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(13) Follow instruction given in Rule 59. Divide work of preparing pension papers in three stages as per
the prescribed time schedule.

(14)

Ensure that Form 5 has been completed in all respects. Form 5 is to be filled very carefully. Ensure
the following while filling up this Form:-

()

(b)

(©)

(d)

(e)

®

(@
(b)

(©)

(d)

In terms of Rule 61(3) if the pension is desired in another circle of accounting unit, prepare it in
duplicate.

Keep in view the provision of Rule 13 to 18 while filling up Column 7 regarding date of entry
into Government Service. Check whether there is any interruption of service and whether it
has been condoned or it entails forefeiture of past service. For emoluments for gratuity, see
provisions of Rule 33 and 50.

Indicate in Column 8 the last day of the month in which a Government Servant’s attaining the
age of 58/60 years, as the case may be. In case the date of birth is the first day of the month,
indicate last day of the previous month.

While filling up columns 15&16 ensure the following:

Rule 21—For counting of period spent on leave.
Rule 23—For counting of period of suspension.
Rule 27—For interruption in service.

Rule 28—For condonation of interruption in service.
Rule 29-30—For addition to qualifying service.

In terms of Rule 14, only service paid from consolidated Fund of India and in pensionable
establishment shall count.

For calculating average emoluments during the last 10 months, see the provision of Rule 34.
For filling Column 20 ensure the following:
(1) Only service gratuity (no pension) is admissible for less than 10 years qualifying service.

(ii) In terms of Rule 49-(3), express qualifying service in terms of six months period.
(Fraction of a year equal to 3 months and above shall be treated as a complete one half
year).

(iii)) Amount of Invalid Pension should not be less than Family Pension as laid down in Rule
54 (2).

(iv) In terms of Rule 49 (4), express finally determined pension in whole rupees. (Fraction of
a rupee to be rounded to the next higher rupee).

(v) Indicate graded relief at the rates applicable from time to time.

(vi) Pension including relief on pension does not exceed the limits prescribed.

For filling up column 21, the following points must be kept in view:
Thoroughly read the provisions of the Rule 50 of the Pension Rules.

Examine whether the Government servant has completed 5 years’ qualifying service and is
eligible for service Gratuity or pension under Rule 49.

For each complete six months of qualifying service workout DCRG at 1/4 of his/her
emoluments.

Ensure that the maximum limit of 16%5 times and Rs. 50,000/- or limits prescribed from time
to time are made applicable.
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(e) Col. 24 deals with dues recoverable form DCRG. For filling up this column the following

points may be borne in mind:

(i) Government dues, as defined in Rule 71, are assessed and adjusted.

(ii) Dues other than the dues relating to Government accommodation (as prescribed under
Rule 74) should be assessed and completed 8 months prior to date of retirement and
adjusted against DCRG.

(iii) Any dues which remain outstanding, apart from the above, shall also be adjusted against
DCRG.

(15) Interms of Rule 61 (1) forward the pension papers in Form 8, alongwith all enclosures to the PAO
not later than six months before the date of retirement of Government servant.

(16) Any event taking place after the sending of Pension papers having a bearing on pension should be
intimated to P&AO (forthwith).

(17) Intimate all Government dues at least two months in advance to PAO and other dues coming to
light later, as and when they come to light.

(18) Ensure writing to the Director of Estates regarding issue of ‘No Demand Certificate’ 2 years before
the anticipated date of retirement of the Government servant in respect of the period preceding
eight months of the retirement of the allottee. (Rule 57).

(19) Watch the receipt of the advance ‘No Demand Certificate’ from the Director of Estates and ensure
full recovery of the amount shown as due in the advance ‘No Demand Certificate’. There after it is
not necessary to insist another certificate from the Director of Estates for releasing the withheld
amount of DCRG (Rule 72 read with Director of Estates No.3/28/82 (P-1)/ RCS dated 4.5.1983).

(20) Ensure that the pension payment order is issued not later than one month in advance of the date of
the retirement of the Government servant. The amount of gratuity is also intimated by the Accounts
Officer well in time and there is no occasion for the payment of interest on delayed payment of
gratuity.

(21) Inexceptional case where it is not possible to follow the procedure prescribed in Rule 59 and if there
is any likelihood of the Government servant to retire before his pension and gratuity can be finally
assessed and settled, initiate action and ensure that provisional pension and 1009 of the gratulty, as

~ gratuity are sanctioned to him under intimation to the Accounts Officer in accordance with the
provisions of Rule 64.

(22) After issue of the sanction letter for the drawal of provisional pension and prov1snonal gratuity
ensure that:—

(a) these are drawn and disbursed in the same manner as establishment pay and allowances.

(b) Deduction are made from the provisional gratuity the amount recoverable under Rule 63(1)
and Government dues mentioned in Rule 71.

(c) * The amount of final pension and the amount of final gratuity is determined within six months
from the date of retirement.

(d) The Chances of disbursing the amount of gratuity in excess of the amount finally assessed are
minimised as the Government Servant shall not be required to refund the excess amount
actually disbursed to him.
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(23) In the case of Government servant, against whom Departmental or judicial proceedings, referred to
in Rule 9(4) are pending, initiate timely action so as to ensure that the provisional pension is
authorised by the Accounts Officer in accordance with the provisions of Rule 69.

These check points are not exhaustive. For further details read the provisions in CSS (Pension) Rules
1972 and the instructions issued by the Government from time to time.



