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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)No0.18/2017/2017/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
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NIC, Kerala.
processing in departments to complete the on-boarding process and further processing successfully.

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
Following are the step by step instructions for the officers involved in general transfer

10.

11.

12.

13.

14.

15.

Pre-requisites for on-boarding a department

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.

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.

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.

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

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.

The cadre name to be mapped for each designation through SPARK PMU.

Designations under each cadre that belong to district level recruitment (DRB) if any to be
updated by the nodal officer.

The sanctioned strength of all posts to be updated in SPARK by each establishment.

The hard areas/difficult areas to be updated in SPARK by the nodal officer.

Offices that fall within 15 KMs to be updated by the nodal officer for each office which will form
a station.

State level office and district/zone level offices for the purpose of handling transfer applications
to be updated in SPARK through PMU.

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.

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.

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

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.
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A. INSTRUCTIONS TO HEAD OF OFFICE

1. PERMANENT ADDRESS (HOME STATION) CHANGE: As per G.0 (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.

= —— = = =
I Sernice and Paurpgll Administrative Repository for Kerala .V
ersonal Details . SPAR
of Permanent Address Establishment Interface
te Data Sheet »

m Administration

= Income Tax = Accounts = Queries = Sign Out

vv

Y vYVVYVYYVYYD

cer
Part Salary Status
Proper tv Returns

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.

Emplovee Name 769627 Renuka S El

Address details

Existing Permanent Address New Permanent address

House no and name Sarsnya Bhavan House no and name*
Street name Kudavoor Street name*

Place Kottarathala Place*

Pin 595313 Pin*

State State#
District District=

[Taluk Taluk*

[

village
Residential phone
number(Land 04712114845
Phone)

Home town

village*

Residential phone
number(Land Phone) *

honnakkal Home town

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
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mistake and in his place another employee will be posted even.
Graduate Studies - Service Quota

Service matters->>> Post

m Administration mService Matters m Salary Matters m Income Tax m Accounts

m Queries m 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

T Empee | FromDae | ToDae | Remon | ]
752135 Rejia P Br

IS
724188 SUMANGALA W
776445 Jayasree B
774701 GEETHU R M

.1

Insert

[Lm

774713 JINU GEORGE
766594 Vidya 5
769640 Divya S
358965 Anitha \/ R
€26413 Hemachandran P
£96997 Ssnthosh Kumar S Dr
©158252 Manikala §
743329 (F2965) Nidheesh S H
596334 USHA M DR
818561 Keerthi K Nair
789908 Mohammed Sadique
817059 Athulya Mol U R
818730 (No) Athira G G
369129 Lekha Sasidharan

| 263081 Manoj Kumar 5 |

authorised Absence

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

im Administration mService Matters m Salary Matters m Income Tax m Accounts

m Queries m Sign Out

UnAuthorised Absence

Department Medical Education Modification of any entry can be done only on the date of entry

Office Govt Dental College, vandanam, Alappuzha

I Emmplayee ToDate | Reasom | |

Edit 774701 GEETHUR M 01/01/2018 30/04/2018 TEST1 Delate
—Select— =1 Insert

also.

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

» Service Matters->>>Personal Details->Discip. Action details.
» Service matters->Leave ->>leave History.

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

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.
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. et , -
Sernice and Paurgll Administrative Repository for Kerala S I’YI( K
nt Address Establishment Interface
»
m Administration - Income Tax - Accounts - Queries - Slagn Out

»
>

services quota
»
»
» - ot Office
» |Aeplications not forwarded from Office
»
3
>
»
>

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 WSarvica Mattars = Salary Mattars W Income Tax W Accounts = Queries = Sign Out

Pending list of applications to be

forwarded Application No : 36490
Post/ Cadre Name Head Nurse hd

PEN  Designation  Stams | |

1. Permanent Employee Number(PEN)  1ses0s
Lissyamma P J
Medical Education
Head Nurse

5. Contact Telephone numbers

Mobile 5946311344
6. E mail sathtvm@gmail.com
7. Name of Present Institution/Office MEDICAL COLLEGE HOSPITAL ALAPPUZHA
8. Date of Entry in Service 31/05/1997
9. Date of Retirement 30/11/2020

10.Posting/ P n Order no. & Date in the present post

) 01/07/2015
11. Date Of n the Present Post 01/07 /2015
12. Date of Joi n the Present District 06/06/2016
b arelorbel 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.
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Verification by Head of Office

whether signed copy of the application submitted @ yes ~ No
1. Home Station

Home Station Claimed Kottayam As on date |31/05M997
Home Station as per record | ——Select— E 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 £

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->>0Online transfer processing ->>>Applications not forwarded from office.

= Administration mSarvice Matters - Salary Matters - Income Tax - Accounts -Queries - Sign Out

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.
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1
2.
3.
4
5

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 :

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.

