








Norms based General Transfer based on GO(P) No.3/2017 P&ARD dated 

25/02/2017, G.O(MS)No.18/2017/2017/P&ARD dated 29/08/2017 and G.O (MS) 

No.10/2018/P&ARD dated 05/04/2018 

I. Pre-requisites for on-boarding a department 

1. A nodal officer may be nominated from the department to interact with NIC / SPARK PMU 
and provide authenticated details as and when required. PEN of the nodal officer to be 
updated in SPARK through PMU. 

2. A state level officer (in the gazetted category) to be identified by Head of Department who 
will be responsible for processing of transfer and generating reports. The PEN of the officer 
to be marked in SPARK by the nodal officer. 

3. The data in SPARK w.r.to the employees profile and their service particulars to be updated, 
verified and locked before it can be put to use for general transfer. The applications cannot 
be forwarded from the office, if the data is not verified and locked. 

4. All leaves including LWAs, deputations, disciplinary actions, employees on Postgraduate 
study (service quota) etc to be updated, verified and locked. 

5. The inter-transferable designation of the department may be grouped as a cadre/post (Eg: 
There may be designations ‘driver grade –I’ and ‘driver grade –II’, but they are inter-
transferable and hence the cadre/post  name is ‘Driver’). The cadre list to be updated in 
SPARK through SPARK PMU. 

6. The cadre name to be mapped for each designation through SPARK PMU. 
7. Designations under each cadre that belong to district level recruitment (DRB) if any to be 

updated by the nodal officer. 
8. The sanctioned strength of all posts to be updated in SPARK by  each establishment. 
9. The hard areas/difficult areas to be updated in SPARK by the nodal officer. 
10. Offices that fall within 15 KMs to be updated by the nodal officer for each office which will 

form a station. 
11. State level office and district/zone level offices for the purpose of handling transfer 

applications to be updated in SPARK. 
12. The ‘as on date’ for transfer eligibility, start date and end date for submitting online 

applications, start date and end date for forwarding from the office, start date and end 
date for rejecting from district level office and start date and end date for rejecting from 
state level office need to be updated in SPARK by nodal officer using the ‘transfer control’ 
menu option. 

13. The nodal officer can also update the cadre-wise minimum residency period for transfer 
eligibility [default is 3 years (5 years for protected categories), however in some 
enforcement departments different residency periods are followed for different cadres] 
using the ‘transfer control’ menu option. 

14. Nodal officer can also specify, if compulsory transfers are to be done after the prescribed 
residency period. 



15. Some departments have ‘addition to cadre posts’ in other departments. Such details need 
to be updated by the nodal officer using appropriate menu option available. However, the 
sanctioned strength in such cases will be included in the respective establishments only. 

 

 

II. Criteria followed for software development 

1. Compassionate Ground transfer, Public Interest/Compulsory transfer other than 

replacement are not considered as part of General Transfer. However, if such transfers are 

already finalised and need to be implemented along with general transfer,  the details 

w.r.to the same can be entered before inviting applications for general transfer. In such 

case, the vacancy positions will be adjusted based on transfer details entered. If such 

details are entered after inviting applications and before processing of general transfer, the 

vacancy position will vary. 

2. If the sanctioned post is not updated for a post/cadre in an office, the open vacancies 

cannot be worked out and transfers cannot be processed. Hence employees belonging to 

such posts/offices will not be able to apply for transfer. 

3. If an employee was transferred previously based on any of his/her options, he/she can 

apply for transfer again only after completing one year outstation service or one year 

service in the present station (based on ‘as on  date’  announced by the department for 

transfer for the year). However those who have not completed prescribed residency period 

(three years unless otherwise specified) or not having necessary outstation service will be 

considered only against Open Vacancies and they cannot replace an existing employee. 

4. Department shall identify the designations belonging to DRB if any under each cadre and 

update through the nodal officer. If the employee is in DRB designation, he/she may apply 

for transfer within the district only. The district(s) will be enabled accordingly while 

applying. The district in which originally recruited and home station will be populated 

automatically.  

Employees in DRB cadre posted in state HQ  cannot apply for general transfer and DRB 

employees will not be transferred to HQ. Also, DRB posts reported to PSC will not be filled 

through general transfer. 

5. The applications for inter-district transfers of employees with DRB designations cannot be 

applied along with online applications for General Transfer.  



6. Offices within 15 km will be treated as same station, if the department has updated such 

cluster of offices in SPARK.  Date of joining in the present station is worked out and 

updated considering this, when application is saved. Hence it is important, not to change 

the above list after starting of receipt of application. 

7. While giving options the institutions/offices in the present station of the employee will not 

be listed (if the offices within 15KM are updated for the department). 

