
• SOUTH DELHI MUNICIPAL CORPORATION • EDUCATION DEPARTMENT: HQ 
Dr. Shyama Prasad Mukherjee Civic Centre .. : E Block, 23~ Floor, JLN Marg, N Delhi-02 

Phone : 011·23227334 email : mcdtrc@gmaU.com 

No. D/EDU. HQ/SDMC/2020/206 Dated 31 st July, 2020 

OFFICE ORDER 

Subject: Implementation of online transfer policy for Teaching Staff (Teachers/Head of 
Schools) of schools of South Delhi Municipal Corporation (SDMC). 

SDMC has a large number of teachers and head of schools who are posted in 
the schools of SDMC. It has been noticed that a large number of transfer applications 
are routinely received from them, on various grounds, throughout the year. On one 
hand, transfers in mid-session hamper the education of students, and on the other 
hand, not transferring employees even on grounds of genuine hardship adversely affect 

their morale. 

2. In order to streamline and systematize transfers and to protect the academic 
interest of the students, the Corporation has issued Transfer Policy for Teachers/Head 
of Schools, vide Officer Order No.D/Edu.HQ/SDMC/2020/20 dated 07.07.2020, which 
is available on the website of Corporation at mcdonline.nic.in. For submission of online 
applications by teachers/Head of schools for transfer, online transfer module has been 

prepared . 

3. All requests for transfer by the teachers and head of schools have to be made by 
submitting on line application from 1st August -20th August, every year. Standing 
Operating Procedure/Guidelines for online submission of applications by the 

teachers/Head of schools is enclosed herewith. 
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. . . 
Annua1 'nansfers shall be ~ade once i,n a year by the ~~adq'uarters, _ keeping in-4 . . 

mind this policy. · 

This issues with the approval of th~. q9~petent Authority. 

Encl: As Above 

Asstt. Director Education (Admn), SDMC 

To, 

1. All Principalsrreachers of SDMC 

2. All Zonal DDEs, SDMC 

Copy for information to: 

1. PS to Commissioner, SDMC - for information of the Commissioner 

2. PS to Addi. Commissioner, Education, SDMC 

3. Director, Education, SDMC 

Copy also for kind information to: 

1. Hon'ble Mayor, .SDMC · 

2. Hon'ble Deputy Mayor, SDMC 

3. Hon'ble Chairman, Standing Committee, SDMC 

4. Hon'be Deputy Chairman, Standing Committee, SDMC 

5. Hon'ble Chairman, Education Committee, SDMC 

6. Hon'ble Leader of House, SDMC 

7. Hon'ble Leader of Opposition, SDMC 

8. Hob'ble Leader of Congress Party,SDMC 

Copy also to: Dir (IT)· with the request to upload the aforesaid Office Order alongwith 

SOP on the website of the Corporation. 

***** 
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• Annexure 

Standing Operating Procedure/Guidelines for submission of online 
application Teachers/Head of Schools for transfer 

In order to submit online application for transfer, the teachers/principals has to 
follow the following procedure give below. 

1. Logon to website- www.edudel.nic.in. 

2. Click on DEL E tab to login. 

3. Now enter your allocated login id & password. 

Login id is of 1 O digits, same as 'Employee id' 
Password is also same as of login 'Employee id', if not change/reset 
by the employee. 
Enter Code as shown on the screen 

4. After successful login, in left side bar a link of "Personnel" will appear. Click 
on the link. 

5. Then its sub-link will appear as "Online transfer application (SDMC 
Employees). Below this sub-link, vacancy position is also given. 

6. Then an application form will appear as "Transfer form for 
Teachers/Principals" with pre-populated details. The screen shot is given 
below-

Transfer Fom, For Teachen/Princlpals 

Note:- En~ouee except disabled will not ba ..:;:; steel In 5Chool wh i ch Is wtthin 3 KM t rom thei r Nlslden ce 
Employee Id With Nat11e 
., __ 
Date of Wnin - In the p~ School --------
T,ansfer •· 

,....,... SChoall from ,....,.ca 
Phv,,a;c.wa D1-blllt .. St.tu ~ 

l:nl:a' ~ - 10 of 5pouse 

b anybody la Wood ref.Uon world11g b t MCD -

E"flta E....roo,ee JD of Blood Rd.Uve 

"-ttA1 Status (~l c.,ble for ~eo-..-l e o n l y) ~kip 1f not a pplic:. bl e 

!Last Fint-•tina D«ail• 

V Hedlcal 

• . .) Sul'Pl u s 

V H• rri• oe MNtt..-0.... D•y_ • !l°MOl'\tt -.. ·1·v.11r .. ·1 
'-' Mutua l ~ -U.. ~ _P..!!,__~ ~ 

-..1 Ge n e r• I 

I otd Rooh an F\Jra • I ~hi f t •1'~71:Z O -· ti v e ~ l!!/ No 

---------L- Yu (Al No 

'-' Widow \. 1 Separated '-' 01vor-cee 

Fram dat:e tlo dat• School ID 
1141201 1 s I 1' 20,os, 2 0 20 l ii 7s,102 l 
I -'<Id L- ft[lt P<>ot!Qg~ li! 

