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' APPENDIX.
GOVERNMENT OF MADRAS RULES REGARDING THE MAINTENANCE AND VERIFICATION 'OF SERVICE
3 BOOKS AND THE SUBMISSION OF PENSION APPLICATIONS.
PENSION D : - 3 . » ‘ 1 varifiosts :
EP The followl consolidated instractions regarding the maintenance and verl cation of service
SSatiy i R T books azdochzv:nfbgmission of pension applications are furnished for the information and guidance
pe : of all officers employed in the Civil department :i—
Orper—No. 530, Pension, dated 14th July 189 . 1 Pagr L—MAINTENANCE AND VERIFICATION OF SERVICE Booxs.
£l uly 7.

The rul - -gazetted officer holding a substantive appointment on 2 permanent establish-
G dmentsegoggr;v{,nl up by the Aecountant-General are a d . ment:[ ghlfgf(; }i;;%nag:a?vioe book in the form preseribed in articles 878 and 879 of the (Civil Service
i i elow. They will be printed in pamphl PfPl'OVG , subject to the : Regulations, socond edition, in which every step in an officer’s official eareer as well as all changes
departments W(i)ll idzpalgmenﬁs concerned for infomgatiog :; dOI'm.gnd communicated affecting his position ghould be recorded concurrently with their occurrence, and be at once attested

- ill indent on the Superintend guidance. Heads of by the head of his office.

of copies required 1 ' perintendent of the Govern : gy

P ; quired in each department. ment Press for the number 1. A clerk in each office should be entrasted with the preparation and‘maintenance of service

2. () In Rule V, for the words, *af : hooks, end should be held personally responsible for their correctness and completeness. He
office, the book should be transmitt d after being duly attested by the head ghould note in each service book every change in the order of its occurrence, and after the entry
been transferred,” will be substi ed to the head of the office to which th ead of that has been duly verified by reference fo departmental orders, pay bills, leave statements or other
to date and attes’t od (vide lgl‘:l:t‘l;]ulted the words, * the book, after b;(i}n td?ﬂOfﬁcer has official documents; should have it attested by the head of the office.

? 1 5
to the head of the office to which ) by the head of that office, should f 4 Vel‘.lﬂed ITI. The verification of ontries made by a clerk in service books may be entrusted to his
ich the officer has b : e transmitted ‘ i i ior i but ibili i

(4) In Rule VII ¢ een transferred.” ‘ immediate departmental superior i the head of the office sees fit, but the responsibility as to their

(in Jantdsy oFovery'ys or”the words “ once a year,” will be . hats ‘ : accuracy will rest with the latter officer who has to attest them.
ar., ’ 8 : R .
(¢) Rule XV W'ﬂ] lr) upgtatated the.words : 1V. The clerk entrusted with the duty of maintaining service books should see that—
5 e amended fo read as follows :— (a) the dates of commencement and termination of service in an appointment with the
above procedure should be followed also b [ rate of pay are correctly noted ; | \

Judicial. Bt o by officers of the other depart- ‘ (b) leave of all kinds (exoept casual) i8 duly recorded in detail ;

: Local Funds. ents noted in the margi L ; i 3 :
Educational. Munisinalit e i gin. The heads of ‘ (c) suspensions, degradations, dismissal or removal from service on account of misconduct
Registration. Revonu% éu]f:e officor ofp th ments should nominate some or inefficiency, are duly noted with a brief note of explanation ;

%ff:fiigcal. P il y and e i peiflfl;) rlflspectlve departments for ] : (d) cause of termination of service, whether by promotion, transfer, degradation, ete. is
Tt Selt, Abkdsi aga scribed in Rulo XI gt ek ‘ duly given ;
Bocliatastival. :ﬂlﬂ?oms adminis- Treasury Deputy C I{I in liem of the ' (e) the deputation of an officer to temporary appointment, if any, under artiole 410 of the
ration. also define for .};hei(x)' ector, flnd should : Civil Service Regulations, 18 duly n?ted in the pr?pfeI: column ;
respective depart- ‘ (f) all erasnres or interpolatiqps are duly initialled by the head of the office;
(g) the necessary signatures of the several officers are obtained in the proper columns ;