8.  A list of Offices (likely vacancies) where open vacancies exist or residency period [3 years 

unless otherwise specified] completed employees exist can be viewed so that options can 

be given based on that. However, if the existing employee there belongs to protected 

category, he/she may not be transferred till completion of 5 years if not applied for. 

Options can be given to any office in the order of preference irrespective of the likely 

vacancies exists or not. Likely vacancy list is only indicative in nature and is not exhaustive. 

9. LWA/Deputation/working arrangement period (if availed on request) will not be counted as 

service. 

10. Employees on LWA for more than six months, unauthorized absence, disciplinary actions, 

deputation, Service quota PG etc. cannot submit application for transfer. 

11. If a person wants to apply for transfer, he may give maximum number of desired options.  

12. If an employee had not enjoyed 5 years of protection before, that has to be certified by 

him and to be verified by the head of office. The protection as verified and certified only 

will be considered while processing of transfer. 

13. The application form to be used for online transfer is appended herewith. 

14. The logic and priorities used for working out norms based transfer is also appended. 

15. If the service history of the applicant is not in continuous order in SPARK or if the relevant 

service particulars are not locked, message to this effect will be displayed while forwarding 

the application. The application can be forwarded only after making necessary corrections 

in the original SPARK data by the establishment section. 

16. Facility is available in SPARK to change home station / permanent address based on GO 

(P)No.40/2018/Fin dated 16/03/2018 and changes made will be shown in the transfer 

application. 

17. Facility is also available to submit proof of priority (if any) in transfer matters. 

Those who want to apply for transfer can submit their proof of claim and those who do not 



want to apply for transfer can also submit proof of their priority so that they can get 

protection for retaining in the existing place up to 5 years.  

The proofs uploaded by employees need to be verified and forwarded by the establishment 

section. The option for this is also available under the same menu group. 

III. Transfer processing Logic 

1. Vacancies (both Natural vacancies as well as likely replacement vacancies for those who 

have completed prescribed residency period [3 years (5 years for protected categories) 

unless otherwise specified] are worked out. If employees are transferred on 

Compassionate Ground or Public Interest/Compulsory transfer then vacancy will be added 

in the ‘from office’ (if the employee has not completed prescribed residency period) and 

vacancy will be reduced in the ‘to Office’ (as the employee is any way assigned there). 

Replacement vacancies will not be created in case of employees who have gone on 

maternity leave or having two years or less to retire (however vacancy will be created 

during transfer process in the event of such employees getting transfer on request). Open 

vacancy will be created against employees who are on LWA continuously for more than six 

months. 

Vacancies will also be worked out for ‘addition to cadre posting in other departments’ 

wherever applicable. 

2. Cadre wise ranks are assigned to the employees who have requested for transfer in the 

order of  -- 

a) Not more than two years to retirement (in the ascending order of days to retire) 

b) Employees on maternity leave, if applied for transfer. 

c) Prescribed  residency period completed or not 

d) Employees working in Difficult areas 

e) Protection if any in the order 1 to 20. In the case physically handicapped/blind/deaf and 

dumb employees having 60% or more disability may be replaced only for accommodating a 

similar disabled person.  

f) Length of outstation service (In considering outstation service, employees working in far off 

district will be given priority). Outstation service and far off district considerations are not 

applicable in the case of employees belonging to DRB designations. 



g) Station seniority 

h) Total service length.  

Note: LWA/Deputation/working arrangement period (if availed on request) will not be 

counted as service. 

3. Employees who have requested for transfer and eligible are processed one by one in the 

order of post/cadre and rank.  

4. Availability of vacancy is checked for all the transfer options given by him/her. If  vacancy is 

available against any of the options given by him, that office will be assigned to the 

requested employee if the existing employee there has more than 2 years to retire. The 

existing employee (if not in DRB designation) at that station will be then moved to the 

replaced employee list. If the existing employee is in DRB designation, he/she will be 

shifted to the office of a non-DRB employee in the station (if station cluster is not defined, 

district will be treated as the station for this purpose) in the cadre with longest station 

seniority and existing employee of that office will be moved to replacement list. 

If there is no vacancy in any of the offices opted by him (after completing first iteration for 

all applied employees) - 

 if he has not completed prescribed residency period at his present station, he will 
remain there.  

 If he/she has completed prescribed residency period  at his present station and if there 
is vacancy in his original office, he will be assigned that office itself. 

 
If there is no vacancy in his original office, vacancy if any available in his present district is 

checked and assigned accordingly. If there is no vacancy available in his present district, 

availability of vacancy in his home district is checked first and then in the neighbouring 

districts and allotted accordingly. If an employee having two years to retirement apply for 

transfer and he didn’t get any of the options he will be posted in his present office itself. 

