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No.GAD-386878/ 674

Dated: 1% January, 2025

OFFICE MEMORANDUM

Subjeet: Standard Operating Procedure for Mutual Transfer (intra departmental) for
Grade-111 and Grade-1V employces

It has been observed that numerous transfer requests are being submitted by Grade-II1 and
Grade-IV officials seeking transfers to their home districts or nearby districts on various grounds.
These requests pose challenges as they often involve transfers across districts, which entail
coordination between different appointing authorities.

To address this issue, the Government of Assam has decided to facilitate mutual transfer
among Grade-1I1 and Grade-1V officials within the same department (intra-departmental) as per the
following Standard Operating Procedures / guidelines

I Applicability

2 Limit on terms
of transfer
3 Conditions for

availing the
Mutual
Transfer

4 Transfer of
records on
mutual
transfer

5  Claims for
seniority
/promotion

6 Pay benefits

‘The Mutual transfer policy shall be applicable to all the Grade-111 and
Grade-1V employees under various administrative Departments and
establishments of the Government of Assam.

The benefit of mutual transfer request that can be availed by an
cmployee shall be limited to two occasions only in her/his entire
service period.

The mutual transfer between two employees of the same Department

and same Dircctorate/ Commissionerate shall be allowed only if both of

them have
a) Samc grade pay
b) Covered under same Service Rule
¢) Nature and qualification of both posts arc similar.

"The following documents of the Government employecs are required to
be transferred to the new place of posting on account of mutual
transfer: -

a) Service Books

b) Personal File

¢) ACRs

d) ILcave records

¢) Any other records as may be required.

Employees availing mutual transfer shall not claim seniority or
immediate promotion in the new establishment.

In case, the state level seniority for a cadre doesn’t exist, the
seniority will be fixed in the new establishment. placing them at the
bottom of the same recruitment year if the same year cadre is available
or else at the top of the succeeding next consecutive recruitment
vear.(For e.g. If a 2007 batch employee is seeking transfer and at the
new place of joining, if no cadre of the same recruitment year exists
i.e., 2007 and preceding and succeeding consecutive batch recruitment
year is 2004 and 2009 respectively, the 2007 batch employee shall be
placed at the top of the succeeding next consecutive recruitment year
1.e.. 2009)

Persons availing mutual transfer shall get the benefit of pay protection
ol the last pay drawn in the previous establishment. However, such pay
protections shallhave no linkage with respect to her/ his inter-sc-




scniority in the new establishment.

7 Maintenance of Upon mutual transfer, the concerned establishments shall update the
Gradation list/ respective Gradation list/inter-se-seniority list of the relevant cadre by
inter-se- incorporating the names of newly transferred employces with a remark
seniority list highlighting their date of joining on mutual transfer [rom other

establishment in order to avoid any confusion during future claims and
objections in connection with pay parity, seniority, promotion and other
similar matters

8  Other
conditions

a) Release Order Generation

The Controlling officer shall release the transferred employee within 7(seven) days ol the
issuance of the transfer order.

b) Joining Period

The joining period for transferred employee shall be determined according 1o the  default
joining period sct by the organization where the employee joins. This ensures consistency in
cmployce transitions post-transfer.

¢) NoTA & DA shall be admissible for the mutual Transfer.

d) Competent authority for approving Mutual Transfers:
I.  The Head of Directorate/Commissionerate (HoD) shall be the competent authority
for processing and approving mutual transfer cases within their respective jurisdiction.
II.  If no Directorate/Commissionerate cxists, then the Senior-most Seeretary ol the
department shall act as the competent authority for approving such cascs.

[II.  Departments may exercise necessary department specific restrictions to transfers as
per rule.
o ol

Commissioner & Secretary to the Govt. ol Assam

General Administration Department

Memo.No.386878/ 674 -A Dated, the 1% January 2025
Copy to:-
1. The Accountant General ( A & 1) Assam, Guwahalti.
2. 'The Sr. Most Sceretary (All Department)
3. Principal Secretary to HCM., Assam
4. Principal Secretary to all autonomous councils of’ Assam.
5. The Sceretary Co- ordination, O/o Chiel Sceretary, Assam
All Heads of Departments.
All District Commissioners
8. PS to all Ministers

Eall

Sd/-
Commissioner & Sceretary to the Govt. of Assam
General Administration Department



Do WIF 7Y INT FAGIT NI IF Il (f[Fere
f$©19)T AT TR FIH Ao f3fS (sop)

EIBI T BT (T TOI W 59 I5(F H® BIHIS BfS AF H5IFIS
FAEIRTFAR 1 RO FIRTS (@SAFT J= G 1 8531 fGanat wfax
IR RO I TP WYY 0 TN (AR | A4 TR NI =N G4
fOeTe FACIRITTA Infe] PG FI 2 S, FFAN HRIB 4 Ny
FONHI WO 42 INAFIR [ITCOM® TNTII FANO! G o® (2 A |

