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No. 530, Penston, l4ta Jury 1897.

GOVERNMENT OF MADRAS, V6 ORGAE hei S

PENSION DEPARTMENZ 24 dlL fyy; &

rDER— No. 530, Pension, dated 14th July 1897. :&

The rules drawn up by the Accountant-General are approved, subject fo
nendments noted below. They will be printed in pamphlet form and communie:
all heads of departments concerned for information and guidance. Heads of
rtments will indent on the Superintendent of the Government Press for the n
copies required in each department. »

2. (2) In Rule V, for the words, ““after being duly attested by the head of

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
date and attested (vide Rule VII) by the head of that office, should be tran
‘the head of the office to which the officer has been transferred.”

: (8) In Rule VII for the words “ once a year,” will be substituted the
~ “in Jaguary of every year.”
¢) Rule XV will be amended to read as follows:—
“The above procedure should be followed also by officers of the o'tl%':
o ) ments noted in the margin.
~ Judicial. . Loeal Funds. these departments should nomin
- Educational, Municipalities. officer of their respeetive departn
- Registration. Revenue Survey and  the due performance of the
e g oettlement. - geribed in Rule X1 in lieuof th
alt, Abkari and  poer Oollector, and should s
B T solosinstioal g‘;:f;’,‘f 8 Sdme for their respective departments
; head of the office as used in thes

' 3. The Government trusts that a strict attention to the rules now issuec
~ vent for the future the great delays in the preparation and submission of
applications, which the Government has so often noticed and condemned.

(True Extract.)

7o the Accountant-General, with copy of rules.
~,, the Public Department 4o 44 oo s.es
,, the Judicial Department do.
» the Revenue Department do. i
,, the Local and Municipal Department, with copy of rules,
,, the Marine Department, with copy of rules, J
" the Superintendent, Government Press, with copy of rules.
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for eommunication to
| of departments un

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

Tue following consolidated instructions regarding the maintenance
and verification of service books and the sabmission of pension appli-
cations are furnished for the information and guidance of all officers
employed in the Civil Department :—

Part I.—MAINTENANCE AND VERIFICATION oF SErRvice Booxs.

I. Every non-gazetted officer holding a substantive i
on a permanent establishment should kee};g a service bookaipilP zﬁtiﬂ
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.

IL. 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 mnote
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 entries made by a clerk in i
books may be entrusted to his immediate departglental superiorsiefr ‘;;1](1::
Head of the office sees fit, but the responsibility as to their accurae
will rest with the latter officer who has to attest them, o4

IV. The clerk entrusted with the dut intaini i
WASA AL AR oy e duty of maintaining serv1‘ce

(@) the dates of commencement and termination .'of vice 1
an appointment with the rate of pay are correotsl?"nlgge&[}
(b) lea\(rle t:j all kinds (except casual) is duly recorded in
etail ;
(¢) suspensions, degradations, dismissal or removal £ i
1 1 ) rom service
on account of misconduct or inefficie
@ with ? lt)rief note of explanation ; e i
cause of termination of service, whet i
transfer, degradation &o., is duly, giv:nh;er it
(e) 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 ; b
a er . -’ . .
ofa:};z:%sfﬁ):ex;nterpolatlons are duly initialled by the Head
(9) the necessary signatures of th i
it DS ol e several officers are obtained
(k) mo certificates of character are entered in colamn 13.
() the surname or house name of the officer is correctly given.
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V. When an officer is transferred, wlether permunently or teme
porarily, from one office to another, the necessa _entry of the nature
and reason of the transfer, 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 main-
tained in his office. If he should find any error or omission in the
book on receipt, he should return it to the fogwarding officer for the

urpose of having the error rectified or omission supplied, before the
gook is taken over by him.

VI. The date of commencement of gervice in any appointment
will be the date from which an officer draws the pay of an appoint-
ment, and the date of tormination the date up to which he drew such

ay. 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 Hedd of the office who, after satisfying }n_mself that fhe services
of the officer concerned are correctly recorded in his service book in
conformity with the above instructions, should record a certificate to that

offect therein under his signature. N

VIIL In regard to }Eariods of service which cannot be verified
from office records such as Pay bills, Acquittance rolls &e., an affidavit
of tho officer concerned and evidence of his contemporary employés

ghould be taken as occasion arises and attached to the service book,

with the opinion of the then Heoad of office, as to whether the period

i1 question should be admitted or not. : ;
oy 1X. The Head of the office, in recording the annual certificate of
vorification agreeably to Rule VIL, should, in the case of any portlonhof'
gervice that cannot be verified from office records, distinetly .statlc: £ tlt
for the excepted eriods (naming them) & sfmtement in th'ﬂ:xng d )
officer as well a8 E.ts contemporary evidence 15 attached to the book. .
X, In the Land Revenue Department the duty of performing
annual verification of service books is entrusted to the Treasury Deputy
Collectors. ~ The Divisional - officers should in such cases make it
convenient, either during the jamabandi, or when on tour in their

taluks, to inspect the service books kept in the Tahsildars’ and Deputy

Tahsildars’ cutcherries in their divisions and to see that they are prop-’

erly maintained in accordance with these instructions, and take due

notice of any instance of neglect or omission. ' .

