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Finance Department
Government of Kerala

Online General Transfer 2021
Part: A

User manual for Officials
Responsible for
General transfer processing




INTRODUCTION

In accordance with the orders issued vide G.O (P) No.3/2017/P&ARD dated 25/02/2017,
G.O(MS)No0.18/2017/2017/P&ARD dated 29/08/2017 and G.0 (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,
same for forwarding from the office, same for forwarding from district level office and same for
accepting at 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.

Sernice and Pauroll Administrative Repository for Kerala

nent Addrass Establishment Interface

[ Administration = Income Tax - Accounts = Queries = Slgn Out

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.

Employee Name 769627 Renuka S [=]

Address details

Existing Permanent Address New Permanent address
House no and name Ssrenys Bhavan House ne and name*

Street name Kudavoor Street name*

Place Place*

Pin Pin*
State State#
District District*
Taluk*

FEEE]

Taluk

village Village*
Residential phone
number(Land 04712114845
Phone)

Home town Thonnakical Home town

Residential phone
number(Land Phone) *

Date of change of Address*

Confirm

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




m Administration

mService Matters = Salary Matters = Income Tax m Accounts = Queries = Sign Out
Doctors on Post graduation studies - services quota
Modification of any entry can be done only on the date of entry
Department Medical Education
Office Govt Dental College, Vandanam, Alappuzha
I Employce | FromDate | ToDate | Reason _____ |
[ 752125 Rejula F Dr

Insert

aaaaaa

774713 JINU GEORGE
758594 Vidya S
755640 Divya S
358885 Anitha VR

780908 Mehsmmed Sadigue
217089 Athulya Mel U R
218730 (No) Athira C &
269129 Lekha Sasidharan
2680891 Manoj Kumar B

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

m Administration

mService Matters m Salary Matters m Income Tax

m Accounts

UnAuthorised Absence
Department

Medical Education

m Queries m Sign Out

Modification of any entry can be done only on the date of entry

Office Govt Dental College, Vandanam, Alappuzha

I Employce | FromDate | ToDate |

Edit 774701 GEETHU RM 01/01/2018 30042018 TEST1 Delete
—Select- =]

Insert

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 BEING 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.




i Cals <
Sernice and Paurgll Administrative Repository for Kerala S I'Yll K

't Address Establishment Interface
>

= Income Tax - Accounts - Queries - Sign Out

w Administration

vv

- at Office|
Applications not forwardad from Office

v vvvvvvew:

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.

[m Administration mService Matters = Salary Matters = fncome Tax = Account= = Queries

Forwarding By Head of Office

Pending list of applications to be

rorweraread Application No : 36499

Post/ Cadre Name |Head Nurse v
1. Permanent Employee Number (PEN) 186008

PEN ___ Designation _ Statas [ |

136903 Head Nux=e _________ S=bmitied _____Select | = (s Lissyamma P J
= e =0 Medical Education
4. Designation e

5. Contact Telephone numbers

Mobile 9946311344
6. € mail sathtvm@gmail.com
7 (s o e L S R D == MEDICAL COLLEGE HOSPITAL ALAPPUZHA

8. Date of Entry in Service 31/05/1997
30/11/2020

s6 01/07/2015

01/07/2015
06/06/2016
06/06/2016

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 has to certify the following while forwarding the application to
district level office.

» 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.




Verification by Head of Office

wWhether signed copy of the application submitted @ yves “ No
1. Home Station
Home Station Claimed Kottayam As on date  |31/05/1987
Home Station as per record | —Select— [~] As on date
2. Protection(s) claimed
Parents of a Deaf and dumb children

Received and verified the supporting documents to prove eligibility of all above protection(s)
Certified that the employee has not availed the maximum 5 years of protection

Recommended for transfer @ Yes “' No

Approved for forwarding...

Comments Ed

Forward to District Level Office Reject

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 to District Level Office’. If the application need to be rejected due to some reasons,
appropriate comments may be entered and the ‘reject’ button clicked.

e If an application is pending for forward from the work station, it will be listed in Service
Matters->>Online transfer processing ->>>Applications not forwarded from office.

[ Administration mSarvice Matters = Salary Matters - Income Tax -Accounts - Quaries = Sign Out

[ v
97 Santhosh Kumar § D Professor - Perodontics with AGE 10000 25/03/2016 Alnppushs Govt Dental College, Vandanam, Alappuzha

e 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:
e Name
e Designation
e PEN
e 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
2.
3.
4
5

General transfer control form
Office with 15km

Difficult area / remote location
DRB / last grade designation
State/District level Office

Through profile/Admin>> General transfer Admin Nodal officer can update the above
mentioned in his/her login.

hp rofile/Admin mLocans/Advances mService Matters mIncome Tax
Personal Memoranda
Property Returns
Generate Data Sheet
Service Details
Qualification

Family Details
Mominees

Benefit Details

Dept. Tests Passed
Trainings Attended
Awards

Disc. Actions
Probation

Recruitment
Regularisation
Approwve Increment
NP5 Arrear Calculation

L=t al Tr: Ffer Admi p || Transfer Control Form

Difficult areas/Remote locations
S State,/ District Level Offices
Change Password DRE / Last Grade Designations
Intimate Changes to DDO Offices within 15 km

Mew Registration/Renewal of DSC Cadre Post in Other Department

Present Salary Details

State/District level Officer

A state level officer(SLO) and District/Zonal 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 must be a person within the
department.

State level office and district/zone 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 only by Nodal Officer and can be viewed through
Profile/Admin>> General transfer Admin >> State/District level Office.




IO INIUau YTUDTIIT :lHH U SLT IVITIIUTL

mProfile/Admin mloans/Advances mService Matters alncome Tax wProvident Fund mAccounts 4]

State/District Level Offices

Department Motor Vehicles Department \

District Thirwananthapuram \

Please select the State/District Level Offices from the list below.

oo Oy ]
Deputy Transport Commisstoner Office(SZ), Thirovananthapuram District Level Office
Transport Commussionerate, Thiruvananthapuram State Level Office

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.

