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GOVERNMENT OF ODISHA
GENERAL ADMINISTRATION & PUBLIC GRIEVANCE DEPARTMENT

*****

No. 16058 L2 Gen., Bhubaneswar, Dated the BQduay, zoze
GAD-SC-MISC-0028-2026

To

All Departments of Government,

All Heads of Department,

AII RDG,

All Collectors.

Sub: Comprehensive Guidelines on transfer policy of Government Servants.

Madam/Sir,

I am directed to invite reference to the subject cited above and to state that the

transfer and posting of Government employees are presently regulated in accordance with

the provisions contained in Book Circular No. 42 dated L8.04.1967, read with instructions

issued by this Department from time to time. The policy provides that the transfers should

be made behveen 156 April to 15th June of the year. ln case any transfers are required

to be made outside this period, approval of the next higher authority is required. It may

be underlined that powers of transfer vests with the Appointing Authority only under the

permitted transfer period. However. in the case of transfers that are necessary outside

the permitted period, the competent authority is required to take the approval of the next

higher authority. This is applicable to all categories of Services.

However, it has been observed that the provisions and principles prescribed in the

aforesaid instructions are not being followed in a uniform and consistent manner, leading

to deviations from the established norms.

Accordingly, in order to ensure transparency, uniformity, and administrative

efficiency in matters relating to transfer and posting, the Government have been pleased

to reiterate the following baslc principles for adherence :-

(1) Officers should ordinarily be transferred after completion of 3 (three) years in a

station but nothing herein contained prevents the transferring authorities from

transferring the officers earlier than 3 years at any time when it is considered

necessary in the public interest.
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(2) No Officer in the rank of Group'A', Group 'B' of State Cadre shall be allowed to

remain in a particular district for more than 6 (Six) years. For this purpose each

Revenue District would be treated as a separate unit.

(3) Group'C'category employee shall not be allowed to remaln in a particular Bloc(

Tahasil for more than 6 (Six) years.

(4) Posting of Officers in their Home Districts shall ordinarily be avoided in respect of

sensitive posts belonging to Group- A and Group-B Post . The sensitive posts

may be decided by the concerned Administrative Department. A lists of sensitive

posts earlier indicated vide this Department Circular No. 19538, dated 29.07.L991

is attached for reference.

(5) Officers other than holding sensitive posts may be posted in their Home Districts

or any other preferred District two years before their retirement subject to the

restriction indicated in Clause-4 above that such posting shall ordinarily be

avoided in respect of sensitive posts.

(7) In case both the Husband and Wlfe are working under State Government, they

may be posted in one station subject to the restriction indicated in Clause-4

above that such posting shall ordinarily be avoided in respect of sensitive posts.

(8) In respect of Officers of non-transferable services like the Ministerial cadres in the

Secretariat and in the Heads of Depadments, nobody shall remain in a seat for

more than three years. This can only be extended in Special Circumstances.

(9) The transfer and posting orders should normally indicate as to which officer w:ll

relieve whom and in case this is not indicated due to the reasons best known to

the authorities, the officer transferred, will make over to another officer of the

same station under the order of the immediate superior authority and proceed to

the new station.

(10)The transferring Authority may specifically indicate about the relieving and joining

. time of the officer concerned in the transfer order.

(6) Officers completing six years of continuous service in the KBK may be considered

for posting to their home Districts or any other preferred District, subject to the

restriction indicated in Clause-4 above that such posting shall ordinarily be

avoided in respect of sensitive posts.



(11)Any of the above principles may be relaxed only in public interest, on

administrative grounds, or in hardship cases, for reasons to be recorded in writing

by the competent authority.

Any condition not expressly covered under the above guidelines shall continue to b€

governed by the instructions issued by Government from time to time (Copy enclosed).

Departments may, wherever necessary, frame or update their own Transfer

Policies in conformity with the above principles to address their specific functional

requirements.

These instructions shall be followed scrupulously in letter and spirit by all

Departments and subordinate offices.