(k) mo certificates of character are entered in column 13 ;
(4) the surname or house name of the officer is correctly given.
whether permanently or tem rarily, from one office to

V. When an officer is transferred,
another, the necessary entry of the nature and reason qf the transier, should be made in his
hich the officer is transferred, and the book, atter being duly
4 of that office, should be transmitted

gervice book in the office from w
verified to date and attested (vide Bule VII) by the hea
ho will thenceforward have
| in the book on receipt,

ments the term h
:
|

3. The Government trusts th 1
at a striet attenti -
bR : L ention ¢ :
Epplicgiii?sthehfugulg the great delays in the Preparatioxf aﬁ%e S T
, which the Government has so often noticed and cozll:i.bmlssgm Shipenmon
emned.

to the head of the office to which the officer has been transferred, who
the book maintained in his office. If he should find any error or OMISSION
he should return it to the forwarding officer for the purpose of having the error rectified or

omission supplied, before the boolk is taken over by him.

V1. The date of commencement of gorvice in any appointment will be the date from which
an officer draws the pa i , and the date of termination the date up to which he
iods occupied in transit from one appointment to another will be reckoned as

(True Extract.)

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

To the %ccognta.nt-@eneral, with copy of rules.
N uc’ﬁhp 1Dl(;partment =Ry 3 d ch pay. Perio
w su .
:: Rl;v:;?xe Deei?ar:ﬁ:;t 33' & g s;:vioe in t%e appointment, the pay of which the officer is allowed during transit.
’ om i
of deg‘;?x:;ﬁnu:geﬂ& heads VII. The service books in each office should be taken up for cerification in January of every
Fetu ear and also a8 prescribed in Rule V, by the head of the office who, after satisfying himself that
rrectly recorded in his service book in conformity with

£ the officer concerned are co
the above instructions, should record a cert
e which cannot be verified from office records such as pay

" yIIL. In regard to periods of servie i )
bills, acquittance rolls, ete., an affidavit of the officer concerned and evidence o} his contem-
‘ be taken as occasion arises and attached to the service book, with the

ary employees ghould : g .
g;irniZn ofP tlZe then head of office, a8 to whether the period in question should be admitted
or notb. ;

Local and Municipal Department, with rule
< 3 (6] f
Marine Department, with copy of rules. o i
ificate to that effect therein under his signature.

Superintendent, Government Eress, with copy of rules.

»
the services O
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4x OFFICER FROM SERVICE.

an application for pension or gratuity to the Acoountant-General
fy himself that the application has been prepared in conformity

untant-General, which jare reproduced here for ready

Parr IIL.—PROCEDURE AFTER BETIREMENT OF

XVI. Before despatching
the head of an office should satis
with the instructions issued by the Acco
reference.

1. Affidavit and contemporary ovidenoce should be submitted for such periods of service as
are not verifiable from records.

9, Affidavit and contemporary evi tate in full details (1) whether applicant was
in permanent employ, and ( ) whether there were any breaks in the service or any leave

granted. '
3. Age.—When precise date of birth is not known, 1st July of the year of birth should be

assumed.
in service book, if subsequently amended, should be supported by a

4. Age as given
Government Order approving the alteration.

5. Age of incapacity to continue in servie

6. Allerations.—Make in red ink and initial.
s.—Append a memorandum O

e—superior 55 and inferior 60.

7. Average emolument f caleulation with reference to articles
530-532, Civil Service Regulations. :
8. Average emoluments—When ;ension is partly debitable to Tncorporated Liocal 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 Establishment.’
9. Character and conduct.—State merely good, bad, fair or indifferent without remarks,
which should be made only when absolutely necessary to a right understanding of the case.
blishment.—State why employment not

10. Compensation pension owsng to reduction of esta

found elsewhere, and what the amount of savings effected is.
ubmission of application beyond a month.