Profile/Admin Bloans/Advances WService Matters MIncome Tax WProvident Fund WAccounts WSign Out
DRB Designations
Department Motor Vehigles Depariment v Selected DRB DESIE_’LL’\TLOHS
Caire e Desigasion
Confidential Ascistant  Confidential Assistant Gl
Cadres Confidential Assistant v
¢ 28 Confidential Assistant GrIl
Confidential Assistant Gr 1
26 Confidential Assistant Senior Gr
25 Confidential Assistant Selection Gr
I




3. Difficult areas / remote location

The employees working in difficult area or remote area have high privilege/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.

LJUWIIUAU VIO 7]

mProfile/Admin mLoans/Advances mService Matters mlncome Tax mProvident Fund

BA

Difficult areas/Remote locations

Department Motor Venicles Department \J

Please select the difficult areas/remote locations from the list below.

--Select-- Y | \walayar -

MV CHECH POST WALAYAR IN

MV CHECH POST WALAYAR OUT

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.




I TUwITTTT a3ty TvrETTaT ]

Profile / Admin

Bloans/Advances WService Matters BIncome Tax WProvident Fund WSign Out

Addition to Cadre Post in Other Department

Parent Foreign Forei = Clerk
Cadre Department

Health Services

Thiruvananthapuram
he

PHC ARUVIKKARA

Clerk

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

Profile/Admin mloans/Advances mService Matters mlncome Tax mProvident Fund mAccounts BSign Qut

Offices within 15 Km

[f the office entered is wrong/incorrect, it may deleted on the same day only. No editing allowed further.

OfieNme el 5K \
T
Deputy Trazsport Corumissioner offics NZ, Kozhikode Resiousl Trnspert Offce, Kozhikods Departmert | Molor Vehices Depaiment |
istri Thi th A
Deputy Trasport Commissones Ofice (21, Erasinlam. KT Offie, Ercabam Dhirkd | Thivananthapram |
- : Office search | || searcn |

aputy Tranzpart C Offiee(SZ), Th h RT OFFICE N8 THIRUVANANTHAPURAM |

Select a office | Deputy Transport Commissioner Office(3Z), Thirwvananthapuram A
Deputy Transport Commissioner officeCZ, Thrissur RT Office, Thrissor
Rezional Transport Office, Kozhikode Depufy Transport Commissioner office NZ, Kozhikedz Please select Offices that all within 15km

DictName Ol likm |
RT OFFICE N8 THIRUVANANTHAPURAM Deputy Transport Commizsioner Offiee(SZ), Thi
RT Office, Emakulam Deputy Transport Commissioner Office(CZID), Eranakulam

RT Office, Thnissur Depufy Transport Commissioner officeC’Z, Thrissur




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

SLO/DLO must be marked in SPARK by nodal office

DRB /last grade designation must be updated by nodal officer

Difficult areas and remote locations must be updated by Nodal officer

Addition to Cadre Post in Other Department must be updated by the Nodal officer
Office within 15km must be updated

v s W e

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 his / her 3 years of
service in his home station(home office) or present station(present office) are eligible for
transfer.

Next Nodal officer must specify the PEN of officer in SLO office who is authorized to process
the transfer of employees in “PEN of official authorized for process transfers” option.

General Transfer Control Form

Ensure that the DRE designations, addition to cadre posts, difficult offices, station details (offices within 15 kms) etc are updated before
inviting transafer applications. If these details are not updated it will be assumed that such details are not applicable.

Department Motor Vehicles Department Al
Year 2020

Enter dates in the format (dd/mm,/yyyy hh:mm:ss) (in 24Hr Format)

Start date and time for receiving application 22/02/2020 11:00:00

End date and time for receiving application 05/03/2020 23:59:55

As on date for eligibility 01/02/2020

PEN of official authorized to process transfers

Maximum number of options Unlimited




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.

Casel: 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.

It residency period 1S not entered tor a cadre 1t will
Minimum residency period(years) for transfer eligibilty be treated as 2 years for difficult stations and 3
years for other stations.

Please select the check box on the left side to enter/update that cadre
® Same for all Cadres Varies with repect to Cadres

C:ldre NameR Compulsory transfer on completion of tenure

All Cadres Mo v

esidency period in difficult stations Residency period in other stations

Forwarding applications to District Level Office

Enter dates in the format (dd/mm/yyyy hh:mm:ss) (in 24Hr Format)
Start date |24,/02/2020 10:00:00 End date |09/03/2020 23:59:59

Forwarding_applications to State Level Office

Start date [01/03/2020 10:00:00 End date |10/03/2020 23:59:59

Accepting_applications at State L evel Office

Start date [01/03/2020 10:00:00 End date|12/03/2020 23:59:59

After updating the details, generate likely vacancy list and upload.

Cancel Confirm

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.




mmmam s esigciivy peiivu\ yeai s iul uiaisicl ciygiuny Uv uvdalvu aos o '\"\-'({J.O LU UILLIV UL SIS alv o
years for other stations.
Please select the check box on the left side to enter/update that cadre

® Same for all Cadres Varies with repect to Cadres

I' Compulsory transfer on completion of tenure

+ Al Cadres 1 2 Yes v

esidency period in difficult stations Residency period in other stations

orwarding_applications to District Level Office

Enter dates in the format (dd/mm hh:mm:ss) (in 24Hr Format)
Start date |24/02/2020 10:00:00 End date |09/03/2020 23:59:59 |

Forwarding_applications to State Level Office

Start date |C|1/C|3/2D2D 10:00:00 | End date |10,‘03,‘2020 23:59:59 |

Accepting applications at State Level Office

Start date |C|1/C|3/2D2D 10:00:00 | End date|12,‘03,‘2020 23:59:59 |

After updating the details, generate likely vacancy list and upload.

Cancel Confirm
] L ]

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
years for difficult stations and 1 years for other stations

vears for other stations.
Please select the check box on the left side to enter/update that cadre

Same for all Cadres * Varies with repect to Cadres

“adre Name Residency period in difficult ~[Residency period in other umpllls-nﬁ' transfer on completion of N
stations stations

Tranzport Conmissioner

.T;n;;in;gog Commissioner & No ¥
{g&m Commizzioner No ¥
Senior Finance Officer No ¥
Senior Administrative Officer No M
Senior Law Officar No ¥
Deputy Tranzport Compnizzioner No ¥
| Razional Tranzport Officer 1 1 Yes v

+ Toint Fezional Trenspart Officer 1 1 Yes A




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 to district level office" option

2. '"forwarding application to state level office" option

3. "Accepting applications at State Level Office" options as shown below.

