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

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 ver.lﬁed
to date and attested (véde Rule VII) by the head of that offiee, should be transmitted
to the head of the office to which the officer has been transferred.”

() In Rule VII for the words “ once a year,” will be substituted the words

¢ in January of every year.”
(¢) Rule XV will be amended fo read as follows :—
¢ The above procedure should be followed also by officers of the other depart-

ments noted in the margin, The heads of
Liocal Funds.

Judicial. 1 Hunds these departments should nominate some
Educational, Inaicipalans, q officer of their respective departments for
Registration. I"Gggaﬁil;;‘:;t‘ey M€ the due performance of the duties de-
%{fﬁiﬁﬁal' Salt, ’Abkél:i and scribed in Rule XIII in lien of the
Wastiv: Customs “adminis- Treasury Deputy Collector, and should
Ecclesiastical. tration. also define for their respective depart-

ments 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
prevent for the future the great delays in the preparation and submission of pension
applications, which the Giovernment has so often noticed and condemhed.

(True Extract.)

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

To the Accountant-General, with eopy of rules.

Public Department do. 3
Judicial Department do.
Revenue Department do.
Local and Municipal Department, with copy of rules. |
Marine Department, with copy of rules.

Superintendent, Government Press, with copy of rules.

of departments under them.

l for communication to the heads
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APPENDIX.

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

The following consolidated instructions regarding the maintenance and verification 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 Booxks.

I. Every non-gazetted officer holding a substantive appointment on a permanent establish-
ment should keep a service book in 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 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.

II. A clerk in each office should be entrusted with the preparation and*maintenance of service
books, and should be held personally responsible for their correctness and completéness. He
should note in each service book every change in the order of its oceurrence, and after the entry
has been duly verified by reference to departmental 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

J
!

aceuracy will rest with the latter officer who has to attest them. B |

IV. The clerk entrusted with the duty of maintaining service books should see that—
(@) the dates of commencement and termination of service in. an appointment with the
rate of pay are correctly noted ;
(b) leave of all kinds (exocept casual) is duly recorded in detail ;

(¢) suspensions, degradations, dismissal or removal from service on account of miseonduct
or inefficiency, are duly noted with a brief note of explanation ;

(d) cause of termination of service, whether by promotion, transfer, degradation, eto., is
duly given ;

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

(f) 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 columns ;

(h) mo certificates of character are entered in column 13 ;

(#) 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 transter, 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 of having the error rectified or
omission supplied, before the book is taken over by him. 4

VI. The date of commencement of service in any appointment will be the date from which
an officer draws the pay of an appointment, and the date of termination the date up to which he
drev? such pay. Periods occupied in transit from one appointment to another will be reckoned as
service in the appointment, the pay of which the officer is allowed during transit.

VII. The service books in each 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
tﬁe'nervmep of the officer concerned are correctly recorded in his service book in conformity with
the above mstruotions, should record a certificate to that effect therein under his signature.

... VIIL In regard to periods of service which cannot be verified from office records such as pay
bills, acquittance rolls, etc., an affidavit of the officer concerned and evidence of his contem-
porary employees should be taken as occasion arises and attached to the service book, with the
gpmu;n of the then head of office, as to whether the period in question should be admitted
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i ] 1 1 1 bly to
f the office, in recording the annual certificate of verification agreeably
Rulel\}gﬂTblfol\:fgfl ig theecase of any portion of service that cannot be verified from office records,

distinotly state that for the excepted periods (naming them) a statement in writing by the officer
as well as his contemporary evidence is attached to the book.

Revenue department the duty of performing annual verification of .service

kX.' Il;nﬁflsl':e?ingo t?xe Treasufy Deputy Collectors. The Divisional officers should in such

i lsk it convenient, either during the jamabaudi, or when on tour in their ta!nkg, to inspect

:;sesse?l:i.c: books kept in the Tahsildars’ and Deputy Tahsildars’ cateherries in their divisions and
e

to see that they are properly maintained in accordanoe with these instructions, and take due notice
o - -
of any instance of neglect or omission.

is transferred to foreign service, the head of his office should forward

: XI.‘ v%hgﬁet‘;ezkf XfE::;I:zanrt-General for the purpose of the transfer being duly noted in it,

i ser{')llcet Oarticle 885 of the Civil Service Regulations. The same procedure should be followed
:rg}::riathg ogicer reverts to Government service or proceeds on leave while in foreign service.

