Group ,8,

Gazetted Officers shall resi with the CPMG.

x' An official/officer on his transfer, afterioining the station assigned to him,sha'll not be considered for retransfer for a perioo oitwo years to the station fromwhich he was transferred. Two ye-ar break is; however, onry a minimumcondition and it will not entitle an officer/official to claim retransfer to the oldstation in preference to others who have rpunt- rong"i. p;ri"is out_side.Retransfer before completion of two years may be considered only in exrremepublic interest or on, extreme compassionatu giornds in exceptional cases withthe approval of the Heads of the bircte. The ietransier or officials as sub postMaster / Postal Assista.nt in a single handed or double handed post offices shallbe regulated as per the instruJtions issue; ;;"i;;.stigation Division of theDifeCtOfate, in thiS fegafd. 
'----- "r Ir r vsolrvcrlrtJl I L'llvlslor, 

.Xl' Gazetted and Non-Gazeited staff will not be transferred from a postbefore completion of the prescribeJ tenure. How"v"i an officer/official may betransferred from a post in administrative interest oi at his/her own requestprovided he/she has compreted at reast one year in the said post. Leave of anykind exceeding 1s days wi, not be.ount"J *h;i; compuiing ihis perriod.Nevertheless, transfet of any officer/officiar oeroie..oripr"tion of one year in iheposf may be done in publii interesi but ihe r"u"ln, for ihe same shoukj berecorded.

--'\)y: .The rotatiolll.tf"n..i"r poricy.g.uiderines may not be enforced in the cadresof Postman and Multi_tasking 
'Stafi(HlfS), r "

Contd... ...
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xill. The provision of station tenure of six.years will notmally noi be enforced

or the cadre or poslat AssistanV Sottins Assisiant except when ordered in

ud*inirtrutive interesi and under exigencies of service'

XlV'Asregardsposting/transferofworkingcouplesattheSamestation,the
same should be regulated in terms of exiani-gulCeiines issued by Department of

Personnel & Training'

4.3 Transfers Will be effected sufficiently in advance,of the commencement of

the academic year. Officials *f',o ttu''i"; i;,,comptete their tenure by 30th

September of the year shoufg n9. trunsiurieC wgll before the commencement of

academic sessron, but not later than 31s May bt tf'at year' Similarly' where the

academic session commences in December of the year the iransfer of the

officers should be effected well before the commencement of the said academic

session.

4.4 In respect of circle cadres where transfer/postings are done by the

Regional postr,nas['r= C.n"r"l, Chiei iostmasters General must ensufe that all

re-allotments/transfers in the said cadres to various Regions are finalized and

conveyed to the n"giln"f Postmasters General concerned by 151n March of the

financial year so tirai trre officials in such cadres could be considered in the next

financial year for rotational transfer'

4.5 Transfers may not be effected in the middle of the academic session in

general save in exleptional circumstances (which will include administrative

necessitY/ Public interest)'

4.6 while ordering transfers, administrative interest and operational needs of

a particular division/Jffice/region should be kept in view'

4.7 New products/services and modern technology are being introduced in the

Depariment of posis in a Uig wuy. ft""Os of CirclesTRegional Heads / Divisional

Heads 1 Unit ueaos ttrerefoie, shoutJ build up a pool of trained officials to handle

these new products and technology related jo'bs so that manpower is readily

available to replace the officials presLntly working on completion of tenure and to

ensure achievemeni of desired objectives. Proper succession planning will have

to be made by the HOCs / Regional / Divisional / Uni Heads well in time' The

Departmenihasatreaoytq\y_n"..*,'ystepstotrainiismanpowerfor
successfur imprementation of rr proiect. tt shoutd not be difficurt to replace such

OffiCialS On COmpletion of ienure' 
-il**u*t, 

io avoid dislocation of wor"k' the

officials specially trained to handle newly introduced producis/services and

technologies may not be transferrei on .otpf"tion of.their tenure unless trained

substiiutes are available to replac" it'tun'.1' HOCs / Regional PMsG musi record' in

the concern"c dr". ir,L ,""ion foi retaining such officials. Therefore, it is

incumbent on the Head of circre to .*" t'"itr,"r. is a significanily weil-trained

pool available to rotate the officials' 
Contd... ... .
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4'B The aforesaid instructions may be read in conjunction with the rejevant

ffi 
tontained in the chapter-ll of P&T lvtan. vol.iv ,, ur"nceJ fioin tjme to

5. Posting/.transfer of women empfoyees

It may be ensured that women employees are posted / transferred to anoffice only afier ensuring that basic and essentiai amenities for women asrequired are available theie.

6.-Bringing of direci or indirect political
9T9elregarding his posting / transfer
CCS(Conduct) Rules, 196:4, as per
maybe initiated against him / her.

or other outside influence by any official i
wguld attract the provisions of dule 20 o€
which an appropriate disciplinary action

f'\
\\lt

1\
L'

"/(N.l- Paite)
Director (SpN)


