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Rasp— the following paper :—

G.0., No. 530, Pension, dated 14th July 1897.
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Order—No. 530, Pension, dated 14th July 1897,

" The rules drawn up by the Accountant- :
ill be printed in pamphlet form and communicated

amendments noted below. They w

to all hea :
departments will indent on

pumber o

office, the book sho
been transferred,” will be substitu
to date and attested (vide rule VII) by
to the head of the office to which the o

3) In rule VII for the words ¢“once a year,

«in January of every year. i

ds of departments concerned for
the Superinten
£ copies required in each department.

9. (¢) Inrule V, for the words ¢ after being duly

uld be transmitted to the head of the o
tod the words ¢ the book, after being duly verified

the head of that office, should be transmitted
fMicer has been transferred.”

Greneral are approved, subject to the

information and guidance. Heads of
dent of the Government Press for the

attested by the head of that
ffice to which the officer has

» will be substituted the words

(¢) Rule XV will be amended to read as follows :—

« The above procedure should be fol

Judicial. T.oeal Funds.
Educational. Munieipalities.
Registration. Yevenue Survey and
Medical. Hettlement.
‘Police. - 8alt, Abkéri and
Marine, ‘ Customs Adminis-
Eeclesiastical. tration.

3. The Government trusts that a strict attention to the ru
future the great delays in the preparation an

prevent for the
applications, which the Government has so

lowed also by officers of the other depart-

ments noted in the margin, The heads of
these departments should nominate some
officer of their respective departments for
the due performance of the duties de-
scribed in rule X11T1in lieu of the Treasury
Deputy Collector, and should also define
for their respective departments the term
head of the office as used in these rules.
les now issued will
d submission of pension

often noticed and condemned.

(True Extract.)

To the Accountant-General, with copy of rules.
,, the Public Department i
,, thed udicial Department o
the Revenue Department

,, the Marine Department, with copy of rules,

, the Superintendent,.

" tho Local and Municipal Departn,l,ent, with eopy of rules, |
J

(Signed) G. STOKES,
Ag. Secretary to Government.

7

for communication to the
% heads of departments under
them.

Government P'ress, with copy of rules.

R

Fndorsement of the Pension Departme
ur of necessary act

Apsrract.—Transforring, for favo
of service books.

nt, No. 565, dated 22nd July 1897.

ion, papers relating to tho maintenance
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: Orper—No. 1622 L., dated 26th August 1897

The rules circulated with the Gove
: m
‘t; dtll;([a Sqn.ltary Engl:neer and to the Prc?;f(;l:n?srder ¥
. unicipal Couneils with the request that ;
a particular clerk in their offices the d ty e
books, and that, as required by rule XV thu g
for the purpose of the rules. e

2. The annual verificatio 1
: n of s
:z::irl;lslted_ to the local audit departgglgeb?(é{%re
ok noc; si)né,ll:;s?g‘ﬁyd 1tn ?la]gai*d to munieipal serva
. ed to
audit the municipal accoun(tes. e

ad above will be communi
i unieat
(;llfir(e)(l;a;)gmelll oIfIall Local Bo:rfi(:
; rule they will assi
dpréeparmg and ma,intai};ing sZi?i%g
efine the term *“ head of the office **

quired in rule VII has alr
eady b
Iljc:. 94%15 L., dated 21st MayYIBZ%n
e XV 0se services are pensionable’a
ccounts or his Assistants who

(True Extract.)

G. 8. FORBES,
Secretary to Government,

To the Sanitary Engineer.
» all Presidents of District Boards.

5 Al Clto T :
» 8ll Collectoig. of Municipal Councils,

,, %he Accountant-General.
» Pension Department, with thirteen enclosures returned.

Exd. P. B“thr.m’

[Appendix.
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APPENDIX.

PRSI

RULES REGARDING THE MAINTENANCE AND VERIFICATION OF SERVICE
BOOKS AND THE SUBMISSION OF PENSION APPLICATIONS.

The following consolidated ingtrgctions reg_arding the maintenance and verifica-
tion of service books and the submission of pension applications are furnished for the

information and guidance of all officers employed in the Civil department :—

Parr L.—MAINTENANCE AND VERIFICATION oF SERVICE BooKs.

I. Every non-gazetted officer holding a substantive appointment on a perma-
nent establishment ahould keep a service book in the form prescribed in articles 878
and 879 of the (Civil Service Regulations, gecond edition, in which every step in an
officer’s official career, a8 well as all changes affecting his position, should be recorded
concurrently with their occurrence, and be at once attested by the head of his office.

I1. A clerk in each office should be entrusted with the preparation and mainte-
nance of service books, and should be held personally responsible for their correctness
and completeness. He should note in each service book every change in the order of
its occurrence, and after the entry has been duly verified by reference to depart-
mental orders, pay-bills, leave statements, or other official documents, should have it

attested by the Head of the office.

I11. The verification of entries made by a clerk in service books may be entrusted
to his immediate departmental superior if the head of the office sees fit, but the
responsibility as to their accuracy will rest with the latter officer who has to attest

them.
IV. The clerk entrusted with the duty of maintaining service books should see

that—

(@) the dates of commencement and termination of gervice in an appointment
with the rate of pay are correctly noted ;

(b) leave of all kinds (except casual) is duly recorded in detail ;

() suspensions, degradations, dismissal or removal from gervice on aceount of
misconduct or inefficiency, are duly noted with a brief note of explana-
tion ;

(d) cause of tormination of service, whether by promotion, transfer, degrada-
tion, &c., is duly given;

() the deputation of an officer to temporary appointment, if any, under

article 410 of the Civil Bervice Regulations, is duly noted in the

proper column ;
(f) all erasures or interpolations are duly initialled by the head of the office;

(g) the necessary signatures of the soveral officers are obtained in the proper

columns ;
(h) no certificates of character are entered in column 13.

(i) the surname or house name of the officer is correctly given.

V. When an officer is transferred, whether permanently or temporarily, from
one office to another, the necessary entry of the nature and reason of the transfer
should be made in his service book in the office from which the officer is transferred,
and the book after being duly verified to date and attested (vide rule VII) by the
head of that office should be transmitted to the head of the office to which the officer
has been transferred, who will thenceforward have the book maintained in his office.
If he should find any error or omission in the book on receipt, he should return it
to the forwarding officer for the purpose pf having the error rectified or omission

supplied before the book is taken over by him.

VI. The date of commencement of service in any appointment will be the date
cer draws the pay of an appointment, and the date of termination
the date up to which he drew such pay. Periods occupied in transit from one
tment to another will be reckoned as service in the appointment, the pay of

from which an offi

appoin :
which the officer 18 allowed during transit.

