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The Board of ; Managemcat in its 720d meeting held on 01.07.2002 on the 
recommendations of. Establishment Committee in its 31t meeting held on 
29.05.2002, adopted a comprehensive policy on transfer of Non-academic Staff. Tis policy waa notified. vide Notification dated 12.07.2002, and circulated:to. alI 
Directors of Schools/Heads of Divisions/RCs. To give the transfer polícy a wide 
publicity tre'said policy as adopte. by BOM is again circulated for information of a!l 
concerned. 
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INDIRA (GANDIII NATIONAL, OPEN UVERSITY 
MPRERENSIVE POLICY ON TRANSFER OF IGNOU NON-TEACHING STAFF 

(GENERAL (GUIIDELINES 

1 i) i:very empluyee may bc translerred aftcr completing 5 years in a 
Schoul/1ivision/Regional Centre to provide them opportunity 1o acquire 
proliciency und skills in all the areas of the work in the Un, versity. This will also 
help break the monotony of doing thc same type of work for 'a prolonged period of time and will be applicable to cach membcrof the stalr. 

ii) Requcst lor transfer on compassionate grounds : The Competent Authority may access o the request if it is salisfied that such transfer is desirable in the interest of the University Und accord its approval. It will, however be scen that a person will not stay for more than five ycars at a place. 

Schoo/Division/Regional' Centre will not hold or delay in reliving the transferred official(s). Delay in relief of the transferred official affects smooth furnctioning of the office where the official is transferred. 
If presence of an official on a particular seat is considered detrimental to the interests of the University, she/he may be immediately transterred. cofruption. lavouritism, security lapses., leakage of confidential information 

Cases of 

slurring the image of the Institution, etc. will fall under this category. 
A personi on promotion may be transferred wsitlr in the HQ/Regional Centre, if therc is a post. provided the official has not CoLpieied five years of service at the HQ/Regional Centre. Otherwise, tl ofticial. wzl 'be posted to any other place where the post is available. 
Posting of Husband and Wife. 1e both are employees of IGNOU) may be decided to the extent possible as per the Government Poicy. 
IT a person is due 10 retire within a period of three ycurs, she he may be translerred on request to the place of her:his choice. subject to availability of the. post there. 

Request for mutual transters Irom employces nmay be considered if the Competent Authority is satistied that such irans are desirable and n0l against the overall interest ot the iniversity. Jnahoi, c) be ensured. that aperson does notsay Tor more thn tiye years al 

Notwithstanding anything stated above. transter of ofticials may also be done in the interest of work of the l'niversity on administrative grounds and if the 

place. 
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OPERATIONAL ASPECTS 

Transter Order(s) which involve changes in statíons need to be issd well in 
advance. saý about 5 months or so. to enable the oflicial(s) to make arrangemnts 
to settle at ncw nlace of posting. T'his may also help the HeaG of thc 
Schooi/Di ision Regional Centre to train the substitute(s). However. tiere nay 
be occasions wher� transfers are affected on promotion or on complaints. In such 
cases it may not be yossible for advance notices. 

Prior consent of tle Head of the Division/School concerned will not be necessary 
if the Transfer Orde, are issued in advance. 

There are some Regioñal Centres iwhëre people would like to go on t ansír from 
Hqrs. but do not get transter for years because of non-availability of vacancies. 
Similarly people from one RC would like to go to other RC or Hqrs. 

Efforts need to be made to rotate staff working at Regional Centres and at 1Hqrs. 
Whereas there may not be much problem for staff movement froin RC to iiq's. 
problems may arisc in respect of vacancies on transfer from Hqrs to RC. il úrder 
to give equal chance to everyone to go to their place of choice. the fo!lowing 
policy may be adopted 

Request for chçice of station may be noted in the Request Register at Hq's 
(Admn Division) Priority for the request would be decided by the date f 
receipt of applicatioi in Admn Division. 

If a vacancy exists or arises at. arnytime at the choice station, the reqiest may 
be considered as per the priority list. 

If there is no vacancy in the RC for that Post, a person fron kC can b: 
considered for posting outside provided she/he has served there for no! less 
than 5 years. 

Requests for transfer from one Rto another/and from RC to Hqts may b: 
considered similarly. 

Providing for 'muiti-channel' experience will equip our employces with skills and competënies hat they can compete favourably with others within and outside the 
University in nattes s of carcer prospects. To this effect work in the University car be caiegorized into three tyypes: 

Schools and Academic Centres/Institutes/Units 
Support Divisions (Admn and F&A). 
Operational Division (SR&D, MPD:), RSD and fMPC) 



In vicw of the principle suggested above, transfers may be effected from one 
category lo another calegory. An cmployce may return to the originalcategory 
only aftcr gaining experience across the board. 

No persons, whose transfer orders have been issued may be with-held for any 
reasons whatsocvcr, Persons concerned may be relieved immediately or as dirccted- in the order -by the Director/Head of the School/Division/Regional Centres ctc. 
In case of non-compliance of the orders, Registrar may issue relieving orders and if necessary withhold salary of the person. communicate to Finance Officer the list of those transferred to enable her/him to 

The Registrar (Admn) shalIl 
withhold salary in casc there is non-compliance of the transfer orders. -Directors of Schools/Heads of Divisions/Institutes/Centres may rotate staff within the School/Division etc. if someone is not working to the satisfaction of the controlling officer. It would be desirable not to keep a person on one seat for iñore than 3 years. 
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