DDO must forward application to DLO within the given period of time. Before forwarding
application for approval 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
must forward all received application to SLO for approval within the given period. Received
applications must be approved or rejected by the SLO within the period of time given by nodal
officer in “ Accepting applications at State Level Office" options.

Nodal can submit the general transfer control form after verifying details enter in form by clicking
confirm button.

Clerk No Y

Typist Mo v M

Forwarding applications to District Level Office

Enter dates in the format (dd /mm/yyyy hh:mm:ss) (in 24Hr Format)
Start date |24/02/2020 10:00:00 End date [13/03/2020 23:59:59

Forwarding applications to State Level Office

Start date (01/03/2020 10:00:00 End date [17/03/2020 23:59:59
Accepting_applications at State Level Office

Start date |01/03/2020 10:00:00 End date |18/03/2020 23:59:59

After updating the details, generate likely vacancy list and upload.

Cancel Confirm




C. FACILITY TO THE DISTRICT LEVEL OFFICERS (DLOs)

e The online general transfer applications forwarded by head of Office will be available for
viewing in the District Level officer’s(DLO) log in.

e 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.

Sernice and Paurpll Administrative Repository for Kerala

Establishment Interface

= Income Tax - Accounts - Quaries = Sign Out

|Processing at District Level Office
Ions not fo Offi

Applications not forwarded from
Applications not forwarded from DLO

e C(Cadre based application can be chosen from the list available through Transfer
processing at District Level (DLO)

m Administration mService Matters m Salary Matters m Income Tax m Accounts m Queries m Sign Out

Transfer Processing at District Level Office(DLO)

List of employees requested for transfer

Post/ Cadre Name ‘ —Select-- lzl

e Make sure that the received applications are on time and as per the instruction received
from the Department.

e 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




List of Applications not forwarded from

PN N Deguin — DOliaProaiSuin P _PreiOfc |

134333 Manoj P Semior Clark 08082013 Thinvaanthapuram BT OFFICE N2, THIRUVANANTHAPURANM
134784 Vimod VV MMotor Vehiclz [nspactor 02112017 Thinwananthapuram BT OFFICE N3 THIRUVANANTHAPURAM
134805 Archana Sadesivan Semior Superintzndant 24072018 Thinwananthapuram BT OFFICE N3, THIRUVANANTHAPURAM
134734 Sobhanzl Office Antendent 261062018 Thinvaantiapuram BT OFFICE 28, THIRUVANANTHAPURANM
420685 Josiv K Bzzional Tranzport Officer 19112018 Thinvanantiapuram BT OFFICE N8, THIRUVANANTHAPURAM
134830 yothi § Semior Clark 281272001 Thinwananthapuram BT OFFICE N3 THIRUVANANTHAPURAM
601203 RENTITHR Aszistamt Motor Vehicle Inspector 11112010 Thinwananthapuram BT OFFICE N3 THIRUVANANTHAPURAM
312574 eshoumar Motor Vehicls Inspactar 18012016 Thinwananthapuram BT Office, Thinnvananthapuram
413011 Sgjith D3 MMotor Vehiclz Inspactor 1122019 Thinvaantipuram BT Office, Thinvanantiapuram
E000) Rajesh) Aszistent Motar Vehicls Inspector 17112007 Thinvananthapuram BT Office, Thinrvananthapuram
035040 GOPAEUMAR 3 Semior Clark 14002018 Thinwananthapuram BT Office. Thirovananthapuram
T19720 RAMITHPA Aszistant Motar Vehile Inspector 2310472018 Thinwananthapuram BT Office, Thinrvananthapuram
134788 Anmlumer B Motor Vehicls Inspactar 18062013 Thinwananthapuram BT Office, Thinnvananthapuram
14787 Ajavargjed Motor Vehicle Inspactar g112007 Thinrvanantiapuram BT Office, Thinrvananthapuran
134881 Soulgen M3 Junior Superintendznt 200772018 Thinvananthapuram BT Office, Thinrvananthapuram
134007 SudespBE Motar Vehicle Inspactar 10112007 Thinanantiapuram BT Office, Thinrvananthapuram

Nageer 4 Assi

it Motar Vehicle Inspector 2710472018 Thinwananthapuram BT Office, Thinrvananthapuram

RENKR Aszistant Matar Veicls Inspector Anzoe Thinwanantiapuram BT Office, Thirvananthapuram
3 TINTUJPRAKASH  Senior Clerk 1n0e203 Thinvanantiapuram BT Office, Attingal
NBINNK Clerk 101122018 Thinwananthapuram  Sub RT Office, Nevvettinkara
411672 Ajithloumer 4 Aszistant Motor Veicls Inspector 15112007 Thinmanantiapuramn

134707 Vinod Kumar K Tunior Superintendant 10032010 Thinmvananthapuram

Generate Report

e The applications which is not forwarded to SLO can be viewed through the options
Service Matters>> online transfer processing >> Applications not forwarded from
DLO. The report can be generated by clicking Generate Report option

D=l GUare £

|mAdministration WService Matters mSalary Matters EIncome Tax BAccounts lQueriel

ist of Applications not forwarded from District Leve

Offics Attandant 4112019 m:mmr.‘napum BT Office, Thiruw s.nx.nmapu.rm
Tunior Supsrintendent 261072019 Thinrvananthapuram BT Office, Thiruvananthapuram
Senior Clerk 29082019 Thinrvananthapuram  RT Office, Thiruvananthapuram
134343 Sabaclad Senior Clerk 25082019 Thinvananthapuram  FT Office, Artingal
Maneksha R Aszistant Motor Vehicle Inspector 2702017 Thinrvananthapuram  FT Office, Attingal
63844 |GEETHA KUMARIN ‘Offica Attandant 18112019 Thinvananthapuram  FT Office, Attingal
1_14 706 ANAS MOHAMMEDM  Motor Vihicls Inspactor 101082018 Thinwananthapuram BT Office, Attingal
709225 ANILG § Asziztant Motor Vehicle Inspectar(d viz HG) 221062018 Thinvananthapuram  FT Office, Artingal
35076 Paghumath B Motor Vehicle Inspactor 061062018 Thinvananthapuram  FT Office, Attingal
1;4 68 Ayvappan B Senior Clerk 05122019 Thinrvananthapuram  FT Office, Attingal
418708 SIMODV S Asziztant Motor Vehicls Inspector 161082019 Thinvananthapuram  FT Office, Attingal
134288 Mini Sharafudsen Joint Fezional Transport Officer 16072019 Thinvananthapuram  Sub Regional Transport Office, Varkala
604248 DEEFUD G Asziztant hotor Vehicls Inspector 31102019 Thinmvananthapuram  Sub Fegional Transport Office, Varkala
134077 Mava YU Head Accountant 28082019 Thimvananthapursm  Sub Fegional Transport Office, Varkala

Generate Report




C. FACILITY TO STATE LEVEL OFFICERS(SLO)

e Verify the received application from the District Level Officers through Service matters-
> Online application processing at State Level office. It is possible to accept and reject
the application by State Level Officers (SLO) also.