Part IL.—PROCEDURE PREPARATORY TO RETIRING AN OFFICER FROM SERVICE.

venue department employed in an office subordinate
XIIL. .When%\irer a: ofﬁz:rfgf gleen g:i:io%zvheneverpi t is thought desirable tg f1-et1re dhl_l:l, tl;;
2 & Dl.nsxonal of%a'r o}fgoe should prepare a draft application for pension an (o}rvﬁart i wll] .
immediate head of his ister through the Divisional officer to the Treasury Depl}llty ollector, ‘{Vt )
the officer’s service l'8§ suoh further enquiry as may be necessary, will return the service ]r:gls exf'
| after due scrutiny ;;1 r certifying that all information is ready for the immediate comple 1ondod
~ to the D}Vlelon&l.o t'cil Then and not till then may the retirement of the officer be recommende
the pension ap_Phc;l ion. sion be accepted. In either case the Divisional officer will at once address
or his application 05 o, On receipt of the Divisional officer’s commaunication, the Collqetor will
the Collector for or tzr':ixe date from which the officer should retire or be pensioned, which order
pass final orders.ast d to the Divisional officer to be given effect to and to the Treasury Deputy
i commuﬁncaee aration of the final application for pension and for its submission to the
Collector for the Pg ‘I.)e This procedure will prevent delay in the submission of pension applica-
(Jjollectm('1 folrl::giz;nét officers being retired who may have yet a few months to complete service
tﬁ:ﬁg tiem to a higher rate of pension.

$ j ad of an office subordinate to the Divisional officer finds an

e ?Vh:::v?c]: alllﬁlmlfi?:iig?nation by a Medical officer is considered imperative, he should
ol Tt 0: the fact to the Divisional officer forwarding a draft application for pension or
ab once repgl!; cage may be along with the service register. The Divisional officer will forthwith
tuity as - ?ohe Treasury Deputy Collector, who, after such further enquiry (if any) as may be
bl ﬁould certify that the pension or gratuity application is ready for signature. On
e t;' certificate (but not till then) the Divisional officer will address the Medical officer
receipt of h?;sn to examine the officer and furnish him (the Divisional officer, with a certificate as
i 1or otherwise for further service. A copy of his letter to the Medical officer should
o ﬁtneiﬁ]e Treasury Deputy Collector through the Collector. Immediately on receipt of the
be B‘.’ntl toﬂi r's certificate, the Divisional officer will issue the necessary orders in case the .oﬂicer
i s od {-(‘:: In case the certificate declares him to be unfit for further service, the Divisional
# deolar{ﬂu vw;ithout delay, forward it to the Treasury Deputy Collector through the Collec_tor
iy v{ll ‘ass orders for the immediate preparation of the final application for pension or‘gratu.xty
e o pﬁnicate them to the Divisional officer, so that effect may be given thereto by dispensing
an_dh i(l):m?iﬁcer’s gervices from the date of the medical certificate. ‘I'he Treasury Deputy Collo(’:-
iy '11e without delay, prepare the pension or gratuity application and obtain the Collector’s
s w;; ro to the same. As soon as the pension or gratuity application is submitted to the
s ul;e t-General, the Treasury Deputy Collector will inform the Divisional officer. The
i i ml] officer will—if in any case there appears to be undue delay in the submission of the
?;;g;%n:pplication (ie., if the Treasury Deputy Collector delays more than a month in inform-

ing him)—invite the attention of Treasu_ry Deputy Collector to the delay in order to avoid the
:hince of a pension application being mislaid.

bove procedure should be strictly observed, so that in future there may be no
del xxzx[lvth;r :l:b:nissiog of pension applications to Govemn,xent. "The Collector should warn all
TeagZﬂdars Deputy Tahsildars and Taluk Head Accountants that he will hold them personally
,esponsible, for neglect or disobedience in respect of these orders.