LA s G T
1 i .
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VIL The service books in cach office should be taken up for verification in
January of every year and also as prescribed in rule V, by the head of the office
who, after satisfying himself that n’;he services of the officer concerned are correctly
recorded in his service book in conformity with the above instruction

i : Fy s, sh g
a cortificate to that effect therein under his signature. iy

VIII. In regard to periods of service which cannot be verified £ i :
such as pay-bills, acquittance rolls, &c., an affidavit of the oﬁicé‘gnrzc?zf&gfng?{malgg
ovidence of his contemporary employés should be taken as occasion arises and attached
to the service book, with the opinion of the then head of office, as to whethl ; t%
period in question should be admitted or not. : FROIY

IX. The head of the office, in recording the annual certifi oo

: : cate of
agreeably to rule VII, should, in the case of any portion of service t(})latv i’:ﬁgi?iﬂ‘
v;:nﬁ)e d frm;l office records, dgstmctly state that for the excepted periods (naminz
them) a statement in writing by the officer as well as his ; ‘ {
attached to the book. D contemporary evidence 1s

X. In the Land Revenue Department the duty of performi ' ;

: . y y of performing a i
of service books 18 entrusted to the Treasury l)eput;) Collectgs,nn{]l;ﬁtV]E;)I;I‘,fiic?‘txoﬁ
officers shpuld in such cases make it convenient, either during the jamabandi or s;?}ila
on tour m their taluks, to }11sgect the service books kept in the Tahsildars’ aﬁﬁ
].)eputty .l:ixl}sxltlars’ cutcherries in their divisions and to see that they are properly
maintained in accordance with these instructions, and take due noti i

of neglect or omission. ; Rige; o BRAEIERRAR

XI. Whenever an officer is transferred to foreign service, the h i

should forvyard his service book to the Aceountant?(}eneral for thee;?u?pfosésoofﬁ;lﬁe
transfer being duly noted in it, agreeably to article 835 of the Civil Service Re i 5
tions. The same procedure should be followed when the officer reverts to Grovemﬁn1 a;‘
service or proceeds on leave while in foreign service. "

Parr 11.—PROCEDURE PREPARATORY TO RETIRING AN OFFICER FROM SERVICE

X11. Whenever an officer of the Tand Revenue Department i
office subordinate to a Divisional officer applies for pension,por Whenesgxl‘piltoiysefclhggoe]ﬂ
desirable to retire him, the immediate head of his office should prepare a draft a pli-
cation for pension and forward it with the officer’s service register throughmt)he
Divisional oﬁjcer to the Treasury Deputy Collector, who, after due scrutiny and such
further enquiry as may be necessary, will return the service register to the Divisional
officer certifying that all information is ready for the immediate completion of the
pension application. - Then and mnot 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 whi aﬁ
the officer should retire or be pensioned, which order will be eommunicated to ;(1319
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 of pension a li-
cations and guard against officers being retired who may have yet a few montlIl)l t
complete service entitling them to a higher rate of pension. oy

XTIT. Where the immediate head of an office subordinate to the Divisi

finds an officer unfit for service and his examination by a medical of'ﬁcg li?%%a]l}s;)ﬁf:;
imperative, he should at once report the fact to the Divisional officer forwardicg a
draft application for pension or gratuity, as the case may be, along with the seffice
register. The Divisional officer will forthwith sepd them to the Treasury Deput
Collector, who, after such further enquiry (if any) as may be necessary should cegtify
that the pension or gratuity application is ready for signature. On receipt of thi};
certlﬁcqte (but not till then), the Divisional officer will address the medical office
reqqestmg him to’examine the officer and furnish him (the Divisional officer) with .
certificate as to his fitness or otherwise for further gervice. A copy of his letter ta
the medical o{ﬁcet" should be sent to the Treasury Deputy Collector through tho
Collector. .Immedlately on receipt of the medical officer’s certificate, the Divgisionael
officer will issue the necessary orders in case the officer is declared fit, In case the

T il e i . g - SO s —
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certificate declares him to be unfit for further service, the Divisional officer will
without delay, forward it to the Treasury Deputy Collector through the Collector’
who will pass orders for the immediate preparation of the final application for pensiox;
or gratuity and communicate them to the Divisional officer, so that effect may be

iven thereto by dispensing 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 gratuity application 1s submitted to the Accountant-General, the
Treasury Deputy Collector will inform the Divisional officer. The Divisional officer
will—if in any case there appears to be undue delay in the submission of the pension
application (Z.c., if the Treasury Deputy Collector delays more than a month in in-
forming him)—invite the attention of the Treasury Deputy Collector to the delay in
order to avoid the chance of a pension application being mislaid.

XIV. The above procedure should be strictly observed, so that in future there
may be no delay in the submission of pension applications to Government. The
Collector should warn all Tahsildars, Deputy Tahsildars and Taluk Head Accountants
that he will hold them personally responsible for neglect or disobedience in respect of
these orders.

XV. The above procedure should be followed also by officers of the other depart-

ments noted in the margin. The heads of

Judicial. Local Funds. these departments should nominate some
Bducational. Municipalities. officer of their respective departments f

Registration. Revenue  Survey foan f PV P a %
Medical. and Settlement, the due performance of the duties de-
Police, Salt, Abkari, and Scribedin rule XIITinlieu of the Treasury
Marine. Customs Adminis- Deputy Collector, and should also define
Feclesiastical., tration. for their respective departments the term

*head of the office ”” as used in these rules.

Part I11.—PROCEDURE AFTER RETIREMENT oF AN OFFICER FROM SERVICE.

XVI. Before despatching an application for pension or gratuity to the Account-
ant-General, the head of an office should satisfy himself that the application has been
prepared in conformity with the instructions issued by the Accountaut- General, which
are reproduced here for ready reference.

1. Agffidavit or contemporary evidence should be submitted for such periods of
service as are not verifiable from records.

2. Affidavit or contemporary evidence should state in full details (1) whether
applicant was in permanent employ, and (2) whether there were any breaks in the
service or any leave granted.

8. Age—When precise date of birth is not known, 1st July of the year of birth
should be assumed.

4. Age as given in service book, if subsequently amended, should be supported
by a Government Order approving the alteration.

5. Age of incapacity to continue in service—superior 65 and inferior 60.

6. Alterations.—Make in red ink and initial.

7. Average Emoluments—Append a memorandum of caleulation with reference
to articles 530—532, Civil Service Regulations.

8. Average Emoluments.—When pension is partly debitable to Incorporated
Local Fund or Pound Fund, .the‘ memorandum should take the form of history of
services, entering local or provincial, as the case may be, under column ¢ Establish-
ment.”

9. Character and Conduct—State merely good, bad, fair or indifferent, without
remarks, which should be made only when absolutely necessary to a right under-
standing of the case.

10. Compensation Pension owing to reduction of Eslablishment,—State why employ-
ment not found elsewhere, and what the amount of savings effected is.

11. Delay.—Explain delay in submission of application beyond a month,

#
3
I

A

12. Gratuity.—Inferior servants having sufficient superior service for pension
are entitled to gratuity for inferior service, though retired at 55 years of age.

13. Gratuity.—Inferior servants are eutitled to separate gratuity for superior
service in addition to gratuity for inferior service.

14. Gratuity.—Inferior servants adding superior service to inferior for combined
pension are not entitled to gratuity for the former.

15. History of Services.—Give date, month and year of the various appointments,
promotions and cessations. A month is reckoned as thirty days.

16. History oy Services—When the applicant is acting, state his substantive
appointment.

17. History of Services.—Enter the several rates of acting allowances separately
from pay.

18. History of Services.—All periods not reckoned as service should be distin-
guished, and reasons for their exclusion given in the remarks column.

19. Identification Marks.—Specify a few conspicuous marks, not less than four, if
possible.

20. Leaves irregularly granted.—State officer responsible and amount of allowances
overdrawn.

21. Leave to Inferior Servants.—All periods of duly-sanctioned leave count.

92. Leave of all kinds (save casual) to be entered in detail in service book.

23. Leave to Inferior Servants without allowances—When treated as qualifying,
specify in separate memorandum with particulars (1) extent to which it could have
been granted with allowance, (2) how much of it actually availed of, and (3) the
leave taken without allowances.

94. Medical Certificate, if granted after applicant 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. -

26. Medical Certificate should invariably accompany the application.

27. Medical Certificate should state particulars required under article 487 (3) in
respect of applicants under 55 years, and the explanation of the head of the office
should be given under head 5 on the third page of the application.

98. Medical Certificate should be granted only by Commissioned Medical officers,
District Medical and Sanitary Officers and Civil Surgeons, and not by a Warrant
Medical officer, Civil Apothecary or Hospital Assistant.

29. Medical Certificate.—The certifying officer should be one belonging to the
same district, otherwise explanation should be given.

