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

e i —————

THE following consolidated instructions regarding the maintenance

and verification of service books and the submission of pension & pli-

furnished for the information and guidance of all officers
Civil Department :— :

Part I.—MAINTENANCE AND VERIFICATION OF SErvicE BOOES.

1. Every non- zetted officer holding a substantive appointment
on a permanent ostablishment should keep 2 service book 1n the form
prescribed in articles 878 and 879 of the Civil Service Regulations,
second 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.

11. A clerk in each office chould be entrusted with the preparation
and maintenance of service books, and should be held persona.]ly
responsible for their correctness and completeness. Ho 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,
ghould have it attested by the Head of the office.

TIL. The verification of entries made by & clerk in service
books may be entrusted to his immediate de rtmental 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 thec.

IV. The clerk entrusted with the duty of main taining service
books should see that :— .

(a) the dates of commencement and tormination of service in

an appointment with the rate of pay are correctly noted ;

(b) lea:le t:xfl all kinds (except casual) is duly recorded in

etaLl ;

. (¢) suspensions, degradations, dismissal or removal from gervice
on account of misconduct or inefficiency, are duly noted
with a brief note of ation ; '

(d) cause of ination of service, whether by promotion,
transfer, degradation &o., is duly given ;

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

an article 410 of the Civil Service Regulations,

initialled by the Head
of the several officers are obtained
in the proper co 3

(k) no certificates of character %o entered in column 13.
(6) the surname or house name of the officer is correctly given.
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ﬂ;eTreamo? Deg _nz’ Collector to the delay in order to avoid the chance
ﬁf‘d‘;:"w a“ i ap £ ' €

on being mislaid,
. XIV. 7he above %)oednre should be strictly ohserved, so that in
future there ‘inry be no

< futu elay in the submission of ension applidations
" to Government. The Collector should warn all ;}'uhsildurs, Devuty

Mmmd Taluk Head Accountants that he will hold them person-

 ally responsible for neglect or disobedience in respect of these orders,

Wbt : the other departments noted in
ihmma ‘ ﬁm{‘,;';::;,_ the margin, The Heads of
o tion. Bngem;m Survey and these departments shonld nomi-
 Medioal. - tloment. nate some officer of their respect-
e s"g;;m::’“z'&mi:?: ive departments for the due

B h ration, performance of the duties de-

B saribed in Rule X111 in liou of
the Treasury Deputy Collector, and should also define for their respective
departments tha term “ Head of the office * g6 used in these rules,

e, oyl Y 3‘ }
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- Part III.—Procepurz AFTER RETIREMENT oF ox Or¥iorr PrOM

e i SERVICE,
" AXUT Betore despatehing an application for pension or tuity
to the Aooounhg#-@enenl the Head of an office ahﬁld utisf_yg{z?mwif
that the a by thﬂhA’lm been prepared in conformity with the instrue-
i ©

tions ccountant-General, which are reproduced here for

L Afidwit or contemporary ovidence should be submitted for
;mhpui&h of mv‘a; are not verifiable from records,

g o A@Wdﬂi OF contemporary evidence should state in full details
(1) whether applica - Was in permanent employ, and (2) whether thero
‘ in:ﬂuf*umwormy leave granted,

3. Age.—When precise date of birg), ; t known, 1st July of.
r of bi lﬂbﬂdﬂmcmmod. 15 nct known y
Q,Aeu‘v ervice book, if subsequent)

%
]

6. Alterations. “Maks in red ink and inisig],
7. Areroge emoluments.— A  memorandom of caleulation
with reference to articlos 580-532, Civil Servie Regulations,

8. Arerage emoluments.—~When dpe‘xtz:«m is partly debitable to

Incorporated Local Fund or Pound Fun memorandum shonld tako
the form of ry of services, Gﬁﬁmnp local or Provincial, as the caso

may be, under colimn ¢ E@“Wmﬂg:» _
- 9. Character and conduct.—Btate mere] ‘ . fair or
indifforent without remarks, which should be mﬁd’m
cary to a right understanding of the case, ke ;

-

4
%
W
i
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8ervico book,

5

ishment.—

. tion of establishment. =

> 10 Comp nsation pension owing tl‘: e::,d'f:n 4 what th |

State wh:y employment not found elsew W ,,rlbnd‘.

savings effected is, i i ; of.y y':
11, Delay.—Explain delay in submissio™ = FE42 :

month, _ ' ,uﬂeim’t | ‘- L u
12. Gratuity.—Tnferior servants having 1l WW

for inferior %

for persion are entitled to gratuity
b5 years of age.