XI. Whenever an officer is transferred to foreign service, the
Head of his office should forward his service book to fg.i: Accountant-
Goneral for the purpose of the transfer being duly noted in it, agreeably
to article 885 of the Civil Service Regulations. The same procedure
should be followed when the officer reverts to Government service or

proceeds on leave while in foreign service.

3

T_\ Pant 11.—PROCEDURE PREPARATORY TO RETIRING AN

e . .

—p e ——

(FFICER FROM SERVICE.

XII. Whenever an officer of the Land Revenue Department
employed in an office subordinate to a Divisional officer applies for
ension, or whenever it is thought desirable to retire hup, the immedi=
ate Head of his office should prepare a draft application for pension
angd forward it with the officer’s service register through the Divisional
officer to the Treasury Deputy Collector, who, after due scrutiny and
such further enquiry as may be necessary, will return the service
register to the Divisional officer certifying that all information is ready
for the immediate completion of the pension application. Then and
not till then thay the retiement of the officer be recommended or
his application for pension be accepted. In either case the Divisional
officer will at once address the Collector for orders. On receipt of the
Divisional officer’s communication, the Collector will pass final orders
as to the date from which the officer should retire or be pensioned,
which order will be communicated to the Divisional officer to be given
offect to and to the Treasury Deputy Collector for the preparation of
the fnal application for pension and for its submission to the Collector
for signatare. This procedure will prevent delay in the submission ot
pension applications and guard against officers being retired who may
have yet a few months to complote service entitling them to a higher

rate of pension. :

XTII. Where the immediate Head of an office subordinate to the
Divisional officer finds an officer unfit for service and his examination by
a Medical officer is considered imperative, he should at once report, the
fact to the Divisional officer forwarding a draft application for pension
or gratuity as the case may be along with the service register. The
Divisional cfficer will forthwith send them to the Treasury Deputy
Collector, who, after such further enquiry (if any) as may be necessary,
should certify that the pension or gratuity application is ready for sig-
nature. On receipt of this certificate (but not till then) the Divisional
officer will address the Medical officer requesting him to examine the
officer and furnish him (the Divisional officer) with a certificate as to
his fitness or otherwise for further service. A cop of his letter to
the Medical officer should be sent to the Treasury Deputy Coilector
through the Collector. Tmmediately on receipt of the Medical officer’s
certificate, the Divisional officer will issue the necessary orders in case
the officer is declared fit. In case the certifieate declares him to be
unfit for further service, the Divisional officer will, without delay, for-
ward it to the Treasury Deputy Collector through the Collector wgo will
pass orders for the immediate preparation of the final application for
pension or gratuity and communicate them to the Divisional officer, so
that effect may be given thereto by dispensing with the officer’s services
from the date of the medical certificate. The Treasury Deputy Collector
will, without delay, prepare the pension or gratuity application and obtain
the Collector’s signature to the same. As soon as the pension or
gratuity application is submitted to the Accountant-General, the Trea:sury
Deputy Collector will inform the Divisional officer. The Divisional
officer will—if in any case there appears to be undue delay in the sub-
mission of the pension application (t.c., if the Treasury Deputy Collector
delays more than a month in informing him)—invite the attention of
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the Treasury Deputy Collector to the delay in order to avoid the chance
of a pension application being mislaid.

XIV. The above procedure should be strictly observed, so that in
future there may be no delay in the submission of pension applications
to Government. The Collector should warn all Tahsildars, Deputy
Mahsildars and Taluk Head Accountants that he will hold them person-
ally responsible 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

Judicial. . Local Funds. y :

Educational. Municipalities. the margin. The Heads °f

Registration. Revenune Survey and these departments should nomi-

%t[e]tz{m&l. ! ]StettletAn&l:itl.. ) : nate someofficer of their respect-
olice. & 1 an x

Marine. Ct,xstoms A:iminiSa PYe depa.rtments for th.e due

Heclesiastical. ration, performance of the duties de-

scribed in Rule XIIT in lieu of
the Treasury Deputy Collector, and should also define for their respective
departments the term “ Head of the office™ as used in these rules.

Part II1.—PROCEDURE AFTER RETIREMENT OF AN OFFICER FROM
SERVICE.

XVI. Before despatching an application for pension or gratuity
to the Accountant-Greneral the Head of an office should satisfy himself
that the application has been prepared in conformity with the instruc-
tions issued by the Accountant-General, which are reproduced here for
ready reference.

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

: 9. Affidavit or contemporary 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.

3. Age—When precise date of birth is nct known, 1st J uly of
the year of birth should be assumed. 2

4. Age as given in service book, if subsequently amended, should
be supported by a 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. Y

7. Average emoluments—Append a memorandum_of calculation
with reference to articles 530-532, Civil Service Regulations. -

8. Average emoluments.—When dpension is partly debitable to
Incorporated Local 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.

5
: ] ' ion ¢ lishment.—
; emsation pension owing to reduction of estab 1t~
tate vlvgyoéogglgyment fxot found elsewhere, and what the amount of

savings effected 1s. & X
11. Delay.—Explain delay in submission of application beyond &

_month.

