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Penstow, lma Joue 1897, RULES REGARDING THE MAINTENANCE AND
R | B a8 VERIFICATION OF SERVICE BOOKS AND THE
ST SRR A SR SUBMISSION OF PENSION APPLICATIONS.

Tue following consolidated instructions regarding the maintenance
and verification of service booksand the submission of pension appli-’
‘ L e cations are furnished for the information and guidance of all officers
s SRR PRI .. employed in the Civil Department :— i
I"'! " .‘!‘.‘ y Fyas "-!) : ‘ T : o ..
M ‘t’ b g ~‘~b‘“ gt o Pagt L—MAINTENANCE AND. VERIFICATION OF Service Booxs.
‘a 99“ ¥t 3)33’ s I. Every nonﬁfzettéﬁﬁ officer holding a substantive appointment

e L DEPART

¥

- ‘ ,

R ..“l \A . WL R e D lishment should keep a_servico book in the form

, *'Orm“— o. 530, Pension, dated e, AN P ‘N"‘% B i les 878 and 879 of the Civil Service Regulations,
o b e Tag el 2 N g jl"ﬂlllﬂ?* . o L T second edition, in which every step in an officer’s official career as well as
L es drawn up "ﬂn L PRI S il B e ,15;;_.‘&' Iy all changes affecting his position should be recorded concurrently with

amendments noted below. They w nt-Gener : kR their occurrence, and be at once attested by the Head of his office.

to 811 heads of de ents concerned W in : an ic 1I. A clerk in each office should be entrusted with the preparation

- partments will indent on S Cernc : Rl wation and ' and maintenance of service books, and should be held personally

- of copies required i Y tendent of the ( LY, ATV RO i ible for their correctness and completeness. He should note
/ n each do - o he Government Pr or t Sy tieenge e book every change in the order of its occurrence,

2. (a) In Rule V, § iy PR e , RS ; and after the entry has been duly verified by reference to Depart-
4 = & mental orders, Pay bills, Leave statements or other official documents,

- Ooffice, the book should b e r

Al "eo! M - bstituted o = the  to whiol thie 8 should have it attested by the Head of the office.
i | ' date and'attested vide 111 e, rds, * the book, y ) i T11. The verification of entrics made by a clerk in service
~ tothehead of the oéoe to whi. ' T ' e, Ahonlé il : books may be entrusted to his immediate departmental superior if the
i - (b) W R which the officer has > 1 g i : Head of the office sees fit, but the responsibility as to their accuracy
A Tanras 1“10 VII for the words « once a ,wn‘d'” o aoe i : will rest with the latter officer who has to attest thenc. |
y of every year.” T SHAA »’“l'?»’ will be substituted the wo! IV. The clerk entrusted with the duty of maintaining service

g ')thuYa XV will be amendd o read s follows:— . S d fermination. of
R A hti 0 Vo O EAER I SAT A t and terminati ice i

e above procedure should be followidis bk : 2 , (a) the dates of commencement &nc. rmination of service in

oy

: s Ty i St . intment with the rate of pay are correctly noted ;
Judicial. Fadi Otedy i:g;’“& the oth P (%) 193:: !:)I}poa.ll kinds (except casual) is duly recorded in
. I‘ocd : i.’,' |yt B ST e L =.,‘ A 1 ] W u ' d taﬂ;
Edug:;::;:], Municipalities, these nts sha .., wiy ) msp:miong, degradations, dismissal or removal from service
Medical - Rovenue Sury cer of ‘respective den : on account of miscondugt or inefficiency, are duly noted
Police. o T erformance of the dut ' With“brie{;;gttfOfe?ﬂmw:ﬁ(m;hth b ti
ari bkéri  and o XTIT v g ¢ termination of service, whether by promotion,
%:or{;‘i;ltic 1. ' i Deputy Collac S gt () O fer, dogradation &, is duly given ; 3 :
3 for their regpective de e (¢) the deputation of an officer to temporary appointment, if
PR S ‘ P T A F regpective dep \ ] " . any, ander article 410 of the lCiVll Service Begula tions,
. 1he Goverpmen ‘ (TR, ) 68 used i i ted in the proper column ;
vont Tor fhe. faturs ‘e | e 1 t0 the rules Dow issued will PPt ey e frpolations aro duly itialled by the Head
applications, which th °GE"°“ delays in the preparation and s h.. gl 1% N 28 Ctthe office; 3 ;
A e Government has .P N i and s bm: (g) the necessary signatures of the several officers are obtained
L TR i v :1 the proper eolumns ; 3
(True o, TR e s (h) mo f.’;,ﬁgefwspﬁ? character are entered in column 13.
e i B i : " (i) the surname or house name of the officer1s correctly given.
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V.W . ,
porarily, f,ol;,‘,“:,’,‘ O?;'i“r is traveferred, whether permunently or o8
and reason of the (;o ¢e to another, the necessary entry of the nat
office from which t]mmf"' should be made in his service book in the
verified to date wloﬂ“"“' is transferred, and the book aftor being @ ul
office should betmam attested (vide Rule VII) by the Head of 8
has been transferml()]mmt;t od to the Head of the office to which the off
tained in his office, who will thenceforward have the book maiis