fitlod o separste ST

13, Gralu:'ly.—-l;){féior zgr;?z;i:’?g; : forior M r . 'w ﬁin'

for superior service in addition ing. superior arvice 0 20°
14. Gratuity.— Inferior servants adding :‘};eﬂm the former.

ferior for combined pension are not entitled ong:nd' ' ol ﬂn‘;i %
15. History of services,—@ive é:t:’ mA month ﬂﬁ"h’ ; ,
appointmc;nts, promotions and cessatio FRAnHS da&%’

: licant is acting, S
AL 16, History of services.—When the apph e S
substantive appointment. s il rsbf;"f G
17, History of services,—Ln e ad “-”v rvioo
anoes separately from pay. ods not Teckonod £8 Lot
gmnmnrv of sercices.—Al Pﬁ:ﬂ'ﬂdﬁ%ym "
should bo distinguished and reasous for theit €XGEE
marks column. ify a fow conspiones
19. Identification marks.—Specify st e
less than four if possible. 4. —Stato oficer
0. Leaves irregularly grante. =55 T
amount of allowances overdrawn. : :

—All per

21, Leave to inferior servants:” el
xe“!H)ount.'_ e e

92, Leave of all kinds (save

2’3. Leawe to ,',,fcz-:br servants

a8 qualifying, specify in_ separal liste
oxtant to whish f sould bave i (1)t

" 94, Medical certificate, if granted ¢
do duty, state eause of delay. .
95, Medioal certifiegfe.~Givo)
after the grant of the certificate.
ey e g

much of it actually availed of;




V. When an officer js transferred
Y, from one office to another, the necess

omgo e,té'om which the officer is trang

11010
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iatakex;ovem

V1. Th date of commencem

will be the date

2

s Whether permu

ary entry
transfor, should be made in gis 8@ 4

usmitted to the Head of the offi
who will thencefurwurd I

the forwnrdiug

bye 'er.ror rectified or omission supp

,"I
nently or fem-
of the nature

s o rvice book in the
. , orred, and the book after being duly
m“ .ho:lold%ﬂ::mﬁnd ltteltad (l’ld(’ Rulo VI[) "_Y the !I‘\

h"bgm‘ his ‘

tained in his office, If he shonld find ission |

‘.‘ | i P:ivn he :g“mld i itnto any error or omission in the
: g

ad of that

officer for the
lied, bofore the

ent of servicp in any appointment

: ™ which an offieer draws the pay of F ing
meont, and the date of termination the dgte et o s iy
paa. Periods occupied in trangi from oneu I; Which he drew such

! Ppointment to another
the appointment, the Pay of which the

taken up for

bed in Rule Vv,

¢ T sa . . hipm
of the officer concernog are correct] “:2:354 msel that the servioes

should be taken as occasion arises and attached tq g

re correctly y n his gervi i
@ Instructions, shonlq record g eertiﬁt;.:tobotzkth:;

with the opinion of the then Head of office, as to whothe:”tvl:a pggf::i

in question should be
1X. The Head of the office, in recording the annua] o

or not,

verification agreeably to Rule VII, should, in the case of

ce that cannot
for the exeorted
officer as well as hi

annual verification
Collectors, The
convenient, either

taluks, to inspect the service boo

ertificate of
any portion of

be verified from office records, dx’stinctly state that

riods (naming them) a statement in

writin by the

contemporary evidence is attached to the book.
X. In the Land Revenue Department the dut

of perf_orming

of service books is entrusted to the Treasury Deputy
Divisional officers should in such cases make it

dnring the f'(:mabandi, or when on

» 9

tour in theip

kept in the Tahsildars’ and Deputy

Tahbsildaes’ cutcherrios in their divisions and to seo that they are prop-

erly maintained in

accordance with these instructions,

notioe of any instance of neglect or omission,
X1. Whenever an officer is transferred to forei

Head of his office sh

Geuneral for the purpos
to article 885 of the

should be followed when the officer reverts to Governm

proceeds on leave w

hile in foreign service.

e s v vnsce

service, the

oald forward his service book to the Accountant-
o of the transfer being duly noted in it, agreeably
Civil Bervice Regulations. The same procedure

ent servico or

his fitness or otherwise for further
through the Collector. Immodh:'illf'm ue the,noc

}‘M'Méth Treasury D uty Colk o f
| me f:tthe in?m«ﬁ%ﬁe p%wwﬂ ]