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

in the margin. The heads of these departments
Judioial. 5 {l&o::ilci!‘;?idt;a Should nomin?te s:)l:ne &)ﬁicer of their respefct;lv]z
Edugational. . . departments for the due performance o
s A e e e T R i o g i
Police. | Slt, Abkéri, and Customs Treasury Deputy Collector, and should aleo
Marine. A istration,
Boclesisstios).

define for their respective departments the term
“head of the office ” as used in these rules.

i i e e e e
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Parr III.—PROCEDUBE APTER BRTIREMENT OF AN Orricer FRom SERVICE.

XVI. Before despatching an a
the head of an office should satisfy himself that the application has been prepared in conformity
m;h the instructions issued by the Accountant-General, which are reproduced here for ready
reference.

1. Affdavit and contem

2. Affdavit and contem

. porary 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.
go. Age.—When precise date of birth is not known, 1st J uly of the year of birth should be
assumed.

4. Age as given in service book, if subsequently amended,
Government Order approving the alteration.

5. Age of incapacity to continue in service—superior 55 and inferior 60,
6. Alterations.—Make in red ink and initial.

7. Average emoluments.—A

ppend a memorandum of calculation with reference to articles
530-532, Civil Service Regulations.

8. dverage emoluments.—When pension is
Pound F

und, the memorandum should take

partly debitable to Incorporated Liocal Fund or
Provineial, as the case may be,

the form of history of services,
under column ¢ Establishment.’

.. 9. Oharacter 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.

10. Compensation pensson owsng to reduction of establishment,
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 55 years of age.

13. Gratusty.—Inferior servants are entitled to separate gratuity for superior service in

addition to gratuity for inferior service. :

14. Gratuity.—Inferior servants a
not entitled to gratuity for the former.

15. History of services.—Give date, month and
and cessations, A month is reckoned as 80 days.

—State why employment not

dding superior service to inferior for combined pension are

year of the various appointments, promotions

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 ang
reasons for their exclusion given in the remarks column.

19. Identification marks.—Specify a few conspicuous marks, not less than four if possible.
3 20. Leaves irregularly gramted.—State officer responsible and amount of allowances over-
rawn.

21. Leave to inferior servants.—All periods of duly sanctioned leave oount,
22, Leave of all kinds (save casual) to be entered in detail in servioe book.

23. Leave 1o 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 ta

ken without allowances.
24. Medical certificate, if granted after applicant has ceased to do duty,

25. Medical certificate.

state cause of delay.
certificate.

—Qive reasons in case of retention in service after the grant of the

26. Medical certificate should invariably accompany the application.

27. Medical certificate should state”particulars required under article 487 (6)
applicants under 55 years and the

lication.

in respect of
explanation of the head of the office should be
* head 5 on the third page of the app

given under
28. Medical certificate should be granted only by Commissioned Medical officers, District
Medinal and Sanitary officers

and Civil Burgeons, 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 giv

en.

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

pplication for pension or gratuity to the Acoountant-General

porary evidence should be submitted for such periods of service as
@  are not verifiable from records.

should be supported by a

entering local or



6

31. Name.—When initials or name of applicant are incorrectly given in the various

records fzonsulbed, mention fact in forwarding the application to avoid unnecessary references
from this office.

32. Rgsignation of service—~The head of the office should stale its cause when it involves &
break of service.

33. Resignation of service.—-'l‘hé 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 & reduction of the
pension or gratuity, otherwise admissible.

34. Retirement date.—According to service book, application, and last-pay certificate should
oorrespond.

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

36. 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, if 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.—-—]',f counting, state (1) whether appointment was fully
vacant ; (2) whether another counted service during the period ; and (3) how original vacaucy
ocourred, 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. Service, Foresgn, ghould, in every case, be supported by Government order sanctioning

. the transfer and a memorandum of contributions paid.

