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Communicating to the Sanitary Enginecr and to the Presidents and Chairmen of all Local

" Tioaris and Municipal Councils, for necessary action, the rules circulated with G.0., No. 530,

Pension, dated 14th July 1897, regarding the maintenanco and verification of service books
and the submission of —.
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. . GOVERNMENT OF MADRAS.
) LOCAL AND MUNICIPAL DEPARTMENT

. Reap—the following paper :—

@.0,, No. 530, Pension, dated 14th July 1897.

e — —

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

amengjl;znl‘;gliz tg(i'ag" il up b?’ the Accountant-General are approved, subj ‘
e ot d elow, They will be printed in pamphlet form a,dsu ject to the
o all eads ‘of departmients concerned for information and u'dn commuaicatod
epall)' ments vqlll mdept on the Superintendent of the Gover% wcanco. Heads of
number of copies required in each department. ment Press for the
2. (a) In rule V, for the words “after bei
\ eing dul
{))ﬁice, the book S}}Oulfi be transhitted to the head of theyogitégszgdwll)ly ihe head of that
teezln ttransferred, will be substituted the words ¢ the book, after blee' the officor has
to d }z: ehand attested (vide rule VII) by the head of that office shoul&nl()g duly verified
o the head of the office to which the offlicer has been transferred. ” ® transmitted
(3) Tn rule VII for the words ¢ - ki '
Cin Jasenry of every year.” words ¢ once a year,” will be substituted the words
(¢) Rule XV will be amended to read as follows :-—
¢ The above procedure should be followed also by officers of the th.
ments noted in the margin. e depart.

. Judicial. Loeal Funds
%dufzzztior}al. . . Municipalities. g]flgzgrd(;ptnﬁ‘t}nents should nominate some
MZ%Iforfmn’ Tevenuo Survey and (g g of their respective departmentssfor
Mec al. Settlement. e due performance of the duties d
_ MO ice. SaI!;, Abkén  and scribed in rule XIIIinlieu of the Tre .
M :3;?‘ ol Customs Admiuis- Deputy Collector, and should al Tty
. siastical. tratiop. for their respectiv’e departm ta iﬁ defino
| | ments the term
. 5. The Government trusts th _head of t.he office as used in these rules. ?
C . £ at a strict attention to ther ned o
. + oPgevent for the future the great delaysi ; o rules now jssued wi
s {Mjcations, which the G s K ys in the preparation and submissi ; i
)y ’i , overnment has so often noticed and condemne(;On of pension
? .
. .‘-\,’) ’ (True Extract.)
I o ] - ¢ . 1
’ - (Signed) . G. STOKES,
— o \.,,,"T"’{B ountant-General, with copy of rules Ag. Secretary to Government,
» e ublio Department h :
» :?1 Z{;‘ldlcml ]%epartment . ’,: )
. ,» the Revenue Department ' for communicati
,» the Local and Municipal D . : . L heads of partmont undes
. " tge Marino Departmelx)lt, wiiga:)?)l;%tf :;7111211 copy of rules, | thems. of departments under
» the Superintendent, Government Press, with copy of rul
] €8,
. Endorsement of the Pension Department, No. 565, dated 22nd Jul
Anstracr.—Transferring, f . : and July 1897.
. of servi ng, for favour of necessary acti i
rvice books. y aclion, papers relating to the maintestance
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r—No. 1622 L., dated 26th August, 1897. ] . . .

h the Goverﬁment Order rezd above will be communicated
1 Local Boards -

ORDE

The rules circulated wit
to the Sanitary Engineer and to the Presidents and Chairmen - of al
and Municipal Councils with the request that, as required by rule 11, they will assign
to a particular clerk in their offices the duty of preparing and maintaining seryice
books, and that, as required by rule XV, they will define the term ¢ head of the office”

for the purpose of the rules. .
9. The annual verification of service books required in rule VII has already been
entrusted to the local audit department by G.0., No. 945 L., dated 21st May 1896,

and the similar duty in regard to municipal &
will now be assigned to the Inspector of Local Fund Accounts or his Assistants who

audit the municipal accounts.

-

(True Extract.)
S e

. | /

V’,ﬁf Secretary to Government.

L4

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

all Chairmen of Municipal Councils. /

all Collectors. .
e

the Accountant-Greneral.
ion Department, with thirteon enclosures reburned.