#Profile / Admin ELoans/Advances mService Matters mIncome Tax
Personal Memoranda
Property Returns
Generate Data Sheet
Service Details
Qualification

Family Details
MNominees

Benefit Details

Dept. Tests Passed
Trainings Attended
Awards

Disc. Actions
Probation

Recruitment
Regularisation
Approve Increment
NP5 Arrear Calculation

G al Tr: Ffer Admi p || Transfer Control Form

Difficult areas,/Remote locations
State/ District Lewvel 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/Districtlevel 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.
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EProfile/Admin mloans/Advances EService Matters plncome Tax wProvident Fund mAccounts S

State/District Level Offices

Department Motor Vehicles Department v

District Thiruvananthapuram Y

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

O Oy i

Deputy Transport Commussioner Office(SZ), Thiruvananthapuram District Level Office

Transport Commussionerate, Thiruvananthapuram State Level Office

2. DRB /lastgrade 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 fAdmin BLoans/Advances BService Matters EWncome Tax WProvident Fund WAccounts BSign Out
DRB Designations
Department | Miotr efices Depariment v Selected DRB Designations
Desienation
Confidential Assistant  Confidential Assistant Grll
Cadres Confdentis Assistznt v
s 28 Confidential Assstant Gr Il

Confidential Assistant Gr
26 Confidential Assistant Semior Gr
25 Confidential Assiztant Selection Gr
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3. Difficultareas / 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.

DOy IO IYIOOIE P[[

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

Difficult areas/Remote locations

Department Motor Vehicles Depariment \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.
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Prafile /Admin

BLoans/Advances BService Matters HIncome Tax WProvident Fund

Addition to Cadre Post in Other Department

Parent Foreign " Clerk
| G | ponE, [rssrond

Health Services

BAccounts BSign Out

Thiruvananthapuram

hc

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 Out

Offices within 15 Km

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

OffcNme " Ofkeh Sk \
v
Dapriy Tramsport Commissiorer oice NZ, Kezhikode Regional Transport Office, Kozkikods Department | Molor Vehices Depaiment |
Daprty Tramsport Commissiorer Offee(CZT), Eramsbeim. T Offce Ervakulns District | Thiusanarihzuan ']
Office search | || searcn |
aputy Transport Commissioner Offiea(3Z), Th i RT OFFICE N5 THIRUVANANTHAPURAM |
Select a office | Deputy Transport Commissioner Office(3Z), Thiruvananthapuram A
Deputy Transport Commissioner offics(Z, Thrissur RT Office, Thrissor
Reziomal Transport Office, Kozhikode Deputy Transport Commissioner office NZ, Kozhikodz Pl et e
Disichame — Ofichlikn |
(KT OFFICE N8, THRUVANANTHAPURAM Deputy Transport Commizsioner Offiee(SZ), Thi
IRT Office, Emakulam Deputy Transport Commissionar Offiee{CZ1I), Eranakulam

(RT Office, Thrissur Deputy Transport Commussioner officeCZ, Thrissur
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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

AR A

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 DRB 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 Mator 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
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Here nodal officer can select the check box as Same for all

years for other stations.

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

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

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

11 residency period 15 not entered 1or a cadre 1t will
Minimum residency period(years) for transfer eligjbilty be treated as 2 years for difficult stations and 3
vears for other stations.

Varies with repect to Cadres

[ Caie ame

All Cadres

esidency period in difficult 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

Forwarding applications to State Level Office

Start date [01/03/2020 10:00:00

Accepting applications at State Level Office

Start date [01/03/2020 10:00:00

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

[Residency period in other stations (Compulsory transfer on completion of tenure

No v

End date [09/03/2020 23:59:59

End date [10/03/2020 23:59:59

End date|12/03/2020 23:59:59

Cancel Confirm

Case2: if the nodal officer select check box as same for a
the options such as cadre name, Residency period of

years for other stations as shown below.

Il cadres and press confirm after updating
difficult station and other station , then

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




27/3511
DES/2023/2023-EA1

S5 EB ZOZR ESTAMBLISHMENT ) DIES

CPENMOaUyEars  TOT (Nansrer EnMgroiey UC IIoaretr as OIS TUT OIIITCOIT STIOILS ol -7

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

Compulsory transfer on completion of tenure

Yes v

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

esidency period in other stations

Start date |01,r'03/2020 10:00:00 | End date |10,‘03,‘2020 23:59:59 |

Accepting applications at State Level Office

Start date |01,r'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

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 * Vartes with repect to Cadres

“2dre Name Residency period in difficult [Residency period in other  [Compulsory transfer on completion of 9
stations stations enure
No v

Transport Commizzioner

Js{z_-ur:?;n;gof Commizsionsr & No v
{gﬂ}m Commizssioner No ¥
Senior Finance Officar No ¥
Senior Administrative Officer No v
Senior Law Officer No Y
Depury Tranzport Compizzioner No ¥
o \Pezional Tranzport Officer 1 1 Yes r

| Toint Regional Trenspart Officer 1 1 Yes v
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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 No \

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
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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 Paurgll Administrative Repository for Kerala g M

L Establishment Interface
““““ > o
nual

= Income Tax = Accounts = Queries = Sign Out

= Administration

v

studies - services quota

v

Processing at District Level Office
Applications not forwarded from Office
Applications not forwarded from DLO

¥y vvvyvvyw

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

im 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— E‘

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

e List of applications notforwarded 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
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List of Applications not forwarded from