Change Designation
Advance Increment Sanction

Increment Sanction »
Promotion/Grade/Reversion »
Employees in Working Arrangement

Unauthorised Absence

Doctors on Post graduation studies - services quota

Appointment to higher post »
Transfer b
Online Transfer Processing p |Processing at State Level Office
. Applications not forwarded from Office
Deputation » L
. Applications not forwarded from DLO
Leave Application 3 Applications accepted by State Level Office
Leave Processing b |Applications not accepted by State Level Office|
COff ) |Cadrewise Report
) L Likely Vacancy Position
Outside duty intimation ¥ |bo Norms Based Transfer
Attendance Details of Office Generate Transfer Report
Retirements » |cancel Processed Transfer

e Select and accept the application first. Accepted application only will be listed in the
consolidated list. 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.

m Administration mService Matters m Salary Matters m Income Tax m Accounts m Queries m Sign Out

Transfer Processing at State Level Office (SLO)

Select and accept the application first. Accepted
application only will be listed in the consolidated list

List of employees requested for transfer

Post/ Cadre Name [—Select—— lzl

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




m Administration mService Matters m Salary Matters m Income Tax m Accounts m Queries m Sign Out |

Cadrewise Report
Department Medical Education

Post/ Cadre Name | Agsistant Professor - Department of Physiology [~]

Distict Thiruvananthapuram [~]
PEN Name  Desguaion [P Dt et Ol

613269 DEEPAGDR  Assistant Professor (Regular) - Physiology with AGP 8000 Thirwvananthapuram MEDICAT COLLEGE, THIRUVANANTHAPURAM
613271 RUPA GDR Asasistant Professor (Regular) - Physiology with AGP 8000 Thirwvananthapuram MEDICATL COLLEGE, THIRUVANANTHAPURAM
672445 SUDHINA P 8 Dr Assistant Professor (Regular) - Physiology with AGP 7000 Thinwananthapuram MEDICAT COLLEGE, THIRUVANANTHAPURAM
713778 VarshaPSDR  Assistant Professor (Regular) - Physiology with AGP 7000 Thiruvananthapuram MEDICAL COLLEGE, THIRUVANANTHAPURAM
739635 MEERA ARUN  Assistant Professor (Regular) - Physiology with AGP 7000 Thiruvananthapuram MEDICAL COLLEGE, THIRUVANANTHAPURAM

o 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.]

Government of Kerala
Department : Medical Education
Likely Vacaney List for General Transfer

Note: Likely vacancy is prepared by including those employees wherever 3 years of service has been completed.

The above list is prepared without considering profected employees wha are eligible (o continue uplo 5 years,

SL.No I (ffice Name | Vacaney Type | No.of Vacancies
Cadre/Post Name : Assistant Professor - Department of Physiology
1 GOVERNMENT MEDICAL COLLEGE KONNI Open Vacancy 2
2 |GOVT MEDICAL COLLEGE MANIERI Replacement 2
3 |Govt Medical College, 1dukki Replacement 1
4 |GOVT MEDICAL COLLEGE, KOZHIKODE Replacement 4
5 |GOVTMEDICAL COLLEGE THRISSUR Open Vacancy 2
6 |GOVI.MEDICAL COLLEGE THRISSUR Replacement 2
1 INDIRA GANDHI GOVERNMENT MEDICAL COLLEGE THIRUVANANTHAPURAM Open Vacancy 2
3 |MEDICAL COLLEGE KOTTAYAM Open Vacancy 2
9 |MEDICAL COLLEGE KOTTAYAM Replacement 3
10 |MEDICAL COLLEGE, THIRUVANANTHAFURAM Replacement 3
11 1.0 MEDICAL COLLEGE, VANDANAM, AMBALAPPUZHA Replacement 4
Cadre/Post Name : Assistant Professor - Department of Radiodiagnosis e
12 |(iUVEIiNMEN‘I‘ MEDICAL COLLEGE KONNI Open Vacancy 1
13 |(iUV‘I' MEDICAL COLLEGE MANIERI Open Vacancy 1
4 |(inn Medical College, Idukki (Jpen Vacancy 1 °
15 I(iUV I MEDICAL COLLEGE KOZHIKODE Replacement 4

o 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.




st of Applications not forwarded from O

D i
I
28

134932 Tyothi § Senior Clerk 28120001 Thiruvananfhapurzma KT OFFICE NS THIRUVANANTHAPURAM
134305 Archana Sadsivan Sexior Superintendant__ 24/072018 ThiruvananfhapurzmRT OFFICE NS THIRUVANANTHAFURAM
G01293RENITTHR It:p’i‘;‘! Motar Vahicle —y)1 519 Thinvananthapuram KT OFFICE NS, THIRUVANANTHAPURAM
134853Mano] P Seior Clerk 08082013 Thirevananhapuram KT OFFICE NS THIES
134784Vinod VY Mstor Vehicle nspector 021112017 Thiruvananhapurars T OFFICE NS, THIR|
12868570y K Regioral Transport Officer09/112018 Thiruvananthapuram RT OFFICE N5 THIE!
134754 Sobhama . Offce Attendant 260672018 Thiruvananfhzpurzma KT OFFICE NS THIRUVAN!
413511521 D § Motor Vekicle spectar 01122019 Thines RT Office, Thimn
TITNRAMITE P A e Mer Vhle  pyingnots T BT Oice, Thir
134786 Arunkumar K Motor Vebicl Taspector 191062018 ThiruvananfhapurzmRT Office, Thirmanant:
134757 Ajayanje § Motor Vekicle Tnspectar 03112017 Thine: RT Office, Thinn
60008 Rajesh T psisunt Motr Velidle y7113017 Thinvananhapuram KT Office, Thirovananh
nspactar
134881 Soulzen M5 Tomior Superintendent 09072019 Thinm RT Office, Thirm
134507 Sudeep BE Motor Vekicle Tnspector 10112017 ThiruvananfhapurzmRT Office, Thinuanant:
12574 ereskumar s Motor Vekicle nspectar 15012016 Thine: RT Office, Thinn
249555 Nazeer & dsisunt Motr Velide 70612018 Thinvananhapuram KT Office, Thirovananh
nspactar

