
 

To 

   ____________________________________________ 

   ____________________________________________ 

   ____________________________________________ 

 

 

Sub : Submission of necessary documents for approval in favour of ____________________________ 

_____________________ joined newly through Mutual Transfer / General Transfer / Special Transfer 

 

 

Sir / Madam, 
 

      I beg to submit herewith all supporting documents for approval of _______________________________ 

__________________________________________________________________________ joined newly through 

Mutual Transfer / General Transfer / Special Transfer.   
 

                       Please acknowledge the papers and oblige thereby. 
       

Thanking you, 

 

Date:                            Signature of the HOI with Seal 
 

Enclosures : 

1. Forwarding Letter 

2. Duly filled in Approval Format (3 copies) 

3. Photocopies of all along Academic Qualifications 

4. Approval copy of First Appointment 

5. Order copy of Transfer from WBBSE 

6. Release Order 

7. Joining Report 

8. MC / SMC / Administrator resolution 

9. No Litigation Certificate 

10.  MC / SMC / Administrator Validity Certificate 

11.  LPC duly countersigned by DI/S 

12.  Others documents (if required) 

 