»
”
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ervants whose services are pensionable
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ATPENDIX. '

—

" RULES REGARDING THE MAINTENANCE AND VERIFIC
BOOKS AND THE SUBMISSION OF PENSIO

The following consolidated ingtrpctiox}s regarding the maintenance ang 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 :—

PART I.—MAINTENANCE AND VERIFICATION oF SERVICE Boogs,

I. Every non-gazetted officer holding a substantive a
nent establishment should keep a service book in the form
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 hig office.

II. A clerk in each office should be entrusted with the preparation and mainte.
nance of service books, and should be held personally responsible for theip correctness
and completeness. 1Ie ghould 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, shoyld have it
attested by the Head of the office.

IIL The verification of entries made by a clerk in service books ma
to his immediate departmental superior if the head of the office s

responsibility as to their accuracy will rest with the latter officer w
them.

N APPLICATIONS

ppointment on 4 perma-
prescribed in articles 878

¥ be entrusteq
ces fit, but the
ho has " to atfest

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 ;

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

(¢) suspensions, degradations, dismissal or removal from service on account of

nisconduct or inefliciency, are duly noted with a brief note of explana-
tion ; -

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

(¢) the deputation of an officer to temporary appointment
article 410 of the Civil Service Regulations,
proper column ; :

(/) all erasures or interpolations are duly initialled by the head of the office ;

(g9) the necessary signaturcs of the several officors are obtained in the proper
columps ;

. (%) no certificates of character are’entered in column 18.
(¢) the surname or house name of the officer is correctly g
V. When an officer is transferred, whethe
one office to another, the necessary entry of th
should be made in his service book in the erred
and the book after being duly verified to date and attested (vide rule VII) by thé
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 i

: 1 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, '

whether by promotion, transfer, degrada-

, if any, under
is duly noted in the

iven.

r permanently or temporarily, from
e nature and reason of the transfer
office from which the officer 18 transf

VI. The date of commencement of service in any g ointment will be the dat
from which an officer draws the Y 4PP 1L 26 the date

: pay of an appointment, and the date of termination
the 'datte u%) tto wh;;:]h he'”drgw sulih pay. Periods occupied in fransit from ope
appointment to another will be reckoned ag service in the appointment, the pay of
which the officer is allowed during transit. o ’ Py e

C
«
€ C

ATION OF SERVICE

R |

e
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VIL The service books iu each office should ’t1>e {:Takgm ti% ég;dvﬁ?%ﬁ?lgﬁi (132
. r year and also as prescribed in rulé V, by '
Ja}?: 'az:f);ez(') fsi‘tffsrf}yh}]i himself that the services of the officer concte'rned iﬁ; 1c(in::Co§§
;‘;oo;'ded in his service book in conformity with tthe above instructions, s
o i 1 ig e. 1
rtificate to that effect therein under his signatar .
" VIIL In regard to periods of service which cannot be verlﬁef(‘}‘l from oﬁégfnzczfo;-f;
rach a3 parbily s e ttuson scs and sbachod
i his contemporary employ¢s should be tak |
g: 13?(:1 Zgr(;fic:?book, Witph théY opinion of the then head of office, as to whether the
iod 1 tion should be admitted or not. . o
Perw}iYm %E(;Slfad of the office, in recording the annual certificate of verification

| agreeably to rule V1I, should, in the case of any portion of service that cannot be

i g istinctly state that for the excepted periods (naming
Zt?:ﬁ;i fsrt(;r‘?en?giei; ivc:llt(z;ig dI;;CItlfe oflicer as well ashis contemporary evidence is
ched to the book. . L
e X. In te Land Revenue Department, the duty of perfolrlmléng ann’i‘lﬁl V]%rilvﬁics?g;f;i
of service books is entrusted to the Treasury Deputy Qooefhor§. aba(:]_ Divisional
ficers should in such cases make it convenient, either during the jamabe di or when
on four i their taluks, to inspect the service books kept in the Tahsildars’ an
%lepﬁftl;'r i‘:hsildars’ catcherries in their divisions and to see that they are properly

maintained in accordance with these instructions, and take due notice of any instance '

olect or omission. L .
§ ne%I Whenever an officer is transferred to foreign service, the head of his ofﬁ‘ilcle
14 forward bis service book to the Aceountant-(}fneral for the purpose o t1 e
Shout: %eiuo‘ duly noted in it, agrecably to article 835 of the Civil Service Regu a;
:Eﬁ: erThe sume procedure should be followed when the officer reverts to Governmen
service or proceeds on leave while in foreign service.