All previous instructions inconsistent with these guidelines shall stand modified to

the above extent.

By order of the Governor

si.rlJus
(Sri Suresh Kumar Vashishth)

Special Secretary to Government

Speclal Sccrolary to Govt.
G.A. t P.G. DePartment
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l"lemo No 1606q Gen., Bhubaneswar Dated the Qa
Copy forwarded to P.S. to Chief Minister for favour of information.

Additional Secretary to G

Additional Secretary to Gove ent

d
May,2026

nlh
rnment

Memo No. 160+O Gen., Bhubaneswar Dated the Q?dNay, zozo
Copy forwarded to Pr. P.S. to Chief Secretary/Pr. P.S. to Development

Commissioner-cum-Additional Chief Secretary/Pr. PS to Additional Chief Secretary to
Government, GA&PG Department/Pr. PS to Special Secretary to Government, GA&PG

Department for kind information of Chief Secretary/Development Commissioner-cum-

Additional Chief Secretary/Additional Chief Secretary, GA&PG Department/Special

Secretary, GA&PG Department respectively.

"tAdditional Secretary to Gov-e ent

I4emo No 1601r Gen., Bhubaneswar Dated the &?dl,tav, zozo
Copy forwarded to the Registrar, Orissa High Court, Cuttaclvodisha Public

Service Commission, Cuftac(Odisha Uniformed Services Staff Selection

Commission/Odisha Staff Selection Commission, Bhubaneswar/ Odisha Sub-Ordinate

Staff Selection Commission, Bhubaneswar for information and necessary action.

>L

Memo No. l6ofa Gen., Bhubaneswar

Copy forwarded to all sections of G.A. & P.G. Department/ G.A. & P.G.

Department Library (20 copies)/ Guard file (S.C. Branch) (20 copies) for information and
necessary action.

Additional Secretary to G rnment

Dated the Q0"t.y, zozo

,l*
Dated the QpqdMay, zozo

).

Memo No. 160+ 3 Gen., Bhubaneswar

Copy forwarded to A.R. Cell, G.A. & P.G. Department with a request to hoist this
Instruction letter in the website of G.A. & P.G. Department.

+
Additional Secretary to Government
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BOOK CIRCULAR
l{o. 42

GOVERNMENT OFORISSA

POLITICAL & SERVICES DEPARTMENT
No. 9165-O.M.-5-55/196?-cer.

ALL DEPARTMENTS OF GOVERNMENTi ALI, HEADS OF
DEPARTMENTS/ALL DISTRICT MAGISTRATES

Bhubaaensar, ddted thc 28th April 1961.

SubJect-Tlrbrfer of Garctted Offcers of Stato Clvil Ssnrlceg.r ' ; 
' t

In rccc.nt years. it is invariably noticcd
that orders of tr8Dslcr of officers are not
being implemented .desfite instiuctions
issued to the concerned . authorities lo
relieved them quickly iil tvoid dislocation
of Government n'ork. In several cases, it has
been brought to the noUce of Governmcnt
that the officers undcr order of transfer
meDipulate through political iufluence or
by approaching the higher omcers to stay
or cancel the order. One of the methods of
qettinf, this done is the delav in relievin(
the oftcers w,ho, in the nean li.Be Eovc all
corners conoernd and if possible personally
approach the political authorities, who put
piessu.e on Goverrlment to f,et the trsndcr
orders staved for some tilne 8nd then
cancelled some time after. This has causcd
e great dissatisfaction ainqng .oflcen wtio
are in soEe perticular stalioIls for a longer
oeriod. and in sDite of elTorts 4t the
bovernment level to shift them elsewhere
by posting substitut€,.tlte sttempts fail. lt
ls-fil:ther, nbtiqed in irime cases that, when
a notihcation is iS6uod tqnsferring an
officer from a dktrict tbe .Digtrtct !![aSt-
strate Boves tlre Gov6mnent to c&nc€l
thi order and although Govemment ask
ifre Oi.t.i"t Magistrate to relieve the of,ncer

iln*"aiatutv, he go"r on puttinR forth
reasons for- not relieving him as a resulL
ol whichot&er tralsfars ln the chain