- that offect may be given therato by dispensitg
mwmmﬁm«m The
will, withont reetor

&diycmoro n & month in

o

D L.—PROCEDURE PREPARATORY 70 BETIRING #7
PART .[ == 1"ROCEDT TCE. RN e
UFFICER FROM SERYV
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Revenue Depa

' the Land/Revenue
XII. Whenever an officer of Divisional officer ap
i flice subordinate to a Divisionas = the imme

;.nnglignﬁ,%rl:vh:zegﬂr it is thought desmlg;g Tﬁmﬁm for pension %
ate Head of his oﬂ’iml) sh;;‘uld’ pm :o Ty e \
and forward it with the officer’s ¢ Hap
officer to the Treasury Deputy (,ollecto;,a;;l:"’wm “return.
such further enquiry as may be pfecﬁ P OMATY
register to the Divisional officer certi ymgsion_ e
for the immediate completion of t,hef It)ehg e recommended 0%
not till then may the ‘mtixgglznt oed In eitb@f?g:w.z?
his application for pension . dors. On receipt 0% 316
oﬂicoglzrill at once address the Collector g:umﬁuw el et
Divisional officer’s communication, the or bg penstoned

aa fo tho date from wiioh the offcer é'hﬁ}’fg.xond ‘,;?*’”*b’w gl
which order will be communica for the propassiis
effect tz and to the Treasury Depl:li.‘f’o?mm to '{?W
the final application for pension an provent dela z;: the sut it

a~
A

f nature. This procedure will e boing rotired WL G
0:“.nn.'logn applications and guard against :‘ﬂ ﬁﬁﬂina‘ m”'w
ave yet a few months to comploto servi i sodiihe - 0
rate of pension. f an office .nboldm iy
XIII. Where the immediate He;d ‘eorvios and his exsminatiohol .
Divisional officer finds an officer unfit ovo. ho should @t onoe Fop¢
& Medical officer i¢ considered mm,'m,.' EOn
fact to the Divisional officer forw 8 &1 the sorvice regist

‘*S"‘muﬂm case may be alon ?ham':w :
S : » wthm:l' : ijm
gl";{;hf; who, dtrrunioh fnw;thorenq ! - (if any) 88 "4

‘Should aertity that the poasion or gttty SEPCIF ) the Diviiote)

nature.  Ou receipt of this certificate
Ofiber kad faratel Ja (tho Divinion:loww A copy, 018 Gt
the Modioal offccr should be sent to the % T;“ o tho Modical of

 officer will address the Modical officer ﬂmm ificate 887

ional ofioer WL VLS arfifiatts deslaol?
tho ﬁe&ﬁ?gﬁmg In caso the certifi *without del

ration
on or gratuity and communi i

ARG
e

s it o
3.’{} octor will inform the

tission of th&‘m 4 application "","’"‘f! him)




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

] 2 &

tollowing 2 11 fnstructions regarding the maintenstes
id i ::wh%okl and ﬂ‘:: mbmiuzg of pension & pli-
o farnished for the information and guidance of all officers
‘ cE AND VERIFICATION OF Sgrvice Booxs.
officer holding & gubstantive appointment
B hment should keep @ sorvico book in the form

878 and 879 of the Civil Service Regulations,
8 OF ery stepin an officer’s official career a8 woll as

o service books, and should be held porsonally
ir correctness and com oteness. Heo should note
wice book " change in the order of its oceurrence,
ho entry has been duly verified by roference to D
, Pay bills, Leave statements or other official documents,
§ attostod by the Hoad of the office.
The verification of entries made by a clork in service
vy be entrusted to his immediate de rtmental superior if the
of the office sees fit, but the responsibility as to their accuracy
rest with the latter officer who has to attest them,
V. Tho olerk entrusted with tho duty of maintaining service
‘books should see that :— .
(a) the dates of commencement and termination of service in
an appointment with the rate of pay are correctly noted ;
(b) 1“?90:5 all kinds (except mmlgﬁiu duly recorded in
. () mpennim’m,;degmdqﬁom. dismissal or removal from service
account of misconduct or inefficiency, are duly noted

#) the deputation of an officer to y appoi t, if
% ;ﬁ?‘mmm f the Civh e dations,
is roper column; L

' *'mdﬂyiniﬁdk&bythcm




oo 38, Medicalcertificats_should bo granted only by Commisdoned
M: otticers, District Modical and Banitary officers. and Civil
qunt Medical officer, Civil Apothecary or

certificate—~The certifying officer should bo one
10 district, otherwise explanation should be gfven.