Parr I11.—PROCEDURE PREPARATORY TO RETIRING AN OFFICER FROM SERVICE.

X1I. Whenever an officer of the Land Revenue Department employed in :LD
office subordinate to a Divisional officer appliefs lfpr pgﬁnswnl,l or1 ;’3::;;? ;,tdlrs ai:cthg;%ht
esi ire him, the immediate head of his oflice shou . -
d'e S}rablfcz):o gfltsligilh:;l(,l tfoel'\lvard it with the officer’s service register through thﬁ
%Litxli('l)énional (?Fﬁcer to the Treasury Deputy C ollectoi', who, after (.hte siruttlllx;yDaix;;_is is(:lncal
i may be necessary, will return the service register to [
igzl:ir:e[;(tli‘g:i};gihatyall information is ready for the immediate completion of the

. pension application. Then and not till then may the retirement of the officer be

; icati i ted. In either case, the Divisional
ed or his application for pension be accep > , 1visl
r(zﬁz:;m“?ﬁ(lkatognee a%%ress the Collector for orders. On receipt of the D1v1smp:ﬁ
?)ﬂlcer’s communication, the Collector will pass final orders as to the date from whic

the officer should retire or be pensioned, which order will be communicated to the *

L e i 'ect to and to the Treasury Deputy Collector for the
DW““OIFI Ogieflfe tfgngf f{igfiléaiierf f;fox(3 pension and for its )srublr}is§ion to the Collector
prepara 1? " e. This procedure will prevent declay in the submission of pension appli-
for signa l(lir .uard against officers being retired who may have. yet a few months to
zigﬁztznscng'ice ent?tling them to a higher rate of pension. :

i i he Divisional officer
he immediate head. of an office subordinate to t : ¢
XIIIf.ﬁW.hﬁlr‘l‘;i ; for service and his examination by a n_ngdlcal officer is consu.iered_
finds an o cilc; should at once report the fact to the Divisional officer forwardicg a
ltflpfiw;g;%cation for pension or gratuity, as the case may be, along with the service
ra

ister. The Divisional officer will forthwith sepd them to the Treasury Deputy
reng €T, N

Collector, who, after such further enquiry (if any) as may be necessary, should certify -
0 ) .

that the penslon or gra ul y app icatl is r y 1 . On receipt of this
certificate (bult not till thzn), the Divisional officer will address the medical officer

questing him to examine the officer and -furnish him (the Divisional officer) with a .
re g

i fur i f his letter to
ti is fitness or otherwise for further service. A copy o
:ﬁtat]fﬁc:ﬁeaissgﬁgg slfould be sent to the Treasury Deputy Collector through the

1 i 1 ’s certificate, the Divisional
. Immediately on receipt of tho medical officer’s cer , .
gi%léggtsvrﬂl is?ue the ne};essary orders in case the officer i3 declared fit. In case the ;
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certificate declares him to b " fo;
without ; g ?'}mﬁt for further servi ot
b %;liu(i)e;:sy,o Ii"fg(l;v:;(()lr }Lt;‘ to tne(;l‘reasury l)eputyrvé'(i)el’legloi tI}),NlSlo}xllal officer
: he 1mme iate preparati ’ rough the
;Ii‘véxr'lat&lty tang communicate them topthel: ;ﬁisi(i);}ozf iﬁhe final g
S ifioat eel‘e 'j)’h g %mpensmgb with the officer’s serviei:s (ﬁ‘%ier,t
! €.  Treasury Deputy Collector wi . 1
or gratuit ; . or will, wit
theg Pen;ignazgllgﬁaﬁt ;nd Oli'tal?' the .Colleetor’s’ Siglnl:‘szﬁedfiatyﬁ prepare the pension
Treasury Deput application 1s submitted t e same. As soon a
hatde y Collector will inf nitted fo the Account X
will—if in any case th orm the Divisional offi puniant-General, the
1 1 any c ere appears to be und L oflicer. The Divisional ¢
application (i.e., if the Treas D ue delay in the submissio} al officer
forming him)-’invite th ury Deputy Collector dela omission of the pension
_ e attention of the Treas ys more than a month in in-
order to avoid the chance of a pension applicf:tizgrgeigep;tiyl lelector to the dellfyl?n
g mislaid.