"iu "oi 
given efle'ct to. This soft of

Dractice causes serioug dislocation in
nublic service and Government, aftcr
Lreful consideration, ar€ ploased to make

the following provisions firr noriai transfct
and posting bf cazetted offlcers of all
Departments of Government.

l. Ordinarily, an officer should remain
in a partipular statio4 for a period of three
vears in one or mofe ApDointroents and he
should ngt be transferted earlier unless
he ig promoted to a higher po6t.

2. If it is considered thqt the transfer of
an officer who has completed threc years,
will not be in tlle public inter€Fr drre to lhe
speci{l knowl€dge he has gainod Uy remain,
ing in the post and flat il ,is . diflcUlt to
gct a suitable substitgte 4ot' {'ithout
impairing eftciency in publlc *,or[, the
olncer mav not be trqnsferr€d and lory be
allowed to continue in the post. BU hG
should be r€plac€d l!.the oarliest possi.ble
oppoltuuity, s,hen e suitrbla'aubstuute is
avtilablc. Instances of such .caret.irqFtre
and this provision should be qrrtie. appli-
cable rarely and in ge[uine cases ouly.

3. OffiCer: in erecutivo lleld posts should
he transferred after completioo of tlree
yearJ; but nothinB herli:r cgntalBed prc-
vents Government. froq trsrrferrlFff them
earlieg than three ycsrs provlded. such-
transler is considered necescery in th-
public interest.

4. AuthoritieE coEpetent , to ,: trq?Ldfer
omcers, may ordinarily initiate proposals
lo lrarsfer in the llrst week of April of lhe
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6. The transfer and posting orders
sbould normally indicstc as tu rvhich oficer
w,ill relieve whom and in case this is not
indicafed du6 to the r€tsons best known to
the outhorities, the o$cer transferred, will
make over to arlother oln.cer of the sa-rre
station under the order of the lmmediate
suDerior authority 8nd Droceed to the hew
dtation.

,7. The controllini authorities, on iecelpt
of the orders of transfer of the ofiicers,
shall pass orders to relieve the officers
\vithin 7 days of thc receipt of tlte orders
and indicate in the daid orders as to whom
the transferred officers will mahe over.

8. No. protest for retainlng the trans-
ferted officer should be made by thc
concerndd authorities and that, if no sub-
slitute has beeh posted s.Bainbt the offlcer
traa$efted, the concerned authoritiec
should move the appropriate authorities
to po6t the substitute iminediately. This,
however, \rill tlot detain the officer under
order of tranrfer.

9. {n all cases, x/hile tran#errilg offi-
cers from one post or stauon to another
care should invariable be taken to sce that
suitablc substituts are posted and, in case
there is fot th6 time beitg dlf[culty in
posttng sulstitute duc to shotlage of
offlcera ot otherwile, this should be
elplainod to the concti.Ded authorities so
thql. Lhere inay not be any occrsslon to
raise the que$iotr of posting of a subttitute
further.

10. No applicatlon for leave of an olfi-
car lsho hr! beeh transferred and posted

alse.wlrcrc by mcans of notifiention or f).O.
intimatioh earlier, should be entertained;
Anv applicatlon lor leave aften the receipt
oI trarsfer order or D. O. intimation v/ill
riie rise to th6 pFsrrmption that lhe ofli-
cer intends to avoid the traDgfer. He may,
lrowever, apply for leave, if required after
ioining the new station.

11. Deputetion of en officer from the
parent deparurent to another department
or to the foreiFn service normally be for
three years and the officer shall thereafiEr
revert to the parent Depar'tment after the
completion of the said period. He ma,
not subsequehtly be deputed to another
Department or to the foreign service unlcss
he cuurplel,es Uu'ee years irr the parent de-
pafrment on levErsion from the other
departaent or foleign service to which he
wes deputed earlier.