| &5 .80 1(mm--'--ﬂpemly in_fall house or country name of applicant
D e name of applicant ,

1 hﬁhﬁnm ~records consulted, mentionplf)mt in f:?;v:l'ding ttl:{
application to a unmecessary references from this office,

MWWM esi| on of sereice,—
it cmuno whan i nvolse abrsak o srvion | (et $hould sato
daide i L 9f service—The Head of the office should

n favour of eondonation of such breal
B 14 5 1idg i 4655 i k!
wit ?Mout # reduction of the pension or gﬁn

(2)
ity,

n. ; ,'Am fact lcund head 5 in the

.~ An officer over 55 yoars of ood
o i o,

2 , nuation, if ordered by Governm gyt
a2 mmwbm&e&yudmdgw@&ﬁw,
© 88, Service.—Causo of its termination in eadl licati

4 feyecadl T vios ook st shiested. 70 cach appoisiment should
w80 Bervice in an wcting appoiniment—If counting. state ¢
mlm’g:m van Gl vt 0 M:unhns sate (1)
© 4D, Bervice in temporary appointment.—State always whother o
not the applicant retained a right to revert to substantive appointm,
furnishing a copy of the depsﬂrg:enw order. oar ‘W

47 by
: %

AL

y

ernmont order sanctioning the transfer and a memorandum of
‘I. < pﬂd‘r , Ba it W R R R I Fowd ;

42. Service book.—State reason for omission of signature of the

Head otthooﬁooor ﬂm of the applicant in.any case.
43" Buspension or dismissal.—When the order does not
full alars, & brief statement thereof should be appended. ]?::i:

itself is not fortheoming, summary of available evidence should be sent
with the spplication.

44. Transfer from qualifying to non-qualifying service under
Government should be supported by a of the Igthoﬁty, stating
whether transfor was voluntary or made under compotent authority.

41.' Bervice, Foreign, should, in every case, be supported by Gov-

-
L

fod’ in the history
\ 45, Verification—In the column * hgwe;mme:’dmmhym
of servioes, note the class of records against the

i t

ittance rolls, &e. = er office i 20

15 46, Vrrm‘ca!ion.——\\'hcn 'fact of sergce in anpted  ract from

satisfactorily sttested in the service book, :he a{) plioaﬁon.

the Head oi that office shonld accompany e

47. Vernacular entries ghould be accompan =

English. asie 4

SM»QQ.—Thm directions will not in any Way n:‘!:zc;'fl: 'N‘WS

however, reproducti

unnooessary. Many of them are, Iy disregard

experience has shown this office, are common

. The Board of Revenue 18 emp :
and ;(rytgtiea to Revenne and Forest suml: “‘““;w in cases 10 which
or inferior service drawing Rs. 20 8 mont s 'd?mhonn
such claims are certified gy the .»’\ccoun'ttml-t culations. Appli
under the striet letter of the Civil Bervice e L
on behalf of persons employed in the follognlgd °f Revenue
therefore be submitted for sanction to the Bo x bt
the Accountant-General instead of to Governme e.'u'bl' hments of C?lt

(a) Collector’s establishments includmﬁonm Assistant
Sub-Collector, Head Assistant '
lector and Deputy Collector,
() Revenue Set!.le!nent,
(¢) Inam Commission,
(d) Salt and Abkéri,
(e) Customs,

Income-tax,

(9) gtm:x:, and ]

(k) Forests. : 1
XVIIL The Inspoctor-Geneml].of I;(;l:ec:' ::‘"’g" ﬁ”,,,.m
ions and gratuities to police o ssibilit)

lo.n2t0 20::(:3:111 in cn.sg:‘;n which th'em is. no fivc;lnbt a8 %:‘nhhoﬂ: :
of the claim under the rules contained in Ci mﬂ‘“o.”' ol be ”qﬂﬂdw

X. Officers who have retired from tl.le
to fngah information to .tho Head of their Mwof‘:;m uthe jsﬁl:'
place of residence, in case it should be necessary TL gt

mation from them. o5 PAPE
XX, Pension applications should .not lt” “;tz“d ol 88 "
may be dealt with in ordin oonneA l:m B
subsequent references, if any, from t.het 000
officer should be regarded as emergent.

