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ABBREVIATIONS 
Sl. No. Abbreviation Description 

1 GDS Gramin Dak Sevak 
2 DH Divisional Head 
3 APT Advanced Postal Technology  
4 OA Office Assistant 
5 DO Divisional Office 
6 ABPM Assistant Branch Postmaster 
7 BPM Branch Postmaster 
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Operational Guide: 

Operational Guide Version 1.0 Dated 30.10.2025 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
DISCLAIMER 
 
The operational procedure provided in this Operational Guide is just an illustration for 
the user for using the APT software solution in an effective manner.  If the reader has 
any doubt in the Department ruling and guidelines, he/she should refer to the 
respective manuals and volumes only. The APT Operational Guide should not be cited 
as Rulings. 
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1 Introduction 
 
This Operational Guide provides detailed procedure for “GDS Rule 3 Transfer” module 
for a Candidate. 
 
“Rule-3” refers to the Limited Transfer Facility (LTF) for GDS under the Department of 
Posts. This allows GDS employees to apply for transfers under certain conditions 
through https://app.indiapost.gov.in/employeeportal.   
 
This module has been specifically designed to apply Rule 3 transfer and Verification 
from the Administration.  GDS employee Data available in this module is populated 
from PIS module and pay related information is captured from Payroll module.  

2 User Login 
 
The user has to login through the  web browser using URL    
https://app.indiapost.gov.in/employeeportal 
 
Enter your login credentials (User name& Password) and click on “Sign In” User        
name will be 8 digit GDS employee ID and password. 

3 Rule 3 Transfer Schedule 
 

 
 
 
 
 
 
 

https://app.indiapost.gov.in/employeeportal
https://app.indiapost.gov.in/employeeportal
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Role required to access the Employee Self-Service is TRF-TRS-CRU - Transfer Role 
Self Service provided for all Office types in Role Management. This role is already 
assigned to all officials. 
 
 Upon releasing of notification by the Directorate, the Self-Service transfer cards will 
be available at Employee Self Service - Employee Transfer - Rule 3 Schedule view 
under GDS employee login. Click on “Rule 3 Schedule view”. 
 

 

 
Upon clicking on “Rule 3 Schedule view”, it will navigate to “Rule 3 Transfer Schedule 
Details” page. This page has details of Current Cycle like Notification Number and 
Notification Date and also has details of entire Activity of the Rule 3 process with 
prescribed time period mentioned against each activity. 
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4 Submission of Applications by the GDS Candidate 
 
 

 
 
Click on the “Self-Service” icon under Home page.  
 
 
 

 
 
Upon clicking “Self-Service” icon under Home page, it is redirected to “Employee Self 
Service” page. Click on “Employee Transfers” sub card.  
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Upon clicking “Employee Transfers” sub card, it will navigate to transfers home page. 
Click on “Apply Transfer Rule 3”.  
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Upon clicking “Apply Transfer Rule 3”, a “Important Instructions” dialogue box will 

be displayed. Go through the instructions thoroughly and mark a tick (✓) on the 
Checkbox confirming that instructions are read and undertaken to abide by the 
instructions mentioned, click on “Continue to Application” button. 
 
 

 
 
Upon clicking “Continue to Application” button, it will redirect to “Apply for Transfer 
under Rule 3” page. Under “GDS Details” Check the correctness of all the mandatory 
fields with asterisk (*) also the optional fields as the data is being auto-populated from 
PIS and Payroll modules as these are non-editable fields and cannot be corrected.  
 
If any Data is incorrect in above fields, GDS candidate should not proceed for 
submitting the application. GDS candidate has to contact his/her Divisional Office and 
get the data corrected in HRMS/PIS Module. Once the data is updated by the Divisional 
Office, then the GDS candidate can once again login and check whether the details are 
updated. If updated, GDS candidate should proceed for submitting the application, 
after ensuring all the details are correct. 
 
Further, verify both “Mobile number” and” Email” by clicking on “Verify Mobile with 
OTP” and “Verify Email with OTP”.  
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Note: If a Valid Mobile number is not entered by a GDS candidate, above error 
“Mobile number must be a valid 10-digit number starting with 6-9” will be 
displayed. 
 

 
 
Note: If wrong OTP is entered, the above error “Invalid OTP” will be displayed. 
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Upon verification of both “Mobile number” and “Email”, Mobile number and Email 

details will be freeze and status will be changed as “✓ Verified”  
 
Note: Kindly double-check your mobile number and email address as they will be 
used for Official communication. 
 
 

 
 
Under “Other Details”, fill all the mandatory fields with asterisk (*) mark selecting from 
the dropdown or by filling as explained under: 
 

• Studied Eng and Math in 10th: Select “Yes or No” from dropdown if the 
Candidate has studied English and Mathematics as one of the subjects in Class 
10th. The “Yes or No” option will be default “Yes” for BPM Cadre and it is a non-
editable field. 