T T

Senir Clark 081082013 Thinwenanthapuram BT OFFICE N3 THIRUVANANTHAPURAM
134'34 \'innd Vv Mlotor Vehicls Inspector 0112007 Thinwananthapuram BT OFFICE NS, THIRUVANANTHAPURAM
134803 Archana Sadazivan Senior Superintendant 241072019 Thinwananthapuram BT OFFICE NS, THIRUVANANTHAPURAM
134734 Sobhanal Ofice Attandant 261062018 Thinvanantapura BT OFFICE I8 THIRUVANANTHAPURAM
428685 Joiv K Regional Trensport Officer /112018 Thinwananthapuram BT OFFICE N3 THIRUVANANTHAPURAM
134931 [vothi § Senir Clark 28122001 Thinwenanthapuram BT OFFICE N3 THIRUVANANTHAPURAM
RENTITHR Assizramt Mator Vehicl Inspector 111172012 Thinwananthapuram BT OFFICE NS, THIRUVANANTHAPURAM
sreskumr & Motor Vehicle Inspactor 181012016 Thinwenanthapurar BT Office, Thinwvananthapuram
Sgjith D & Mlotor Vehicls Inspectar 122018 Thinventapura BT Office, Thinrvanenthapuram
Rajesh ] Assistant Motor Vehicl Inspector 17112007 Thinwenanthapura, BT Office, Thinwvanenthapuram
COPAKIMAR S Senir Clark 24080018 Thinwenanthapuram BT Office. Thinvananthapuram
0 RAMTTHPA Aszsisrant Motor Vehicls Inspectar 1310672018 Thinwenanthapurar BT Office, Thinwvananthapuram
6 Anmkumar K Motor Vehicle Inspactor 18062018 Thinwenanthapurar BT Office, Thinwvananthapuram
134787 Ajavargje § Motor Vhicls Inspecar QB/112007 Thinvenantapura BT Office, Thinvanenthapuram
134081 Soulgen M3 Junior Suparintendent 290772019 Thinwenanthapura, BT Office, Thinwvanenthapuram
134807 SudespBE Motor Vehicle Inspectar 10112007 Thinwenanthapurars BT Office, Thinrvananthapuram
Nagser 4 Aszsisrant Motor Vehicls Inspectar 7062018 Thinwenanthapurar BT Office, Thinwvananthapuram
RETKR Assisrant Motor Vehicls Inspectar 21112009 Thinwenanthapurar BT Office, Thinwvananthapuram
TINTUJPRAKASH  SemiorClark 19022018 Thinvanantapura BT Office, Avtingal
NEBINNK Clerk 191122018 Thinwenanthapura  Sub RT Office, Nevvattinkara
Afithlmar A Assistant Motor Vehicl Inspector 151112017 Thinvenanthapuram
Vinod Kumar K Tunior Superintendent 19082019 Thinvananthapuram

Generate Report

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

TSI DUarT L

|mAdministration

BService Matters mSalary Matters Elncome Tax BAccounts BQuerie

ist of Applications not forwarded from District Leve

T T T e T
Office Amsndant 04112018 T Office, Thirm
Tunior Superintendent 26/07/2019 Th:ml.nanﬂapumn FT Office, Thirevananthapuram
3331 l SATUM Senior Clark 28/082019 Thinr FT Office, Thinw
134845 Sabeelad Senior Clerk 25092019 Thirwvananthapuram BT Office, Attingal
632 Langkzha R Asziztant Motor Vehicls Inspector 2112017 Thinrvananthapuram T Office, Attingal
344 GEETHA KUMARIN Office Attendant 18112019 Thinrvananthapuram BT Office, Attingal
1;4 06 AMAS MOHAMMEDM  Motor Vihicle Inspactar 10/082013 Thinrvanathapuram BT Office, Artingal
225 |ANIL G 5 A it Motor Vehicls Inspector(® vrs HG) 12062018 Thinwvananthapuram BT Office, Attingal
& Razhumath R Motor Vehicle Inspactor 06062018 Thinwvananthapuram BT Office, Attingal
134768 Avvappan B Senior Clark 05122019 Thinrvananthapuram T Office, Attingal
418708 EIMODV § Assiztant Motor Vehicls Inspector 16/02/2019 Thirwvananthapuram BT Office, Attingal
134028 Mini Sharafiidaen Joint Regional Transport Officer 161072019 Thinrvananthapuram  Sub Regional Trensport Office, Varkala
504248 DEEPUD G Assiztant Motar Vehicle Inspector 31102019 Thinrvananthapuram  Sub Regional Transpont Office, Varkala
134077 Mava YU Head Accountant 20/082019 Thinrvananthapuram  Sub Reztonal Trensport Office, Varkala

Generate Report
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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 gquota
Appointment to higher post »
Transfer

Processing at State Level Office

Applications not forwarded from Office
Applications not forwarded from DLO
Applications accepted by State Level Office
Applications not accepted by State Level Office|
Cadrewise Report

. . . Likely vacancy Position

Outside duty intimation Do Norms Based Transfer

Attendance Details of Office Generate Transfer Report

Retirements } |cancel Processed Transfer

Online Transfer Processing
Deputation

Leave Application

Leave Processing

COff

yYvyv vvwvvwywy

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.

im 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 consoclidated list

List of employees requested for transfer

Post/ Cadre Name | —-Select-—- lz‘

e Cadre wise report can be taken through the menu Online processing ->>Cadre wise
report
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im 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 [~]

DisCict Thiruvananthapuram [~]