 

5.    After the first iteration, ranks are assigned to the replaced employees. 

6.   In the subsequent iterations, replaced employees are processed as above. If they have given 

any options, that will be considered (if open vacancy exists) and the process is continued 

until all the vacancies are filled. 



Government of Kerala 
GENERAL TRANSFER APPLICATION FORM 

 

1 Permanent Employee Number (PEN)  

2 Name  

3 Department   

4 Designation  

5 Contact Telephone numbers  

                         Mobile  

6 E mail  

7 Name of Present Institution / office  

8 Date of Entry in Service  

9 Date of Retirement  

10 Posting/Promotion Order no. & Date in the 

present post 
 

11 Date Of Joining in the Present Post  

12 Date of Joining in the Present District  

13 Date of Joining in the Present 

Station/Office 
 

14 (a)Whether recruited in the present post 

through DRB? 
 

 (b) If yes, District in which recruited  

15 Home station /District declared at the time 

of joining service 
 
  

16 Change of home station if any New Home Station __________________ 
Date of change __/__/____ 

17 Details of Service History  

  

From Date  To Date Office Name Designation 

    

    

    

    

    
 

18 Details of service in Notified Difficult Areas 

 

District Name Of Institution From Date To Date 

    

    

    
 

19 Station to which Transfer is Requested for as per order of Preference(Name of 

Institution/District) 

SL No District Name of Institution 

   

   

   
 



20 Whether Transfer is Requested on the basis of any protection given below? 

Tick as applicable. Supporting documents to be attached along with signed 

hard copy 

 

I. Two years or less to retirement 

  

II.  

 

 

 

 

i. SC/ST ii. Blind Employee 

  Percentage of Disability  

iii. Physically handicapped 

Percentage of Disability 

iv. Deaf And Dumb Employee 

Percentage of Disability  

v. Employee with Locomotor 

disability including 

cerebral palsy, cured 

leprosy, dwarfism, Acid 

attack victims, Muscular 

dystrophy 

vi. Mentally Disabled 

vii. Parents of Mentally 

Retarded Children / 

Employees who look after 

the Mentally Retarded 

Siblings solely 

viii. Parents of autistic / Cerebral 

palsy affected children 

ix. Parents of differently 

abled children with more 

than 50% of disability 

x. Parents of a Deaf and dumb 

children 

xi. Dependent of persons who 

died in war (Wife / 

Husband /Father / Mother 

/ Son / Daughter). 

xii. Son / Daughter who looks 

after the Freedom Fighter 

xiii. Widow / Widower / 

divorcee who has not re-

married. 

xiv. Inter Caste married Employee 

xv. Parents of legally adopted 

Children 

xvi. State President/ General 

Secretary of recognized 

Service Organisations 

xvii. Employee who have 

completed the Military 

Service 

xviii. Relative of Jawan (Wife / 

Husband /Father / Mother / 

Son / Daughter). 

xix. Wife / Husband /Father / 

Mother / Son / Daughter 

of the Jawan of Para-

Military wing, Employees 

of National Investigation 

Agency 

xx. Husband / wife of non-

resident Keralites 



 
21 

 

Details of LWA availed if any 

 

 

22 Details of Deputation availed  

 

District Name Of Institution / Office From Date To Date 

    

    

    
 

23  Details of Working arrangement availed on request by the employee 

District Name Of Institution / Office From Date To Date 

    

    

    
 

24 Declaration 

I declare that I will submit the certificates required for Protection (item 

21) along with the signed copy of this application. 

 

  

 

Date:                                                                      Signature 

 

After submitting the application online, printout of the application maybe generated for submitting 

signed hard copy to  the office along with supporting documents for protection if any. 
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INTRODUCTION 

 

In accordance with the orders issued vide G.O (P) No.3/2017/P&ARD dated 25/02/2017,  

G.O(MS)No.18/2017/2017/P&ARD dated 29/08/2017 and G.O (MS) No.10/2018/P&ARD dated 

05/04/2018, Finance Department, through National Informatics Centre (Kerala),  has developed and 

added online general transfer processing modules to SPARK. This user manual is prepared as a 

reference document to the transfer applicants and transfer application processing officials. This 

manual contains following two parts. 

 

 

 PART A: FOR PROCESSING OFFICIALS 

 PART B: FOR APPLICANTS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
                                         

The Online General Transfer Application Processing module in SPARK would be enabled for 

departments that have completed the initial on-boarding process in consultation with SPARK PMU and 

NIC, Kerala.   Following are the step by step instructions for the officers involved in general transfer 

processing in departments to complete the on-boarding process and further processing successfully. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ON-BOARDING PROCESS  

1. A nodal officer may be nominated from the department to interact with NIC / SPARK PMU and 
provide authenticated details as and when required. PEN of the nodal officer to be updated in 
SPARK through PMU. 

