
No,24-16/Misc, (D/R)/GC/ 2016- (q 87 
Government of IndIa . 
Ministry of Water Resources, 
f<iver Development & Ganga Rejuvenation 
Central Ground Water Board 
Bhujal Bhawan 
NH IV, Faridabad-12100 1 

Dated: 

7 4 rfAR 

CIRCULAR 

J) To streamline the Pension and Pensionary benefit cases of 
oificer's/official's of CGWB it has been felt imperative to explain the 
process which need to be followed by all the Head of Offices of the CGWB 
to adopt and impkment for expeditious disposal of the pension cases, to 
enable the retiree's employee to get his dues on the date of his 
retirement. Following steps are required along with the checklist for 
finalization of pension cases are sum-up as below:-

a. List of persons due to retirement- List of persons due for retirement 
within 24 to 30 months should be prepared in JanuaTY and ,July each 
year, A copy of list should be sent to PAO, Intimation to the Estate 
Office should also be sent in respect of those occupying government 
accommodation, [Rule-56] 

b. No Demand certificate from the Estate Office- On receipt of 
intimation from the Head of Office, the Estate Office will intimate 8 
months in advance of date retirement the runount due, if any, and the 
amount recoverable for the remaining B months and for the period of 
retention after retirement Thc Head of Office will ensure that the dues 
are recovered accordingly. [Rule- 57, GlD (1)] 

c. Vigilance clearance- Vigilance clearance of officer/official retiring 
should be obtained well before 3 months of the date of retirement and 
the same may be enclosed while forwarding the case to PAO for pension 
settlement. . 

d. Verification of service- As a first step, the Head of Office should 
eomplete the verification of service at least 2 years before the date of 
retirement. If the procedure for annual verification of service and 
verification of completion of 25 (nowlB years of service) is correctly 
followed, there 'will be no difficulty in ensuring completion of 
verification before retirement. The review is done mainly to finalize 
cases where any period is left unverified, 

e. Obtaining Form - 5 from the officer'sl officials- 8 months before 
date of retirement, particulars in Form 5 should be, obtained from the 



official concerned along with specimen signature duly attested , 3 copies 
of passport size joint photograph of the official and the spouse duly 
attested, two slips showing personal identification in addition to family 
details. [Rule- 59] 

f. Completion of pension papers- At least 6 months prior to retirement, 
Form no. 7 (Assesement of Pension and Gratuity) should be completed, 
and sent to PAO, along with calculation of pension, gratuity and also 
commuted value of pension to be authorized to the retiree employee. 

[Rule - 60-61] 

2) To facilitate all the Head of Office of CGWB, checklist of Forms along with 
soft copy of Forms which can be downloaded, if needed, while preparing 
pension cases are also uploaded in CGWB website for easy assess please. 

Distribution:-

11) The Regional Director 
Central Ground Water Board 

~Karak 1lf? \ 
Sr. Administrative Officer (" 

WCR, Ahmedabad/ NWR, Chandigarh/ NR, Lucknow / SECR, Chennai/ MER, Patna/ 
CR, Nagpur/ NER, Guwahati/ NWHR, Jammu/ SR, Hyderabad/ SER, Bhubaneswar/ 
WR, Jaipur/ NCR, Bhopal/ NCCR, Raipur/ SWR, Bangalore/ ER, Kolkata/ KR, 
Trivandrum/ NHR, Dharamshala/ UR, Dehradun/ RGl, Raipur. 

12/ The Executive Engineer 
Central Ground Water Board 
Division I, Ahmedabad/ II, Ambala/ Ill, Varanasi/ IV, Chennai/ V, Ranchi/ VI, 
Nagpur/ VII, Guwahati/ VIII, Jammu/ IX, Hyderabad/ X, Bhubaneswar/ XI, 
Jodhpur/ XII, Bhopal/ Xlll, Raipur/ XIV, Bangalore/ XV, Kolkata/ XVI, Bareilly/ 
XVII, Dharamshala. 

(3) The Officer-In-Charge 
Central Ground Water Board 
JNH, New Delhi/ SUO, Shillong/ SUO, Allahabad/ SUO, Jodhpur/ SUO, Itanagar/ 
SUO, Pune/ SUO, BeJgaum/ SUO, Ranchi/ SUO, Agartala/ SUO, Vishakhapatnam/ 
CGWA, New Delhi. 