613269 DEEPA G DR Assistant Professor (Regular) - Physiclogy with AGP 8000 Thiruvananthapuram MEDICAL COLLEGE, THIRUVANANTHAPURAM
613271 RUPAGDR Assistant Professor (Regular) - Physi rith AGP 8000 | Thiruvananthapuram MEDICAL COLLEGE, THIRUVANANTHAPURAM
672445 SUDHINA P S Dr Assistant Professor (Regular) - Physiology with AGP 7000 Thiruvananthapuram MEDICAL COLLEGE, THIRUVANANTHAPURAM

739635 MEERA ARUN | Assistant Professor (Regular) -

T13778 Varsha PSDR | Assistant Professor (Regular) - Physiology with AGP 7000 Thiruvananthapuram MEDICAL COLLEGE, THIRUVANANTHAPURAM
Physiology with AGP 7000 Thiruvananthapuram MEDICAL COLLEGE, THIRUVANANTHAPURAM

years.]

Likely Vacancy Positions (Online transfer processing ->>Likely vacancy position)
may be used to generate the count of likely vacancies. PDF reportwill be generated here

and same maybe used for publishing in SPARK or web site of the department.

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

Note:e Likely vcaney is preparad by including thase emplayees wherever 3 years of service has been completed,

The above ls s prepared withoul considering protecied ensployees who are cligible to continue upio § years.

SLNo | ()ffice Name ‘ Vacaney Type | No.of Vacancies

Cadre/Post Name : Assistant Professor - Department of Physiology

I |GOVERNMENT MEDICAL COLLEGE KONNI Open Vacancy 2
2 |GOVT MEDICAL COLLEGE MANJERI Replacement 2
3 |Govt Medical College, Idukki Replacement 1
4 |GOVT MEDICAL COLLEGE, KOZHIKODE Replacement 4
3 |GOVIMEDICAL COLLEGE THRISSUR Open Vacancy 2
6 |GOVIMEDICAL COLLEGE THRISSUR Replacement 2
1 INDIRA GANDHI GOVERNMENT MEDICAL COLLEGE THIRUVANANTHAPURAM Open Vacancy 2
§  |MEDICAL COLLEGE KOTTAYAM Open Vacancy 2
Y |MEDICAL COLLEGE KOTTAYAM Replacement 3
10 |MEDICAL COLLEGE, THIRUVANANTHAPURAM Replacement 3
11 [T.D. MEDICAL COLLEGE, VANDANAM, AMBALAPPUZHA Replacement 4
Cadre/Post Name : Assistant Professor - Department of Radiodiagnosis
12 |GOVERNMENT MEDICAL COLLEGE KONNI Open Vacancy 1
13 |GOVT MEDICAL COLLEGE MANJERI Open Vacancy 1
14 |Govt Medical College, ldukkn (Open Vacancy 1
15 |GOVT MEDICAL COLLEGE, KOZHIKODE Replacement 4

[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

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.
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List of Applications not forwarded from Off

3

134532 Tvothi § Semor Clerk W10
134805 Archana Sadasivan Semor Superintendest 241072019
601293RENITTH R st botor Vbicle 113019
nepector
134853 Manej P Semior Clerk QB8 2013
134784 Vinod VYV Motor Vebicle Inspector _ 02/112017
128685 oy K Resional Transport Offcer_ 09/112018
134734Sobhana L Ofice Attendant 261062018
41331185 D 5 Motor Vebicle Tnspector _ 01/12019
TISTI0RAMITH P A stk Motor Veicle 510601
nspector
134786 Arunkumar K Motor Vebicle Trspector 18062018
134757 Ajzyanje § Motor Vebicle Tpector  08/112017
600082 Rajesh T psstatMotor Vhicle 17113017
nspactor
134881 Souleen M § Tumor Superintendant  29/072019
134507 Sudeep BE Motor Vehicle Tospector _ 10/112017
Motor Vebicle Tspector 18012016
Asstet Motor Velicle o0
nspactor
Semior Clak PITEHIE]
T Sl T g
nepector
617473 TINTU T PRAKASH Semior Clerk 19/092018
e eg— Asstot Motor Velicle 1000

Inspector

Generate Report

ThinuvananthapuramRT OFFICE NS THE]
ThinwananthapuramRT OFFICE N8 THRUV!

D i
e T i

ThinrvananthapuramRT OFFICE NS, THIR
ThinrvananthapuramRT OFFICE NS, THIR]

ThinrvananthapuramRT OFFICE NS, THIRUVANANTHAPURAM
ThinrvananthzpuramRT OFFICE NS, THIR]

THAPURAM
ANTHAPURAM

ANTHAPURAM

ANTHAPURAM

T RT Office, Thirn
T RT Office, Thirn
Thirw i RT Office, Thirm i
T RT Office, Thirn
Thirw i RT Office, Thirm i
T RT Office, Thirm
Thirw i RT Office, Thirm i
T RT Office, Thirn
T RT Office, Thirn
Thirw i RT Office, Thirm i
T RT Office, Thirm

ThinrvananthzpuramRT Office, Attinzal

T

Sub RT Offics, Ney

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.