80. Name.—Specify in full, house or country name of applicant and his father.

81. Name.—When initials or name of applicant are incorrectly given in the
various records consulted, mention fact in forwarding the application to avoid unneces-
sary references from this office.

82. Resignation of Service.—The head of the office should state its cause when it
involves a break of service.

33. Resignation of Service.—The head of the office should also state (1) whether
he is in favour of condonation of such break, and (2) if he is, whether with or without
a reduction of the pension or gratuity, otherwise admissible.

34. Retirement Date.~—According to service book, application, and last-pay certi-
ficate should correspond.

85. Retirement, if voluntary, state fact against head 5 in the third page of the
application. ;

86. Retiring Pension.—An officer over 55 years of age need not necessarily be
recommended for superannuation pension, if entitled to retiring or invalid pension.

37. Superannuation, it ordered by Government, quote its order, number and date
against head 5 in the third page of the application.

." . {u Ll ft'/’b/o—* g ™
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38. Service.—Cause of its _termination in each appointment should be entered in
gervice book and attested. -

39. Service in an Acting Appointment.———lf counting, state (1) whether appointment
was fully vacant, (2) whether another counted service during the period, and (3) how
original vacancy occurred, if applicant came in a chain of arrangement.

40. Service in Temporary A p])oz?ntmcnt.——State always whether or not the applicant
retained a right to revert to substantive appointment furnishing a copy of the
departmental order.

41. Service, Foreign, should, in every case, be supported by Government order
ganctioning the transfer and a memorandum of contributions paid.

42. Service Book.—State reason for omission of signature of the head of the office
or that of the applicant in any case.

43. Suspension o7 Dismissal.—When the order does mot contain full particulars,
a brief statement thereof should be appended. 1f ofder itself 18 not forthcoming,
summary of available evidence chould be sent with the application.

A4, Transfer from qualifying to non-qualifying gervice under Government
should be supported by a copy of the authority stating whether transfer was
voluntary or made under,competent authority.

45. Verification—In the column “ how verified ” in the history of services, note
the class of records against the entries, such as pay-bills, acquittance rolls, &e.

46. Ve;'iﬁca‘tion.——'\Vhen fact of service in another office is not satisfactorily
attested in the service book, a duly-certified abstract from the head of that office
should accompany the application.

47. Vernacular entries should be accompanied by translations in English.

Note.—These directions will not in any way render a study of the regulations unnecessary.
Many of them are, however, reproductions of articles, which a lengthened experienco has shown
this office, are commonly disregarded.

XVII. The Board of Revenue is empowered t0 grant pensions and gratuities to
Revenue and Forest subordinates, whether in superior or “inferior service drawing
Rs. 20 a month, and lessin cases in which such claims are certified by the Accountant-
General to be admissible under the strict letter of the (fivil Serviee Regulations.
Applications on behalf of persons employed in the following establishments should
therefore be submitted for sanction to the Board of Revenue through the Accountant-
General instead of to Government :—

(a) Collector’s establishments including establishments of the Sub-Collector,

Head Assistant Collector, Assistant Collector and Deputy Collector,

(b) Revenue Settlement,

¢) Inam Commission,

(d) Salt and Abkdri,

(¢) Customs,

Tncome-tax,

(g) Stamps, and

(h) Forests.

XVIIL The Inspector-General of Police also is empowered to grant pensions and
gratuities to police officers on pay not exceeding Rs. 20 a month in casesin which
there 18 no doubt as to the admissibility of the claim under the rules contained in
Civil Service Regulations.

XIX. Officers who have retired from the service chould be required to furnish
information to the head of their late office regarding their place of residence, in case
it should be necessary to obtain further information from them. ;

XX. Pension applications chould not be treated as papers which may be dealt

with in ordinary course but their disposal as well as subsequent references, if any,
from the Accouutun‘c-General or any other officer, should be regarded as emergent,
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GOVERNMENT OF MADRAS.

LOCAL AND MUNICIPAL DEPARTMENT.

“Reap— the following paper :—
G.0., No. 530, Pension, dated 14th July 1897.

B

Order—No. 530, Pension, dated 14th July 1897.

wn up by the Accountant-General are approved, subject to the
- amenrg?neentliitgf belowI.) %hey will be printed in pamphlet form and communicated
to all heads of departments concerned for information and guidance. Heads }(l)f
departments will indent on the Superintendent of the Government Press for the
number of copies required in each department. .
2. (a) Inrule V, for the words ¢ after being duly attested by the head of that
office. the book should be transmitted to the head of the office to which the officer has
“been zcransferred,” will be substituted the words ¢ the book, after being duly verified
to date and attested (vide rule VII) by the head of that office, She;ﬂd be transmitted
to the head of the office to which the officer has been transferred.

(0) In rule VII for the words ‘‘ once a year, ” will be substituted the words
«in January of every year.”
(¢) Rule XV will be amended to read as follows :—

b dure should be followed also by officers of the other depart-
et g ments noted in the margin, The heads of

Judicial. Loeal Funds. these departments should nominate some
Educational. Municipalities. officer of their respective departments for
Registration. Revenue Survey and the due performance of the duties de-
Medical. Settlement. seribed in rule XIIIinlieu of the Treasury
Pélice. Sag, " Abk?dmiz?i Deputy Collector, and should also define
%:c?;;stical t;ﬁiﬁﬁf i for their respective departments the term

head of the office as used in these rules. ”

3 The Government trusts that a strict attentiox_l to the rules now issued vs_fill

-prevent for the future the great delays in the preparation and submission of pension
‘appliea.tions, which the Government has so often noticed and condemned.

(True Extract.)

'(Signed) G. STOKES,
Ag. Secretary to Government.
To the Accountant-General, with copy of rules.

i t » b v2 il
g :EZ ﬁg;fa{)ﬁgﬁ;fﬂm P | for communication to the
” the Revenue Department i . % heads of departments under
"’ the Local and Municipal Department, with copy of rules, | them.

the Marine Department, with copy of rules, .
th: Superintenc}l)ent, Government Press, with copy of rules.

Endorsement of the Pension Department, No. 566, dated 22nd July 1897.

Anstract.—Transferring, for favour of necessary action, papers relating to-the maintenance
of service books.
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Orper—No. 1622 L., dated 26th August 1897.

The rules circulated with the Government Order read above will be communicated
to the Sanitary Engineer and to the Presidents and Chairmen of all Local Boards
-and Munieipal Councils with the request that, as required by rule II, they will assign
to a particular clerk in their offices the duty -of preparing and maintaining service

books, and that, as required by rule XV, they will define the term “ head of the office
$or the purpose of the rules.

2. The annual verification of service books required in rule VII has already been
entrusted to the local' andit departmen@ })y G.0., No. 945 L., dated 21st May 1896,
and the similar duty in regard to municipal servants whose services are pensionable

will now be assigned to the Inspector of Local Fund Accounts or his Assistants who
audit the municipal accounts.

A A A A A AN A A A A A A NPl A A

- (True Extract.)

" Secretary to Government.

"To the Sanitary Engineer.

-, all Presidents of District Boards.
» all Chairmen of Municipal Councils.
,, all Collectors.
» the Accountant-General.

-y Pension Department, with thirteen enclosures returned.

Exd, ¥, Setharain.

[ Appendix,
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APPENDIX.

