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- OmbEz— No. 530, Pension, dated 14}, July 1897,

o et heads rmati,
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e oo;znes required in each department i

% (a) In Rule V, for th : i

4 gﬁce, the book should be tranesnri?ﬁ’t:gge o
een transferred,” will be substituted. e

to date and attested (zide R o
to the head of the 0 to :llfi;llgebz s

~ “in January of every year.”

. To the Accountant-General, wi

. e eral, with

%, théPablio Department, . i 4 dong
~ the Judicial Department do.

ff,_;,‘ £ t;x: i{:‘:lnue Department do.
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‘t‘ : : al and Municipal Deﬁnrtment, with cwofmles,
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uperintendent, Governmeut Press, with copy of rule

"
g5 et

m &K, Im,m Ai’-wm‘

50 Copien.
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(¢) Kule XV will be amended to read as folloy
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PENSION DEPARTMENT.

(6) In Rule VII for the words fficer has been transferreq
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l'.aspectin demmen

for communication to the he
of departments under them.

¥ \ll : it ‘ .

2 The above procedure should be followed also by officers of o v
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TENANCE AND

LES REGARDING THE MAIN . :

5 VERIFICATION OF SERVICE BOOKS AND THE
SUBMISSION OF PENSION APPLICATIONS.

3 ¢ nsolidated instructions regarding the maintenance
Tl? ::ilili%st.im :fo service books and the sabmission of pension appli-
::tio:l are furnished for the information and guidance of all officers
employed in the Civil Department :—

Pagt L —MAINTENANCE AND VERIFICATION OF SERVICE BOOES.

.oazetted officer holding a substantive appointment

. Everg’nél zlslta lishment should keeg a service book in the form

on & pee e e 878 and 879 of the Civil Servico Regulations,

P’wr‘; odition, in which every step in an officer’s official career as well as

e affecting his position should be recorded concurrently with
:}lloi‘.’rhmooonmﬁoe’ and be at once attested by the Head of his office.

IL A clerk in each office should be entrusted with the preparation

< tenance of service books, and should be held personally

. m?'::lle for their correctness and completeness. He should note

?“Pon?; service book every change in the order of its occurrence,

r the entry has been duly verified by reference to Depart-

o g UIs, Leave statements or other official documents,

, Pay bi
m gﬂ?:;t attzsted by the Head of the office.

ification of entries made by a clerk in é_ervice

hIII; Tll:ee e:enﬁ to his immediate departmental superior if the

poe x:}{he office sees fit, but the responsibility as to their accuracy
gm rest with the latter officer who has to attest them.

1V. The clerk entrusted with the duty of maintaining service

books should see that :— o e
(a) 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 ; ]
ions, degradations, dismissal or removal from service
© sus%??ams&nt %f misconduct or inefficiency, are duly noted
with a brief note of explanation ; !
(d) cause of termination of service, whether by promotion,
transfer, degradation &e., is duly given ; : :
(¢) 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;
all erasures or interpolations are duly initialled by the Head
of the office ; .
(9) the necessary signatures of the several officers are obtained
in the proper eolumns ; ;
(k) mo certificates of character are entered in column 13. )
(¢) the surnsme or house name of the officer is correctly given.
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Part 11.—PrOCEDURE PREPARATORY TO RETIRING AN
()FFICER FROM SERVICE.

XTI. Whenever an officer of the Land Revenue Department
empluyed in an office subordinate to a Divisional officer applies for
nsion, or whenever it is thought desirable to retire him, the immedi-

ate Head of his office chould prepare a draft application for pension

and forward it with the officer’s service register through the Divisional
officer to the Treasury Deputy Collector, who, after due scrutiny and

such further enquiry as may be mecessary, 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
pot till then may the retirement of the officer be recommended or
his application for pension be accepted. In either case the Divisional
1] at once address the Collector for orders. On receipt of the
Divisional ication, the Collector will pass final orders
date from which the officer should retire or be pensioned,

which order will be communicated to the Divisional officer to be given

effect to and to the Treasury Deputy Collector for the preparation of

he final application for pension and for its submission to the Collector
the PP This procedure will prevent delay in the submission ot

for signature. ° g - )
nsion applications and guard against officers being retired who may

have yet a few months to complete service entitling them to a higher

rate of pension. .
X1I1. Where the immediate Head of an office subordinate to the