42. Service hook.—State reason for omission of signature of the head of the office or that of
the applicant in any case. \
43. Suspension 0T dismissal.—When the order does not contain full partioulars, a brief

statement thereof should be appended. If order itself is not forthcoming, summary of available
ovidence should be sent with the application.

44, Tranfor fxc qualifying non-qualifying sorvice under Government should be
supported by a eopy of the authority, stating whether transfer was voluntary or ‘made under
competent authority.

45. Venﬁcation.——ln the column "how verified ’ in the history of gervices, note the class of
records against the entries, such as pay bills, acquittance rolls, ete.

46. Verification.— W ben fact of service in another office is not satisfactorily attested in
the service book, a duly-oertiﬁed 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 pot 'in any way render a gtudy of the Regulations unnecessary.

: : ; : Many of them 2aré,
however, reproductions of articles, which & lengthened experience has shown this office, are common. r

ly disregarded.

XVIL The Board of Revenue 18 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 suc'h'olnml. are certified by the Accountsnt-General to be admissible under tho
strict letter of the Civil Service Regulations. Applications on behalf of persons employed in the
following establishments ghould };herefore be submitted for sanction to the Board of Bevenue
through the Accountant—Geneml instead of to Grovernment :—

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

(b) Revenue Settlement,
(¢) Inam Commission,
(d) Salt and Abkéri,

(¢) Customs,

(f) Tncome-tax,

(g) Stamps, and

(k) Forests.

XVIIL. The Tnspector-General of Police also is empowered to gr

to polioe officers on PAY not exceeding Re. 20 a month in cases in which there is no doubt 88 to
the admissibility of the olaim under the rules contained in Civil Serviee Regulations.

ant pensions and gratuitiei

7
XIX. Officer :
to the head of tchcé?r who have retired from the servi

obtain further infor late office regarding their place

ce should be requi
: red sy
mation from them. - to furnish information

XX. Pensi of residence, in case it should be necessary t

5 . rension appli » ' . 50

ordinary course ; b pplications should not b

. S ; but their di e treated as pa S

General or any other o ffi]cfa EL‘LPOOS?C} ?)?3 Yell a; Eubsequent refcgiﬁizi ;h;i}i n;ay bih‘lealt with in
egarded as emergent ’ ¥, from e Accountant-

W. MICHAEL,
Ofy. Accountant-General.
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2 No. 530, Pension, 14ta JuLy 1897.

GOVERNMENT OF-MADRAS.

PENSION DEPARTMENT.

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

up by the Accountant-General are approved, subject to the
amengginglgztmv;iw? Tiey will be printed in pamphlet form and comx‘ximmga‘(cied
to all heads of departments eoncerx_led for information and guidance. fﬂiﬁ 8 0 ,be-
partments will indent onht](;ie Suferm:endent of the Government Press for the number

ies required in each department.

¥ COIZ)T (@) qIn Rule V, for the words, ““after being duly attested by the head of t}}iat
office, the book should be transmitted to the head of the office to wh1c_h the ofﬁcer.ﬁa(si
been ,trausferred,” will be substituted the words, * the book, after being duly veri ed‘
to date and attested (vide Rule VII) by the head of that office, sl,l,ould be transmitte
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
Registration. Revenue Survey and  the que performance of the duties de-
Medical. Settlement. | scribedin Rule XII1 in lieuof the Treasury
Pl Sal%ust(ﬁ:ff iﬁl‘mﬁfﬁ Deputy Collector, and should also define
%::f:;;;sﬁcal tration: for their respective departments the term

head of the office as used in these rules.”
8. 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 Extragt.) ¥ A
s A

(p /"’ y ; B I e )
v’/
For i./Seeretary

To the Accountant-General, with copy of rules.

,, the Public Department do. o)

,» the Judicial Department do.
" the Revenue Department do.