2. A state level officer (in the gazetted category) to be identified by Head of Department who will 
be responsible for processing of transfer and generating reports. The PEN of the officer to be 
marked in SPARK by the nodal officer. 

3. The data in SPARK w.r.to the employees profile and their service particulars to be updated, 
verified and locked before it can be put to use for general transfer. The applications cannot be 
forwarded from the office, if the data is not verified and locked. 

4. All leaves including LWAs, deputations, disciplinary actions, employees on Postgraduate study 
(service quota) etc to be updated, verified and locked. 

5. The inter-transferable designation of the department may be grouped as a cadre/post (Eg: There 
may be designations ‘driver grade –I’ and ‘driver grade –II’, but they are inter-transferable and 
hence the cadre/post  name is ‘Driver’). The cadre list to be updated in SPARK through SPARK 
PMU. 

6. The cadre name to be mapped for each designation through SPARK PMU. 
7. Designations under each cadre that belong to district level recruitment (DRB) if any to be 

updated by the nodal officer. 
8. The sanctioned strength of all posts to be updated in SPARK by  each establishment. 
9. The hard areas/difficult areas to be updated in SPARK by the nodal officer. 
10. Offices that fall within 15 KMs to be updated by the nodal officer for each office which will form 

a station. 
11. State level office and district/zone level offices for the purpose of handling transfer applications 

to be updated in SPARK through PMU. 
12. The ‘as on date’ for transfer eligibility, start date and end date for submitting online applications, 

start date and end date for forwarding from the office, start date and end date for rejecting from 
district level office and start date and end date for rejecting from state level office need to be 
updated in SPARK by nodal officer using the ‘transfer control’ menu option. 

13. The nodal officer can also update the cadre-wise minimum residency period for transfer eligibility 
[default is 3 years (5 years for protected categories), however in some enforcement departments 
different residency periods are followed for different cadres] using the ‘transfer control’ menu 
option. 

14. Nodal officer can also specify, if compulsory transfers are to be done after the prescribed 
residency period. 

15. Some departments have ‘addition to cadre posts’ in other departments. Such details need to be 
updated by the nodal officer using appropriate menu option available. However, the sanctioned 
strength in such cases will be included in the respective establishments only. 

 



 
                                         

PART B: FOR APPLICANTS 

SUBMISSION OF ONLINE APPLICATION FOR GENERAL TRANSFER 

 

Steps for submitting online applications for general transfer are described below 

1. ACCESS SPARK WEBSITE: SPARK website can be accessed through the URL, 

http://spark.gov.in/webspark/  

Open your web browser such as Google chrome, Mozilla Firefox, Internet Explorer etc.  

In the Address bar type the address www.spark.gov.in/webspark as given below. 

 

 

 
 

FIG 1 

 

 

 

2. ACCESS ONLINE APPLICATION:  

Click the menu ‘Service Matters’ -> ‘Online Transfer Processing’ -> ‘Application for general transfer’.  

The online application will be displayed as below. 

 



 
                                         

 
 

FIG 2 

 

3. VERIFICATION OF DETAILS: 

Most of the details will be auto filled from the database.  You may verify the details such as Name, 

Department, PEN, Designation etc and if the details are found correct, proceed to apply. If the 

details seen there are not correct, first get it corrected through respective establishment/ DDO 

before proceeding further. 

(If  there is any error message shown such as error in Service history or data is not locked, then you 

have to contact your DDO for making necessary corrections before proceeding further). 



 
                                         
    

 

FIG 3 

 

If you belong to any priority category, then tick the relevant box available in the list. In this case, you 

have to attach the supporting documents with the signed hard copy of application while you submit it to the 

authorities.  

 

 

    

 

FIG 4 

 

 

 

4. SAVE DRAFT APPLICATION: 

 

 After filling the necessary columns, you may click on the check box of the declaration as a token of 

acceptance. This will enable the ‘Save Draft’ button. To save the application click on the ‘Save Draft’ button. 

Even after saving the application you can make corrections and save multiple times until the application is 

submitted.  

 

 



 
                                         

 

5. SUBMITTING APPLICATION: 

 

a. If the entered details/selected options are correct, then click the ‘Generate OTP for verification’ for 

further verification. Make sure the One Time password is received in your registered mobile number.  

 

b. Use the ‘Submit application ‘button  for submitting the application after entering OTP.  

 

    

 

FIG 5 

 

Once you submit the application, SPARK will provide you an application number. Applicant should 

ensure that, they have got the application number.  

 

6. PRINT APPLICATION:  

 

If all the above steps are completed successfully, you will be able to take hard copy printout of the 

submitted application through Print Application. The hard copy of application should be signed by the 

applicant and submitted to Office attaching documentary proof of priorities claimed if any. 

 

        . 

 

Fig 6 

 

WARNING: No editing will be permissible after submitting the application!!! 