RULES REGARDING THE MAINTENANCE AND VERIFICATION OF SERVICE
BOOKS AND THE SUBMISSION OF PENSION APPLICATIONS.

consolidated instructions regarding the maintenance and Verifica-

The following Stru
tion of service books and the submission of pension applications are furnished for the
information and guidance of all officers employed in the Civil department :—

Part I.—MAINTENANCE AND VERIFICATION OF SERVICE BoOES.

azetted officer holding a substantive appointment on a perma-
nent establishment should keep a service book in the form preseribed in articles 878
and 879 of the Civil Service Regulations, second edition, in which every step in an
officer’s official career, as well as all changes affecting his position, should be recorded
concurrently with their occurrence, and be at once attested by the head of his office.
1I. A clerk in each office should be entrusted with the preparation and mainte-
nance of service books, and should be held personally responsible for their correctness
and completeness. He should note in each service book every change in the order of
its occurrence, and after the entry has been duly verified by reference to depart-
mental orders, pay~bills, leave statements, or other official documents, should have it
attested by the Head of the office.
IIL. The verification of entries made by a clerk in service books may be entrusted
to his immediate departmental superior if the head of the office sees fit, but the
responsibility as to their accuracy will rest with the latter officer who has to attest

them.
IV. The clerk entrusted

that—

1. Every non-g

with the duty of maintaining service books should see

() the dates of commencement and termination of service in an appointment

with the rate of pay are correctly noted ;

(b) leave of all kinds (except casual) is duly recorded in detail ;

(¢) suspensions, degradations, dismissal or removal from service on account of
misconduct or inefficiency,
tion ;

(d) cause of termination of service,
tion, &e., is duly given ;

(e) the deputation of an officer to temporary appointment, if any, under
article 410 of the Civil Service Regulations, is duly noted in the

proper column ;
f) all erasures or interpo
(g) the necessary signatures 0

columns ;
(k) no certificates of character are entered in column 13.

(i) the surname or house name of the officer is correctly given.
V. When an officer is transferred, whether permane
one office to another, the necessary entry of the nature an

are duly noted with a brief note of explana-

whether by promotion, transfer, degrada-

lations are duly initialled by the head of the office ;

ghould be made in his servic
and the book after
head of that office should be transmit
has been transferred, who will thenceforwa
1f he should find any
to the forwarding officer for the purpose 0
supplied before the book is taken over by hinm.

VI. The date of ¢
from which an officer draws the pay of an appointment, and the

the date up to which he drew such pay. Periods occupied in

appointment to an . _ i
which the officer is allowed during transit.

f the several officers are obtained in the proper

ntly or temporarily, from
d reason of the transfer
o book in the office from which the officer is transferred,
being duly verified to date and attested (vide rule VII) by the
ted to the head of the office to which the officer
rd have the book maintained in his office.
error or omission in the book on receipt, he should return it
f having the error rectified or omission

ommencement of service in any appointment will be the date
date of termination

transit from one
other will be reckoned as service in the appointment, the pay of

-
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VII. iThe service books iu each
ach office sho . ot
i aﬁnoua; > :f e;f_el;?y.year and also as prescribed ixl1 lgu{?ee ‘;:alf)en tﬁg ﬁof‘dverlﬁcatmn s
reco;'ded I sz,_m ying himself that the services of the ofﬁ;ery e edd of the office
i ;;1 is service book in conformity with the above inst cerned are correctly
o to that effect therein under his signature structions, should record

VIII. In regard to periods of servi i
_ ] ce which ca i
21;;3(1118 I?CSe g?}lrl-_bllls, acquittance rolls, &ec., an afﬁdr;[xl/(i)z }))? Zﬁ?ﬁegi S ons
e l?b co;texr}porary employés should be taken as occ-lsi(?n o Sieht Y e
ke ice boo , with the opinion of the then head of ;ﬁ ST B
period in question should be admitted or not. et b B

IX. The head of the office, in i
) recordine the a . .
av,z:?ga}gl); to rule VII, should, in the case of any po?*?iltl)il gg rtificate of verification
ed from office records, distinctly state ‘that for the exc:;?;g}e th'atdcanmt A
periods (naming

them) a statement in writing b w
the offi :
ik st g by he officer as well as his contemporary evidence is

X. In the Land Revenue Department, th
. : >nt, the duty o i : :
o srvio ok it 1o . Ty Thput Coie e Do
RO atich SR Hiko 36 WUIYERIGH, cither diging the jamab ke
Deputy Tahsildars’ u to inspect the service books kept in the T infh A
L dcu cherries in their divisions and to see that th ; -ﬂldam pag
gyt ordance with these instractions, and take due noti s Properly
? o’ otice of any instance

XI. Whenever an officer is t i
e ( ' r 18 transferred to foreign servic i
:r :1115 t% ;f({)rg::rdd hlls service b(_)ok to the Aecountant%(}eneraie}‘ot;hfhgead Ny qfﬁce
e sim: gr:é)btgg em hlt, Iadgrt')ee?bly to article 885 of the Civil é)eli'?x?gz%t & t1he
S. sdure shou e foll -t
service or proceeds on leave while in i:'ore(i)gvga (:ef\lfliig e e

Parr 11.—
PROCEDURE PREPARATORY TO RETIRING AN OFFICER FROM SERVIC
E.

X1I. Whenever an officer
! of the Land R
off i d Revenue Department e ‘
desgfailll: ?(;dmi'fe t‘}’l a Divisional officer applies for pension porr v[x?}ffxfe i
o g 2 retire him, the immediate head of his office s];ould re s e
i OI;EHSIOH and 'f‘OI'Ward 36 arith fho ofters. dorvise II"e g:;e Bjt }(llraft appli-
further eIl(luiI‘e)(’3 rast(:n:;'eblcreasury Depu'tﬂ Lemsies %o Ser duegserlftinymaflng;lh th}?
uir ¢ necessary, wi return the servi i ettalg
reeommeng.gdlcatl}?'n‘ Then and not till then may the retirement ofm {)hetlnn b
officer will at Ognc;: z%%hcatl(t)}rll fo(r} plelznsmn be accepted. In either case th: I())iﬂ;lic?r bﬁ
3 1ce address the Collector for orders. On Ry s e
:ﬁcgﬁsc:: n;{lmullécathn, the Collector will pass final orders ;: (;f)llt)fleocflazzi' Plﬂmopgﬂ
o Wi ﬁiocl:e :‘etlre or be pensioned, which order will be communic;? 13 i
i tintion o t}: é’ b? given effect to and to the Treasury Deputy Collect : fto e
-l 'I?h' nal application for pension and for its submission to theog l(ir the
s xad é:uar 4 fggli‘zgsd:f?cyzubpy eVenttfiel:izy in the submission of pensiox(l) at;)(gfir
% gal rs being re : 3
complete service entitling them to-a higgher ;;tee (?;li)zn’;;zi have yet a few months to

o il B 1 i
W here the immediate head of an office subordinate to the Divisional officer

I

imperative, he should at once report the fact to the Divisi
7 Yoy ) : Division i
l‘};’gif:te’:‘PPthﬁte}OBiﬁi‘ipe;11510n or gratuity, as the case may be, z}ozgi s;airﬂfogvardmg' ’
Coﬂect(;r i afte\ on . officer will f_orthyvith send them to the Treasu eIS)ervme
that the ’peIlSi(’)n orr Suct SFEor S INEL AT S Re ey BhOl?lrd Y
certificate (but not tigli‘atlﬁlg) aﬁ?ﬁ%ﬁ?iﬁioﬁalreag‘y AT n FROpIRL z;rtﬂi};
requesting him to examine the officer and furlfisllfirir: 1(1tlh:d]()lir€iB:i th(i R
cgrtlﬁcaésg a{s t(ﬁi his fitness or otherwise for further service. A cgna (;ﬁiger ) with a
g v T e i R ot Colketo through the
o Wi.ll i thz g y on receipt of the medical officer’s certificate, the ?[)}1?7 it
; ecessary orders in case the officer is declared fit lb]nlvmonf: :
. case the