” the Local and unicipal Department, with copy of rules,

” the Marine Department, with copy of rules,

:’, the Superintendent, Government Press, with copy of rules,
~ /2_4 Y C Q/l —
= P‘(.) @M P do—

e AT A
L Rl ks TpE

to Government.

Lfor communication to the heads
of departments under them.

Exd. T. K. Narayana Aiyangar.

§00 Copies.

| Head of the office sees fit, but the responsibility

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

Tax following consolidated instructions regarding the maintenance
and verification of service books and the submission of pension appli-

cations are furnished for the information and guidance of all oificers
employed in the Civil Department :—

Part L—MainreNance aAND VERIFICATION OF SERVICE B0OKS.

L. Every non-gazetted officer holding a substantive appointment
on a permanent 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 concurrentl y with
their oceurrence, and be at once attested by the Head of his office.

II. A clerk in each office should be entrusted with the preparation
and maintenance 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 entrios made by a clerk in

service
books may be entrusted to his immediate de

partmental superior if the
as to their accuracy

| Will rest with the latter officer who has to attest them,

-

, books should see that :—

IV. The clerk entrusted with the duty of maintaining service

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

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

(e) suspensions, degradations, dismissal ox removal fiom service
on account of misconduct or inefficiency, are duly noted
with a brief note of explanation ;

(d) cause of termination of service, whether by

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 ;

(f) all erasures or interpolations are duly initialled by the Head
of the office ;

(9) the necessary signatures of the seve
in the proper columns ;

(h) no eertificates of character

() the surname or house name

promotion,

ral officers are obtained

are entered in eolumn 13.
of the officer is correctly given,
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uty Collector to the delay in ord
savings effected is.

ication being mislaid. i
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XIV. The above procedure should be strietly o g
future there may be no delay in the submission of pension applicatl®
ahsildars, Deputy

to Government. The Collector should warn all
Tahsildars and Taluk Head Accountants that he will hold them geﬁon'-
disobedience 1n respect of these orders: .

ally responsible for neglect «r
be followed also by officers of

the Treasury De
of a pension app
11. Delay—Explai ing
lay —Eixplain delay in submission of application beyond
a

month,

12. Gratuity.—Inferi 3

for pension are entxi/ .—Inferior servants havi . 2
t :  having sufficient X

55 years of age. led to gratuity for inferior service, thﬁlgf::tsireerc‘in::

13. G " ) .- 1
’ atwty.—- Inferior servants are entitled to sepa.rate gratuity

XV. The above procedure should C
Judiciel Local Funds the other departments noted R for :
Educational. \ Mnnicipnlitit'as. the —margin. The Heads 0‘ superior service in addition to gratuity for i A
Registration. Horente Survey sud these departments should nom* Yiio Eiiorus 2 y for inferior service.
Medical. \ Settlement. nate some officer of their reapect ferior fo (Grvatusty .—Inferior servants addi :
Police. Salt, Abkéri, and  jva departments for the due r combined pension are not enti ng superior service to i
Marine. Customs Adminis- 7 ot entitled to gratuity for th -
Ecclesiastical. | tration. performance ni)t' }gield'uhlqs e- 15, History of services.—Give date y for the former.
scribed in Rule XTII in liet. o (&izpomtments, promotions and cessa,tio?x ’ mznth and year of the various
y8. 8. . month is reckoned as 80

so define for their respective

ollector, and should al
es.

the Treasury Deputy C :
departments the term * Head of the office” as used in these

16. History of services.—
| substantive appohtﬁ(eﬁé.mces' When the applicant is acting, state his

17. History of serviees.—
W i sepetately o I,‘( p;r;qcea. Enter the several rates of acting allow-

TART 111.—PROCEDURE AFTER RETIREMENT OF AN OFFICER FROM
~ SERVICE. ‘ 18. History of
- dasiory- o, serptees,—-All tod
on for pension oF ratui should be distinguished periods not reckoned :
P g ty vy Sy gul and reasons for their exclusion given ;; :ﬁznx

ore despatching an applicati :
T G 5 fice should satisfy himself

XVI. Bef
to the Accountam-General the Head of an ofice ST . ]
cation has been prepared in conformity with the instruo- 19. Identtfication marks.—Speci
are reproduced here for less than four if possible. .—Bpecify a few conspicuous marks, not

1
that the app General, which

tions issued Dy the Accountant-
ready reference.