133103 Bindu K

134343 Sabeelz 4

T09225ANIL G §

663844 GEETHA KUMARIN
133976Raghunzth R,
134765 Ayvappan R
4187088IMOD V'3

134988 Mimi Sharafudesn
134977 Maya YU
§M448DEEPUD G

135268 Sheref M

13432141 B

618038 Mohanachandran B
833388 SILPACHANDRAN
83447 Resmi Mol &
402340IAYA C SANKAR
440115 Pradeep Kumar TP
4291938 zji Prazad G §
969303ANIL MR
369874Biju P

133512 Sebastain Joseph
135231 Sandosh kumar VV

Generate Report

Jumior Superimtendent

Office Attendant

Senior Clerk

Assistant Motor Vehicle Inspector
Motor Vehicle Inspactar

Sentor Clerk

Aszistant Motor Vhicle Inspectar(3 yrs

Office Attendant

Mater Vehicle Inspactar

Senior Clerk

Aszistant Motor Vehicle Inspactar
Joint Regional Transport Officar
Head Accountant

Aszistant Motor Vehicle Inspector
Motor Vehicls Inspactor

Moter Vehicle Inspactor

Sentor Clerk

Clerk

Clerk

Senior Clerk

Moter Vehicle Inspactor

Joint Ragional Transport Officar
Assistant Motor Vehicle Inspector
Assistant Motor Vehicla Inspector
Head Accountant

Junior Superimteadeat

260772019
04112018
29082019
27112017
10/08/2018
25092019
22062018
18112018
06/06/2018
05/12/2019
16092019
16:07/2019
29082019
31102019
3010572018
01062018
141112016
20012020
20012020
301092019
09/02/2017
17122017
031112018
26i092019
26/092016
22082019

List of Applications not forwarded from District Level Office

- Vi
s

Thinrvananth RT Office, Thiruvanantk
Thing RT Office, Thinvanant
Thinwvanand) RT Office, Thiruvananth

ThinvananthiapuramRT Office, Attingal
ThinrvananthapuramRT Office, Attmaal
ThinrvananthapuramRT Office, Athnzal

ThinrvananthapuramRT Office, Athnzal

ThinrvananthapuramRT Office, Athnzal
ThinrvananthapuramRT Office, Attinzal
ThinrvananthapuramRT Office, Attinzal
ThinrvananthapuramRT Office, Attmaal
Thinrvananthapuram Sub Regional Transport Office, Varkala
Thanwvananthapuram Sub Regional Transpert Office, Varkala
Thinrvananthapuram Sub Regional Transport Office, Varkala

Kollam
Kollam
Kollam
Kollam
Kollam
Pathanamthitta
Alappuzha
Alappuzha
Kottayam
Kottayam
Kottayam
Kottavam

SubRT Office, Punalur

SubRT Office, Pumahur

SubRT Office, Pumahur

Sub Regional Transport Office, Pathanapuram

Sub Regional Transpert Office, Chadayamangalam

SubRT Office, Adoor

SubRT Office, Chenzancor

SubRT Office, Kayambulam

RT Office, Kottayan

SUB REGIONAL TRANSPORT QFFICE UZHAVOOR

SUB REGIONAL TRANSPORT QFFICE UZHAVOOR

SUB REGIONAL TRANSPORT QFFICE UZHAVOOR
3

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.
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Applications accepted by S.

Department Motor Vehicles
Department
Post/ Cadre Name Office Attendant v

PN Name _Deipmtion D00 i rsn Sionproen D PrvntOtce _________ Comment by Soe L Offic

B1218TSATINA MR Office Attendant Thirmvanathapuram Depun rm,pan C Office(3Z), Thinm
$T1509RATT R NAIR. Office Attendant Thiruvananthapuram Sub RT Office, Panzappara Recammeuded
134961Unm]m hnzn Nair V. Office Attendant § Yrs HG Eollam BT Offica, Kollam TRANSFER NOT REQUIRED RETIREMENT DATE 51.08.2020
Mathew John Office Attandant Eollam BT Offica, Kollam RECOMMENDED FOR TRANSFER
JINCY SEBASTIAN Office Attendant Eollam BT Offica, Kollam RECOMMENDED
TOHNSON T Office Attandant 02/12/2013 Eollam BT Offica, Kollam RECOMMENDED
ABDUL MUNEER. M Office Attandant 10/01/2018 Pathznamthitta Sub RT Office, Ranny Recommended
Pravesna K Office Attendant 11/06/2018 Alappuzha Sub RT Office, Charthala Recommended
BISUDHAR Office Attendant 07/11/2019 Alappuzha Sub RT Office, Chengzanoor Recommended
83Pravean § Office Attendant 15 Yrs HG07/01/201% Eottayam ET Offica, Kottayam May be considerad.
46Pradeep Eumar P Office Attendant 13 Yrs HG01/07/2010 Palaklad BT Offica, Palakiad recommended for transfer
63 Rajest PM Office Attendant 8 Yr= HG 20/07/2013 Palaklkad BT Offica, Palakkad recommended for transfar
S03143USHAPT Office Attandant 21/07/2013 Palaklad BT Offica, Palakiad recommended for transfer
383141 Unnikrishnan N Office Attandant 26/06/2018 Palaklad BT Offica, Palakiad recommended for transfer
718229 Sreatha § Office Attandant 19/12/2013 Palaklad BT Offica, Palakiad recommended for transfer
135260SHAMSADP S Office Attendant § Y= HG 08/11/2019 Palaklad Sub RT Office, Ottzpalam recommended for transfer
TB9233SHAILATAK Office Attandant 03/12/2016 Malzppuram ET Offica, Malappuram Fecommended

Print Application

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.