book it . If ho sbould find any error :caion in HH
receipt, he should return it to tlu{ forwuni)i‘r‘xg;m:f;'\‘(:zr for th

‘purpose of having t ‘n '
omtakcn ovog' b;-l ehi::,mr roctified or omission supplied, before ¥

NE .
will bo fhe iyt "t OF Commencoment of servico in any appointié
ment, and the. 4 rom whxclg an officer draws the pay of an ap points
pay. Period ato of termination the date up to which he drew &

8 occupied in transit from one appointment to ano her

will be reckoned as ey i
officer is allowed dm:‘:;‘:&ﬂ:‘;t.the appointment, the pay of which

VII. The

{ - service b : :
verification in January 00ks in each office should be taken up or

by the Head of the oﬁiof every year and also as preseribed in Rule v,

of the offder Sosetns :0 who, after satisfying himself that the serviced

conformity with theab are correctly recorded in his service book il

A ove i : ;
effect theroin under his !?gl::::?.;twn" should record a certificate to(h!f

VIIL In regard : ‘
t : '
irfo Thomc" Teoordsg such z.xi?n"d? of servico which cannot he verifie
S, et o i o Gt
with the opinion of th n arises and attached to ¢ i
in question should he a:htnl;:“ Jloiy

IX. The Head of t}

. . 10 office, i i
gg?g:t:ﬁ:&ix;esnsg to {inle %'ei l,nshr:\ox(l)(;d i
o %: e verified from office

officer as well as hi

ingugl%‘gm;nl cortificate of

' 6 of any portion of
a’zfz:gs, distinotly ftom that

X, Tnl be La ?nltfmlmmry evidence is attat oo, "Titing by the
alhriay an even

annual verificati venue Departm

Golloiin: oﬁ}tﬁ? of servico books is em,ff&d“;:’, du'{ of performing
convenient, either dm!’lona.l officers should - reasury Deputy

taluks, to inspect the . e ﬁmab"“dio or nh D cases” make it
Tahsildars’ cutcherrie:ei;“to]:el')oo 8 kept in the Tv:hz?ldon four i their
erly maintained in Moordnn:; dw-ﬁons and to sep th ars’ and Deputy
notice of any instance of negleotm th i

t the
1680 Instruct; Y re prop-
XI. Whenever an o s o

v flicer i erre
Head of his office should f o onsforred ¢
orward hj o 0 forei i
gy il o tromsfor om0 book & ey
P 3 It H :
should be followed A o, .

proceeds on leave w

—

3
Pant JT.—PROCEDURE PREPARATORY TO RETIRING AN
(OFFICER FROM SERVICE,

X II. Whenever an officer of the Land Revenue Department
employed in an office subordingte to a I)i\'ision;xl officer applies for
pension, or whenever it is thought desirable to retire him, the immedi-
ate Head of his office should prepare a draft application for pension
and forward it with the officer’s service register through the Divisional
officer to the Tréasury Deputy Collector, who, after due scrutiny and
such further enquiry as may be necessary, will return the servico
register to the Divisional officer certifying that all information is ready
for the immediate completion of the pension application, Then and
not till then may the retirement of the officer be recommended or
his application for pension be accepted. In either case the Divisional
officer will at once address the Collector for orders, On receipt of the
Divisional officer’s communication, the Collector will pass final orders
as to the date from which the officer should retire or be pensioned,
which order will be eommunicated to the Divisional officer to be given
effect to and to the Treasury Deputy Collector for the preparation of
the final application for pension and for its submission to the Collector
for signature. This procedure will prevent delay in the submission ot

nsion applications and guard against officers being retired who may
gzve yet a fow months to complete service entitling them to a higher
rate of pension.