AL L PPy y. . P =
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certificate declares him to be unfit for f
without dela i urther service ivisi ;
SRl passyz) fgzxaESr 1&1 ét(; mthe greasury Deputy Col’le(tj}zl:r gll;)lslolfalhoﬂicer will,
or gratuity and communicat Eﬁl{}e 1ate preparation of the final appli st Collectfol',
given thereto by dispensi e them to the Divisional officer pptlcatlon ol ponisi o
certificate. The Trel;sur;l%zggiytgﬁﬁ)gtcer’g ! 1:slervices from ,thzodalézt oeffft(;f: magf b?
or gratuity application and obtain the C or will, without delay, prepare th medica
the pension or gratuity applicati e Collector’s signature to the 3 pare the pension
Treasury Deputy Collector will i (;n 1s submitted to the Acco Ao, As soon as
Al Sh% dab inform the Divisional o untant-General, the
application (z’.z., i eti‘l};elfr:fspears to be undue delay in gli:(;tb The Divisional officer
oL AL et KA Bt tury_ Deputy Collector delays mor mls;mn of the pension
S it AT Sy ention of the Treasury Deput e than a month in in-
ance of a pension application beingpllllﬁ}s’lfigllector to the delay in

XIV. The above
procedure should be stri
may be no delay i et e strictly ob :
Oollsttor shontd 3‘;3‘1:; tﬁ‘f‘ 'F;ﬁ)r_riﬁlon of pension {'PPIiZe;t‘{ig’ so that in future there
St b ol to Sty e iy il b s to Govorument. Tho
these orders. y responsible for negleot or disobedl'{ead L
lence in respect of

XV. The abo '
ve procedure should be followed also by officers of the oth
e other depart-

Judieial
iy Local F ments noted 1 .
Educat unds. in the . s
Regi(::r:‘,lil:;' Municipalities. these departments r:l?(ralltlll fuetl® hondadt
Yol o Revenue  Survey officer of their respecti dnommate some
AONE: SalzndAbt?ltgqment the- du‘? PCI‘formancew:f t%parthnts o
Marine. Cuct ri, and seribed in rule X111 inli e duties de-
Ecelesiastical. tmtigrxfs Adminis-  Deputy Collector 1(111 ?Ju of the Treasury
’ , and should also define

P ) y
‘:)}1;9 :ge;}g trl(:spec:tlve departments the term
e office ” as used in these rules.

Part 1II.—P
.— PRoCEDURE
AFTER RETIREMENT oF AN Orricr
R FROM Suryv
ICE.

prepared in conformity wi i
y with th i
are reproduced here for ready :elflel:glltztl

2. Affidavit or conte :
applicant was in Permane“}cPoraPY evidence should state j
service or any leave gmnltled?mplo}ﬁ and (2) Whetheratﬁe rch;l &1}1 details (1) whether
o ere any breaks in the
should be assumed.

4. Age as given in servi
ervice b i
by a5Governme.nt Order approvingoql;{ﬂe lilst‘él;:gquentl
6. Age of z.ncapacz'ty to continue in servie B
7. ilteratzons.——Make in red ink and in;;lsu
. Average Emoluments.— A '
< - . = e
L5 amtonlun BB Ll Neri ﬁgg:h?if,mmnd“m of caleulation wi
‘ 8. Average Emoluments.—When pensi 118.. N
ge(;f,?lef‘f% or P(iund Fund, the meu}:o;sxll(c)illllmm
5, !
bt , entering local or provinecial, as the case :

9. Character and Conduct.—State merely good, bad
y Da

remarks, which should b ; fai DR
standiué of the case. ¢ made only when absolutely ,negle:s(;;ns e
0 a right under-

10. Compensation Pension owing to reduction of Establish,
Ouishmen

ment not found elsewh
where, and what the amount of savings e ﬁ'eé-tgls.tate why employ-
18,

11. D{lay.—Explain delay in submissi
) ssion of application be
- yond a month,

h .
should be submitted for such periods of

precise date of birth i
of birth is not known, 1st J uly of the year of birth
! ear of bir

Y amended, should be supported

perior 55 and inferior 60

Egﬁ}iyt (}{ebitable to Tncorporated
i ake the form of history of
y under column ¢ Esta{))l’ish-
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12. Gratuity.—Inferior gervants having sufficient s i . ;

are entitled to gratuity for inferior service, though retired‘;geg?;:::: 1(::fe agér peusion
18 Gratm‘ty.——-Inferior servants are entitled to sepa o ] .

uity for inferior service. parate gratuity for superior

service in addition to grat
14. Gratuity.—Inferior servants adding superior service to inferior for combined

pension are not entitled to gratuity for the former.
15. History of Services.—Give date, month and year of the various appointments
)

promotions and cessations. A month is reckoned as thirty days.
16. History of Services—When the applicant is acting, state his substantive

appointment.
17. History

from pay.
18. History of Services.—All periods not reckoned as service should be distin-

guished, and reasons for their exclusion given in the remarks column.

19. Identification Mar/cs.——SPGCify a few conspicuous marks, siot Bons: &kt foik.rit
i g ! )

possible.
90. Leaves irregularly granted.
overdrawn.
91. Leave to Inferior

of Services—Enter the several rates of acting allowances separately

_State officer responsible and amount of allowances

Servants.—All periods of duly-sanctioned leave count.

99. Leave of all kinds (save casual) to be entered in detail in service book
28. Leave to Inferior Servants without allowances.—When treated as qual.ifying
' b

gpecify in separate memorandum _with patticulars (1) extent to which i
been granted with allowance, (2) how much of it actually avaﬂecllc o;,t :331:13})12;3

leave taken without allowances.
94. Medical Certificate, if granted a

cause of delay.
95. Medical Certificate.—Give reasons in case of retention in service after the

grant of the certificate.

96. Medical Qertificate should invariably accompany the application

97. Medical Certificale should state particulars‘re uired und ‘o

; , t 4

respect of apphcants under b5 years, and the explar?ation of th‘:;' ﬁ;;glgf 431'2 (obﬂ)i mn
should be given under head 5 on the third page of the application. -y

98. Medical Certificate should be granted only by Commissioned Medi
Distoaot, Modical and Sanitary Officors and Civil Surgoons, and el g i

Medical officer, Civil Apothecary ot Hospital Assistant.
29. Medical Certificate~—~The certifying officer should be one belonging to the

game district, otherwise explanation should be given.
11,house or country name of applicant and his father.

80. Name.—Specify in fully
or name of applicant are incorrectly given in the

81. Name.~—When initials : .
various records consulted, mention fact in forwarding the application to avoid unneces-

sary references from this office.
89. Resignation of Service.—The head 0

involves a break of service.
».—The head of the office gshould also state (1) whether

38. Resignation of Servie A ¢
tion of such break, and (2) if he is, whether with ‘of 'withot

gratuity, otherwise admissible.
ding to service book, application, and last-pay certi-

fter applicant hLas ceased to do duty, state

f the office should state its cause when it

he is in favour of condona
a reduction of the pension or
34, Retirement Date.—Accor
ficate should correspond.
85. Retirement, if V0
application.
36. Retiring
recommended for su

luntary, state fact against head 5in the third page of the
ver b5 years of age peed not necessarily be
if entitled to retiring or invalid pension.

its order, number and date

Pension.—An officer o
perannuation pension,
om, if ordered by Government, quote
f the application.

37. Superannuati
against head 9 in the third page ©

\
b}
.
)
\
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38, Qurvice.—Cause of its termination in each appointment should be entered in
service book and attested.

89. Service in an Acting Appointment —If counting, state (1) whether appointment
was fully vacant, (2) whether another counted service during the period, and (3) how
original vacancy oceurred, if applicant came in a chain of arrangement.

40. Service in Temporary Appointment.-—State always whether or not the applicant
retained a right to revert to substantive appointment furnishing a copy of the
departmental order.

41. Services<Foreign->should, in every case, be supported by Government order
sanctioning the transfer and a memorandum of contributions paid.