12. Monetary benent available in the
s,.hape of special pay iD a deputation,
should aot be of any corsideration for
transferring 8n Officcr to another post
carrying no special pay, as special pay is
attached to the post end it Hives no clainr
to an olTicei for that beneflt bt 'other
posts carrylDg no special pay..

13. A:ry csnvaEsinF by an oflicer or
othbrs interasted in him, for stoppinS,
staying or cancdlinA transfers will br:
construed to be misconduct of the offlcer

14. Notification of tralddrs and postings
once issued shall be flna] and shall not
be. cancelled or stayed uriless it is strtctll'
required on public dmuddr which Ery
onlv happen in a very few are and Epocial
circumgtanc€s.

15. These provirdons are applicable in
the matters oi postJngs and transfers o[
Gazetted Officex of tle doDertmenb which
at€ not goverted by the sp€ciel Drovision
rf.gulating transieri and Dostingd. of their
cFicer:.

A. K. BAR&UN

Ctiel Secieruru to Goueminenir

vear. and orders be taten 8nd nolifications
issueh fv the end of April. The offlcsrs
rrrono$.d lo be transferred should be
intimeted of the transfers by the flrst wee&
oI May, to be in readiness to mova
iarmediately after the notillcations are
lasted.

5. AU transfer proPosals are to be
initiated by takilS into account the
suitabiuty of the of,hcers for the posts or
sLatrons tu 'vhich they are propose'J to be
lrausferred aud, iu such cases home
district should normally be avolded as far
as possible.

't/,..
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Covernoent of )rissa,
Ceneral Adminls';rati ."n Department.

ti

No.o&W1-9i91 . _\?b 3g ,/cen. , Dt.
To

All De artrr3ntt ofoovernment
A Revenue Di,ris ionaL Cornfil.ssi onerg
AIl Heads of Departments.

Sub: - Policy relating to transfer and
of Government s ervants.

pos tlr\g

.In order to eXaoi-ne the po)Acy of trarter slxt
postlng of Covemxcent Servants and to forou].ate approprlate
guldeli:res for ensurixg efflciert arrd responslve rd,.i{ ',r{ 

a tt*tloD
vLthout causj-ng uldue hard s hip to tLE Offlcers, a Cablnet

Sub-Comnittee was first.l"t_*p by the parliarentary Affa1rs

Departrent ln lesoluti on No 1OIOO dt.2O.4.9O and re-c@.6 tiar t d

last vide Res olution lrte.lO:;6 ot.6.7.91 .

2. The recdlst:t'rted Sub-Con-orlttee aet oa gt?.g1

arrd formulated their recf,EEendatlons o:1 the subJect fhe

Governti.:rt ai- ter careful c-:rsideratlon of the reco:aerd atlons

of the Sub-Commr 11* have been pleased to iay d or,rn the

f o 11c"*1ng principl-es tc regulate the t.ansfers and pos tings

of Governnen; Servants.

(f) No Officer of '"he rank ol Class-II and a5cve
sha}l be allo',;eC to reoa1n ln a partic u1"....

. Distr:-ct jGF EC..e th-an s1x years. For .ttris
e3ch Revenue District vould be treatedl/ ua PvJ

as a selai'ate ,is trict.
(i1) Oificers shcr:lC crClnarily be transferred aJ rer

connlet:cn o: 1:'ee !'ears an a station hut
nc,tl-i:,1: l:,;a-lr, -.):--'l.r1nctl prevcntLs the

/a^-+A a\
\i-"irrL r r 
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tran8JeffluS authorlties from tr4nsferrlng the
Offlcers eai-ller than three yeara at any time
r,rhen 1t 1s consider<l necessary in the publlo
lnter€s t,

Offlbers belongiJlg to the D1gtrlqt Ievel
cadres and 3.! . Os/Tahas j-Idar6,/Add I. Tahasi].dars
shall not be Posted in t5ej.ri'hooe Tahasils a.rld

hooe Blooi{s -

Officers may be post€d to ttr eir home Districts
tws ysar5 before thei-r i'etireaent, subjec t to
the Iestrictions indicated j.n cLauses (iii) &

(iv) above.