(4) All Sectional Heads/Officers, CGWB, CHQ, Faridabad. 
(5) The System Analyst,CGWB, CHQ Faridabad. He is requested to upload in website as 

Guidelines and froms for pension cases. 
(6) P.S. to Director (Administration) CGWB, CHQ Faridabad. 
(7) P.A. to Chairman, CGWB, CHQ Faridabad. 



i 
i whelher No i 
I enclosed I 
! or not 

I---'~ ~~!1f'-lhFIFc(Aoxr)mmtjO:~-&)mJnUl~onO(IP~emn£SiDonnw#~illtm;~~8rtiiFica~~mm~iondu~i~~~ 
~ , ! and dated by retiring official 

I 5 Fo-rm-c4c---+-CN70-m-i~n-a"'tio-n~10-r-ofa-m---CCily--p-e-ns-ci-o-n,------------------------- ,-,-"-,--~ 

~------tc6~~F!"'o"'rnC'1~5 ---+-'p""a-rt"'ic-u""la--r-s,of the retiring F~"N' to be obtaimidby the 'Head of office, six 
I, ! m,onths before the date of retirement 

~----jl':7r-tfF~Orrrmn77--~7A~Ss.se~s&smm€ien~tsSh.he~e;ttrok_~r",per~ni~andr~8,,~a'U~"Y-------.-------.~_'-.~,~~·-~-_--l~ 
-----+,;8:-' +F;:::o!"'rccmc--;;8----"-;cFc::o-crm~0:-;fc;leCCtc;-teccr:-;t-:-o:-;t-;:-:he' Accounts officers forwarding the pension papers of the 

retiring government servant 

9 Form18 -, Form for assessing'iln'ifaulhorizing the payment offamily pension and death 
I gratuity 

10 Form 19 -"Form for ng papers of grant oifamilipension and death gratuity to 

11 Certificate 

12 Statement 

13 Service 
. book 

. 

14 . Photos 

the Accounts Officer. 

Medical certificaIe of incapacity, if the claim is for invalid pensiim, 

Statement of the savings affectedand the reasons why employment eQuid 
not be found elsewhere, if the claim is for compensation pension or gratuity. 

indicating: ildale of retirementfvolunta,y retirement/death; as the 
case may be. 

ill upto date entry of increments. 
iii) Upto date entry of leave account. 
Iv) Upto date entry of service verification 
v) Upto date entry of CGEGIS deductions. 
vi} Relevant office orders reg. grant of ACPsIMACPs, 

Promotions should also be affixed in the sa 

" Joint passport size photo graphs ill triplicate <;July attested by the Head 
of the office(Loose photos in an envelope and not the pasted one}(Seal 
of the HOC should be clearly visible) 

15 - Two slips bearing specimen signatures ofihe '''''' ',"[,j person, duly 
by a Gazetted officer and if the retiring govt servant 15 not literate enough to 
sign his/her name, two slips bearing the left thumt) impression duly attested 

: by a Gazetted officer. 

: '. --- -----------------------------



,. 
Deta,ls I Two slips indicating the particu lars of height and identi fication marks duly I 

I ! attested by a Gazetted officer. 
I 17 Details . Two slips indicating the permanenl residentia l address of the retiring person, i 
1 duly attested by a Gaze tted officer. 

18 Form A request and undertaking for opting fixed medical allowance or CGHS 

I facility. 

19 Form Vigilance clearance certificate from Head of the DEpartment 
20 Schedules Detail of dues to be recovered from the incumbent, clearly mentioning the 

Head of Alc under which deduction has be made with recovery schedules, 
else, No dues certificate from Head of Office 

21 Chart A chart indicating page-wise verification of serVice and date-wise/day-wise 
period of non-qualifying service. 

22 Certificate An affidaviU An attested copy of Matriculation Certificate in support of date 
of birth of claimant, in case of family pension 

23 Statement B~ef statement leading to reinstatement of the Government servant in case. 
the government servant has been reinstated after having been suspended, 
compulsorily retired, removed or dismissed from service. 

24 Statement A statement indicating the reasons for delay in case the pension papers are 
not fO/warded six months before retirement 

25 Certificate Death Certificate duly signed by Head of Office in case of Family Pension . . 

26 Certificate A Certificate Or Order copy regarding Work Charge Helper Service or 
Contingent Service (period) of the retiring official duly verified by the Head of. 
Office. 