. 1. Aptdavit or contemyp '
such periods of service as are not verl

9, Afidarit or contemporary evidence
anent employ, and

20. Leaves irregularly granted.—State officer responsibl
, sible and

orary evidence should be submitted forlamount of allowances overdrawn

fiable from records.
should state in full det{i‘jﬂ!
(2) whether there

21. Lea ] ]
ke eave to wnferior servants.—-All periods of duly-sanctioned
ne

22. Leave of all kinds (sa.ve o.asua.l I
) to be entered i
in detail in

(1) whether applicant was in pero
were any breaks in the service or any Jeave granted. _service book
ate of birth is not known, 1st July * 23 I.Zeav to infe
: e to inferior servants without all
lowances.—When treated

3. Age.—When recige di
the year of hirth should assumed. B it infer
4. Ageasgiven in service book, if subs_equently a.meqded, shot ."-‘*'z to whgi‘c’ahsli)teoéﬁ{ﬂénh:?a?te memorandum with particular,
be supported by a Government Order approving the alteration. _much of it actually availed Ofe. a.fzec;l( g;:ﬁte(} with allowance e ‘1(2)51121)
4 ) e leave taken Withaut A w

low-

5. Age of ineapacity t» continue in service—superior 55, SiEP1COS-

inferior 60.
6. Alterations.—Make in red ink and initial.
7. Average emoluments.—Append a memoran cart 95. Meds o !
530-532. Civil Service Regulations. ~ fter the gran';: :)ofa iﬂ"i’({;ﬁéﬁa—‘;&ve reasons in case of retention in

with reference to articles ,
emoluments.— W hen pension is partly debitad!

24. Medical ce'rti icate, i
o duty, state cause of ({ela;f H granted after applioant has ceased to

26. Medical certificate; should invariably asco
mpany the

8. Average
Ineorporated Local Fund or Pound Fund, the memorandum should ¥ s plication
the form of history of s%v'me;, clalnterin local or PrOVinci"l' as the & 97. Medical
may be, under column ¢ Establishment. Slticle 487 edical eertificate should stat oulhre
9. Charactor and conduct.— State merely good, hb"d' 4 oef ‘:ﬁ: ](E?L;dn ;; t eozgif apglicantg undzr %%rt;,ears a.nt;q i?hired K ppig
nly when 8955 hge of the application. o should be given under head 5 one :h;P m

arks, which should be made only

indifferent without rem
derstanding of the case.

necessary to a right un

-



6 7
* . *aal Qan 46 V ¥ »
8. Medical certificate chould be granted only by Commission®, - 45. Verification.—In th ¥ Sl
. S fficers and Civil ::’e};nceﬂ, note the class of reco:d:zl‘.u?n how verified’ in the hist
- quittance rolls, &o. gainst the entries, such as Pay bills

Medical officers, District Medical and Sanitary O
Surgeons, and nob by a Warrant Medical officer, Civil Apothecary &
Hospital Assistant. .
29. Medical certificate.—The certify €
belonging to the same district, otherwise explanation should be g;vc:m-
30. Name.—-Specify 1n full house or country name of applica®

and his father.

31. Name.—When initials or name of applican

iven in the various records consulted, mention fact in forwarding
application to avoid unnec i

39. Resignation of sorvite,—~The Hea

its cause when it involves a break of §eTVioe.

46. Verification
satisfactoril e —When fact of service i
the H:m(i) ofy t;(;t:st;;i in the service booksea. dtcﬁ . amn.oﬁther office is not
office should a.ecompan}" the aﬁ)cl?catied St
on.