XIV. Th
may be mo d eel aab(i)zet{)lrocedlurc_e should be strictly observed, so that i
Collector should \y;'arn ‘llf T?s;hglﬁ?:;guDOf Izenjion applieation; to é{)vzﬁnﬁgm? there
that he will hold them | , Deputy Tahsildars and Taluk I cnt.  The
DA fey em personally responsible for negleet or disolll)ed?éii.i‘ﬁcfg;)ntaént;
XV. T g e
The above procedure should be followed also by officers of the t‘h
ments noted in the margin, OThzrh(ieaI()l?;

oo will,
ugh ollect

application for pensi(())rl.l,
so that effect may be
he date of the medical

Judicial. T.ocal Funds

Eg{;"ig‘;‘;g& Municipalitics. tlflgse departments should nominate so

egistraion, Revenus _ Survey officer of their respective department ?1 :

Medic i and Settlement] the. duq performance of the duti s for

Poliea. S(%lt’ Abkri, and scribed in rule XIIT inlieu of th }i‘les de-

Marine. | trl;igggs Adminis- %)eputy. Collector, and should :1801'93 Sgr
or their respective departments the :er?r?

*head of the office ” as used in these ruleg

A

Parr III.—
1.—PROCEDURE AFTER RETIREMENT oF AN OFFICER FROM §
‘ ERVICE.

XVI. DBe : . .
ant-General glfl‘;riefipaft"hmg an application for pension or gratuit
prepared in izonformityow?tril (;1;}11: ? Siiould- satisfy himself that the alpgl;ccoa'f.he %Ceount.
n X
are reproduced here for ready refe:e;lzztlons 1ssued by the Accountaat- o

1. Agidavit or contempo i
service as are not veriﬁablep f:?g rzgég(i:ce should be submitted 1
9. Afidari ‘der
| fidaret or contemporary evidence should state in full d tail
etails

appljcant was in permanent
service or any leave granrtled?mploy, and (2) whether there were any b

3. Age.*When "eci d ) . .
should be assumed precise date of birth is not known, 1st J V
. . . ) uly Of the year Of .

birth

« 4. Age as given in servi |
ervice book, if sul
by a Government Order approving the alst‘;::&((l)llllently amended,

6. Age of incapaei
paeity to continue in servi
_ rvice— 1 51 i
6. AZtemtzons.—M’ake in red ink and iniiialsupenor 72 and infeior 60

7. Average Emolume
- nts.—Append 1
to articles 630—532, Civil Servigg Ililegslarilii?: e

8. Average Emoluments
nis—Wh ion i
Local Fund or Pouhd Fund, the xﬁen?ff:;gﬁmlssparﬂ

services, enteri inei
services, tering local or provineial, as the case
9. Character and C
. onduct.
remarks, which should be ma(i;—iﬁllte
standing of the case, g

10. Compensation Penss ;
mont ot ension owing o reducti 1
ot found elsewhere, and what the amoéﬁﬁf;iﬁhzﬁmént't_smte why employ«

gs eflected is,

_ « 11. Delay—Explai 1 i
| y—LExplain delay in submission of application beyond a month,

4
<

as beens
General, which

or such periods of

(1) whether
reaks in the

should be supported

dum of caleulation with reference

y debitable to
hould take the form oIfn Icl(i):foorr;ti(}

may be, under column ¢ Establish

merely good, bad, fair or indi w
y Tair or indiff i
¥ when absolutely necessary tc: aerxfailrlrg;t I;Itlltli?xl't
o -

N
s

~

lastinghs
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ving' sufficient superior service for pension

12. Gratuity.—Inferior servants ba

are entitled to gratuity for inferior service, though retired at 55 years of age.

13. Gratuity—Inferior cervants are eutitled to separate gratuity for superior °

service in addition to gratuity for inferior service.
vice to inferior for combmed

14. Gratuity—Inferior cervants adding superior er
pension are not entitled to gratuity for the former. .
__Give date, month and year of the various appointments,

15. ITlistory of Services.

promotions and cessations. A month is reckoned as thirty days.

o. state his substantive

16. Iistory of Scrvices—When the applicant is acting,
appointment. :
17. History of Services—Enter the several rates of acting allowances separately
from pay. .
s not reckoned as service should be distin-

18. History of Services—AllL period

guished, and reasons for their exclusion given in th
19. Identification Marks.—Specify a few conspicuous marks,

possible. N !
0. Leaves trregularly granied —State officer responsible &

overdrawn.
91. Leave to Inferior Servant

e remarks column.
not less than four, if

nd amount; of allowances

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

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

93. Leave to Inferior Servants without allowances.~—W hen 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
Jeave taken without allowances.