 



 
                                         

7. Viewing Application /status /Printing 

After submitting the online request, any time if we access the menu ‘Service Matters’ -> ‘Online 

Transfer Processing’ -> ‘Application for general transfer’, following page will be displayed. Two link buttons 

‘View application status’ , ‘View Trasnfer request’ and an action button ‘Print Submitted Application’  are visible 

for respective functionalities as in fig 7 below. 

     

 

FIG 7 

=================================   THE END   ======================================= 
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INTRODUCTION 

 

In accordance with the orders issued vide G.O (P) No.3/2017/P&ARD dated 25/02/2017,  

G.O(MS)No.18/2017/2017/P&ARD dated 29/08/2017 and G.O (MS) No.10/2018/P&ARD dated 

05/04/2018, Finance Department, through National Informatics Centre (Kerala),  has developed and 

added online general transfer processing modules to SPARK. This user manual is prepared as a 

reference document to the transfer applicants and transfer application processing officials. This 

manual contains following two parts. 

 

 

 PART A: FOR PROCESSING OFFICIALS 

 PART B: FOR APPLICANTS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PART A: FOR PROCESSING OFFICIALS 



                                         

 

The Online General Transfer Application Processing module in SPARK would be enabled for 

departments that have completed the initial on-boarding process in consultation with SPARK PMU and 

NIC, Kerala.   Following are the step by step instructions for the officers involved in general transfer 

processing in departments to complete the on-boarding process and further processing successfully. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Pre-requisites for on-boarding a department 

1. A nodal officer may be nominated from the department to interact with NIC / SPARK PMU and 
provide authenticated details as and when required. PEN of the nodal officer to be updated in 
SPARK through PMU. 

2. A state level officer (in the gazetted category) to be identified by Head of Department who will 
be responsible for processing of transfer and generating reports. The PEN of the officer to be 
marked in SPARK by the nodal officer. 

3. The data in SPARK w.r.to the employees profile and their service particulars to be updated, 
verified and locked before it can be put to use for general transfer. The applications cannot be 
forwarded from the office, if the data is not verified and locked. 

4. All leaves including LWAs, deputations, disciplinary actions, employees on Postgraduate study 
(service quota) etc to be updated, verified and locked. 

5. The inter-transferable designation of the department may be grouped as a cadre/post (Eg: There 
may be designations ‘driver grade –I’ and ‘driver grade –II’, but they are inter-transferable and 
hence the cadre/post name is ‘Driver’). The cadre list to be updated in SPARK through SPARK 
PMU. 

6. The cadre name to be mapped for each designation through SPARK PMU. 
7. Designations under each cadre that belong to district level recruitment (DRB) if any to be 

updated by the nodal officer. 
8. The sanctioned strength of all posts to be updated in SPARK by each establishment. 
9. The hard areas/difficult areas to be updated in SPARK by the nodal officer. 
10. Offices that fall within 15 KMs to be updated by the nodal officer for each office which will form 

a station. 
11. State level office and district/zone level offices for the purpose of handling transfer applications 

to be updated in SPARK through PMU. 
12. The ‘as on date’ for transfer eligibility, start date and end date for submitting online applications, 

start date and end date for forwarding from the office, start date and end date for rejecting from 
district level office and start date and end date for rejecting from state level office need to be 
updated in SPARK by nodal officer using the ‘transfer control’ menu option. 

13. The nodal officer can also update the cadre-wise minimum residency period for transfer 
eligibility [default is 3 years (5 years for protected categories), however in some enforcement 
departments different residency periods are followed for different cadres] using the ‘transfer 
control’ menu option. 

14. Nodal officer can also specify, if compulsory transfers are to be done after the prescribed 
residency period. 

15. Some departments have ‘addition to cadre posts’ in other departments. Such details need to be 
updated by the nodal officer using appropriate menu option available. However, the sanctioned 
strength in such cases will be included in the respective establishments only. 

 



                                         

A. INSTRUCTIONS TO HEAD OF OFFICE 

  
1. PERMANENT ADDRESS (HOME STATION) CHANGE: As per G.O (Ms) No.10/2018/P&ARD dated 

05/04/2018 ‘Home Station’ for the purpose of general transfer shall be captured from the 

Permanent address given by the employee while entering into Government service. Permanent 

address of an employee can be changed only once during the entire service. An option is available 

for  DDOs to change the Permanent address entry in SPARK under the menu Service Matters-

>>>Permanent Address change. All such address change requests from employees should be 

updated in SPARK before starting to receive online transfer applications.  

 
 

 

The page as seen below contains the Existing Permanent Address and the new Permanent Address that is 

to be entered. Fill the mandatory fields properly. Date of change of the Address  entered will be keep in 

spark database for further reference. Verify the entered details once again before clicking Confirm 

button. Caution!!! No change can be made once the details are confirmed.  

