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Sub.: Guidelines on ‘Request Transfer’ and request for ‘Mutual Transfer’ of
Non-Executives- reg.
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This Mint is in receipt of a letter vide No. SPMCIL/12039/25/2021-HR/804 dated
10/03/2026 from SPMCIL, CHO, New Delhi, regarding Guidelines on ‘Request Transfer’
and request for ‘Mutual Transfer’ of Non-Executives.
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The same is enclosed herewith for information and circulation to all concerned.

T T THATA & TerT TTRRTLY F SAqHIes § JT 3641 747 2
This is issued with the approval of the Competent Authority of this Mint.
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HY<h ARTIaY (7.9.)/Jt. General Manager (TO)
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Sub: Guidelines on ‘Request Transfer’ and request for ‘Mutual Transfer’ of Non-Executives.

Ref:  Earlier guidelines on this subject dated 17.06.2014

ERCES

With a view to streamline and regulate the issue of ‘request transfer’ and request for
‘mutual transfer’ of Non-Executives working in various Units of SPMCIL, the following guideline will
come into force with immediate effect:

2. Eligibility Criteria:

2.1 A period of 3 years at one Unit will be considered as “tenure” for the purpose of
consideration of request / mutual transfer. The employee will be considered eligible for request
transfer/ mutual transfer only after completing the tenure of 3 years at the present Unit. Cut-off
date for calculating the tenure will be 315t December of the year. Mid-tenure transfers should be
kept down to minimum, in the interests of the Organization.

2.2 For Mutual transfer, both the employees should be from same functional area/ trade so as
to fill the other’s position rationally and gainfully.

2.3 For request transfer, if the relevant functional area/ trade is not available in the Unit to
which the employee seeks transfer, the application shall not be considered. However, in extreme
circumstances, such cases will be reviewed by the Unit Heads and to be recommended for the
approval of the Committee of Functional Directors.

24 Special consideration will be given in cases where both husband and wife are employed in
SPMCIL, or where the employee’s spouse works in a Central Govt./State Govt./CPSEs/State
PSEs. In such cases, the request may be considered to allow the employee to be posted closer to

their spouse as far as possible.

2.5 An employee shall be eligible for an inter-unit request/ mutual transfer only once

throughout the entire service in SPMCIL.
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2.6 Employee applying for request transfer/mutual transfer must have at least five years of
service remaining before superannuation i.e. if an employee is due for superannuation in Sept.,
2032, in this case the employee may apply before Sept., 2027.

2.0 Employees applying for a request transfer shall be given preference according to their
seniority in the current unit, with senior employees to be considered before junior employees.

3. Terms and conditions
3.1 Seniority on request transfer/ Mutual request transfer:-

In case of request/ mutual transfer, the seniority of the employee in the transferred Unit will be
fixed at the bottom of the respective level to which the employee belongs. The rationale behind the
same is to avoid disrupting the existing hierarchy and potential grievances among employees in
the new location.

3.2  Financial Upgradation:-

Employees transferred on request as well as on mutual basis shall be granted Financial
upgradation to next immediate higher pay scale as per the provisions of Promotion Policy for Non-
Executives on counting the service rendered in previous Unit.

3.3  Transfer Benefit:-
Employees opting for request/mutual transfer will not be eligible for any Transfer benefit.
3.4 How to Apply:-

» Applications for request transfer or mutual transfer shall be submitted in the prescribed
proforma attached as Annexure—l & Annexure-ll during the year. Applications received on
or before 30th September shall be taken up for consideration for that calendar year.

For example, if an employee submits the application by 25th July 2026, it will be considered for
transfer during the calendar year 2026. However, if the application is submitted on or after 30t
September 2026, it will be considered in the next calendar year, i.e., 2027.

e Process for Request transfer:
i.  Upon receipt of an application for request transfer, the Parent Unit shall forward the

employee’s application to the concerned Unit where the transfer is sought. The
Head of the concerned Unit shall examine the request and submit its

shrts,



3.5

recommendation/ non-recommendation to the Parent Unit within 10 (ten) working
days from the date of receipt of such application.

In case no recommendation is received within the stipulated period, the request
shall be treated as deemed to have been agreed to by the concerned Unit.

Thereafter, the Parent Unit shall forward the complete proposal for request transfer,
along with the recommendations received, to the Corporate Head Office for
approval.

Process for Mutual transfer:

In case of a Mutual Transfer request, the Parent Unit shall recommend and forward
the request to the concerned Unit where the mutual transfer is sought in Annexure—|
(for Mutual Transfer).

The Head of the concerned Unit on agreement, shall submit its recommendation
along with the duly filled Annexure—ll to the parent Unit within 10 (ten) working
days from the date of receipt of the application. Thereafter parent Unit shall forward
the case to Corporate office for approval.

If the request of the parent Unit is not considered favourably by the concerned Unit
the request for mutual transfer shall not be considered.

In the event that no recommendation is received from the concerned Unit within the
stipulated period, the Parent Unit shall forward the application to the Corporate
Head Office, treating the request as deemed concurrence of the concerned Unit for
suitable approval.

The Unit Head may take inputs from the Apex Bipartite Member, if required.

The Unit should create a dedicated email ID for employees who are applying for
request/mutual transfer and may submit their request through proper channel.

Issue of transfer order:-

The transfer order for a particular calendar year shall be issued in the month of December/
January and the concerned employee must join the new Unit by 15t of April.

3.6

Joining Time:-

An employee applying for a request transfer or mutual transfer shall not be eligible for joining time.
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