27 Details BSR Code along , with Full bank details of the retiring official on ·a 
separate sheet (Alc should be joint with the spouse and the pensioner 

, sho'uld be primary holder)( copy of passbook should also be enclOsed) 

~8 Statement A statement indicating whether the pensioner/Family pensioner is in receipt .. 
of any other pension. If so, its particulars and source from which being'drawn 

29 Statement A statement indicating whether. the pensioner is in occupation of gOY!. 
accommodation or not. 

30 Fonm Duly filled in mandate form along with a copy of cheque. 

31 Office order COpy of VRS acceptance by the HOD, in case of Voluntary retirement. . 
32 Declaration Declaration for non-employment after retirement in .case of Group A 

pensioners. 
33 Nomination Common nomination forms 

. 

34 Chart A chart indicating year-wise deduction of subscription of CGEGIS along with 
page number of service book 

35 Annex·ureXI Undertaking for refunding any excess amount to the pension paying branch. 



FOR\1 7 CHECK LIST FOR HEAD OF OfFICE FOR TIMELY PROCESSiNG OF RETIREMENT 
DUES 



Revised Form No. 10 
(Pension) 

FOR1vl OF APPLICATION FOR FAMILY PENSION 
(under the Family Pension Scheme, 1969) 

1. Name of the applicant 

(1) Widow/Widower 
Oi) Guardian if the deeeased person 

Is survived by child or children 

2. Name and age of surviving widow/widower and children of the deceased 
Govemment servant 

,S1.no Name 

~ .. _ .. _ .. _ .. _ .. _L~ ... _ ... ~ ... ~ __ ~ .. ~_~ .... ..J __ .. ~ .. ___ ._ .... .L .. ~ .... _. 

3. Date of death of the Govemment servant 

4. Office/Deptt. in which the deceased Government 
servant/pensioner served last 

5. 1fthe applicant is guardian, his date of birth and 
rclationship with the deceased Government/pensioner 

5.A. If the applicant is a widow/wido\;ver the amount of service 
pension which she/he may be in receipt on the date of death 
of the husband/wife 

6. Full address of the applicant 

7. Name of the Treasury or Sub-Treasury at vvhich payment 
is desired 



8. Enclosures 
(i) Two specimen signature ofthe applicant, duly attested (to be 

furnished in two separate sheets) 
(ii) Three copies of passpoli size photograph of the applicant duly 

attested 
(iii) Two slips each bearing left hand thumb and finger impression of 

the app licant, duly attested 
(iv) Descriptive Roll of the applicant duly attested, indicating (a) height 

and (b) personal marks, if any, on the hand, face, etc (to be 
furnished in duplicate) 

(v) Cetificate (s) of age (in original with two attested copies) showing 
the date of bilih of the children. The celiificate should be from the 
Municipal Authority or from the Local Panchayat or from the Head 
of a recognized school if the child is stu ding in such school. (This 
information should be ful11ished in respect of such child or children 
the particulars of whose date of birth are not available with the 
Audit Officer/Head of Office) 

9. Signature or left-hand thumb impression to be furnished in case the 
applicant is not literate enough to sign his name 

. 10. Attested by : 

11 . Witness: 

NOTE: Attestation should be done by two Gazetted Government servants or 
two or more persons of responsibility in the town, village or Pargana in 
which the applicant resides. 



FORM-14 

{See Rule-77(3) and 81 (2)} 

FORM OF APPLICATION F'ORTHE GRANT OF FAMILY PENSION,1964, ON THE· 
DEATH OF A GOVERNMENT SERVANT PENSIONER. 

is survived 
5. Name and age of surviving Widow/widower and children of the deceased Govt. Servant 

Pensioner 
SI.No. N: Age Rellltionshin with the Dal of bit·th 

deceased Govt. It 

, 

-I 

3 Name and No. ofthe PPO of the 
~ 

I sed nen siemer. 
4 Date of death of Govt Servant 
5 OffIce / Ministry in which the ..1. " ""1 V cd last 
6 If the applicant is guardian, his date of birth and 

rei: .: . 'lip with the deceased Govt. St." ,rant. 
A. If the applicant is a Widow/widower the amount 
of service pension which she/he may be in receipt on 

1-, the date of death of the Husband/wife 
7 Full Postal Address of the claimed/gtlardian 

,8 Place OfP"YUICCHC of Pension and Gratuity 
9 Enclosures 

i (1) Two specimen signat!. of the 'rr :ant, duly 
attested 

""""""------- --
(ii) Two copies of passport photographs of the 

. ClPpJicant,cillly attested . 
... ~ ... 