OSM40GOPAKUMAR S Senior Clerk D40s018 Thinm RT Office, Thirm

O9TSSRENK R I;ziﬁ Motor Vehicle 1 7319 Thirer RT Offce, Thirm
627413 TINTU TPRAKASH Seior Clark 19052018 Thinvanznhzpurzma T Office, Attingal
421672 Ajithkvmar A Assistant Motor Vebicle g7 307 Thinvananthapuram Sub BT Office, Neyyattinkara .

Inspectar

Generate Report

o The applications which is not forwarded by DLO can be viewed through the options
Service Matters>> online transfer processing >> Applications not forwarded from
DLO. The report can be generated by clicking Generate Report option.

List of Applications not forwarded from District Level Office
il N ™" S e ol . -
135103Bndu K Tunior Superintandant 26/0772019 b h RT Office, Thiruvananth
724426 Anithakomari § Office Attandant 041112019 i RT Office, Thiruvanantk
IBITISAUM Seior Clerk 25/082015 i RT Office, Thiruvanantk
632353 Maneksha R Assistant Motor Vebicle [nspector 21 Thirvananthzpuram BT Office, Attmzal
134796 ANAS MOHAMMED M Motor Vahacle Inspector 10/082018 Thirrvananthzpuran KT Office, Attnzal
134343 Sahaala A Senior Clerk 250872018 Thirovananthzpuram RT Office, Attinzal
09225 ANIL G § gg;s"m Motor Vehicle nspatory1s 01 ThinrvananthzpuramRT Offce, Attingal
663344 GEETHA KUMARITN Office Attandant 18102019 Thirovananthzpuram RT Office, Attinzal
133976Raghmath R Mator Vahicle Inspactor (6/0612018 ThinvananthzpuramRT Office, Attmaal
134769 yvappan B Semar Clerk 15/122019 ThinmvananthapuramRT Office, Attmeal
4187085 IMOD V' § Aszistant Maotor Velucle Inspector 161092019 ThinrvananthapuranRT Office, Attinzal
134883 Mini Sharafudean Joint Regional Transpart Officer 1610772019 Thinvananthzpuram Sub Rezional Tranzport Office, Varkala
13497 May2 YU Head Accountant 25/082018 Thirovananthzpuram Sub Regional Transport Office, Varkalz
6M4243DEEFUD G Aszistant Maoter Velucle Inspector 3102019 Thinrvananthapuram Sub Regional Transport Office, Varkela
135268 Sheref M Mater Vehicle Inspector 30032018 Kolla Sub RT Office, Panalur
13492140 B Mator Vahicle Inspactor L/0672018 Kollam Sub RT Office, Punalur
613093 Mohanachandran B Semior Clerk 14112016 Kollam Sub RT Office, Pumalur
883383 SILPA CHANDRAN Clerk 200012020 Kollan Sub Regonal Transport Office, Pathanapuram
3347 Res Mal G Clerk 200012020 Kolla Sub Regional Transpert Office, Chadayamangalam
40Z340TAYAC BANKAR Semar Clark 30/0972019 Pathanawthitta  Sub RT Office, Adoor
440113 Pradesp Kumar TP Mator Vahicle Inspactor 522017 Alappuzha Sub RT Office, Chengancor
42919381 Prasad G § Tomt Regional Transpart Officer 17122017 Alappuzha Sub RT Office, Kayamkulam
S6930ANILMR. Aszistant Mator Velucle Inspector 03/11:2019 Kottayam RT Office, Kottayam
36987481 P Asgiztant Motor Vbele Inspactor 26/092019 Kottavam SUB REGIONAL TRANSPORT OFFICE UZHAVOOR
133312 Sehaztam Jozeph Head Accountant 26/0372016 Kottayam SUB REGIONAL TRANSPORT OFFICE UZHAVOOR
1352318 andosh kumar V'V Tunior Superintendent 22082015 Kottavam SUB REGIONAL TRANSBORT OFFICE UZHAVOOR ™
}
Generate Report

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




Applications accepted by S

Department Motor Vehicles
Department
Post/ Cadre Name Office Attendant v
PEN Name  Designation  DOJin PreseatSationPresent Distrit Connnt b St Ll O
B1218TSATINAME Offics Attendant 27/06/2018 Thiru anmdnpmamDepun Tmn,port(‘ izsioner Office(3Z), Thinm i
ST1509RATT R NAIR Office Aftendant 01/02/2013 Thinvananthapuram Sub RT Office, Panzappara Recammeuded

134961 Unnikrishnan Nair V. Office Attandant 8 Yr= HG 06/01 Eallam RT Office, Kollam TRANSFER NOT REQUIRED RETIREMENT DATE 31.08.2020
133463Mathew John Office Attandant 01/07/2016 Eollam RT Office, Kollam FRECOMMENDED FOR TRANSFER
792193JINCY SEBASTIAN Office Attendant 18/08/2017 Eollam RT Office, Kollam RECOMMENDED
760883 JOHNSON T Office Attandant 02/12/2015 Eollam RT Office, Kollam RECOMMENDED
852873 ABDUL MUNEER. M Office Attendant 10/01/2019 FPathanamthitta Sub RT Office, Ranny Fecommended
g Office Attendant 11/06/2018 Alappuzha Sub RT Office, Cherthala Fecommended