Oflicers coopfeting sj.)( yea.rs ol c crr -.Lnuou s

service in the Districts of Koraput,Kai.ahanCi
ard PhulL:anl may be posted to their horie

Districts subject to tfc restrictj-ons j.::.-r-ccrtc.:

in cfau:es (ili) and (lv) abovc-

( r")

(")

(vr)

((-oniri---'!)

i

(rrt) eosting of Officers fur their home distrlcts
should be avo.ided 1n cases of postings of
Collectors, Addl.Dlstrict l'lagistrate6, S.Ps.,

' Addl-. S.Ps,, Conservators of Foresta,
Divisronsf Forest Officers, Inspectors of
Schools, Superlntendents of trx c ise, Comoerc ia1
Tax Officers, Regional Transport Officers,
Motor Vehicle Inspectors and Civil Supplies

' Offtcers.
Sub-Cb 1Ie c tors , Offlcers l-n-charge

of the Po]'ice Stations and Inspectbrs of
PoLLce and Unlformed Sub-Inspectors and Asst
Sub-Inspectors of Police Stations and

out Posts should not be'posted ln their home

Sub-Divis ions .
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( viil ) Offlce'-bearers of the recognised Servi,jc
Assoclations should not be ciisturbed froo
thelr posts du-rlng the.cur:'ent year (lS9't-C2)

(lJ) wheuever any provlsJ.on irr Book CirduLar
No.42 or any cther GovernB€nt Circular 1s

fo urrd contrary or cotltradlctory to'the
above stated :uidelines.of the GovernEqrt,
these guidetl.nes should prevail, ald the
Goverrrm,: rrt f,i.rculars roay accordingly be

nodifiect.

ProvlJeo t'lii: any of t-he above mentioned
'.r-encip].es ma:,r b€ rr'l-axeri i,nly i-n public intere3t/

;:{gn admi-nlstretive grounds ard in hard cases supForted
by detailed reasons to be recorded. AlL prooosa)s for
relaxation involving CIass-I ard Class-II Olficers
should be. put up to f.iie C.M. ttu'ough the i'lirris t€ r
concerned, for orde.s . Other cases are to be

iecioed cy ihe Minister in cha-:'ge of the DeDar--:le:it .

In r'espert of Officers of non-tra.nsf erable
serwices ]lke the Minlsterial cadres ln the
Secreta|iat and iI the Heads of DepartrDents,
nobody shaLl remaln 1n a seat for more than
thi'e e years. This can on1y, in Special
Clrcunstances be eltended up to six )'eei's.

iDt oI this Ci-rcu1a-r' ase beJ- Rece

acknovled ged .

C^

re tafy to

*t

Gov"i-r.EeJ]t.
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TMe6o No. 1q539 ;o"^ ot. zll-9t'

Copy fonra::ei to p.i-rrc1pa1 Seoretary to cfr.I- ef1

Mlnl-6.ter for favour of inlornatlon,

t
I

iL"_"
Addl.Secretary to C,ov ernment.

o ,/;en.,Dt. 21 , jt-o(,

I

\95tt

Ilr
I W^^v

Meoo No. t9b-4 ! /c"n.,rlt:H":T:T,g/T""rnnent'
. Copy foarard:d tc P.S to Chief Secretary/P-S to

Development Com.alss i::ler/P . S to Pri-ncipal Secretary-csn-
Addl. Ctr-ief Secretary e . Sec:'etary,P.G & P-A Departoent/
'P.S to Coorois s ione r, .:jric ul ture & Ru.raL Devef oprcent f or
inforaation and neces:ary action,

Meoo No.

Copy .forvar:ed to Private Secretary to aIL
Hlnisters/Mlnis ters .i States foi llforoation.

I
Deputy Secretary to

u4dr
vtJ.2?791 .

nt.
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