49. Service Book.—State reason for omission of signature of the head of the office
or that of the applicant in any case.

43. Suspension or Dismissal—When the order does not contain full particulars,
a brief statement thereof should be appended. If order itself is not forthcoming,
summary of available evidence should be sent with the application.

44. Transfer from qualifying to non-qualifying gervice under Government
should be supported by a copy of the authority stating whether transfer was
voluntary or made under competent authority.

45. Verification.—TIn the column “ how verified ” inthe history of services, note
the class of records against the entries, such as pay-bills, acquittance rolls, &e.

46. Verification—When fact of service in another office is not satisfactorily
attested in the service book, a duly-certified abstract from the head of that office
should accompany the application.

47. Vernacular entries should be accompanied by translations in English.

Note.—These directions will not in any way render a study of the regulations unnecessary.
Many of them are, however, reproductions of articles, which a lengthened experience has shown
this office, are commonly disregarded.

XVIL The Board of Revenue is empowered to grant pensions and gratuities to
Revenue and Forest subordinates, whether in superior or inferior service drawing
Rs. 20 a month, and less in cases in which such claims are certified by the Accountant-
General to be admissible under the striet letter of the Civil Service Regulations.
Applications on behalf of persons employed in the following establishments should
therefore be submitted for sanction to the Board of Revenue through the Accountant-
General instead of to Government :—

(a) Collector’s establishments including establishments of the Sub-Collector,
Head Assistant Collector, Assistant Collector and Deputy Collector,

() Revenue Settlement,

(¢) Inam Commission,

(d) Salt and Abkdri,

(¢) Customs,

(7) Income-tax,

(¢) Stamps, and

(%) Forests.

XVIIL. The Inspector-General of Police also is empowered to grant pensions and
gratuities to police officers on pay not exceeding Rs. 20 a month in casesin which
there is no doubt as to the admissibility of the claim under the rules contained in
Civil Service Regulations.

X1X. Officers who have retired from the service should be required to furnish
information to the head of their late office regarfling their place of residence, in case
it should be necessary to obtain further information from them.

XX. Pension applications should not be treated as papers which may be dealt
with in ordinary course ; but their disposal as well as subsequent references, if any,
from the Accountant-General or any other officer, should be regarded as emergent.

R
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GOVERNMENT OF MADRAS.

PENSION DEPARTMENT.

OrpER— No. 530, Pension, dated 14th July 1897.

The rules drawn up by the Accountant-General are approved, subject to the
amendments noted below. They will be printed in pamphlet form and communicated
to all heads of departments concerned for information and guidance. Heads of de-

partments will indent on the Superintendent of the Government Press for the number
of copies required in each department.

2. (2) In Rule V, for the words, ““after being duly attested by the head of that
office, the book should be transmitted to the head of the office to which the officer has
been transferred,” will be substituted the words, ‘“ the book, after being duly verified
to date and attested (vide Rule VII) by the head of that office, should be transmitted
to the head of the office to which the officer has been transferred.”

(6) In Rule VII for the words ‘ once a year,” will be substituted the words
« in January of every year.”’ ’

(¢) Rule XV will be amended to read as follows: —
¢«The above procedure should be followed also by officers of the other depart-
ments noted in the margin. The heads of

Judicial. Local Funds. these departments should nominate some

Educational. Municipalities. officer of their respective departments for

ﬁe%(strlatnon. Resven{xe Survey and  the due performance of the duties de-
L stbiaments. scribedin Rule XIII in lieuof the Treasury

Police. Salt, Abkari and D Coll d

Ty Customs adminis. Deputy Collector, and should also define

Foaleuastioal. Lrnbtan. for their respective departments the term

head of the office as used in these rules.”

3. The Government trusts that a strict attention to the rules now issued will pre-
vent for the future the great delays in the preparation and submission of pension
applications, which the Government has so often noticed and condemned.

(True Extract.) ( ot
5% / il VAR A

{
j— / A
Fov Kg. Seeretary to Government.

To the Accountant-General, with copy of rules.

, the l;ublic Department do.

,» the Judicial Department "~ O ™ o

,» the Revenue Department do. for E(:immu;ncat;on todthethheads
»» the Local and Municipal Department, with copy of rules,"| e i b S
,» the Marine Department, with copy of rules, J

,» the Superintendent, Government Press, with copy of rules,

Exd. T. K. Narayana Aiyangar.

500 Copies.
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Gobermment 118971 of Fladras,
PENSION.

Reed. ) ‘ Lnclosures
| }1397.
Regd. Spare copies
G O No. 530, 14th July 1897
JULY.

Pension Applications.

Communicating to all heads of departments, for information and guidance, a set of rules
regarding the maintenance and verification of service books and the submission of —.
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C(MJL(L/LWU S

RULES REGARDING THE MAINTENANCE AND
VERIFICATION OF SERVICE BOOKS AND THE
SUBMISSION OF PENSION APPLICATIONS.

Tue following consolidated instructions regarding the maintonance
and verification of service bookd and the submission of pension appli-
cations are furnished for the information and guidance of gl] oﬂfoeu
employed in the Civil Department ;—

Part T.—MaNrenance axp VErrrearion oF Bervier Booxs.

L. Every non-gazetted officer holding a substantive appointment
on & permanent establishment should kee _ service book in the form

: IL. A clerk in each offieo should be entrusted with the proparation
and maintenance of service books, and should be held personally
completeness. Ho should note

n the order of its oceurrence,
and after the entry has boen duly verified by reference to Depart-

mental orders, Pay bills, Leave statements or other official documents,
should have it attested by the Head of the office,

IIL. The verificatio

seos fit, but the responsibility as to th
will rest with the latter officer who has to attest them,

IV. The clerk ontrusted with tho duty of maintainin g sérvioo
books should see that :—

(a) the dates of commencement and termination ‘of service in
an appointment with the rate of pay are correotly noted ;
() lea\&e of all kinds (except casual) is duly recorded in
otail ; 3 j
(¢) suspensions, degradations, dismissal or remova] from servieo
on account of misconduct or inefliciency, are duly noted
with a brief note of explanation ;
(d) cause of termination of service, whether by promotion,
degradation &e., is duly given ;
(e) the deputation of an officer to temporary appointment, if
- any, under articlo 410 of the (jii| Service Regulations,
is duly noted in the proper column ;
(/) all erasures or interpolations are duly initialled by the Head
of thoe office :
(9) the necessary signatures of the sevoral officers are obtained
in the proper columns ;
(h) no certificates of character are entered in column 13.
() the surname or house name of the officer is correctly given,
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the s Collector to i id th

g ‘m"mzon ctor to th%‘ delay in order to avoid the chance
XIV. The above procedure shonld be stri i

tuture there miay be no delay in the syl rhe obse}-::d ;p;(;i::\]:it»:

to Government. The Collector should warn q]] ahsildars, Deputy

Tahsildars and Taluk Head Accountants that he will hold them perso.

ally responsible for negleet or disobed; i

ence 1n respect of these orders,
XYV. The above procedure should be followed als by offieors of

Tudicial, Looal Fands, the other departments noted in
Edn'entitmll. Municipalities, the mnrgin. The Heads of
g stetion, Reyenue Survey and  those departments should nom;.-
Polico, s‘n" Tt:’::h S nate some officer of their respect-
Marino, Customs  Adminis. 1v¢ departments for the dne
Ecclesinstical,

ration, per_'form.unco of the duties do-

i scribed in Rule XTIT in liou of
the Treasury Deputy Collector, and should g] define for thej N
departments ﬁpterm “Head of the offiee :ol t;o?ieino:lx?;%uruﬂl’:cp.mme
" v7r "
Parr I11.