Office Aftendant 071172019 Alappuzha Sub RT Office, Chenganoor Fecommended

Office Attendant 15 Yrs HGOT/01/201% Eottzvam FT Office, Kottayam May be considared.
133846Pradeep Eumar P Office Attendant 13 Yrs HG01/07/2010 FPalakkad FT Office, Palakkad. recommended for transfer
133663 Rajeav PM Office Attendant 8 Yr= HG 20/07/2013 Palaklad FT Office, Palakkad. recommended for fransfar
S03145USHAPT Office Attendant 21/07/2013 FPalaklad FT Office, Palakkad. recommended for transfer
383141 Unnikrishnan ¥ Office Attandant 26/06/2018 FPalakkad FT Office, Palakkad. recommended for transfer
718229 Sreetha § Office Attandant 19/12/2013 FPalakkad FT Office, Palakkad. recommended for transfer
133262SHAMSADP § Office Attendant 8 ¥r= HG 08/11/2019 FPalakkad Sub RT Office, Ottapalam recommended for transfer
T89238SHAILATAK Office Attendant 03/12/2016 Malappuram RT Office, Malappuram Fecommended

Print Application

e Through the options Service Matters>> online transfer processing >> Applications not
accepted by state level office , the SLO can view all application which are not accepted.

Applications not accepted by SLO
Department Motor Vehicles
Department
Post/ Cadre Name Clerk
m
{tation €
3 Shaldaar 5 Senior Clerk anthapuram Deputy Transport Commizsioner Offica(5Z), Thin Action not tzken by SLO
21693 SNEHAPALANTL Senior Clerk Thu’u’ anthapuram Daputy Transport C: Offica(3Z), Thiruv Action not taken by SLO
688521 Jasiya T S Clerk Thuruvanauthapursm Deputy Transpart C Offica(SZ), Thiruv Action not tzken by SLO
349385 3uraj M & Senior Clark Thiruy; Transpart C Thir Action not taken by SLO
628130 Ganesh VP Senior Clark Th Transpart C i Thi Action not taken by SLO
836543TEETA B Clerk Thinv: Transport Ct i . Thir Action not taken by SLO
SMANTURANI R Samior Clark Thinr Transport Ct i . Thir Action not taken by SLO
I4REJNTHAR Senior Clerk Thinu; Transport C . Thir Action not taken by SLO
641701 ARCHANA A S NAIR Semor Cladk Tharuy; Transpart C  Thr Action not taken by SLO
274251Deepa 5 § Senior Clark Thiruy; Transpart C i Thir Action not taken by SLO
682646 Soumya 5 Usha Bhavan Senior Clark Thin: Transport C i Thir Action not taken by SLO
134371 Rajash K Senior Clerk (15 Yrs HG) Thiru Transport Commi  Thir Action not tzken by SLO
2612305hecjz R Senior Cletk Thinu Transpart C: it . Thir Astion not taken by 8LO
7883SLT V. Clerk Thinu Transpert C:  Thir Action not taken by SLO
682764 Fradesp T Senior Clark Thiruv Transport C:  Thir Action not taken by SLO
9361 5NITHIN R Clerk Th Transpart C i Thi Action not taken by SLO
410'\56hm,a]m Brother Rzj D Senior Clark Thin: Transport Ct i Thir Action not taken by SLO
307439 TAYAKUMAR G Senior Clark Thiru Sub RT Offica. Panzappar Action not tzken by SLO
7 2RATHEESHS R Senior Clerk Thinu; Sub RT Office, ! = Action not taken by SLO
Clerk Thiru Sub BT Office, } - Action not taken by SLO
Semer Cladk Kollam RT Office, Kollam Action not taken by SLO
Clerk Kollam RT Office, Kollam Action not taken by SLO
0SINDHU § § Senior Clark Kollam RT Office, Kollam Action not taken by SLO
13491 2Omankuttanpillai 3 Clerk Kollam RT Office, Kollam Action not taken by SLO
766978 Rajeav R Clerk Kollam RT Office, Kollam Action not taken by SLO
489833 Jayakuman § Clerk Kollam RT Office, Kollam Action not taken by SLO
641422SUNIL J Clerk Kollam RT Office, Kollam Action not taken by SLO h
Print Application

e 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.




H APES q WECTITET & EodlRATRETATd - U0, q TOTE OO TTUS s N T @ JFARR" SETVILE dTT,.. u TMCTa Torwara
| training.sparkgov.in says

Request for transfer processing has been submitted successfully. You

may view the status/generate transfer report through the menu Online
e e P tKerala
transfer Processing -> Draft Transfer Report q || l H |

“ Download Mobile App  User Manual
WPrafile /Admin Bloans/Advances [ fund

BAccounts BSign Qut

Norms Based Transfer Processing

Department :  Motor Vehicles Department

Transfer Application Statistics
[Total Number of Applications 718
INumber of applications not forwarded from Office 186
INumber of applications not forwarded from DLO 117
INumber of applications not accapted by SLO 398
Eligibility / Vacancy As on : 0110212020
Cadre Clerk v

Da Transfer Processing

e 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.

WProfile/Admin

mloans/Advances WService Matters BIncome Tax WProvident Fund BAccounts

View Rejected Applications

PEN Name

Designation DOJ in Present Station P]”;]::-el:: Present Office Reason
REJECTED BY HEAD OFFICE
' . ‘ . [SubRT . ctod
1 q . ] 110/2 - . .
oo I. IOCCOCROOR Sentor Clerk 07/10/2016 Thrissur Oﬁice.lrm_]alalmdalejecm

Generate Report

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




mProfile / Admin mLoans/Advances WService Matters Eincome Tax WProvident Fund

Progress of Application Submission

Department :  Motor Vehicles Department

||Receiving Application ||Forwarding to DLO ||Forwarding to SLO
Start Date : 22/02/2020 11:00:00
End Date :11/03/2020 17:00:00

||Accepting by SLO

Start Date : 24/02/2020 10:00:00
End Date :13/03/2020 23:59:59

Start Date : 01/03/2020 10:00:00
End Date :17/03/2020 23:59:59

Start Date : 01/03/2020 10:00:00

End Date :18/03/2020 23:59:59

Transfer Application Statistics - 2020
Total Number of Applications 718
Number of applications not forwarded from Office 186
Number of applications not forwarded from DLO 117
Number of applications not accepted by S5LO 208

Employee can be transfer to other station on compassionate ground or public interest
through option Service Matters>> online transfer processing >>Compassionate
Ground/Public Interest Transfer. The SLO have 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.