I (iii)Two slips each bearing left hand thumb and 

I finger impr~~sions of the applicant duly attested. 
(iv) Descriptive Roll of the applicant, duly attested, 

indicating( a) height and (b) personal marks, if 
any, on the hand, face, etc. : 

----2-

with two attested 



copies) showing the dates of birth of the children. 
The certificate should be from the Municipal 
Authorities or from the local panchayat or from 
the head of a reco nized school. 

10 Indicate whether family pension is admissible from 
any other source- Military or State Government 
and/or a Public Sector Undertaking/Autonomous 
Bodyllocal fund under the Central or a State 
Government 

I I Signature or left hand thumb-impression of the 

I appi icant 

IN. Attested by:-



(iii) 

FORJ'\i-12 

{See RuJe-77(2)} 

FORM OJ;' APPLICATION FOR THE GRANT OF DEATH GRATUITY ON THE 
DEATH OF A GOVERNMENT SERVANT 

L (1) Name of the claimant 

2. 

3. 

(ii) Date ofbilth 

(i) Name of the guardian in case 
the claimants are minors 

(ii) Date of birth 

(i) Name of the deceased Govt. 
Servant in respect of whom 
gratuity is being c1.aimed 

(iv) Date of death of Govt. Servant 
(v) Office / Ministry in which the 

deceased served last. 
4. Relationship of the claimant/guardian 

Full Postal Address of claimed/guardian: 
8. (i) Where gratuity is claimed by the guardian on behalf of minors, the names of 

Sl.No 
the minors their ages, relationship with the decellse~(}ovt. Servant etc. 

Name Age Relationship with Postal Address 
the deceased Govt .. 
Servant 

, 
" 

Relationship of the guardian with minor. 
Place of Payment of Pension and Gratuity 

Signature/Thumb impression 
of the claimant/guardian 



1 

2 

1 

2 

J I . Two specimen signatures or left hand thumb and finger impressions of the 
claimant/guardian duly attested. 

12. Attested by:-

Name Full Address Signature 

13. Witnesses:- , 

Name Full Address Sjonature 



FORM 18(Revised as 6 th CPC) 
(See Rules: 78(1) I SOn) r (3) and {5j and BO-B (1) and (5)) 

"Form for assessing and authOlizing the payment of family pension and death gratuity 
when it government servant dies whHe in service 

(To he 3f!fiJ in dliphctJie if payment rs des/Fed m a different Circle of accountmg [mil) 

PART - I Section I 
I Name of the deceased Government servant 
2 Father's name (and also hU'5band's name in the case 

offemaJe Government servant) 

3 Date of birth" (by Christian era) 

4 Date of death (by Christian era) 

5 Religion 

6 Office! Department! Ministry in ,"vhich last employed, 

7 Appointmenl held last 
i) Substantive 

i i) Offlciating 

8 Date of beginning of service 

9 Date of ending of service 

to Total period of military service for which pension, 
) gratuity was sanctioned; and 

ii) Amount and nature of any pension, gratuity received 
fOr the military service 

IL Amount and nature of any pension received for 
previous civil service, if any 

12, Goverrll'nenl under whkh service has been rendered in 
order of employment 

13, The date 011 which intimation regarding the death of 
G-ovcrnment servant was received by the Head of 
office 

14, The date on which actiOIl "initiated to·· 
i) Obtain claHt! or claims from the claimants in the 

appropriate fonn for death gratuity and f.amily 
pension AS provided in Rule 77 

ji) Obtain the "No dem"nd certificate' from the 
Directorate of Estates as provided in Rule 80-C( I) 



iii) assess the Govelllment dues other than the dues 
pertaining to occupation of Government 
accommodation as provided in Rule 80-C (2) and; 

iv) assess the service and emol umenfs qualifying for 
death gratuity and fam ily pension as provided in 
Rules78 and 79 