—PRoCEDURE ApTER Retresent o AN

Orrrcrr vrox
ERVICE,

XVI. Before despatehing an g lication f i i
fo the Aooougtaqt-G-oneml the Hesdpcg an office szﬁlz&ygg::: f
:}mt the :(pipll’lcattﬁonAhu béén prepared in conformity with the instrye. s
rm.ymereng'e. by t-General, which are reproduced hevo for
1. Afidavit or contemporary ovidence shoul :
such periods of service as are not :?;iﬁable from ,go‘}dlf submitted for
2, Agidarit or contemporary ovidence should state in £ :
(1) whether applicant was in manent empl ate in full dotails
Wwere any bmnia in the servicep:: any leav;n sr:rzxyﬁ:;d (2) whether thero
3. Age~When precise daté of birth ;
the year of birth should ﬁe auum:d. of birth s not known, st July of
4. Age s given in service book. jf subsequent] .
be supported by a.Govemmont Ordor’appréﬁg% tho Zlaten;::ig:? » should
infariorbé 0{90 of incapacity to continue in service—superior 55 anq
6. dlterations.—Mako in red ink ang initial, |

7. Average emolumenty,— A :
with reference to articles 530-532, %Ix?:lild ervine Be o, of caloulation

¥k Tt 1 Servico Regulations,
- Average emoluments, — fon'{ ?

Incorporated Lognl Fund or Pound lell:dpetﬁamn . par;ly debitablo to
the form of history of servi i ovineial

may be, under colump ¢ Establishment, 1A% 88 the omse
. ... 9. Character and conduct.— Btate more] :
indifferent without remarks, which should be ;’rm oglo;dv’vb:;:‘:b-ﬁiuu?r
ecessary to a right undeutanding of the case, S~ 4

. :
- : 4 :
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10. Comprnsation pension owing to reduction of establishment,—

State wh ex;:({ﬂoyment not found elsewhere, and what the amount of
savings effected is.

11. Delay.—Explain delay in submission of application beyond a
month,

12. Gratuity.—Inferior servants having sufficient superior service
for pension are entitled to gratuity for inferior service, though retired at
65 years of age.

13. Gratuity.—Inferior sorvants are entitled to se
for superior service in addition to gratuity for inferior service,

14, Gratuity.—Inferior servants adding superior service to ine
ferior for combined pension are not entitled to gratuity for the former,

15. History of services,—Give date, month and year of the various
appointments, promotions and cessations. A month " js reckoned as 80
days.

16. History of services.—When the applicant is acting, stato his
substantive appointment,

parate gratuity

17. History of servicos.—Enter the several rates of acting allow-
ances separately from pay.

18. History of services.—All periods not reckoned as servico
should be distinguished and reasons for their exclusion given in the re-
marks column,

19. Identification marks.—Specify a fow conspicuous marks, not
less than four if possible.

20. Leaves irregularly granted.—Stato offcor responsible and
amount of allowances overdrawn,

1. Leave to inferior servants.~All periods of duly-sanctioned
ieave count,.

22. Leave of all kinds (save casual) to be entered in detail in
sorvieo book. .

23, Leave to inferior servants without all 8.—When treated
as qualifying, specify in separato memorandum with partioulars (1)
extent to which it eould have been granted with allowance; (2) how

much of it actually availed of ; and (3) the leave taken without allow-
ances.

24. Medical certificate, if grantod after applicant has ceased to
do duty, state cause of_ delay.

25. Medical certificate.~—Give reasons in case of retention in servige
after the grant of the certificato,

206. Medical  certificate, should invariably accompany the
application.

27. Medical certificate should state particulars required under
article 487 (4) in et of applicants under 55 Xean and the explana-

tion of the Head of the office should be given under head 5 on the third
page of the application,



3

Part I.—PROCEDURE PREPARATORY TO RETIRING AN
OrFICER PROM SERVICE,

XII. Whenever an officer of the Land Revenue  Department
employed in an office subordinate to a Divisional officor applies for
pension, or whenever it is thought desirable to retire him, the immedi-
ate Head of his office should prepare a draft g plication for pension
and forward it with the officer’s service register tﬁrough the Divisional
officer to the Treasury Deputy Collector, who, after due scrutiny and
such further enquiry as may bo'neceasnry, will return the service
register to the Divisional officer certifying that all information is ready
for the immediate completion of the pension application, Then and
uot till then may the retirement of the officer  be recommended or
his application for pension be accopted. 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 pensionea,
which order will be communicated to the Divisional officer to be given
effect to and to the Treasuty 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 of

ension applications and guard against officors eing retired who may
Eavo yet a few months to complete service entitling ther to a highor
rate of pension.

XIII. Where the immediate Head of an offieo subordinate to the
Divisional officer finds an officer unfit for service and his examination by
a Medical officer is considered imperative, ho should at once report the

rwarding a draft application for pension

be along with the service register. The

with send them to the Treasury Deputy

Collector, who, after such furthor enquiry (if any) as may be necessary,
should certify that the pension or gratuity application is ready for sig-
nature. On receipt of this certificate (but not till then) the Divisional
officer will address the Medical officor requesting him to examine the
officer and furnish him (the Divisional officer) with a cortificate as to
his fitness or otherwise for further service. A copy of his letter to
the Medical officer shoald be sent to the Treasury {)eputy Colector
through the Collector. Immediately on receipt of the Medical officer's
certificate, the Divisional officer will issue the necessary orders in case
the officer is declared fit. In case the certifieate 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 officer, so
that offect may be given thereto by dispensing with the officor’s services
from the date of the medical cortificate, The reasury 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
f)ra.tuity application is submitted to the Accountant-General, the Treasury
eputy Collector will inform the Divisional officer. The Divisional
officer will-—if in any case thero a pears to be undue deluy in the sub-
mission of the pension application (1.c., if the Treasury Deputy Collector
delays more than a month in informing him)—invite the attention of
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10. Compensation pension owing to reduction of establish —
Btate why employment not found elsewhere, and wh{t thg amm “of
savings e is.