Download Mob1 e App  User Manual
BIncome Tax BProvident Fund BAccounts BSign Qut

Compassionate Ground/Public Interest Transfer

wProfile/Admin BloansfAdvances BService Matters

Department Motor Vehicles Depariment v

cadre Clerk v

Year 2020

OrderNo 000005

OrderDate 10/03/2020

| PEN __ FromDit PO D O pmd | |

mm Thirgvananthapuram RT Office, Attingal Eanmr Regional Transport Offica, Kansur Compaszionate Ground Deet
-Select- A ¥ | Select- A ¥ | _Select- v et

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




mProfile / Admin mLoans/Advances EService Matters EIncome Tax WProvident Fund

e-Service Book

View Leave History

Online Transfer Processing P (| Processing at State Level Office

Applications not forwarded from Office
Applications not forwarded from DLO
Applications accepted by State Level Office
Outside duty intimation b || Applications not accepted by State Level Office
Cadrewise Report

Leave Application »
COff Application »

Leave/COff/OD Processing P
Likely Vacancy Position

Progress of Application Submission
View Sanctioned Posts

Do Norms Based Transfer
Cadrewise Rank List

Admin/Compassionate Transfers
Draft Transfer Report

Final Transfer Report

Cancel Processed Transfer

Reset Submitted Application

View Rejected Applications

e 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.

Download Mobile App  User Manual
WProfile /Admin BLoans/Advances EService Matters BlIncome Tax WProvident Fund BAccounts BSign Out
View Sanctioned Post
Department Mator Vehicles Depariment
Cadre Clart '
Office As on Date |Sanctioned Posts
Deputy Transport Commissioner office NZ, Kozhikode 31/05/2019/6
Deputy Transport Commissioner Office(CZII), Eranakulam 30/05/2019/6
Deputy Transport Commissioner Office(SZ). Thiruvananthapuram 24/02/2020/4
Deputy Transport Commissioner officeCZ, Thrissur 27/02/2020/6
Regional Transport Office, Kannur 07/06/2019/22
Regional Transport Office, Kasaragod 29/02/2020/15
Regional Transport Office, Kozhikode 07/06/2019/32
Regional Transport Office. Wayanad 22/02/202012
RT OFFICE NS.THIRUVANANTHAPURAM 11/06/2019(9
RT Office Muvattupuzha 30/05/2019)9
RT Office, Alappuzha 24/02/202017
RT Office. Attingal 22/02/202009

= THE END =
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INTRODUCTION

In accordance with the orders issued vide G.0 (P) No.3/2017/P&ARD dated 25/02/2017,
G.O(MS)No0.18/2017/2017/P&ARD dated 29/08/2017 and G.0 (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,
same for forwarding from the office, same for forwarding from district level office and same for
accepting at 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

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.

@ Email: Inbox (11)

< ¢]

X | @ SPARK- Service and Payroll Adm X

@ SPARK - Senvice and Payrall Ade X +

& sparkgowv.in

&0

bspark/(S(dfydcvgzmsymtitipSirgriwd)/sparkl

in.aspx

Service and Payroll Administrative Repository for Kerala

through the UR

L,

@ wrll &8
-

6 SPARK Help Desk Contact details
Thirvananthapuram SPARK PMU 047125797,
Kannur Regional Spark Help Centre 0487-2707722
Treasury Directorate 496333764

Service and Payroll Administrative Repository for Kerala is an Integrated Personnel, Payroll and Accounts
information system for all the Employees in Government of Kerala. The system caters to the Personnel Administration,
Payroll and other Accounts activities of Government Establishments. Every employee is allotted with a unique Permanent
Employee Number (PEN) through the system. This Centralized system helps the departments to get details of any employee
immediately, achieve highest level of transparency in dealing with the employees, more consistent application of rules etc. In
the payroll side, accurate and automatic payroll processing is facilitated. It also ensures that the rules and regulations are
uniformly applied to all employees there by avoiding complaints and achieving better employee relations. ..

District Treasuries
Kattaklada 9496383742/0471-2200262 -

Notice Board

1) Module for Manual Revision slip entry for
employees in Deputation during Pay revision
period (PR 2019) has been enabled as per
Circular No.108/2021/Fin dated: 19-11-2021

2) Online PRAN (Permanent Retirement
Account Number) generation Module has
been enabled as per the Circular
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2. ACCESS ONLINE APPLICATION:

~
E LOGIN
User code
Password
Enter the characters as shown below.
528, 4 [¢]

Forgot password ?

Mot registered a user yet, register now

Submit complaints/grievances

Designed ana Developed by
> Nationsl Informatics Centre, Keralz
L E pel =i

Press F11 to toggle full screen

@ T i ENG

12:07
01-12-2021

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

The online application will be displayed as below.

]
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Download Mobile App  User Manual  Annual Confidential Report

[mprofile/Admin mLoans/Advances mService Matters mIncome Tax wProvident Fund mAccounts Sign Out
Transfer Requesi
Forwarding to DLO Forwarding to SLO by SLO.

Start Date : 10/11/2021 10:00:00 |Start Date : 01/12/2021 10:00:00 |Start Date : 04/12/2021 10:00:00 |Start Date : 10/12/2021 10:00:00
End Date :01/12/2021 23:59:50 [End Date : 03/12/2021 23:59:50 |End Date : 08/12/2021 23:59:56 |End Date : 16/12/2021 23:59:50

1. Permanent Employee Number (PEN) 880655
2. Name SARANYA PURUSHOTHAMAN
3. Department Health Services

4. Designation Assistant Surgeon

5. Contact Telephone number

Mobile 9246452244
6. € mail sara.smaki08@&gmail.com
7. Mame of Present Institution/Office 24X7 PHC KAYYUR
8. Date of Entry in Service 27/03/2020
9. Date of Retirement 30/06/2029

10.Posting / Promotion Order no. & Date in the present post [ Il

11. Date Of Joining in the Present Post 27/03/2020
12. Date of Joining in the Present District 27/03/2020
13. Date of Joining in the Present Station/Office 13/10/2021
14. 3).Whether recruited in the present post through o "
DRB(District Recruitment Board)?

b). If Yes, District hich recruited —Select— v
15. Home station /District declared at the time of joining service Kollam v

16. Change of home station if any Mew Home Station  —Select— ~ Date of change

(Change of permanent address/home station if any done through the offices will be shown above.)
17. Details of Service History

o To  —lomename g
27032020 281022021 PHC MOGRALPUTHUR.
o e s

13102021 31082021 24X7 PHC RAYYUR.
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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).