XTIIT. Where the immediate Head of an office subordinate to the
Divisional officer finds an officer unfit for service and his examination by
a Medical officer is considered imperative, he should at once report the
fact to the Divisional officer forwarding a draft application for pension
or gratuity as the case may be along with the service register. The
Divisional cfficer will forthwith send them to the Treasury Deputy
Collector, who, after such further enquiry (if any) as may be necessary,
should certify that the ion or gratuify application is ready for sig-
nature. On receipt of this certificate (but not till then) the Divisional
officer will address the Medical officer requesting him to examine the
officer and furnish him (the Divisional officer) with a certificate as to
bis fitness or otherwise for further service. A copy of his letter to
the Medical -officer should be sent to the Treasury Deputy Collector
throngh the Collector- “Tmmediately on receipt of the Medical officer’s
cortificate, the Divisional officer will issue the necessary orders in case
the officer is declared fit. In case the- certificate declares him to be
unfit for further service, the Divisional officer will, without delay, for-
ward it to the Treasury Deputy Collector through the Collector who will
pass orders for the immediate preparation of the final application for
pension or gratuity and communicate them to the Divisional offieer, so
that effect may be given thereto by dispens'm% with the officer’s services
from the date of the medical certificate. The Treasury Deputy Collector
will, without delay, prepare the pension or gratuity application and obtain
the Collector’s signature to the same. As soon as the pension or

ratuity application is submitted to the Accountant-General, the Treasury
Tleputy Collector will inform the Divisionai officer. The Divisional
officer will—if in any case theresappears to be undue deluy in the sub-
mission of the pension applieation (i.c., if the Treasury Deputy Collector
delays more than a month in informing him)—invite the attention of
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7 Y 1 tion of establishment,—
10. Comp-nsation pension owing to reduc ‘
State why et;n;floyment not found elsewhere, and what the ammn& of

savings effected is.

11. Delay.—Explain delay in submission of application beyonda

month,
1 i i ient superior service
12. Gratuity.—Inferior servants having sufficien .

for Pensi?m m’:: :x;t!i,tled to gratuity for inferior service, though retired at
95 years of age. o b

J i itled to separate graf
13. Gratuity.—Inferior servants are entitled 1 :
for superior se:n"”o? in addition to gratnity for inferior service.

i i i ice to in-
. ty.—Inferior servants adding superior servi
ferior f:: ooﬁrlgitx;zdypcnsion are not entitled to gratuity for the former.
i f the various
] rices.—Give date, month and year o
‘Pmmé?éng,uﬁr?m%fﬁi:m and cessations. A month is reckoned as 30

ys. 16, History of services.—When the applicant is acting, state his
substantive appointment. b
17. History of services.—Enter the several rates of acting allow-
rately from pay. 7% o
i .y pr:,m-“,,__An periods not reckoned as service
ahiderd 1132 .diﬁutinorguyi <hed and reasons for their exclusion given in the re-
marks (;O;H“;“W ification marks.—Specify a few conspicuous marks, not
less than four if possible.

90, Leaves irregularly granted.—State officer responsible and

‘ t of allowances overdrawn.
amoun 2; Leave to inferior servants.—All periods of duly-sanctioned

leave count.
92. Leave of all kinds (save

serviee bOOkL'e to inferior serrants without allowances.—When treated
23. “’: ify in separate memorandum with particulars (1)
as qualifying. P;tecoon Juld have been granted with allowance; (2) how

‘. 1 ’
;ﬁgjf;{' al'lotumh,uy availed of ; and (3) the leave taken without allow-

Gastl)’ 86 be oritersd in.detail in

94. Medical certificate, if granted after a}iplicant has ceased to

do duty, state cause of delay.
, 95. Medical certificate.—Give reasons in case of retention in service

| after the grant of the certificate.

v
96. Medical ~certificate, should invariably accompany the
8pp1i08ﬁ°n- - . g f
97. Medical certificate should state particulars required under
article 487 (3) in resi)lect of applicants under 55 years and the explana-
tion of the Head of ¢
page of the application.

.

e office should be given under head 5 on the third
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