 
• Aadhar Number: Enter the Aadhar number of the Candidate. 

 
• Applying Grounds: Select relevant options available from the dropdown like 

MUTUAL, PwBD, SPOUSE, GENERAL. For Spouse and PwBD cases, one more 
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field appears “Upload Certificate” where Candidate has to upload relevant 
Certificate as a PDF file of allowed size in between 20KB and 200KB.  
 

 
 

 
 
For SPOUSE case, select “SPOUSE” as “Applying Grounds” and relevant document 
has to be uploaded in support of the selected Grounds. If no document is uploaded, 
then above error “Please upload the spouse certificate” will be displayed. 

 

 
 

       For PwBD case, “PWD Status” has to be selected from the drop down. 
 

 
 
Preview of the uploaded Certificate option is also available to cross check the 
document uploaded is correct or not.  
 
 
 
 
 



   
 

INDIA POST – APT 2.0  Page 13 of 29 
 

Operational Guide - Rule 3 Transfers for Employee 

 
 
 
 
 

 
 

For “Mutual” cases, under “Counter Part Details”, “Counter GDS ID” needs to be 
entered which auto populates the remaining fields like “Counter GDS Name”, “Level-
Slab-Amount”, “Division”, “Counter Part Office”, “Counter Part Designation”. If the 
TRCA Slab of both the Candidates are same and Counterpart GDS has completed at 
least 1 year of service in the Department, then the application will be allowed to 
proceed further. 
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In Mutual Case if the Level-Slab-TRCA of the Counterpart GDS is different, above 
error “Counterpart GDS slab is different” will be displayed as soon as “Counter 
GDS ID” is entered under the “Counter Part Details” section. 

 
 
 
 

 
 
In Mutual Case if the Counterpart GDS has not completed One year of Service in the 
Department, above error “Mutual employee must have completed at least 1 year of 
service in the department” will be displayed.  
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In Mutual case, if the GDS candidate has not completed minimum One year of 
service in the Department the above error “Minimum Engagement of 1 year is 
required to apply for Rule 3 Transfer” will be displayed. 
 
 
 
 
Note: The condition for transfer under “mutual exchange facility” will be One (01) 
year of continuous engagement period. The online request for mutual transfer 
may be submitted, as and when the schedule of GDS online transfer cycle is 
issued from time to time. 
 

• No. of times Rule 3 availed:  
 
Select ‘0’ from the dropdown: if the Candidate is applying for Rule 3 transfer for 
the First time. 
 
Select ‘1’ from the dropdown: if Candidate has already availed once. 
 
Select ‘2’ from dropdown if Candidate has already availed twice particularly in 
case of a Female candidate. 
 

Note: Male employees are allowed a maximum of 2 chances and for a female 
employees 3 chances are allowed. However, there will be a “cooling off” 
period of one year of continuous engagement between two successive 
transfers if the last availed transfer is not cancelled. 
 
 

 
 
Further if ‘1’ is selected from the “No. of times Rule 3 Availed” dropdown, one more 
field will be displayed “Is Last Rule 3 Cancelled”. If ‘Yes’ is selected no further fields 
will be visible. If ‘No’ is selected, then one more field will be visible “Last Availed Date” 
needs to be entered. 
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If “Last Availed Date” is less than one year to today’s date, then above error “Last 
Rule3 availed date must be at least one year prior to today’s date” will be displayed. 
 

 
 
In case of a Female GDS candidate, “No. of times Rule 3 Availed” should not exceed 
Three chances, if it exceeds three chances above error “Only 3 chances are allowed 
for Female candidates (0, 1 and 2)” will be displayed. 
 

 
 
In case of a Male GDS candidate, “No. of times Rule 3 Availed” should not exceed Two 
chances, if it exceeds two chances above error “Only 2 chances are allowed for Male 
candidates (0 and 1)” will be displayed. 
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For GDS with designation as Dak Sevak whose Date of Engagement is on or after 
09.02.2022, “Compassionate Relaxation” field will be visible to mark as “Yes or No”. 
 
 
 
Note: The candidates who are selected under “Compassionate Relaxation” need 
to provide the fulfilling criteria date which will be considered on par with date of 
joining for checking the minimum service required. 
 

 
 
If a GDS Candidate select “Compassionate Relaxation” as “Yes”, then “Full Filling 
criteria date” has to be entered. 
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Under “Preferences”, Circle, Region and Division preferences can be selected using 
the dropdown.  
 
List of Eligible Vacant Posts (as per the Designation, Level, Slab and Gender) under the 

Division selected will be displayed. Candidate can mark a tick (✓) on the Checkbox 
against any or all the Eligible Vacant Posts as per his/her choice. The order of selection 
will be the order of preference which will be displayed on the right-side box. To select a 
different Division, uncheck all the selected preferences. Once preferences selection is 
completed, click on “Preview Application”. 
 