Department Motor Vehicles
Department
Post/ Cadre Name Clerk

35 Samior Clerk 2014 , Thiru: Actiom not tzken by SLO
321695 SNEHAPALAN TL Semior Clark 07/09/2019 ., Thirw Action not teken by SLO
638521 asiza TS Clerk 2009/2017 "[hmr cananhapusam Deputy Transpor: Co Offica(SZ), Thirus Action not teken by SLO
345385 Surai M § Semior Clerk 05/10/2019 T Transport C Action not teken by SLO
628130 Camesh VP Seior Clack 111072013 T Transgart C Acticm not takan by 51O

S43EEIAE Clerk 11102018 T Transpart C Action not taken by SLO

SMANIURANI R Semior Clerk 24109/2018 T Transport C Action not taken by SLO

ARENTHAR Semior Clerk 06/09/2019 T Transport C Action not teken by SLO
641701 ARCHANAA S NAIR Semior Clerk 111062012 T Transport C Action not teken by SLO
274251Deepa§ § Semior Clerk Q2/09/2019 T Transport C Action not teken by SLO
632646 Souraya. § Usks Bhavan Semior Clerk 07108/2013 T Transport C Action not teken by SLO
1;43 |Rajmk K Samior Clerk (13 Vrs HG) 19/06/200 T Transgart C Acticm not takan by 51O

23 Samior Cle) 07102018 T Transpart C Action not taken by SLO

Clerk 031212017 i Transport C Actiom not tzken by SLO

Semior Clerk 30109/2019 T Transport C Action not teken by SLO

Clerk 23/10/2018 T Transport C Action not teken by SLO

Semior Clerk 02/09/2019 T Transport C Action not teken by SLO

Samior Clack 12/09:2018 T Sub KT Offics, Pansappar Acticm not takan by 51O

Semior Clerk 20107/2016 T Sub KT Office, 2 = Action not taken by SLO

Clerk 20122018 T Sub KT Offics, 2 Action not taken by SLO

Semior Clerk 12102017 Kallam RT Offica, Kollam Actiom not tzken by SLO

Clerk 30122017 Kellam RT Office, Kollam Action not teken by SLO

Semior Clerk 210872019 Kellam RT Offics, Kollam Action not teken by SLO

Clerk 01/09/2013 Kellam RT Office, Kollam Action not teken by SLO

766978 Rajeev B Clerk 1022016 Kallam FT Offics, Kollam Acticm not takan by 51O

439835 Tayakumar § Clerk 30/05/2019 Kollam RT Offics, Kollam Action not taken by SLO
641422SUNIL 1 Clerk 151092017 Kallam RT Offica, Kollam Actiom not tzken by SLO -

Print Application

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.
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training.zpark gov.in says

Request for transfer processing has been submitted successfully. You
may view the status/generate transfer repart through the menu Online Keta lﬂ
transfer Processing -> Draft Transfer Report r

“ Download Mabile App  User Manual
WProfile/Admin Bloans/Advances BSer fund BAccounts BSign Out

Norms Based Transfer Processing

Department :  Motor Vehicles Department

Transfer Application Statistics
Total Number of Applications 718
Number of applications not forwarded from Office 136
|Number of applications not forwarded from DLO 117
|Number of applications not accepted by 5LO 208
Eligibility / Vacancy As on : 01/02/2020
Caire Clerk v

Do 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.

#Profile /Admin

Bloans/Advances BService Matters

Elncome Tax WProvident Fund

View Rejected Applications

BAccounts

DOJin Present Station P];:;:: Present Office
REJECTED BY HEAD OFFICE
' . . . SubRT . ctod
| h - N ‘." -"2 | . o
X I. XETOTTOCOO Senior Clerk 07/10/2016 Thrissur Oiﬂce.ll‘mjalalcudale‘]ecm
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
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mProfile / Ad min BlLoans/Advances EService Matters EIncome Tax mProvident Fund

Progress of Application Submission

Department :  Motor Vehicles Department

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

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 SLO 298

e 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.

| DOWII0ad SODIE AP Ceel Nanual

|lPrnﬁ|eIAdmin BloansfAdvances EService Matters Blncome Tax BProvident Fund BAccounts WSign Out
Compassionate Ground/Public Interest Transfer

Department Motor Vizhicles Depariment v

cadre Clerk v

Year 2020

OrderNo 10000050

OrderDate 10103:2020

| PEN _ FromDi PO ToDat _____________ oOfe __ _ _________boomd | |

B XS Thinrvananthapuram RT Office, Attingal Kanmur Regional Transport Office, Kanmur Compassionats Groud Dele
~Seleci- \ Y| -Gkt v v | Seleci- ¥ [loaer

There is provision enabled for canceling processed transfer through the option service
matters>> online general transfer >> cancel processed transfer.
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mProfile / Admin mLoans/Advances EService Matters EIncome Tax mProvident Fund

e-Service Book
View Leave History
Online Transfer Processing P (| Processing at State Level Office
Applications not forwarded from Office

Leave Application »
Applications not forwarded from DLO
COff Application » Applications accepted by State Level Office