N 4 month.u' Delay.—Explain delay in submission of application beyond &
S5 | e delay in order to avoid the chance
B uty Collector to the delay il ey . i y ;
- E e emsion spplication being mislaid. : o peuion v entiled b gratany T e ullcient exporias servis
P ; " above procedure should be strictly observed, so that in : 55 years of age. Gty o
,;l»d';.* xg. ‘:‘be n(}) delay in the submission of pension applications - ! )
NP . i future eremy The Collector should warn all Taheildars, Deputy li?. Grah_uty:—Infgr_nor servants are entitled to separate gratuity
o %ﬁﬁ:r:n;nd Taluk Head Accountants that he will hold them Orgewn' for superior service in addition to gratuity for inferior service.
i3 ally responsible for neglect or disobedience in respec St ‘ 1 . 14. Gratuity —Tnferior servants adding superior service to in-
. XV. The above procedure ghould be fo}llowgd atltm bytuo?m g: | A forior for combined pension are not entitled to gratuity for the former.,
& : the other departmen ’ 15. History of services.—Gi :
g \ 1 Funds. in. The Heads of - Lafing: 7y ¢f services.—Give date, month and year of the vario
o ';:t:l‘:‘f::}éml. hmoiptllit:on. A tﬁ:so ](Illmments should nomi- ‘aigpomtmentl, promotions and cessations. A month is reckoned as gg
-l . Registrution. ““51’&'{2‘“5:{" v M Late someofficer of their respoct- - ! \
R " Medical. Salt, Abkéri, ond jve departments for the due ' ! l§. ]’Imtnry of services.—When the applicant is acting, state his
S e Customs ~ Adminia- 0 formanco of the duties de- ' : substantive appointment. !
g Eoclesiastioal. ot scribed in Rule X-H.I in lieu of \ ; 17. History of services.—Enter the several rates of acti
3 | the Treasury Deputy Collector, and should l'x’lso define for }:«heu‘ ruelael:ootlve i ancos separately from pay. rates of acting allow-
A5 | de ents tha term * Head of the office™ as used in these rules. \ { . ;
partm: Hfz 2 . | ‘ A l1)8.dthc:9tnry' l?(fd mrgcea.—Allf p(;xl;mfis nolt reckoned as service
| ’ uld be distinguished and reasons for their e i iven i
4 marks column, e B T
v OFFICER FROM 19. Identification marks.—Specify a f i
R L . .' Lot oy 1 it ooy adew conapioncne SRR
: & e y , ; 20, Leaves irvegularly granted.—State office ib
tohing an application for pension or gratui , i T responsible and
to th?&oggzzz-gmr:l 1;;:% Headpc?f an oﬂi;)e sh.:;ﬂd mlfaz ihmmof amount;;f allowancos overdrawn. :
ntan been prepared in conformity wi DSErU0- e . a . Leave to inferior servants~All periods » i
:?os:ntih:\:}:ip k;a:ﬁ:nA‘;:nn%Engeml, which are reproduced heve for Teavs donnb. 4 ¢ periods of duly-sanctioned
i . l 22. L U kind: : a0
i nl’fej;i:avit or contemporary evidence shoulﬁm submitted for | e E et eave of a s (save casual) to be entered in detail in
i ice a8 are not verifiable from records. i - - Tl PR Ry W e ’ 1
- Pﬂ;o‘i‘;l;;::‘_‘;“:: contemporary ovidence should state in full details as qualifyin p,a?pe‘()xi'f")!fe;x‘xora;;:r‘:;? nﬁgzgn‘:i"un wit:; p-oYtlilflﬁat:. (1)
1) whether applicant was in permanent employ, and (2) whether thero ‘ extent to which it could have been granted with allowance ; (2) how
svere any breaks in the gervice or any leave granted. } much of it actually availed of ; and (3) the leave taken without allow-
o 3. Age—~When recise daté of birth is not known, 1st July of ¢ ances.
N4 he year of birth should assumed. ) , 24. Medical certificate, if granted after applicant has ceased
1. ” 3 ot 4. Agens Ki‘é‘m in ”m:e(_}“:l"ktv ;; ﬁﬁ%‘g‘:ﬁ?{ﬁﬁ:&%ﬁi’ should : “ do duty, state causo of delny: . »
- be supported by a Government L o ) ” 4 ' 25. Medical certificate.—Give reasons in case of retention i i
v 5. Age of incapacity to continue in service—euperior e and ‘ after the grant of the certificate. B e
inferior 60. \ , : ' : g
mimore Allerations.—Make in red ink and initial. .ppumggix Medical  certificate, should invariably —accompany the
: t9.—Append a memorandum of caleulation S ; ; s
; v e s e -0, Ul e Eoluon i Iy i e Ao, e il e v
r . . . 3 g o eil.l' &n .
8. Average emoluments.—When pension is partly debitable to ti of tha:Tlned of &f’ office sﬁo A13 be 6ivah scdacibitd 5 o lf t‘ilxeplm.m
b ' ' T rated Local Fund or Pound Fuund, the mnmompdqm should take figs. of the applioation, third
;, ; tlt;l:of‘:n‘:n of history of gervices, ontcring local or provincial, as the caso
<o s v ¢ Fetablishment,
by . may be, under column l 2 bad. dair
P . 9. Character and conduct.— State merely good, ), far or

indi ‘thout remarks, which should be made only when absolutely
: s ;I;dcfg;tt:‘a r(i“glht understanding of the case.
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98, Medical cortificate should be granted on Co nn.'ui
g{M o;..;amtl{)is&i(%v Medi:almmcid Banitary nlzgym mmd gx}vﬁg
Urgoons, not by a Warran i flicer, Civil Apothecary
Hospital Assistant. oty (e 4

, 99. Medical certificate—~The certifying officer sh

bolonging to tne same distriot, otherwise eiplugxxation ahonfd;a 1{)10 :iove:n.

30. Name.~Specify i e

g il tg::ne Specify in full house or country name of applicant
' 31. Nams.—When initials or name of applicant incorrect]

given in‘tho varions records consulted, moani:ioup n:ri.;x fmng thy

application to avoid unnecessary references from this office. t
. 82. Resignation of sercice,—The Head of

its causo when it involves a break of smiooe. e

otherwise admissible. e )
R g ni sty o ey o
mpf‘i; :fi«:ﬁ;etrﬁmﬁoyluntm, state fact against head b in the
mﬁ?y f"{g&%d&“fmﬂ“ﬁi Yeoson i eatitlad to
el e TR ot

88. Service.—Cause of its termination i each :
bo entered in service book and i ion in each appointment should

. 80. Service in an acting appointment.—If counting, stato
whether appointment was full vacant ; (2) whether am?tll?ér ::gng«}
sorvieo during the period ; (#) how original vacancy occurred, if
applicant came in & chain of arrangement. '

40, Service in temporary appointment.—Stato always wh l
not the applicant retained a right t6 revert to snhtantfv'ey:p;o?xtthse::
furnishing a copy of the departmental order.

41, Service, Foreign, should, in every case, be supported by Go
ernment order sanctioning the transfer and ). DY BRPPOSURS HyrSe
butions paid. e and & memorandum of contri-

42. Service book.—State reason for omission of si
Head of the offico or that of the applicant in any cas(;. signature of the

43, Suspension or dismissal.—When the order does not i
!tl:ol}l mm:l?mr,t : brief statement therfeof should be uppendu?.o I‘;Og:;:a:
i is not forthcoming, summary o availablo evid:
with the application. ¥ e T
44, Tramfer from qualifying to non-qualifying servi d
Government should be supported by & copy of the ngthorityo,ostt::t\i:;
whether transfer was voluntary or made under compotent authority.

B e T
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45. Verification—In the column ¢ how verified” in the history
of services, note the class of records against the entries, such as Pay bills,
acquittance rolls, &e. .

46. Verification—When fact of service in another office is not
satisfactorily ottested in the service book, a duly-certified abstract from
the Head of that office should accompany the application.

47. Vernacular entries should be accompanied by translations in
English.

Note.~Those direotions will not in any way rendera study of the Regulations
unnecessary, Many of them nre, however, reproductions of articles, which a lengthened
experience has ghown this office, aro commonly disregarded.

XVIIL The Board of Revenue is empowered to t pensions
and gratuities to Revenuo and Forest subordinates witether in superior
or inferior service drawing Rs. 20 a montl, and less in cases inw
such claims are ertified by the Accountant-General to be admissible

under the strict letter of the Civil Service Regulations. Applications.
tablishments should

on behalf of persons employed in the following es
therefore be submitted for sanction to the Board of Revenue through
the Accountant-General instead of to Government :—

(a) Collector's establishments includinE establishments of the
Sub-Collector, Head Asgistant Collector, Assistant Col-
lector and Deputy Collector, '

b) Revenue Settlement,

¢) Inam Commission, i

(d) Salt and Abkdri, |

(¢) Customs,

/) Income-tax, .

(g) Stamps, and

(4) Forests.

XVIIL The Inspector- General of Police also is empowered to

nt pensions and gratuities to police officers on pa not exceedi
5{‘: 9. month in cases in which there is no doubt as so{he admi::ibilitig

of the ¢laim under the rules contained in Civil Service Regulations.
XIX. Officers who have rotived from the service should be required

to furnish information to the Head of their late office regarding their
place of rosidenae, in case it should bo necessary to obtain %uxther infor-
mation from them. ’
XX, Pension applications ghould not be treated as papers which
may bo dealt with in ordinary course ; but their disposal as well a8
subsoquent roferences, if any, from the Accountant-General or any other

om ghould be regarded as emergent.

W. MICHAEL,
Oﬂ'g. Accountant-General,

N"‘

. ¥
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