 
 
 
 
 
 
 
 
 
 

 
 
In case of General Category, a minimum gap of two years between the date of 
engagement and the application end date is mandatory else above error will be 
displayed while Preview of application. 
 
Note: The minimum engagement condition for transfer of GDS under LTF is revised 
from “one year” to “two years of continuous engagement”. It implies that a GDS 
should have completed minimum continuous engagement of a period of Two (02) 



   
 

INDIA POST – APT 2.0  Page 19 of 29 
 

Operational Guide - Rule 3 Transfers for Employee 

years from the date of regular engagement as GDS on the last date fixed for 
submission of Online application in a particular cycle will be eligible to seek 
transfer under the LTF. 
 
However, this condition of two years of continuous engagement is relaxed till 
31.12.2025 for the GDS engaged prior to 01.07.2024. Such GDS may be considered for 
transfer if they have one year of continuous engagement. After 31.12.2025, all the GDS 
would require to meet the condition of a continuous engagement of Two (02) years as 
mentioned above. 
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Upon clicking “Preview Application” button, it will navigate to the next page and show 
the preview of all the details of Application. Candidate has to double check all the 
details in the preview option and if any wrong details updated, then he/she can go back 
and correct the details and repeat the process. If all the details are correct then only 
Click on “Please verify Mobile Number”, OTP will be sent to the registered Mobile 
Number. 
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After entering the OTP, click on “Verify OTP and Submit”. Once the application is 
submitted GDS candidate will receive a confirmation message and e-mail to the 
Registered ID’s. 
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Once the application is submitted, “Apply Transfer Rule 3” sub card will display 
“Request ID “, “Opted Preferences” and following three options: 
 

1. “Withdraw Application”: “Withdraw Application” button will be enabled after 
Application Submission till the Division Verification End Date. 
 
Note:  The candidate can withdraw the application any time before 
Verification end date. Once the application submission window is over, the 
candidate cannot request again in the current cycle. 
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Note: “Withdraw Application” button will be disabled after the Division 
Verification End Date. 
 

2. “Change Preference”: Candidate can change order of the preferences which 
are already submitted when the Modification window is enabled for the 
stipulated time mentioned in the “Schedule”, 
 

3. “Print Application”: Print/Save option is available after application submission 
upto the end of the Cycle. 
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5 Modification of submitted applications.  

 

“Change Preferences” button will be enabled only when Modification Window is 
open for GDS candidates as per the Schedule for a prescribed period. 
 

 

GDS candidates can fill his/her new choice of preference during this period.  
 



   
 

INDIA POST – APT 2.0  Page 25 of 29 
 

Operational Guide - Rule 3 Transfers for Employee 

 
 
 

 

 
One-time modification is allowed for all the Candidates to change the choice of 
Preference within the prescribed period mentioned against the activity. Modification is 
limited to change the order of Preferences already exercised. 

6 Transfer Status and allotment Cancellation 
 

 
 
Candidate can view his/her Allotment status by clicking “Rule 3 Transfer Status” sub 
card under “Employee Transfers” main card.  
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Upon clicking “Rule 3 Transfer Status”, it will navigate to “Rule-3 application status” 
page. Candidate can view the various status of the submitted application like Applied 
for Transfer/Withdrawn/Verified by the DH/ Allotted/Mutual accept or Decline etc.  
 
If GDS is not willing to accept his allotted transfer request, then he can submit the 
request for cancellation by clicking on “Request for cancellation” with in stipulated 
time.  Click on “Request for cancellation” button. 
 
Note: All GDS cancelling the allotted transfer using this option will lose one 
transfer opportunity under Rule-3. 
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Upon on clicking “Request for cancellation” button, “Request allotment 
Cancellation” dialogue box will appear. Enter the reason for Cancellation under 
“Remarks” column and click on “Submit Cancellation” button.  
 
In case of “Mutual Transfer”, if one GDS candidate submits a request for cancellation 

of an approved mutual transfer, the status of the GDS transfer request is updated as 
“Cancelled” and the Remarks will be updated as “Requested for cancellation”, then 

the transfer of the counterpart GDS will also be cancelled automatically. The status 
of the request of the GDS gets updated as “Cancelled” and the remarks will be updated 
as “Counterpart GDS requested for Cancellation” for the counterpart GDS.  
 
Note: Only the GDS that requests to cancel the transfer will lose one transfer 
opportunity under Rule-3. 
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If candidate does not submit the request for allotment cancellation within the 
stipulated time, then it is considered as “Transfer Approved”. The “Allotment status” 
of a GDS candidate will be visible in “Rule 3-application-status” page. 
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