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PROFORMA FOR OPTIONS
(To be submitted only by officers who are completing the tenure /

requesting pre-mature transfer)

1. Name of the Officer in full with Employee Code

2. Designation

3. Office in which working at present

4. Date from which working in the present station

5. Date from which working in the present Division

6. Date of Birth

7. Home Town

8. History of posting (since entry into service with exact dates) along with leave

particulars (EL / HPL / Leave without Pay / Medical Leave / EOL) taken for more than 15

days

9. Whether you want retention at present station (if so, specify reasons) with

supporting documents, if any,
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10. Name 3 Stations (Places) in the order of preference for consideration and give

reasons with supporting documents, if any,. (even if retention is requested' 03 OPTIONS

sHouLD BE GIVEN BELOW)

OPTION STATION REASON

1

2

3

Station:

Date :

Designation.

Forwardi ng Officer's Comments:

Signature of the Officer with

1. The particulars given above are verified and found to be correct.

2. Any other relevant remarks.

Station :

Date : Signature of the Divisional Dy. / Asst. Commissioner.

NOTE :

., t. If your spouse is employed and you seek posting to a particular station or

retention at the same place, please give complete details of such employment such as

name of the employer, designation of spouse, whether the job is transferable or not.

2. If your child (Children) are studying in school final (X or XII) and you seek posting

to a particular station or retention at the same place, please give complete details of such

study. such as name of the thitd, school Identify card, Fee receipts in proof of the study .

3, Options in respect of Stations only will be entertained and requests for specified

postings in a particular station will not be considered'

3. Options for THREE DIFFERENT STATIONS should be indicated.

4. RETENTION should not be mentioned as an option. If you are desirous of

requesting retention in the same station, indicate the same in col. 9 above with reasons

and suPPorting documents.