47. %
English.7 Vernacular entries should be a

Note.—These directi
eotions will .
unnecessary. Man: ill not in any wa
experience has shojv,vgftﬁ;’m are, however, reprodgctl;e by i study of the Regulati
office, are commonly disre, g::doil articles, which a len ions |
ed. ghhened

XVII. The Board
and gratuities to Revaer of Revenuo is empowered
L B ( nue and F owered to grant :
or inferior service drawing Rs. 2001‘ ?trsg:?ﬁ'd;n?ef whether mgﬁfefiﬁ:
5 an e

43. Resignation of sorvice.—The Head of the office should als¢ such claims are certified by the Accountant-Gene si i;l cﬁses in which
- ra. (0] o) admiﬂﬂible

state (1) whether hois in favour of condonation of such break, and (2 under the strict letter of the Civi X
hether with or without a reduction of the pension or gratuity :l?ebefalf of persons emplo;egl¥;1 g}?}"‘ﬁ 'R_egulations. Applications
refore be submitted forsanction to tﬁe Og;gfd establishments should

if he is, W e "
otherwise missible.
it ; :
he Accountant-General instead of to Government (-)f Revenue through

34. Reti::lrgent e - (@) Coll
and last-pay certificate sho correspond. a) Collector’s establishm :
y t i i
35. Izetl,'l,-mmlti, ;{ voluntary, state lSeu:)-Congcgr, Hea(:in zﬂ;};’::g:n%oﬁs:aibhshments of the
third page 0 the application.. ctor and Deputy C ctor, Assistant Col-
. 55 years of age need no (¢) Revenue Settlemgn:,y Glievion, 2

36. Retiring pension.— An officer OVEr %0) Inam Commission,

necessarily be recommended for supera.nnuation pension, if entitled ) Salt and Abkér
(e) Customs, !

retiring or invalid pension. ‘
37. Supemnnuation if ordered by Government, quote its ord E ' Tolbortactlk
g ) Stﬂmps, ané

aumber and date against head 5 in the third page of the applicg,tion.
(4) Forests.

38. Service.—Cause of its termination in each appointment gho =
VIIL. The Inspector-General of Police also is

be entered in gervice book and attested. :
Trhes sai . s grant pensions and S ;

39. Service in an acting a,ppomtment.———If counting, state \ipg 9 and gratuities to police epv
whether a.ppointment was fully vacant ; (2) yvhether another coul¥,¢ thg :’ n.1°nlt1]:u’in cases in which thgre i nz%g‘:fﬁ t°n pay not exceeding
gervice during the period ; and (3) how original vacancy occurreds im under the rules contained in Civil Se&B foiin issibility

. XIX. Officers who have retired from the se rvice Regulations.

applicant camein o chain of arrangement. o furnish informati Evokeh L,
L, c .
40, Service in’ tomporary appointment.—Stato always whetbeplace of sesidence, e o A e et it egending.tho
Rugghansgh S atanbins appoint®ation B e ould be necessary to obtaing T hef' t?eu-
‘ : turther infor-
XX. Pension applications should n

not the applicant retained a i
furnishing a copy of the departmental order.
Goway be dealt with in ordi ot be tr
: d reated ;
b e St i i oy s s iy vl

41. Service, Foreign, should, in every case, be supported by o
ornment order sanctioning the transfer and & memorandum of o0 Bekrihosd A
X A ould be regarded as emergent. ccountant-General or any other

butions paid. v
42. Service book.—State reason for omission of signatur® oig

Head of the office or that of the applicant in any case.
does mot 0%

43. Suspension or dismissal.~—When the order
full particulars, & brief statement thereof should be a.ppended- w
itself is not forthcoming, sammary of available evidence ghould P€™
with the application. o o8
44. Transfer from qualifyin to non-qualifying 8erVio® Lot
Government should be supported %y a copy of the authorlg(;ﬁﬂ '
whether transfer was voluntary or made under competent 8%

ccompanied by translations in

date.—According to servico book, application

fact against head 5 in th

W. MICHAEL,
Offg. Accountant-Generai,
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