94. Medical Cerlificate, if granted after ap

* cause of delay.
95. Medical Certificate—Give re

grant of the certificate.
. 926. Medical Certificate should invariably accompany the application. A
under article 487 (3)in

97. Medical Certificat should state particulars required
icants under 55 years, and the explanation of the head of the office

respect of appl

should be given under head b on the third page of the .application. .

98. Medical Certificate should be granted only by Comufissioned Medical officers,
v Officers and Civil Surgeons, and not by a Warrant

District Medical and Sanitary
Medical officer, Civil Apothecary or Ho:spital Assistant. ,
29. Medical 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 name’ of applicant and his father.

31, Name.—When initials or name of applicant are incorrectly given in the
various records consulted, mention fact in forwarding the application to avoid unncces-

sary references from this office.
39 Resignation of Servie
involves a break of service.

33. Resignation of Service.
he is in favour of condonation of such
a reduction of the pension or gratuity,

34. Retirement Date—Accor
ficate should correspond.

85. Retirement, if voluntary,
application.

86, Retiring Pension.—An officer o
recommended for superannuation pension,

87. Superannualion, if ordered by Government

against head 6 in {he third page of the application. ‘ .

plicant has ceased to do duty, state

asons in case of retention in service after the

otherwise admissible.

state fac

if entitled to retiring or invalid pension.

¢.—The head of the office should “state its cause when it

—The head of the office should also state (1) whether
break, and (2) if beis, whether with or without

ding to service book, application, and last-i)ay certi-
t against head 5 in the third page of the
ver 55 years of age need not necessarily be

, quote its order, number and date

© - g v T
| N S paspsat Lodh
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88, Service.—Cause of its termination ir. each appointment should be entered in
. service book and attested. 1o ‘ :

_ 39. Service 'n an Acting Appointment.—If counting, state (1) whether appoi
was fully vacant, (2) whether another counted serviceo(,iuring(tlze period agﬁozg‘;nllgli:
original vacancy occurred, if applicant came in a chain of arrungement,. ’

. 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. : S ;

41. Service, Foreign, shonld, 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,
s 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 service 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 ” inthe history of services, note
the class of records against the entries, such as pay-bills, acquittance rolls, &e.

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

47. Vernaculur entries should be accompanied by translations in English. -

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

XVIL The Doard of Revenue is empowered to grant pensions and gratuities to
evenue 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 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 :—

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

Head Assistant Collector, Assistant Collector and Deputy Collector.
o(?) Revenue Settlement, . >

(¢) Inam Commission,
(d) Salt and Abkdri,
(e) Customs,

¢ (7) Income-tax,

" (g) Stamps, and
(%) Forests. c

XVIIL The Inspector-General of Police also is empowered to grant i
e e . 1
gratuities to police officers on pay not exceeding Rs. 20 a monthgin eaS:s ?Illoﬁslfigﬁ

there is no doubt as to the admissibility of the claim under th i i
Civil Service Regulations. = . y @ rules contained in

XIX. Officers who have .retired from the service should be requir i

) \ ; ed to f
§nf0rmatlon to the head of their late office regarding their place of gesidencg ilxllrzfl:s};
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.

When givén for cepying
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. 191

When examined_—— . > ——

! When signed .

b ; & ey
Y Al .
% i} 4
"\ Rasp seum G.0., No. , DAYSD
(22N 191 .

Cor1xSY Mo.

Hypesosg s xo € No,
‘ .
i ’
. Y

.
[
.-

CRpEx 08 UOVERAMEET.

-
1
. 2
- ‘v
3
¢

Lartas “a Goveayweat.

Apazamunt vitsd Pixx0.

()
Fapaps mor NILRD Uk, BEIXG MBAS® JOR DEBFA

18 03 HIRAL.

—

e s ot o

S
e e

1.8/-
A m Copy is fuile
i © B Kot to bewpivd.
I P . Lopy abetat ouiy.
A’ & Copy hesdmgony.

!

!
(
!

N

 Aaa a b A A A& .

™ o BRI o wh et NN awm MM_VT‘, -

R LTI U



	Copy_of_Image00016
	Copy_of_Image00017
	Copy_of_Image00018
	Copy_of_Image00019
	Copy_of_Image00020
	Copy_of_Image00021

