Circular No:  21/2014 My NO: CS/SLAS/ANN.TRA/SP-2015
Ministry of Public Administration & Home
Affairs,
Independence Square,
Colombo 07.

04.08.2014

Secretaries to Ministries,
Chief Secretaries,

ANNUAL TRANSFER PROCEDURE OF OFFICERS IN SPECIAL GRADE OF SRI LANKA
ADMINISTRATIVE SERVICE

1. Since a situation has arisen making the filling of vacancies in essential service stations impossible due
to retaining of the officers in Special Grade of Sri Lanka Administrative Service, continually in one and the
same service station, this transfer scheme is implemented for officers in Special Grade of Sri Lanka
Administrative Service as per provisions in Rule 202, Chapter XVIII, Volume 1 of Procedural Rules
published in the Gazette extra ordinary No. 1588/30 dated 20.09.2009 by the Public Service Commission
enabling such officers to obtain transfers. Accordingly the procedure for such transfers shall be in the
following manner.

(a) Transfers by Annual Transfer Boards (Annual Transfers)

Annual Transfer Boards will be held annually with a view to fulfill the requests made by officers for
transfers. In addition to that, a decision can be taken by an Annual Transfer Board to transfer an
officer who has completed the prescribed period in a certain service station/area, in order to meet a
reasonable request made by an officer or to implement the recommendations made by Secretaries of
Ministries on administrative grounds. These Transfers shall be effective from the first working day of
the year

(b) Transfers by the Secretary of Ministry of Public Administration and Home Affairs (Transfers
other than Annual Transfers)

Transfer orders shall be issued by the Secretary, Ministry of Public Administration and Home Affairs
subject to the covering approval of Public Service Commission on administrative and service
requirements as well as disciplinary grounds. Necessary actions will be taken on requests made for
mutual transfers and of which contents should be considered on urgent and sympathetic grounds, if
such transfers are not a hindrance to the routine duties and if such requests are forwarded along with
the observations and recommendations of the secretaries of the Ministries. However, transfers shall
not be made as a day to day activity of Sri Lanka Administrative Service Division except transfers
made by the Annual Transfer Board.

2. Particulars of the officers who are subjected to Transfers

2.1 The Special Grade officers, who are at present in service and have completed a minimum
service period of five years (05) in one and the same service station, shall be subjected to transfers as
per this circular.

2.2 Special Grade officers who have completed a minimum service period of two years (02) in
one and the same service station shall be eligible to apply for annual transfer as per this circular.

3. Composition of the Annual Transfer Board

The Secretary, Ministry of Public Administration and Home Affairs shall appoint a transfer board
consists of following officers.

I. Secretary of another Ministry — Chairman
Il. Additional Secretary (Public Administration)
I1l. Director, Sri Lanka Administrative Service Division
IV. A representative from Sri Lanka Administrative Service Association



Composition of Committee for reviewing Annual Transfers

4.1

4.2

Committee for reviewing Annual Transfers

1. Secretary, Ministry of Public Administration and Home Affairs
2. Secretary of a another Ministry who has not been a member of the Transfer Board
3. An officer mentioned under 1, 2 or 3 within the composition of the Transfer Board

mentioned under Para. 3.
Occasions where representations can be made against transfers
Though transfers are made as per this circular, such decisions on transfers can be reviewed on

special grounds. A request can be made to the above mentioned committee for reviewing
transfers along with the recommendations of the Secretary of the relevant Ministry.

General matters to be considered in making annual transfers

5.1

5.2

5.3

5.4

55

5.6

5.7

5.8

5.9

Priority shall be granted to the service requirement when these transfers are implemented.

Time of transfer in connection to Annual transfers will be calculated on 31 December in
previous year. (eg :-31.12.2014 for the annual transfers in 2015)

When calculating the period of services in annual transfers, first day of January of the year on
which the officer reported for duty should be treated as the first day of his service. However,
the date of reporting for duty is a subsequent date owing to the circumstance beyond his
control the Transfer Board will take that into consideration.

When calculating the period of service, the total of the periods of service or with break in a
department/Ministry or District will be considered as one period of service.

Applications for transfers and appeals will be considered strictly if they are prepared
according to the Specimen Forms prescribed.

All officers who are transferred shall be bound to report at the new service station on due
date.

Refraining from releasing an officer from his service station, who has been transferred, is
contrary to the transfer scheme. Therefore, action shall be taken to release the officers who
are transferred outside the Ministry/ Department by the transfer board without retaining them
until the arrival of successors so as to enable them to assume duties at new service station on
due date.

Cases which are not covered by the Annual Transfer Scheme

The requests for transfers made outside this transfer scheme shall be submitted to Secretary,
Ministry of Public Administration and Home Affairs along with the recommendations of the
Secretary of the respective line Ministry/ Chief Secretary of the respective Provincial Council.
Accordingly, Secretary Ministry of Public Administration and Home Affairs shall take a final
decision considering such requests if he is satisfied regarding the grounds for the requests.

Submission of applications

Transfer applications and representations made against the transfers that shall be made strictly
in accordance with the specimen shall be submitted to the Secretary Ministry of Public
Administration and Home Affairs along with the recommendation of the Secretary of
respective line Ministry before the closing date of applications mentioned in the circular.



