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P W?diﬂgl of the Madras Government, Financial
22nd September 1871,

No. 89.  Read the following lefter from the Under Secretary to the Govern-
ment of India, Financial Department, to the C‘hi,ef Secretary to Govern-
ment, Fort St. George, dated Sixlx?l‘;, 31st August 1871, No. 3211:— gt

Pensions and Gratuities, 1 . g ek £ T

With refgrence to the Resolution of this Department, No. 2071, dated 23rd

August 1871 (Draft Civil Pension Code), I am directed to forward a copy of

certain rules intended to facilitate the disposal of claims to pension andgmtmt}' V)

2. Tam directed to inquire whether, in the opinion of His Excellency the
Governor in Council, the scheme proposed in the rules (which would be prefixed
to Chapter XII. of the Draft Civil Pension Code) is a practicable one.

Section ~Every non-gazetted servant of Government, with the exception of Police Officers
on pay not exceeding Rupees 20, is required to keep a Service book
in which he is to enter a statement of every step in his official life:
procuring attestation of each entry by the immediate head of the office in which he is serving.
If the officer to whom the book refers is himself a head of an office (e.g., a Deputy Postmaster
or a Sub-Inspector of Police), the attestation should be made by his immediate superior,
1. The opening page should be divided for entries in the following form :—
(1.)—Name of officer. ! ; :
(2.)—Caste or race.
(8.)—Residence,
(4.)—Father's name and residence.
(b.)—Age.
(6.)—Exact height by measurement.
(7.)—Personal marks for identification.
(8.)—Date of entry.
(9.)—~Signature of officer, ;
(10.)—Signature (with designation) of the head of the office.
The entries in this form should be renewed at least every five years,
2. The remaining pages should be divided for entries in the following form :—

(1.)—Name of appointment. i
(2.)—=Whether substantive or acting, and whether permanent or femporary.
(8.)—If acting, here state the substantive appointment,

(4.)—Pay. 357 i

(5.)—Acting allowance.

(6.)—Date of commencement of appointment,

(7.)—Signature of officer,

(8.)—Character of officer.

(9.)—Signature (and designation) of immediate head of the office,

- (10.)—Date of termination of appointment, : i '
(11.)+-Reason of termination (such as promotion, transfer, dismissal, &) «
(12.)—Signature of immediate head of the office. - A

The entries in column 8 need not be made, except when there is anything, either good or bad,
to be recorded. ;

3. Leave of every description (except casual), periods of suspension from employment, and
other breaks of service should benoted with full detail of their duration by an entry written across
the page and attested by the head of the office. : |

4. Service books in the required form will be issued, as soon as possible, to each person at
present in the service of Government, in which he should at once enter all past particulgrs of

Bervice buoks to De kept,
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The Secretary to the
Government of
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l'ltc Chief- u.cl'cta & Govcmmem.
Forf Saint George,

!h Gm-l of India,
‘ partment.
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