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Pre-requisites for on-boarding department

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.

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-
IT", but they are transferable and hence the cadre /post name is ‘Driver’.)

The cadre name to be mapped for each designation .

Cadres that belong to district level recruitment (DRB) to be enlisted and
updated.

The sanctioned strength of all posts may be updated in SPARK for each
establishment.

The hard areas/ difficult areas to be enlisted and updated in SPARK.
Offices that fall within 15 Kms to be updated for each office.

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

A nodal officer may be nominated from your department to interact with
NIC/SPARK PMU and provide authenticated details as and when required.

A state level Officer to be identified by Head Office whose will be responsible
for processing of transfer and generating reports. The PEN of the officer to be
marked 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
specified for updating in SPARK.
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. Cadres that belong to district level recruitment (DRB) to be enlisted and

updated.

The sanctioned strength of all posts may be updated in SPARK for each
establishment.

. The hard areas/ difficult areas to be enlisted and updated in SPARK.

Offices that fall within 15 Kms to be updated for each office.

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

A nodal officer may be nominated from your department to interact with
NIC/SPARK PMU and provide authenticated details as and when required.

A state level Officer to be identified by Head Office whose will be responsible
for processing of transfer and generating reports. The PEN of the officer to be
marked 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
specified for updating in SPARK.