Outside duty intimation } || Applications not accepted by State Level Office

Cadrewise Report

Leave/COff/OD Processing P
Likely Vacancy Position

Progress of Application Submission
View Sanctioned Posts

Do Norms Basad 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
mProfile/Admin Bloans/Advances WService Matters BIncome Tax WProvident Fund BAccounts BSign Out
Department Motor Vehicles Depariment
Cadre Clerk A
Office AsonDate  Sanctioned Posts
Deputy Transport Commissioner office NZ, Kozhikode 31/05/2019/6
Deputy Transport Commissioner Office(CZIT), Eranakulam 30/05/2019/6
Deputy Transport Commissioner Office(SZ), Thiruvananthapuram 24/02/202014
Deputy Transport Commissioner officeCZ. Thrissur 27/02/2020(6
Regional Transport Office. Kannur 07/06/2019/22
Regional Transport Office, Kasaragod 20/02/2020/15
Regional Transport Office, Kozhikode 07/06/2019/32
Regional Transport Office. Wayanad 22/02/2020/12
RT OFFICE NS, THIRUVANANTHAPURAM 11/06/2019(9
RT Office Muvattupuzha 30/05/20199
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.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.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
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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.

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.

o
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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.

@ Email: Inbox (1) X | @ SPARK- Sewviceand Payroll Adm X @) SPARK — Semvice and Payroll Acr X + v = X

& C @ sparkgov.infwebspark/(S(dfydcvgzmxymtitjpSirgriw))/sparklogin.aspx ®

L
N

Service and Payroll Administrative Repository for Kerala,

LOGIN
I°N i Service and Payroll Administrative Repository for Kerala is an Integrated Personnel, Payroll and Accounts
0 NEED HELF? o 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 unigue Permanent

& Employee Number (PEN) through the system. This Centralized system helps the departments to get details of any employee
SPARK Help Desk Contact

ils immediately, achieve highest level of transparency in dealing with the employees, more consistent application of rules etc. I~ User code
Thiruvananthapuram SPARK PMU 0471-2 the payroll side, accurate and automatic payroll processing is facilitated. It also ensures that the rules and regulations are
Kannur Regional Spark Help Centre 0497- uniformly applied to all employees there by avoiding complaints and achieving better employee relations... Password

Treasury Directorate 9496383764
District Treasuries
Kattaklada 9496383742/0471-2290262 -
Enter the characters as shown below.

Notice Board 5%8 , 4 [¢]

Forgot password ?

Not registered a user yet, register now

Submit complaints/ grievances

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 -
National Informatics Centre, Kerala
£ SneCerme

Best viewad with 1024 X 768 resoiution.Campatible browsers are IE 6 and above] or Equivalent ) Press F11 to toggle full screen

[T[#3 Prvina the Next Generation Government

= - = = 1207
& O Typehere to search " e I= B Q) NG o 8]

FIG1

2. ACCESS ONLINE APPLICATION:
Click the menu ‘Service Matters’ -> ‘Online Transfer Processing’ -> ‘Application for general transfer’.
The online application will be displayed as below.
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@ Email: Inbox (6) X @ SPARK- Service and Payroll Adm X 4 N - x
< C A Notsecure | training.spark.gov.in/sparktest2016live/(S(hcOhrocnae5za02ppt043xmb))/SparkMenuNew.aspx?mytkn=886773c-c418-4811-8782-03ed38ffbebf ® % &
— B e N
Download Mobile App  User Manual  Annual Confidential Report
[mProfile/Admin mLoans/Advances mService Matters mlncome Tax wProvident Fund mAccounts Sign Out
Transfer Request
[Receiving Application Forwarding to DLO. Forwarding to SLO by SLO

End Date :01/12/202123:59:59 |End Date :03/12/2021 23:59:50 |End Date :09,/12/2021 23:59:59 |[End Date : 16/12/2021 23:59:59

E«m 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

1. Permanent Employee Number (PEN) 889655
2. Name SARANYA PURUSHOTHAMAN
3. Department Health Services

4. Designation Assistant Surgeon

5. Contact Telephone number

Mobile 9446452244
6. E mail sara.smak108@gmail.com
7. Name of Present Institution /Office 24X7 PHC KAYYUR
8. Date of Entry in Service 27/03/2020
9. Date of Retirement 30/06/2048

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

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. a).Whether recruited in the present post through o o
DRB(District Recruitment Board)?
b). If Yes, District in which recruited —Select— v
15. Home station /District declared at the time of joining service Kollam v
16. Change of home station if any New Home Station  —Select— ~ Date of change

(Change of parmanent address/hame station if any done thraugh the offices will be shown above.)
17. Details of Service History

271032020 28022021 PHC MOGRALPUTHUR
01032021 12102021 PHC MOGRALPUTHUR
13102021 31082021 247 PHC KAYYUR.

