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                        ESTABLISHMENT CIRCULAR NO.7/2021

Attention is invited to the following letter received from DGHRD, New Delhi:

Sl.
No.

Letter No. and date Subject

1. F.No.8/PC/41/AGT-2020/
HRD(HRM-II)/2020 dated 
24.02.2021

Annual General  Transfer  for  the year
2021of IRS (C&IT) officers

Copy  of  the  mentioned  letter  may be  downloaded  from the  website  of

Kochi commissionerate-www.cenexcisekochi.gov.in for information. 

                 

                              [S. Suresh]
                                                                       Assistant Commissioner [P&V] 

To

1. All Group A officers in Kochi commissionerate.
2.  The Superintendent (Systems) - for uploading in website.
3.  Notice Board, Hqrs Kochi.

Copy to:

1. The Additional Commissioner (CCO), Hqrs Kochi, for information.
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Annexure-A 

HOW TO USE ONLINE AGT MODULE 
STEP BY STEP PROCESS 

1. For the first time login, go to the link www.dghrdcbic.gov.in/agt/index.asp and login with the
username as your e-mail ID used for ‘SPARROW’ module. Then click ‘Get/Forgot Password’ to
generate password.

2. Here you can generate password by entering User Name (your e-mail ID used for ‘SPARROW’
module) for Online AGT Module.
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3. After clicking on ‘Submit’ button (see the Image 2) after filling all details, you will receive one time
password on your e-mail (your e-mail ID used for ‘SPARROW’ module).

4. Now enter ‘User Name’ & ‘Password’ you received on e-mail.  Enter ‘Verifying Code’ and click on
‘Login’.
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IMAGE 5.2 

5. After clicking ‘Login’ you will be prompted to ‘Please change your password’. Click ‘Ok’ and then
proceed to set your new password.

In the next window you can set your new password 

IMAGE 5.1 



Points to remember while setting password:

6. Once you have changed your password click Home Tab

7. For submitting your representation click on Submit Representation

IMAGE 5.3 
remember while setting password:- 

Once you have changed your password click Home Tab (refer Image 5.2) to go to your home page.

For submitting your representation click on Submit Representations tab: 

IMAGE 6 

IMAGE 7 

to go to your home page. 



8.1 Fill all the relevant details in the fields provided. Please note that the fields marked with asterisk 
(*) are mandatory. 

8.2 You will have Three options at the bottom of this form: 
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9.1 Save as draft: You can save your representation for review and later submission. 

9.2 After clicking on “Save as Draft” you will be prompted to upload relevant documents. After 
clicking on ‘Ok’ (refer Image 9.1), you can upload supporting documents, if any. You can also 
upload supporting documents any time before final submission of your representation. Maximum 
200 kb of documents can be uploaded in each category. 
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9.3 Final Submit: You can modify your representation, if required, by clicking on “Modify” button and 
required to click on “Final Submit” button for submitting your representation to DGHRD 
before predefined Closing Date of AGT Module.  Once you click “Final Submit” 
button your representation will be directly incorporated in the database maintained by 
DGHRD. Please make sure to submit your representation before “Closing Date”. 

ONLINE AGT MODULE – HELPLINE 

IN CASE OF ANY DIFFICULTY IN ACCESSING THE AGT MODULE, 
YOU MAY E-MAIL AT PC.DGHRD@NIC.IN  
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