
A. REQUEST TRANSFER 

A.1 INTER- AREA TRANSFER 

1. Log in in ESS 

2. Go to ‘my services’ > benefits & payments > Transfer > Transfer application 

 
 

3. Choose Type of transfer as ‘Request’ and transfer location as ‘Inter-area’ from dropdown and 

then select proposed area. All basic details will auto display. 

 

 

Same area transfer – system will throw error 



 

 

4. Click on ‘Submit’. Application will go to HoD for approval by default.  

5. Transfer submitted. It can be tracked from ‘Transfer status’ tab  

 

 

6. Transfer application can be cancelled from ‘Transfer application cancel tab’ 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

A.2 INTER-UNIT TRANSFER 

1. Choose Inter-unit from dropdown and then select proposed unit. All basic details will auto 

display. 

 

 

Rest process is same as inter-area transfer. Only approving authority is different 

 

 

 

 



B. Mutual transfer 

 

B.1 Inter area 

 
1. Choose Type of transfer as ‘Mutual’ and transfer location as ‘Inter-area’ from dropdown and 

then select proposed area. All basic details will auto display. 

 
2. Enter ‘mutual EIS no.’ & then click on ‘Get mutual details. Details of mutual will get auto 

displayed. 

 Choose reason from dropdown 

 Attach document wherever required. 

 

 

3. Mutual will accept it through ‘Approve mutual transfer request ‘transfer’ application tab in 

‘My services’ . 



 

 

 

 

 

 

 

4. If mutual does not accept the application, Hod cannot forward it. Once mutual accepts the 

request in his/ her ESS, then only Hod of applicant can forward the application to next level. 

 



 

 

 

 

 

 

 

 

 

B.1 Inter unit mutual transfer 

 
1. Select radio button for Inter-unit. Rest process is same 



 

 

 

 