4. CONFIRM YOU NEED TRANSFER:

It is made mandatory to answer the query in Serial No. 19 ‘whether transfer is required’. If your
selection is ‘Yes’, then proceed to query No. 20, this option allows you to select the’ Station to which
Transfer is Requested’ in the order of your Preference.
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19. Whether Transfer is requirad: Likely Vacancy Postions for adre: Head Nurse
Department Name _____[Office Name ________________________________ [Vacancy Type _____INo.of Vacancy ]
Medical Education. DENTAL COLLEGE, TRIVANDRUNM Open Vacancy 1
Medical Education GOVT DENTAL COLLEGE, KOZHIKODE Replacement 1

20. Station to which Transfer is Requested for as per order If sanctioned strength 1s not updated for an office/post that office will not be listed here, Offices In the current station

of Preference(Name of Institution/District) not be listed. In the case of inter-district transfers, all districts shall be listed only If the applicant has completed one y

present district.

Select [ ) --Seiect |'=| lnsert
21. Whather Transfer is Requestad on the basis of any protection given balow? Tick as applicable. Supporting documents to be attachad along with signed hard copy
I Two years to retirement

XL (Ttems Lill,xiv,xvii will be fillad in automatically based on the data available in SPARK). Attach supporting documents along with the hard copy of the application.

I SC/ST . 7] Blind Employee Percentage of Disability
m. Phy _ age of D - '] paaf And Dumb Employes Parcentage of Disability
¥ [l Employee with Loc Including c: palsy, cured leprosy, b vi- 7] Mentally Disabled

Acid attack . Muscular dy phy
vil. M parants of Mantally Ratardad Childran/Employaas wha ook aftar tha Mantally Ratardad vill. M parants of autistic/Carabral palsy affactad ehildran

siblings solely

Ix. 7] parants of differantly ablad childran with mora than 50% of disability * [l parants of Daaf and dumb children
., i,

7l papandent of parsons who died in war {Wife/Husband /Father/Mother/Son/Daughtar). "] son/Daughter who looks after the Freedom Fighter
selil. 1] ®iv.

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.

Even if transfer is not required now, the employees can mark their preferred stations, as per the
order of preference; so whenever employees transfer occurs on administrative ground , system will consider
their choice of station by priority, if open vacancies exist in such places. All the employees are advised to
mark their preference.

who have the Military Service T Relatve of Jawan (Wite/ Husband/ Father / Mother / Son/Daughter).
*iX. || wife / Husband /Father / Mother / Son / Daughter of the Jawan of Para-Military wing, == | / wife of dent
of gency

. In the case of DRB recruitme|
tha case of inter-district tr]

ffice/post that offica will not ba listed h

22. If Transfer is not required and transfer is done on
administrativ and, station preferred to be posted in
order of prefe

If sanctionad strangth i
ly i

T . S
Edat

ras £t
- || --Select-- = | Inasat
23. Detalls of LWA availed if any NIL
24.0etails of Deputation availed foinerice et e o1 Organiastion T —TTra—
Districe epartment——— omee e e i T a1
25. Dotails of a o availed on req by the - [=]| ~Select— =] —select- =]

employee

26. Declaration
[7] 1 deciare that all the above details are correct. I also declare that I will submit the certificates required for Protection (item 21) along with the signed copy of this application.

FIG 4

5. 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.




6. SUBMITTING APPLICATION:

a. Ifthe 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.

" v @ applic
shall be listed only if the a

[Bino  IDistrict o | | |

Insert

23. Detalls of LWA availled if any

NIL
24.Datalls of Deputation avallad [Dnrrice s iment N e of Organtcation T —T T
Select ]| --Select =] [=]
Diiries Department O [From e Tedae ]
28, Datalls of Working arrongamant availed on request by the i ]| ~Swiect Le]| ~Select =]
amployaa
26. Declaration
[") 1 dactare that all the above details are correct. I also declare that T will submit the certificates required for Protection (item 21) along with the signed copy of this application.
Date : signature

After submitting the application online, print out of the application may be generated for submitting signed hard copy to the office along with supporting documents for pri

Save Draft Generate OTP for verification Enter OTP recaived |

submit Application Print Application

Once you submit the application, SPARK will provide you an application number. Applicant should
ensure that, they have got the application number.

7. 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.

P
Application No: 36499
1._Parmanent Employes Number (PEN) 186008
2 Namo Lissyamma P 1
3 Dapartment [EEE——
a e Nure
5_Contact Numbor 0046311344
6 E.man
7. Nams of present institt [MEDICAL COLLEGE HOSPITAL ALAPPUZEA
5_Dato of Entry in Service 31051907
300112020
o1072018
06062016
06062016
No
{B) I yos, District in which recrutted L
75 Home ctation Disirict dociarad at ihe are of Kotayam
16. Ghange of home station If any e Home Siavor

17_Detans of

St No. From Date Yo Date

1 [SREE AVITAM THIRUNAL Staff Nurse Gr I 311051997 13/0611997
HOSPITAL
THIRUVANANTHAPURAM

B [SREE AVITAM THIRUNAL Staff Nurse Gr I 41061387 131062002
HOSPITAL
 THIRUVANANTHAPURAM

a WEDICAL COLLEGE HOSPITAL, — |SiaffNurse Gel 1410672002 31052003

4 WEDICAL COLLEGE HOSPITAL. [ Staff Nurse Gr 1l 01/06/2003 21052004

s WEDICAL COLLEGE HOSPITAL. [ Staff Nurse Gr il 0110672004 12/0622004

& [MEDICAL COLLEGE HOSPITAL, | Stf Nurse Gr il 1410672004 3010672004,
[Tven

7 [MEDICAL COLLEGE HOSPITAL, | Stf Nurse Gril 0110772004 3010672005
[Tven

B [MEDICAL COLLEGE HOSPITAL. | Stf Nurse Gr il 0110712008 3010672008
[Tven

Fig 6

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




8. 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.
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