 

 
 

2. MARKING POST GRADUATE STUDY IN SERVICE QUOTA: Details of employee who were 
relieved for Post -graduation study shall be entered in SPARK to initialize the online transfer 
application processing. If it is not marked, such employees may also apply for transfer by 
mistake and in his place another employee will be posted even.  Service matters->>> Post 
Graduate Studies - Service Quota  



                                         

 

 

3. MARKING OF UNAUTHORISED ABSENCE: Unauthorized absence details should be entered 

invariably in the case of employees for whom the same is reported. Records should be verified 

properly and the employee name and the period selected carefully. Service mattersUn 

authorised Absence 

 

 

4. ADDITIONAL CHECKING: Additional checking should be necessary through the below menus 

also. 

 Service matters->>>Employee in Working arrangement,  

 Service Matters->>>Personal Details->Discip. Action details. 

 Service matters->Leave ->>leave History. 

 

Employees on deputation should have been updated apart from the above. 

 

5. PROCESSING OF ONLINE APPLICATION RECEIVED:  

Head of Office should verify the submitted transfer forms by visiting the following menu using their 

own   SPARK login credentials:  Service Matters-> Online transfer processing ->> Online 

application-processing at office.   



                                         

 

While selecting each cadre, the received applications will be listed there. On selecting each 

application the content of it will be opened for viewing as shown below.  

 

 

 

 
 

    Verification steps: After submitting online application, the applicant is supposed 

to generate a printout of the application, sign it, attach the copy of supporting 

documents (if he/she has claimed any protection/priority) and submit to head of 

Office. Head of Office /DDO has to certify the following while forwarding the 

application. 

  

  Whether signed copy of the application submitted: If you are in receipt of 

the hard copy of application properly with all necessary attachments, you may 

click ‘Yes’.  

 Verify the ‘Home station’. If any change required then DDO user can update the 

same. 

 Verify the preferential categories as protection claimed as per the hard copy of 

application. 

 



                                         

 
 

 After proper verification, if the application is found in order, click the ‘Yes’ button against 

‘Recommended for transfer’ and then enter forwarding comments and then click on the button 

‘Forward‘.  If the application need to be rejected due to some reasons, appropriate comments 

may be entered and the ‘reject’ button clicked. 

 

 If an application is pending for forwarding, it will be listed  in Service Matters->>Online 

transfer processing ->>>Applications not forwarded from office. 

 

 
 At the time of verification, if any error message such as ‘service history incorrect ‘ or 

data not locked appears, then DDO can forward the application only after making relevant 

corrections in employee details. 

 

B.   FACILITY TO THE NODAL OFFICER  
    A nodal officer may be nominated from the department to interact with NIC / SPARK PMU and 

provide authenticated details from SPARK PMU as and when required. The following details of 

the Nodal officer of the Department for the implementation of online general Transfer must be 

given by head of department to SPARK PMU along with the request: 

 Name 

 Designation 

 PEN 

 MOBILE NUMBER  

 

The privileges on general transfer module are given to nominated Nodal officer by controller 

of SPARK after receiving a request from the concerned department. 

 



                                         

Duties Of  Nodal Officer In SPARK 

A nodal officer may be nominated from the department to interact with NIC / SPARK PMU 

and provide authenticated details from SPARK PMU as and when required .General transfer 

Admin option is enabled only for nodal officer by controller of SPARK after receiving a request 

from the concerned department,  so that he/she can update the following : 

1.  General transfer control form  

2. Office with 15km 

3. Difficult area / remote location 

4. DRB / last grade designation 

5. State/District level Office 

Through profile/Admin>> General transfer Admin  Nodal officer can update the above 

mentioned in his/her login. 

 
 

1. State/District level Officer  

A state level officer (SLO) and District level Officers are identified by Head of 

Department who will be responsible for processing of transfer and generating reports. For 

setting the SLO/DLO details in SPARK, the authorized official has to forward a formal 

request, mentioning the cadre details to Nodal officer. 

SLO is approving authority of online transfer. SLO usually will  be a Gazetted Officer 

in the department.  

State level office and district level offices for the purpose of handling transfer 

applications to be informed to SPARK PMU for marking in database. The state/district level 

offices of a department is updated by Nodal Officer and can be viewed through 

Profile/Admin>> General transfer Admin >> State/District level Office. 

           



                                         

Note: Once the application is verified and forwarded from the DDO office, it is not necessary to again 

approve the application in District office and State office as not much value addition can be done at these 

offices. However if required the district level office /state level office can reject application quoting reasons.  