9

2 i 11
= =) =)
£ Type here to search " G 1= O ) NG e

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 thereis 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:

[t 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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Yas | = | Wiaw vacancy List
q L
19, Whather Transfer is required: [Likely Vacancy Postions for the Cadre: Head Nurse
[Depariment Name ______ JOfflceName __________ _________________ [Vecancy Type __[No.of Vacancy ]
Medical Education DENTAL COLLEGE, TRIVANDRUM Open Vacanay 1
Medical GOVT DENTAL COLLEGE, KOZHIKODE 1
20. Station to which Transfer is Requested for as per order I sanctioned strength 15 not updated for an office/post that office will not be llsted here, Offices In the current station
of Preference(Name of Institution/District) not be listed, In the case of intar-district transfers, all districts shall be listed only If the applicant has complatad one y
prasent district,
E____
Select = || -Select -
21. T is d on the basis of any protection given balow? Tick as applicable. Supporting documents to be attached along with signad hard copy
T Two years to retirement
1 (Items LLxiv,xvii will be fillad in automatically based on the data available In SPARK). Attach supporting documants along with the hard copy of the application.
I sSC/ST il 7] Blind Employee Percentage of Disability
m. PH [ age of Disability Vo 1 paaf And Dumb ploy of v
b "] Employee with Locomotor disability including cerebral palsy, cured leprosy, dwarfism, vi- 1] mentally Disabled
Acid attack victims, Muscular dystrophy
Vil || parents of Mentally Retarded Children/ Employees who look after the Mentally Retarded Vil ] parents of autistic/Cerebral palsy affected children
siblings solely
. '] parants of diffarantly ablad childran with mora than 50% of disability * [l parents of Deaf and dumb children
xi. xii.
"] Dapandant of parsons who died in war (Wife/Husband/Father/Mother/Son/Daughter). " son/paughter who looks after the Freedom Fighter
il ] xiv.

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.

v wha have the Military Service U Helanive of Jawan (Wite/ Husband/ Father/Mother/ Son/ Daughter).
*i%. | wife / Husband /Father / Mother / Son / Daughter of the Jawan of Para-Military wing, == | wife of dent
of T gency
22. 1f Transfer is not required and transfer is done on If sanctionad strength is not updataed for an office/post that office will not ba listed h . In the case of DRB recruitme|
administrative ground, station preferred to be posted in be listed only if the applicant has complated five years of service in tha present stati @ case of inter-district tri

order of preference shall ba listed only if the applicant has completed one year of service in the present d

e

TR Edit

e -

thapuram Edu

- | Inasst
23. Datalls of LWA avalled if any NIL

24.Details of Deputation availed e e
___

25. Dotails of a a availed on req by the Select-

employee

26. Declaration
[7] 1 dectare 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.

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.
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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 ‘Submitapplication ‘button for submitting the application after entering OTP.

23. Detalls of LWA availed if any

24.Datalls of Daputation availad

amployae

26. Declaration

Date

Save Draft

and transfor is done o
efarrad to be posted in

25, Detalls of Working arrangemant availed on request by the

Generate OTP for verification

NIL

[Distrce  [Department _______ [Namsof Organksstion [Fromdate ____[Todate ]
Select. Select — —

[Disrier et Totee  Fromdme [loane |
Select Select [=]] --Select [=]

["] 1 dectare 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.

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 pr|

submit Application Print Application

7. PRINT APPLICATION

Application No: 36499

FIG 5

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

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.

1. Permanent Employee Number (PEN) 186908
2. Name o
3. Department [Medical Education
4. " Head Nurs:
s. 0046311344
6. Email
7. Name of present institution MEDICAL COLLEGE HOSPITAL ALAPPUZHA
8. Dats of Entry in Servica 31051907
9. Dats of retirement 301112020
10. Order no. & date of promation in the 56,0107/2015
| present pos:
11._Dats of joining in tha prasemt post 010772015
12 Dato of joining in " 0606018
13. Date of joining in the p i oane2018
14, (a)Whather recruttad In the prasent post Mo

through DRE?

{5) ¥ yes, District in which recrurtad i
5 Home station District deciared at the tms of ettayam

joining service

16. Change of homa station f any e Home Staton

17._Detais of Sarvice Hist
St No. From Date To Date
1 [SREE AVITAM THIRUNAL Staff Nurse Gr 1| 310811907 13061087
HOSPITAL
THIRUVANANTHAPURAM
B [SREE AVITAM THIRUNAL Staff Nurse Gr 1| 70611997 1310612002
HOSPITAL
THIRUVANANTHAPURAM
B MEDICAL COLLEGE HOSPITAL. | Siafl Nurse Gr 1 1410672002 310052003
o MEDIOAL COLLEGE HOSPITAL. | Siafl Nurse Gr 1 01/06/2003 31082004
5 MEDIOAL COLLEGE HOSPITAL. | Siafl Nurse Gr 1 01/06/2004 131062004
6 MEDIOAL COLLEGE HOSPITAL.  |Siafl Nurse Gr 1 14/08/2004 30062004
7 MEGICAL COLLEGE HOSPITAL, | S Nuwe Gr 1 01/07/2004 2010812005
G WEDICAL COLLEGE HOSPITAL,  [Siafl Nurse G I 010712008 2010872008

Fig 6

WARNING: No editing will be permissible after submitting the application!!!
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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 applicationstatus’ , ‘View Trasnfer request’ and an action button ‘Print Submitted Application’ are visible
for respective functionalities as in fig 7 below.

e
ﬁﬁ:i""“é},ﬁé& Service and Payroll Adm rative Repository for Kerala N y

Employee Inteface

= s
5 ma) ma M O

FIG 7

================================= [HE END