#.—Inferior servants having sufficient superior service
for penii%n ﬁ:: t:xzxtgtled to gratuity for inferior service, though retired at
55 years of age. : :

18. Gratuity.—Inferior gervants are entitled to separate gratuity
for superi;)r sorvice in addition to gratuity for inferior service.
: p ; ; e i

. Gratuity.—Inferior servants adding superior service
ferior f(}f oon:{)line(i, pension are not entitled to gratuity for the former.

. History o services,—Give fiate, month and year of the various
appointﬁenﬁ?przym&ions and cessations. A month is reckoned as 30
d - ) . . . o
o 16. History of services.— When the applicant is acting, state his
substantive appointment. :

17. History of services.— Enter the several rates of acting allow-

ances separately from pay- ; :
. Hist of services.—All periods not ree oned as service
should %)2 dlz:fn%shid and reasons for their exclusion given in the re-

marks column. d i
19. Identification marks.—Specify a few conspicuous marks, not

Jess than four if possible.

0. Leaves irregularly granted.—State officer responsible and
amount of allowances overdrawn. :

91. Teave to inferior servants.—All periods of duly-sanctioned
leave count. Y

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

93. Leave to 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 taken without allow-
ances. : 5

24. Medical certificate, if granted after applicant has ceased to
do duty, state cause of delay.

25. Medical certificate.—Give 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 () in respect of applicants under 55 years and the explana-
tion of the Head of t%e office should be given under head 5 on the third
page of the application.
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28. Medical certificate should be granted only by iasi ’ ihsation = ¢ how verified’ in the history
Medical officers, District Medical and i‘anitm-y Z{ﬁg;,sm’;‘:amgew 45. Verification~In the column *ho

Surgeons, and not by a Wagrant Medical officer, Civil A
Hospital Assistant. s dia : v, Civil - Apothecary or

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

80. Name.—~Specify in full houss o t .
and his father. i x country name of applicant

81. Name.—When initials or name of applicant are i ‘
: i , Hlice re i
given 1n.the various records consulted, mentionplfuot in forwa[:i(i);rge?lll{
application to avoid unnecessary references from this office.

82. Resignation of service,—The Head of th
its cause when it involves a break of service. Z AP e dtale

83. Resignation of service.—The Head of th
state (1) whether he is in favour of eondonation of :ugfi%i:;lé)u;c;da(l;o
if he is, whether with or without a reduction of the pension or : sabis )
otherwise admissible. . : gratuity,

34. Retirement date.—According to service book icati
and last-pay certificate should correspond. e

85. Retirement, if voluntary, state fact against head 5 i
third page of the application. g ead 5 in the

38. Retiring pension.—An officer over 55 years of age need not
necessarily be recommended for superannuation pension, if entitled to
retiring or invalid pension.

37.%Superannuation, if ordered hy Governme nt, quote its
number and date against head 5 in the third page of the g,pplicslxtio(;lrfier’

88. Service.—Cause of its termination in each appointme t
be entered in service book and attested. PP nt should

89. Service in an acting appointment.—If countine. stat
whether appointment was fully vacant; (2) whether anotl%érs :osm(;;&
service during the period; and (8) how original vacancy occurred, if
applicant came in & chain of arrangement. :

40. Service in temporary appointment.—State always wh
not the applicant retained a right to revert to substanﬁvey:pwpoiegilgezz
furnishing a copy of the departmental order.

41, Service; Foreign, should, in every case, he support
ernment order saaiotioning: the transfer and a memorag}()iounfi'fb ioggrvi—
butions paid. :

42, Service book.—State reason for omission of si .
Head of the office or that of the applicant in any cas(:). gy e

43. Suspension or dismissal.—When the order does not contain

full particulars, a brief statement thereof should be appended. 1t order

itself is not forthcoming, summary of available evid
with the application. e ey

44. Transfer from qualifying to non-qualifyin i
Government should be supported by e copyqof th{laﬁtlfggtl;eﬂg?&er
whether transfer was voluntary or made under competent autho’xity. g

of services, note the class of records against the entries, such as Pay bills,

acquittance rolls, &e. - i <

. 46, Verification—When fact of service in another office is not
satisfactorily attested in the service book, a duly-certified 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 not in any way render a study of the Regulations
unnecessary. Many of them are, however, reproductions of articles, which a lengthened
experience has shown this office, are commonly disregarded.

XVIIL The Board of Revenue is empowered to t 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
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 Col-
lector and Deputy Collector,

(b) Revenue Settlement,

(¢) Inam Commission,

(d) Salt and Abléri,

(e) Customs, .

(/) Income-tax,

(y) Stamps, and

(k) Forests.

XVIIL The Inspector-General of Police also is empowered to
ant pensions and gratuities to police officers on pay not exceeding
ga. 90 a month in cases in which there is no doubt as to the admissibility
of the claim under the rules contained in Civil Service Regulations.
XTIX. Officers who have retired from the service should be required
%o furnish information to the Head of their late office regarding their
place of residence, in case it should be necessary to obtain further infor-
mation 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.

W. MICHAEL,
Offg. Accountant-General.
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