15. Whether nomination made for death gratuity? 

16. Length of servi ce qualifying for death gratuity I 
pension 

17. Periods of non qualifying service 
i) Interruption in service condoned under Rule 28 

ii) Extraordinary leave not quali fy ing for gratuity 

iii) Period of suspension ti·eated as non-qualifying 

iv) Any other service not treated as qualifying service 

Total period of,non-qualifying service 

18 a) Emoluments reckoning for death gratuity 
19. Deleted 
20. Deleted 

21.i) Proposed Family Pens ion at 
a) enhan ced rates [if service rendered at the time of 
death is more than seven years as in Rule 54(3)] 
b) Ordinary rares(as in Ruls 54(3) 

ii) Period oftenability of Family Pension 
a) en~lanced rates 
·b) ordinary rates 

22. Persons to whom family pension is payable 
i) Name 

Ii) Relationship with the deceased Government servant 

iii) Full postal address 
23. Details of Government dues recoverable out of 

gratuity 

i) License fee for occupation of Government 
accommodation [See Rule 80-C] 



ii ) Amoun t of dea th graruity to be held over pending 
rece ipt of in fo rmation from Ihe Directorate of Estates 
(See Rul e 80-C ( i), (v)] 

iii) Dues referred to in Rule 80-C(2) 

24. Date on which claims recei ved fi'om the claimants 

?s. Name of guardian who will receive payment of death 
graluity and family pension in the case of mi nors 

'(.. Place of payment (Treasure, SUb-Treasury of Branch 
or Public Sector Bank of the Pay and Accounts 
Office) 

, / Head of Acco unt to which death gratuity and fa mily 
pens ion are debatable 

I'III~~ 

1)11(~d the 

, 

Signatwe of Head of Office 



FORM 3 

[ See Rule 54 (12) J 

Details of Family 

\.;ame of the Government Servant 

Designation 

Date of Birth 

Date of appointment 

Details of the members of my family (*as on ) 

hereby undertake to keep 
any addition or alteration, 

Place: 

Dated the 

Dale of 
Birtb 

Relationship Illitialsofihe I 
witn tne Head of : 
officer Office 

Remarks 

6 

above partieulars up-to-date by notifying to the Head of Office 

Signature of Government servant 

*Family for this purpose means family as defined in Clause (b) ofSub-rul (J4) of Rule 
54 of the CCS (pension) Rules, J 972, 

Note:- Wife and husband shall include respectively judicially separated wife and husband, 



FORM 5 
[See rules 59 (I)(e) & 61(l)1 

[Also see rules 5 (2), 12,13 (3), 14 (I) and 15 (3) of Central Civil SerVices (Conunutation of Pension) Rules, 1981] 
Particulars to be obtained by the Head efOffioe from the retiring Government servant eight months before the date of his retirement 

L Narne 

2, (a) Pennanen! Account Number for Income Tax (PAN) 

Cd) Aadhar Ko" if available 

3. Specify a few marks of identification, not less than two, if possible 

12, Hcrght 

13. Address after retirement/permanent address 
for future con'espondence: 

6, Bank Account No, to which pension is to be 
credited: (Joint account, either or survivor, with the spouse), 

(In case the Head of Office is satisfied that it is !lot possible for the retiring Govemment servant to open a 
joint account for reasons beyond hislher control) this requirement may be relaxe.d), 

7, Name of the Branch of Bank througb wbich pension is to be drawn: 

(al BSR code of the bmnch 
(b) IFSC code ofille branch 
(c) MICR CODE 

L Indicate whether family pension is also admissible from any other source - Military or State Government 
and/or a Public Sector Undertaking/Autonomous body/Local Furid under the Central or a State 
Gov0mrnent -

Ii. I desire to commute .. AO .. " .. , % (up to 40%) of my superannuation pension in accordance with the provisions 
oftho Central Civil Services (Commutation of Pension) Rul,es, 198 L 

J am aware that fntme good conduct of the pensioner/family pensioner shall be an implied cQndition for 
every grant of pension/family pension and its continuance, 

Enclosures as per check-list are enclosed, 

Place' 

Dated : 

Signature: 

Name: 
Designation: 
MinistrylDepartrnentiOffice : CGViB 
Mobile No: 
Email ID: 

Note 1: Commutation of pension is optionaL Item 9 may be stuck offjfthe retiring Government servant does not desire to commute a 

percentage of pensions, 
Note 2: A separate application for commutation of superannuation pension io Form I-A of Central Civil Service (Commutation of 

Pension) Rules, 1981 is reguired to be submitted in case the retiring Government Servant. 