w. MIOHARD

ofs.
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L 2 iy mbbG*nOﬂyf observed, 8o that in
Sl Goy ‘ G;I‘Iieetor sh&ulg tvlv:n'nh all !}eaf;ﬁgmﬂgm;
e o for naglect -2 countants that he will hold ther ne. n-
o il neglect or disobedience n respect of these orszz?l
‘ ~ XV. The above procedure should be followed als, by officers of
i A Losal Punds. the other departments noted in
Ll incat | Monicipalitios, the margin, The Heads of
o Regisn .| Revenuo Burvey and these departments should nomi-
e e i m"“" :I:::ﬂ, it l_lutesomeomceroftheirrespoct-
Pt A | Customs Adminis. 1¥0 departments for the due
ey ‘ Lhu i siiony. : pe!;fboo!('impncﬁ ;:f};lgldutiea de-
s e T Sagde & L scribed in Rule XTI in liou of
b heTe Hlector, and should also define for their mpe%tive
Lo e Hnd of the office s used in theso ruley.
ann Refieemest op AN OFFICRR PROM
the instrye-
L s _ v reproduced heve for
1. Affdavit or contemporary evidence should be submitted
e M;‘mvm  are not verifiable from records, i
e &Hg" Jﬁcfam‘i temporary evidence should state in full details
(1) whether applicalit was in permanent employ, and (2) whether there
S *i'my h‘eﬁ! eaks in the service or any leave granted. .
e 8. Age—When precise date of birth is nct known, 1st July of.
T e a}ﬁ;thshoﬂld p assumed. L ) Pl
e Goverment Order approvin tho lirion
: ¢ty to continue in service—superior 55 and

inferior 60. :
2 m‘”fi’. Allerations,—~Make in red ink and initial.
7. Average emoluments.—Append a memorandum of calculation
with refercnce to articles 530-582, Civil Servico Regulations, ;
8. Arerage emoluments.—When pension is partly debitable to
Ineo ated Local Fund or Pound Fund, the memorandum should .tako
 the form of history of services, ontering local or provincial, as the case
may be, under column ¢ Establishment. ;
9. Character and conduct.—State merely good, bad, fair ;u'
indifferent without remarks, which should be made only when absolutely
nocessary to a right understanding of the case.

BN e R O S R s

_service hook,

#

5

t’.:.\ : s “tabk'l}lmt-"'
Y 10. Comp nsation pension owing to redlg'g"wﬁ{t the amount of
State why employment not found elsewhere,
savings effected is.
11. Delay.—FExplain de
month. ke
g jent superior ser yaee
12. Gratuity.—TInferior servants having ;;?i?;nthonpseh" it
for persion are entitled to gratuity for inferior

05 years of age, 104 to separate gratuity
13. Gratuity.—Inferior servants are fentﬁfgior gervice.
for superior service in addition to gratuity for sior servioe o in-

14. Gratuity.—Inferior servants adding supe _
forior for combined pension are not entitled to gratuity of tho various
15. History of sercices.—Give date, month a“t‘}ll yi?:eckoned as 30
appointments, promotions and cessations. A won ; :
8. .41 aoting, state bis
18. History of services.—When the applicant is
substantive appointment. i allow-
17. History of services.—Enter the several rates 0 fri i il
ances soparately from pay. s
18. History of services,—All periods not }'°°k°’.‘"n in the re- |
should be distingui and reasons for their exclusion, g€ LT e
19. Identification marks.—Specify a fow oomP‘m"“”ﬁj gL
less than four if possible. e ulEAD ‘r""blg ol
: 0. Leaves irregularly granted.—Stato officer TeSPORSIVEE e
amount of allowances overdrawn, ARy
2. Leave to inferior servants.~All periods of duly-sa2
ieave count, b

22. Leave of all kinds (savo casual) to bg‘M

ok &
lay in submission of application bO)?Oﬁé

D Ce T
AR

23, Leave to inferior servants without allowancede— "
88 qualifying, specify in separate memorandum Wikt F 0.
extent to which it could bave heen granted with alloW&Ll 7
much of it actually availed of; and (3) tho leave taken ¥
ances, ErERE

4. Medical certificate, if granted after apphc

do duty, state cause of delay. B
95. Medical certificao,—Givo reasons in casoof!
after the grant of the certificate, :

. 26. Modical ~certificate, should ~ invariably
application, - i

i 27§ gedfcal wrliﬂoiala shmxl(% atlt:r 2
article 487 (1) in of appli n;\md. A
tion of the ii)éud:of tEe office m be given ul
page of the application, : i Sl
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