 

               
 

2. DRB / last grade designation 

DRB /last grade designation is updated by nodal officer through the option  profile/admin 

>> general transfer admin>> DRB / last grade designation.  Designations under each cadre 

that belong to district level recruitment (DRB) if any to be updated by the nodal officer. Here 

select the department name and select post name that wanted to be set as DRB /last pay 

designation in the Cadre option.  All the post under the cadre will be listed and nodal officer can 

select post from the list  so that the selected post will set as DRB /last pay designation. Selected 

post will be listed as DRB /last pay designation on right side of the window. Nodal officers can 

remove the post name from list by clicking Remove option. 



                                         

 

 

3. Difficult areas / remote location 

The employees working in difficult area or remote area have priorities   in online general 

transfer. The difficult areas and remote locations are updated by Nodal officer through 

Profile/Admin>> General transfer Admin >> Difficult areas / remote locations. Nodal officer 

must select offices that must be inserted as difficult areas / remote locations. 

 

 

 

 



                                         

 

4. Addition to Cadre Post in Other Department 

Some departments have ‘addition to cadre posts’ in other departments. Such details need to 

be updated by the nodal officer through  option Profile/Admin>> General transfer Admin 

>>cadre post in other department. However, the sanctioned strength in such cases will be 

included in the respective establishments only. 

 
 

 

5. Offices within  15 Km 

 

The employee who  completed  residency conditions of service in the present station 

(present office) cannot apply for transfer to sub office / main office which is within 15 KM , ie if 

the employee work in Deputy Transport Commissioner Office(SZ), Thiruvananthapuram  

for 3 years, he/she cannot  be transferred  to RT OFFICE NS,THIRUVANANTHAPURAM as shown 

below.  Offices within 15 km will be treated as same station, if the department has updated such 

cluster of offices in SPARK.  Date of joining in the present station is worked out and updated 

considering this, when application is saved. Hence it is important, not to change the above list 

after starting of receipt of application. This office within 15km can be updated only by nodal 

officer through Profile/Admin>> General transfer Admin >> Offices Within 15km 

 



                                         

 
 

 

 

6. General transfer control form  

Before updating details in  general transfer control form following are the prerequisites 

1. SLO/DLO must be marked in SPARK by nodal office 

2. DRB /last grade designation must be updated by nodal officer   

3. Difficult areas and remote locations must be updated by Nodal officer 

4. Addition to Cadre Post in Other Department must be updated by the Nodal officer 

5. Office within 15km must be updated 

Through Profile/Admin>> General transfer Admin >>Transfer control forma nodal 

officer can set date and conditions for online transfer for  eligible employees in his/her 

department . First the nodal officer  must enter  start date & time  and end date & time in form 

so that the employee must give application within this given period. Then nodal officer must 

enter “as on date for eligibly “ so that the employee who completed  prescribed residency 

period as on that date in present station are eligible for transfer. 

Next Nodal officer must specify the PEN of officer in SLO office who is authorized to process 

the transfer in “PEN of official authorized for process transfers” option . 

 



                                         

             

 

 

 

Next nodal officer must update Minimum residency period (years) for transfer eligibility. 

Here nodal officer can select the check box as Same for all Cadres  or Varies with respect to Cadres . 

Case1: if he /she select check box as same for all cadres and press confirm without updating the 

options such as cadre name ,Residency period of difficult station and other station , then condition 

minimum residency for employee will automatically treated as 2 years for difficult stations and 3 

years for other stations.  



                                         

 

 

Case2: if the nodal officer select check box as same for all cadres and press confirm after updating 

the options such as cadre name, Residency period of difficult station and other station , then 

condition minimum residency for employee will be treated as 1 year for difficult stations and 2 

years for other stations as shown below. 

 

 



                                         

  Case3: if the nodal officer select check box as Varies with respect to Cadres ,he/she can select the 

cadre    name from the list and must  enter residency period in difficult station and residency period 

in other station. For example: the cadre name is selected as regional transport officer and enter 1 in 

residency period in difficult station and 1 in residency period in other station, then condition 

minimum residency for employee under designation regional transport officer will be treated as 1 

year for difficult stations and 1 year for other stations 

 

 

It is the duty of the Nodal officer to make sure that the application must be forwarded to higher 

office from DDO level. For that  nodal officer put a start date and end date in  

1. "forwarding application from DDO Office" option 

2.  "Rejection of application from District office" option 

3. "Rejection of application by  State Level Office"  options as shown below.  

 

DDO  must forward application within the given period of time. Before forwarding application 

DDO must verify and correct the service history of applied  employee and he/she must also update 

the sanctioned post through Service matters>> Sanctioned post. DLO can reject applications (if 

configured so) within the given period. If required SLO can also reject application quoting reasons 

within the defined period. 

Nodal officer can submit the general transfer control form after verifying details entered in the 

form by clicking confirm button. 