SIS ARG AfS 7557 MY TN 5IFNT Doy W 5o 351
FAUGIATFA] WG© A(F o Totw ARTARTS (Mutual) IR SR
WG T8 329 FRCY ((FI WS Gell) | 92 IR(ERINT Afs
TG GIEY TN WA~ F7Y AT [/ NS- N Sgs13 w9 23|

S| ATIMGTOT :- g2 NFH{TF WfAFIR e AN 5IFR7 [/foq
RTNTY RIS W FAETIF TAN© FATO AP oy e 5o I
FAGIATAI CFq© ATIGY TJ|

2 A ATRATOFAT TNEZOr:- I FAORT AT RS
U] I F AN S[UT (03T N HIHI] FIACRIIS (FIA UIARR '
AN |

© | AT AT JfIAT AT FIT AT TOFAL - JF [T A
ATF STBRAPETN/ TSI GORD FAGRNT Ge NTARE Infas
NS AR 9 2T, INCZ (ETEAS AR [NETS WH-FIH AH-

() IM G(F (AT (77 I
(¥) M gt o7 RfgT /NI =T

(57) TR BT M AP F LWl J(F 2|

¢ | ANFIF AT CFF© VY- NJI TIIBS -

NFHNIF T CFAS 5IFIA FACIRIRRIT TeTo 7 Y- NGTYZ IAf (=R TGN A
BB PICOT ATAGA :

) Qo6 1@

) A6 P13

5) 4 fo =\

¥) R0IF (IF6

8) ATIG ' NN ™ R ([FFG |

Y| (GISSl/ATAIRISF ATT WAL -



A ITE IR SIILT AR FN FAGIIAIABCE N9 FIAATS (GIHOT A OIS THNF ARG AT
WA G ((IR{T1 I G607 (FORI AR AOpe NI (TPl TNeTd N2, (OfOFq HNIqS!
ATHAE IF fVYF KT 82170 (T I (FUR OAAF (ZRT SN (0! (NS 7€ 570 B
TN R TGN FIAATS (Grdel NI F 21 ((TH- M 2004 IL] ([FERI FAGIA MBI
IR AT WA P WF TN N9~ (TN FT B0 P WY@ I Wfg 20047 (&FCAT
(FOR SNAFH 72T WF W9F W 2T (I5R VIS I¥ TAEFCN 2008 WF 2005 TF, (SO
2009 (JGZF FAGIAIRTDIB (RS (NS I WAg 2005 T TS FN AN FM 2T )

q | RN 4T -

ATAREF N SIRY (R [T LI AFSINS (N T RN JFFI[ R[4 Mo
BRI I T AFSHOr® (037 ARTHARE (Guydel (inter-se-seniority) SN
RN ST (A 9F NAfF|

¥ | CATTHN SIfFTRT / ATHIF (GrdeI (inter-se-seniority) SIfFIHIT SHITIIFIT -

NTHRE e IR T(EA SR AINIF AN©, (GIHOI, NAHO NE T ST
fTTTeive W 7 WS TTRT [TIMF G132 50T TGN F (T F FAOIRT AR
(SSTETFI (MR OIIRILAR IF NS (0O 5FS ARMF Sray FR AT ARSIz e

ST (ATTE SRR/ AR~ Gyl (inter-se-seniority) ORI GRS BRI |

S| ST TO

(@) Y I AU onfs

IS TN OIS 91 ©IfRY] 2111 4 AR fows® NRge AfS<w_I0T Iwfe
(R FACIRNIRMBIT Y HfS I AN

(¥) CAIMMINS AN

FACIRIRRITT (TN 1 ATSDNT GI_T (NS G0 (default) (TN
ST WA IR (T FACIRNT (TN TN N9 91 27| Wl g
FAGIANIIIIT BN ARSIV CFqo 2 (BIo! 2 R

(5T) AT=HNIH INfTS A (PTG G W [ 2N I NZF|
(9) TS TP ITO WA GIIAIEIE AR SNLF FOF :

(i) AT TP NI RTPTYR AfF AT W ACAMAS A
HPASAT/ IS YIR [RATIRD! (SEEART G Aoy
PR CF a0 GNIE FO5 R [aow 27|

(ii) MM G (FAT ARSI/ ARSI SHNeAH N2, (Ofo qTN
RTTTYR AAMI IR [ROMR (GIPeN ABINRMRIT SIS
ISP FREIC TN F[1

(iii) ROz WEFIR (Fao [T AP} AR [Forng
RS Ty SR {7 211

WIS A6,



ATLIIT A [T, AT 5IFT