+nds an officer unfit for service and his examination by

Divisional officer fi . : .
a Medieal ofticer is considered imperative, he should at onee 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 farther enquiry (if any) as may be necessary,
ghould certify that the pension or gratuity application is ready for sig-
nature. On receipt of this certificate (but not tilghen} the Divisional
officer will address the Medical officer Tequesting him to examine the

im (the Divisional officer) with a certificate as to

officer and furnish him
his fitness or otherwise for further service. A copy of his letter to

the Medical officer choald be sent to the Treasury Deputy Coilector
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 certificate declares him to be
unfit for further service, the Divisional officér will, without delay, for-
ward it to the Treasury Deputy Collector through the Collector who will
orders for the immediate preparation of the final application for
pension or gratuity and communicate them to the Divisional officer, so
that effect may be given 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
ratuity application is submitted to the Accountant-General, the Treasury
i)eputy Collector will inform the Divisionai officer. The Divisional
officer will—if in any case there appears to be undue delay in the sub~
mission of the pension application (.c., if the Treasury Deputy Collector
delays more thana month in informing him)—invite the attention of
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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 Tabsildars, Devuty
Tahsildars and Taluk Head Accountants that he will hold them person-
ally responsible for neglect cr disobedience in respect of these orders.

XYV. The above procedure should be followed also by officers of
the other departments noted in

Judicial. Local Funds. th v 5

Educational. Municipalities. e margin, The Heads of

Re{,"'i;trat.ion‘ Revenue Survey and these departments should nomi-

et |l g, e oo o i apet
. : n : ;

Mavrine, Customs Adminis- 1€ departments for the due

Ecclesiastical. ration.

performance of the duties de-

scribed in Rule XIIT in 1
the Treasury Deputy Collector, and should also deﬁneufsr . hIeIl : in lieu of

departments the term “ Head of the office” a5 used in these r:izsecnve

Parr III.—ProcEDURE AFTER RETIREMENT OF AN OFFICER FRo
SERVICE. : ~
XVI. Before despatching an application for ) L
to the Accountant-General the Headpg)f an office shgg?glzzt;:f gﬁ?tmtﬂ
that the application has been prepared in conformity with thg in Trso
tions issued by the Accountant-General, which are reproduced heé lflc-
ready reference. S re for

1. Affidavit & contemporary evidence sho 1d :
such periods of aervware not verifiable from re‘(;:‘ordb: submitted for

2, Afidarit 8 contemporary evidence should st tei :
(1) whether applgean was ip permanent employ, ands(;)e :111 cf;i};rd:;mls
were any breaks in the service or any leave granted. i

3. Age—When precise date of
the year of birth should be assumed.

4. Age as given in service book, if subse il
be supported by a Government Order approvin%u:lx]xe y amended, should

B Aok of 3 ’ alteration,
- Age of wncapacity to continue in serviee— i
inferior 60. superior 55 and

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

7. Average emoluments.—Append a memo d ;
with reference to articles 530-532, Civil Service I’{: ;u‘]‘;:iof;fs calculation
8. Average emoluments—When pension is axt] A
Incorporated Local Fund or Pound Fund, the memofandgmdsilgﬁg]:akto
the form of history of services, entering local or Provincial, as the e
may be, under column * Establishment,’ ’ an

9. Charactir and conduct.—State merely good bad. fai
indifferent without remarks, which should be made oil,y v’vhen n’bsf:il:te‘l)r
necessary to a right understanding of the case. J

birth is nct known, 1st J uly of

f 8025
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; 1 i eduction of establishment.—
10. Comp nsation pension owing to r P
State why etmp loyment not found elsewyexe, and what the amount o

savings eff is. RO
g1!11 Delay.—Explain delay in submission of application beyond a
vie having sufficient superior service
#y7.—Inferior servants having sullicien g
for pen:i?);l g:: {:;iyitled 1t:lo‘ gratuity for inferior service, though retired at
55 years of age. .
; 13. Gratuity.—Inferior servants are entitled to separate gratuity
for superi;)r service in addition to gratuity for inferior service.

i i i ice to in-
tuity.— Inferior servants adding superior servi
ferior f;f .taogfgi:e(fl pension are not entitled to gratuity for the former.

1 i f the various
; f services.—Give flate, month and year o ;
appointgénﬁwégym%tiom and cossations. A month is reckoned as 30

- 16. History of sr;‘m'ces.—When the applicant is acting, state his

substantive appointment.

17. History of service
ances separately from pay-

18. History of serric
should be distinguished and reasons
i clocl)un};;ntiﬁoat:bn marks.—Specify a few conspicuous marks, not
Jess than four if possible.

20. Lraves irrcgulzgjz granted.
amount of allowanees OVercr WL : .

91. Leave to inferior servants.—All pen‘(:gs of duly-sanctioned

leave count.
992. Leav

gorvi k.
. ;;0 Leave to inferior servants without allowances.— When treated

ifvi :fv in separate memorandum with particulars (1)
as qu“]tlfyﬁ,giéhsgf c:;{)ilanhav% been granted with allowance; (2) how
ex:ggtofoit actually availed of ; and (8) the leave taken without allow-
m

ances. :
94. Medical certificate, if granted after applicant has ceased to

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

after the érant of the certificate.