015Chii nw:r: • Subinittl n o fa l-.e lnfornM11tion w i ll l u vltc di~inlin o1 ~ o1ct1011 u n der rclcvil nt rul e of C C S Conduct) Ru ic , l !l6 M 

I N:.] 
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• 7. Then select transfer criteria for transfer- Medical, Surplus, Marriage, 
Mutual & General. 

Then choose sub parameters as given in the transfer policy. 

8. Mention the details of last three postings mandatorily and then click next. 
If there in only one or two postings, the detailed should be filled up . 
accordingly. 

9. For mutual transfer, both the employees who desire to take transfer on 
mutual ground should apply for transfer. 

10. Then give maximum five options of schools where employee desires to 
take transfer (can fill minimum 1 and maximum 5). Before filling up the 
option, please see the vacancy position in the schools. The screen shot is 
given below-

Transfer Form For Teachers/Principals 
Enter the MCD School ID (Not School Name) tor each option. 
Note:- Employee, except disabled, wi ll not be posted In school which Is with in 3 KH from their residence 

-
Option 1. 

Option 2. ! . -
Option 3. 

Option 4. 

Option 5. 
Disclaimer.· Subo'itting false infonnatim will invite cisciplinary actioo under rtlmnt rule of CCS (Conwct) Rule, 196'.\f 

1~1rnit• 
11. Then submit and preview of application will appear then 'Save' the 

application. 
12. On save- the application will automatically be forwarded to the login of 

Principal of the concerned school and confirmation message would be 
seen on the screen. Screen shot· of Preview of the application is given 
below-

Tranafer Form For Teachers/ Principals 
(Preview) 

l-,-B~e fcw_ e_ pre----,5si;-ng-c.d:-,e-::-:. S:--nv---:e .;-;-, .,._-::,tt=on- plC"."'.ea-,..,,--, -::-c;erl;-;--ly-;:;:tll-:-e c::-:-o,=re=ctn=-=-e•c-:'• '-c.of':c the infom 1ati.011 glv~n below. 
Note:- El)_1pl oy:_ee, e.x.cept dlubled1 wHI not be post• d In Khoo& whldt Is wlt!! ln 3 KN from t h e.tr 

Subonlffi00> D_, 29.1Jlli.~20~20=-_=-~=-=--==-=-~==-~=~~.~-=~-=}~~~~~~,c=~~~=··lliiiiiL--=:--===--::-:=-===::::J EliiL_oveeiowiihN.-ne _ _ __ 
~ ender Post .... , HER (!""MARY-) -. ------------ -

Re:sldentlal Ad4reH 
~ t khoal Nan .. With JD 
Date of Joining In Present Schoof IDO/ HH/ YYYY) 
t ranllfer Criteria 

Nearest Sc.:hool frem AeRde:nce. 
~ lea' DIAblllty Status 
U vour spouH: working In PICO school 

Optjona we: 
QjQfjljj i!tfffliih -

None 
No 

9!mffii, 6ihi 

DIKIMmn:- S ubi~littlng h 1tse lnfonna.Uon wi ll 1111,ile disd~in"'ry lld.lon under relevant n ale cl CCS ( C°uulud ) Al•I~ «. 
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'13. · · Then t~e Pr.lncipal will forward .this application, after duly verifying it, to the 
cornered zonal DOE and then Zonal ODE will further forward to Director 
(Education)/ HQ from their respective login accounts. 

1°4. The channel for forwarding the application will be as under-. • . . ' . 

(i) In case of Teacher 

Teacher c:::> Principal~ Concerned Zonal DOE~ Dir(Edu) 

(ii) In case of principal 

Principal- c:::) Concerned Zonal ODE c:::) Dir(Edu) 

15. Further processing of applications will be done at HQ level. -

Note: V\{hile submitting the information the employee should ensure correctness 

of information. Submitting false information may invite disciplinary action 

under provisions of the CCS (Conduct) Rule, 1964. 

****** 
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