                                         

 

 

 

 

 

 

 

 

 

 

 

 

C.   FACILITY TO THE DISTRICT LEVEL OFFICERS (DLOs) 

The district level office normally has no role. However if required applications 

forwarded by DDO can be viewed and rejected at DLO quoting reasons. 

 

 The online general transfer applications forwarded by DDO/head of Office will be 

available for viewing in the District Level  officer’s(DLO) log in. 

 

 The applications forwarded by head of Office to District Level Officers(DLO) can be 

verified through Service matters-> Online transfer processing ->>> Online 

application processing at District Level.  



                                         

 

 Cadre based application can be chosen  from the list available through  Transfer 

processing at District Level (DLO) 

      

 

 Make sure that the received applications are on time and as per the instruction received 

from the Department. 

 List of applications not forwarded from the offices is also available to check. This is given 

to monitor the processing at sub-ordinate offices. The DLO can view the application not 

forwarded by DDOs under his/her office through Service Matters>> online transfer 

processing >> Applications not forwarded from Office.DLO can generate the report of 

Applications not forwarded from Office by clicking Generate Report option 

 



                                         

 

 

 The applications rejected by DLO can be viewed through the options Service Matters>> 

online transfer processing >> Applications rejected from DLO. The report can be 

generated by clicking Generate Report option 

 

             
. 

 

 



                                         

 

 

 

C.  FACILITY TO STATE LEVEL OFFICERS(SLO) 

 

 Verify the received applications at SLO  through Service matters-> Online application 

processing at State Level office. It is possible to reject the application by State Level 

Officers (SLO) also. 

 

 

 If for some reasons, application need to be rejected which has been forwarded by lower 

level offices by mistake can be rejected at state level office quoting reasons. 

  

 
 

 Cadre wise report can be taken through the menu Online processing ->>Cadre wise 

report 

 



                                         

 
 

 Likely Vacancy Positions (Online transfer processing ->>Likely vacancy position) 
may be used to generate the count of likely vacancies.  PDF report will be generated here 
and same maybe used for publishing in SPARK or web site of the department. 
 

[Likely vacancy is prepared by including those employees who have completed 3 years of service. The 
above list is prepared without considering protected employees who are eligible to continue up to 5 
years.] 
    

 

 

 

 The SLO can view the application not forwarded by DDOs under his/her office through 
Service Matters>> online transfer processing >> Applications not forwarded from 
Office. SLO can generate the report of Applications not forwarded from Office by clicking 
Generate Report option. 

 



                                         

 

 The applications rejected by DLO can be viewed through the options Service Matters>> 
online transfer processing >> Applications rejected from DLO. The report can be 
generated by clicking Generate Report option. 

 
 

 The applications which are received at SLO, can be viewed through the options Service 
Matters>> online transfer processing >> Applications received at state level office. 
All applications can be printed  by clicking Print Application option. 
 



                                         

 
 

 Through the options Service Matters>> online transfer processing >> Applications 
rejected by state level office , the SLO can view all application which are rejected by SLO.   

 
 

 

 SLO can process the transfer of all accepted applications through the option Service 
Matters>> online transfer processing >> Do Norms Based on Transfer. SLO must 
select designation from Cadre Name option and click Do Transfer processing. Then a  
pop up message will be shown as “Request for transfer processing has been submitted 
successfully. You may view the status/generate transfer report through the menu Online 
transfer Processing -> Draft Transfer Report”. The final transfer report can be  generated 
through the option Service Matters>> online transfer processing >> final transfer 
report. 

 
 



                                         

               

 The rejected application can be viewed through option Service Matters>> online 
transfer processing >> View Rejected Applications. The report can be generated by 
clicking Generate Report option. 

 

               

 Transfer Application status can be viewed through the option Service Matters>> online 
transfer processing >>Progress of Application Submission. Transfer Application status 
include : 

                                                  1. Total Number of Applications 

                     2. Number of applications not forwarded from Office 

                     3.Number of applications not forwarded from DLO 

                     4.Number of applications not accepted by SLO 

 

 



                                         

                  

 

  Employee can be transfered to other station on compassionate ground or public interest 
through option  Service Matters>> online transfer processing >>Compassionate 
Ground/Public Interest Transfer. The SLO has to  select post in cadre name and enter 
order number and order date. Then SLO must insert PEN of employee who wanted to be 
transferred and office details to which employee must be transferred. 

 
 

 
 

 There is provision enabled for cancelling processed transfer through the option service 
matters>> online general transfer >> cancel processed transfer. 
 



                                         

 
 

 All sanctioned post in department can be viewed by SLO through  service matters>> 
online general transfer >> View sanctioned post .all the post is listed in cadre and SLO 
must select post from that list for checking number of sanctioned  post available in his / 
her department . 

        

 

 

 

================================  THE END =========================================== 