11. Delay—Explain delay in 8

12. Gratuity.——Inferior gervants 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 entitled to separate gratuity for superior service in
addition to gratuity for inferior serv

14. Gratusty.—Inferior servan
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 30 days.
16. History of 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 distinguished and
reasons for their exclusion given in the remarks column. 3

19. Identification marks—S pecify a few conspicuous marks, not less than four if possible.

90, Leaves irregularly grauted.-—State officer responsible and amount of allowances over-

ice.
ts adding superior service to inferior for combined pension are

_drawn,

21. Leave to inferior servants.—All periods of duly sanctioned leave count.
29, Teave of all kinds (save casnal) to be entered in detail in service book.
93, TLeave to inferior servants without allowances ——When treated as qualifying, specify in

geparate memorandum with particulars (1) extent to which it could have been granted with

owance; (2) how much of it actually availed of ; and (8) the leave taken without allowances.

4. Medical certificate, if granted after g.pplioant has ceased to do duty, state cause of delay.
95. Medical certificate.—Grive reasons in case of retention in service after the grant of the

certificate.
" 96. Medical certificate should invariably accompany the application.

97. Medical certificate should state"particulars required under article 487 (b) 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
Medinal aud Sanitary officers and Civil Surgeons, and not by a Warrant Medical officer, Civil
Apothecary or Hospital Assistant. : :

29. Medieal certificate—The certifying officer should be one belonging to the same district,
otherwise explanation should be given. :

30. Name.—Specify in full house or country nam

e of applicant and his father.
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31. Name.—When initials or name of applicant are incorrectly given in the various
records consulted, mention fact in forwarding the application to avoid unnecessary references
from this office.

32. Resignation of service.~The head of the office should state its cause when it involves &
break of service.

83. 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 certificate 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. -

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

38. Service.—Cause of its termination in each appointment should be entered in service

book and attested.

39. Service in an acting appointment.—1I¢ counting, state (1) whether appointment was fully
vaeant ; (2) whether another eounted service during the period; and (3) how original vacancy
acourred, if applicant came in a chain of arrangement. g

40. Service in temporary appointment —~State always whether or not the applicant retained
8 right to revert to substantive appointment furnishing a copy of the departmental order,

41. 8ervice, Foreign,should, in every case, be supported by Government order sanctioning
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 ecase.

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

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

' 45. Verification.—In the column ‘ how verified ’ in the history of services, note the olass of
records against the entries, such as pay bills, acquittance rolls, ete. : )

46. Verification—When fact of service in another office is not satisfactorily attested in
the service boo,k',ma duly-certified abstract from the head of that office should accompany the

application. . PR :
47. Vernacular entries should be accompanied by translations in English.
Many of them are,

= irections will not 'in any way render a study of the Regolations unnecessury. )
1.0"1:::-" m;m&lorn.:%:n;ﬁolu?:hich a lengthened experience has shown this office, are commonly disregarded.
’

f Revenue is empowered to grant pensions and gratuities to Revenue
and Fxozgsz-sghbordmae Boa:ga :hether in supériol:oor inferior service drawing Rs. 20 a month, and less
: in which such clsims are certified by the Ac_couptnnt-General to be admissjble under the
1;‘lx'io.t.‘lac:tter of the Civil Service Regulations. Applications on beh.alf of persons employed in the
;ollgwing establishments should therefore be submitted for sanotion to the Board of Revenue

through the Accountant-General instead of to Government :— :
o (a) Collector’s establishments including establishments of the Sub-Collector, Head Assistant

Collector, Assistant Collector and Deputy Collector,
(6) Revenue Settlement,
(¢) Inam Commission,
(d) Salt and Abkéri,
(e) Customs,
(f) Income-tax,
(g9) Stamps, and
() Forests.

tor-General of Police also is empowered to grant pensions and gratuities
to I}i(oYigéeg‘sh:nlxge:;:x:eodmg Rs. 20 a month in cases in which there is no doabt as to
thep:dmissibility of the olaim under the rules contained in Civil Servioe Regulations.

|
,ﬂ

v

to the head of their late office i i i
S el o o fm;egt-ahgiix.]g their place of residence, in cage it should be necessary to

be treated as papers which may be dealt with in
General op any other officer should be regarded as emergent, ‘ ek o

Ww. MICHAEL,
Ogy. decountant. General,
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