6. Time table for the annual transfers

Calling for applications by publishing Transfer

scheme / Annual Transfer Circular

Closing of the Transfer Applications and the reports
of officers who have completed more than 06 years of
service in one and the same service station

Meeting of the Transfer Board and finalizing the

decisions

Communicating proposed transfers

Appointing a Committee to consider the reviews on

Annual transfers

Receiving submissions made against annual transfers

On or before 31° July

On or before 31%
August

On or before 15
September

On or before 01%
October
On or before 07"
October

On or before 28"

October

Finalizing decisions on above submissions - On or before 10"
November

Issuance of Annual Transfer orders - On or before 17"
November

Giving effect to the Annual Transfers - With effect from 01" of
January

7. Particulars with regard to making appeals against annual transfer orders

An appeal can be made against a transfer order to Public Service Commission as per Section 231 in
Chapter 20 of Procedural Rules of Public Service Commission. Such appeals shall be made strictly in
accordance to Appendix 23 and appeals shall be made by the officer within 14 days from the date of
receipt of the transfer order as per section 234 of Procedural Rules.

A.H.K. Jagath Chandrasiri

Additional Secretary (Public Admin.)

SGD./ P.B. Abeykoon,

Secretary,
Ministry of Public Administration and

Home Affairs.



Form 1
Application for transfers
(For Officers of Special Grade in Sri Lanka Administrative Service)

Personal Information

1.1 Name (As indicated in the letter of apPOINTMENT) & ..cviiiiiiiiic e
1.2 Name with initials, if any change has been made : ...
IR T N 00 T {1 ST
1.4 INLLC NUMDET & otttk bbb bbb e et b e bt b et b e bbbt et et b ens
1.5 Date Of FIrst APPOINTMENT & ..ottt bt b r e n et b e n e
LG oY 65T ot LI AN [0 =TSSR

Present Place of work
2.1 IVIINESITY. oot be et e et et e e s e s besbeete e besresreenee e
A O ) T Ao [0 =TT

2.3 Official Telephone NUMDEE : ......ooiiiiie ettt be et s et e s be s reebesteeteeneesreeren

Post
3. L Present DESIGNALION & ...cuieiiiieiic et ettt et e et see st eete e e s e s beeseesbesbesbeesbesbeeteesbebesreereenrenreans
3.2 Date of appointmMeNnt t0 that POST : ......ciiiiiiee e et besbe e e reenes

Reasons for reqUEStiNg @ rANSTEE & ......ooi i re et e e renre s

Previous Service Stations :

Post Service Station Period of Service

Service Station to which the transfer is sought :

Post Service Station

1

2

3

I hereby certify that the above particulars given by me are correct. Further | hereby state that | am giving my
consent to be transferred to any other service station requested by me/ service station in a close proximity. |
agree that | have no right to request for cancellation of transfer order once such order is given on my request.

Signature



Form 2
SCHEDULE OF APPLICATION FOR ANNUAL TRANSFERS IN SPECIAL GRADE OF SRI LANKA ADMINISTRATIVE SERVICE -YEAR 2014

MINIStIY: .o
Serial Name of officer Date of Personal Date of Birth Previous Stations | Reasons for requesting Place willing to be
No. | and Number of N.I.C Appointment Address and age asat | served and relevant a transfer transferred

31.12.2014 time period

| hereby certify that applications of all officers are included in this form.

Prepared by : Name Signature:
Checked by : Name Signature:
D U= TP R PP

Signature and official stamp of Head of Department



Form 3

Please note that it is compulsory to include particulars of all the officers who have served for more than 05 years in one and the same station,
(As at 31.12.2014)
(Names of officers with the longest period of service shall be indicated at the beginning)

MINISIIY - oo
Serial Name of officer Date of Post / Grade | Date of birth | Period of service in Present residential Stations served Whether
No (Mr./ Mrs. / Appointment | and Medium | and age as at | the present station | areaand the address | and the periods | applied for an
Miss.) 31.12.2014 asat 31.12.2014 of service from annual
the first transfer? If
appointment not, indicate
three stations
willing to
serve if
transferred.
Prepared by : Name Signature:
Checked by : Name Signature:
D 7 (S OO OURPPRRRN

Signature and official stamp of Head of Department



Form 4

2014 Specimen for making Representations against the Annual Transfers of officers in Special Grade of
Sri Lanka Administrative Service

Identification Number of the Transfer List

(a) Should be perfected by the Officer

1. 1. Name of the officer in fUll (in Clear LEIEIS) & ...oovieee e s
............................................................................................................................................. Mr/Mrs./Miss

B o 1 T T A0 (0| 1SS PSSR

1. RESTAENTIAL AGUIESS : ..ottt b e bbbt b e b e bbbt bt e ettt e b s

IV. Address of the new place of residence if any change in the residence is due to be made in 2015 : .........

N

Service Station to Which the OffiCer IS traNSTEITEA : .....ooceeeee ettt e e e et e et e e e re e e anas

K oo 1S -V (o X 1 - [ ST
3.1 Date OF ENLIY t0 the SEIVICE & .vicuiiiiiiiiiie ettt sttt e e et e st e e be et e e be e besae e e e stesbesneesreeten
3.2 Date of entry t0the SP Grade : .....cceoiiiiiii ettt sttt s te s te e e e s besbesreestesreas

O D - oo ) =T 1 o TR ORRRST
YA (I S L I 2 0 I SRS

Service Particulars Date of Appointment From / To Service Station

6. | requestto Cancel / Revise the given Transfer.
7. Reasons for Appeal : (State on the reverse of the page)
8. Service Station to which the transfer should be Granted/ Revised :

T TS (TSRS
12T 0 U1 T 0 ST R TR

Signature of the officer
(b) Observation of the head of the Department:

I.  Above particulars are correct according to the particulars available in the files of the office
Il.  Explanation and recommendation given for cancellation/ revision of the transfer

Signature of the
Secretary of the Ministry / Head of the Department

(Delete words inapplicable. Appeals which are incomplete shall not be considered by the Appeal
Board. For further details please use the reverse of the page)