96. Medical certificate,

s.—Enter the several rates of acting allow-

ps,—All periods not reckoned as service
for their exclusion given in the re-

—State officer responsible and

¢ of all kinds (save casual) to be entered in detail in

should invariably accompany the

app]ication.

97. Medical certificate should state particulars required under

3 i 4 of applicants under 55 years and the explana-
:il::xc?f tﬁz %Z;e:dn sgst;ﬁcoﬁiceglliould be given under head 5 on the third

page of the application.



28. Medical certificate shonld be granted only by Commissioned
Medical officers, District Medical and Sanitary officers a.nlmdmCi vil

Surgeons, and not by a Warrdut Medical officer, Civil Apothecary or
Hospital Assistant.

29. Medical certificate—The certifying officer should be one
belonging to tne sama district, otherwise explanation should be given.

30. Nuame.—-8
and his father.

3L. Nam-—When initials or name of applicant are incorrect]y
given in the various records consulted, mention fact in fom'lmliug the
application to avoid unnecessary references from this office,

32. Resignation of sereice,—The Head of the
its cause when it involves a hreak of servigs:

pecify in full house or country name of applicant

(office should state

33. Resignation of service—The
state (1) whether heis in favour of eon
if he is, whether with or without a redu
otherwise admissible.

31L. Retirement c/atn.—According to service
and last-pay certificate should correspond.

85. Retiren.ent, if voluntary, state fact AT, B
third page of the application. against 9 In the

Hea@ of the office should also
qumtmn of such break, and (2)
ction of the pension or gratuity,

book, application,

87. Superannuation, if ordered hy Governme nt, quote its
number and date against head 5 in the thing page of the gpplicatiolrfler'
« 88. Service—Causo of its termination in each intment sh
be entered in service book and attested, Ppo nt should

39. Service im_an acting appointment —JIf oo
whether appointment was fully vacant ; (2) whether
service during the period ; and (8) how o

applicant camein a chain of arrangement,

unting, state (1)
) another counted
riginal vacancy oceurred, if

40. Serice in temporary appointment.—State always whether op

not the applicant retained a right to revert to substantive appointment
furnishing a copy of the departmenta] order.

41. Service, Foreign, should, in ey
ernment order sanctioning the transfer
butions paid.

42. Service book.—State reason for omission of signature of the
Head of the office or that of the applicant in any case,

ery case, be supported by Goy-
and a memorandum of contri-

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-
Government should be supported by copy
whether transfer was voluntary or made under

qualifying service under
of the authority, stating
compotent authority,

i LN
ified” in the history
iyt I e KT S
of serviees, note the : .
220, e When fact of mvioeinaqother office ufrx;z:
46, Verification.— g ; :
:l:thlff:srg u’m oﬁoemsl:lc::ld accompany the application.
e -

47. Vernacwlar entries sh SoEhe
g a1 L
Note Tl O o e, bowover, .
::paﬁmml;n-;:{vnxhhonc:fmmﬂm i'dwd‘d'em zo “itnm:iﬁ:

orest i 5
XVIL The Board Reven % g"nwv | ;

F i in wh
and gratuities to Revenu® "1'; 208 xnonth,t fGn:ain ::3 120 c}a,:esadIDimble

or inferior service d-!'"mg the Accountan tions. Applications
A w"gf tl{e Ci‘.'ﬂ Bervicd B'egd:stl:blishments sholﬂg
under the strict mployed in Board of Revenue throug
on behalf of persons SmPIAYE (o, ¢ ¢he Board of ! |
therefore be submitted ©7  cluding establishments of the

the Accountan ' pstablishments '-‘_‘clndm llector, Assistant Col-
(a) Collectox 8 0 or, Head Assistant
Sub-Collector,

Settlement,
(¥) Revenze Bet S0
() Salt and Abkéri
(e) Customs.

: i wered to
_General of Police also is empo .
XVIIL The Tospecie SOrce offarson pay ot exseeding
sions and gratul hich there is no doubt as to admxmti -
ﬁ:‘go a monthin W:ﬁ; contained in Civil Service Regu;: o mmd
ice should be req
R 1t uliive-veg it their
4 ead of their late office re i £
to farnish infomaitliooli:: i?&ﬁm be necessary to obtain further infor
lace of residence, L
;P;mt.ion e applications should mi:' }zetlt;{o;.:teddwposal“ pq:n:en a8
Pension & : urse; bu
may be dealetnwith in if any ,.0310 the Accountant-General or any other
t references, ? nt.
e hould be regarded a8 emerE®

W. MICHAEL,
Offg. Accountant-General,
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