FOR'\1 OF OPTION 

(L) (i) 1, hereby option of the Medical facilities under Central 
Government Health Scheme OR other Similar Health Scheme. 

OR 

(R) (ii) t_._~.~ ... _hereby option to claim Fixed Medical Allowance afRs. 500/- P. M. as I 
am residing in an where no Central Government Health Scheme facilities are available, 

TEMPORAR YIPERMANENT ADDRE:SS 

Signature 

Name 
Designation 

Office to which Employed: CENTRAL GROUND WATER BAORD, 

Place 

Dated 

(L) (i) To be score out if not applicable 
(T) (Ii) This is one tiIDe OPTION. 



FORMS 
[See Rule 61 (l)] 

Worm of letter to the Accounts Officer forwarding the Pension papers of II Government Servant) 

No. 
Govemrnent uflndia, 
Iv1ioistry o!-Water Resourccs, 
River Development & Ganga 
Rejuvenation, 
Central Ground Water Board, 
Blmjal Bhaw.n, NH-iV, 
Faridabad. 

Dated: 
To 

The Pay & Accounts Officer, 
Central Ground Waler Boad 
NH IV, Faridabad 

Subject:- PensIon papers of for authorization of Pension 

j run directed to forward herewith the pension papers of Smt Raj ;\rora, Private Sc,:retary of Central Ground Water Board for further 
necessary action. 

2, The details of Government dues which will remain outstanding on the date of retirement of the Government servant and which need to be 
recovered out oftlle amount of retirement gratuity are indkated below' 

a) Balance of the house building or conveyance advance Rs, 

b) Overpayment of pay and allowances including leave salary Rs. 

c) Income Tax deduetibfe at sOurce under the Income Tax Aet, 1961 (43 of Rs. 
1961) 

d) ;\rrears of License fee for the occupation ofGovemment accommodation, Rs. 

e) The amount of License fee for the retention of Government Rs. 
accommodation for the pennjssible period of two months beyond the date 
of retirement 

f) The amoum to be withheld as per intimation of the Directorate of Estate Rs. 
Under rule 72(5), if any 

g) Any other assessed dues and the nature thereof Us. 

TOTAL Rs. 

3. Your attention is invIted to the !lSi of enclosures which IS fonvardcd herewith 

4. The receipt of this letter may be;: acknowledged and this Ministryl Department I Office informed that necessary instructions fOl 

disbursement of pension have been issued to disbursing authOlity concerned, 

5. The retirement gratuity wilt be drawn and disbursed by this Ministry I Depamnent / Office on the receipt of authority from you. The 
outstanding Government dues as menTioned in Para 2 above will also be recovered out of the retirement gratuity before making payment. 

6. It is also certified that' no Vigilance Case is either pending or c.ontempiaterl Jlgsinst t he above retired person5. 

L 

4. 

LIST OF ENCLOSURES 

Form 5 and POnTI 7 duly completed, along with enclosures end ehecklist. 
Service Book (Date of retirement to be indicated in the Service Buok) 

NOTES 

Yours faithfully 

Head of Office 

When initial or name of the Gov-emmcnt servllnt are or is incorreetly given in the various recorJs t:oHs-uHw, this faet sh()ulti 
be mentioned in the letter. 

2 If a Goverllinent servBilt is compulsorily retired from service and delay is antkipated in obtaining Form 5 from the Government 
servant, the Head of Office may forward thc pension papers to the Accoun( Officer without Ponn 5. The Fonn 5 may be sent 
as soon as it is obtained From the Government servant. 



L 

2. 
3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

n. 

a) 

b) 

c) 

d) 

e) 

f) 

0) 

b) 

0) 

d) 

e) 

f) 

g) 

hl 

i) 

j) 

FORM 7 
Form for assessing Pensjon! Family Pens]on and Gratuity 

[See Rules 58, 60, 61 (I) and (3) and 65 (1)] 

Name of the retiring Government employee 

Father's / Husband's name 
PAN No. 

Height Marks of Identification 

Date of Birth 

PART I 

Service to which belongs (indicate name of Organized 
service, if any, otherwise say General Central Service) 

Particulars of post held at the time of retirement 

Name of the Office 

Post held 

Scale of pay/Pay Band & Grade Pay ofllle post 

Basic Pay/pay in the pay band & Grade Pay 

Whether the appointment mentioned above was under 
Government or outside the Govemment on foreign service 
terms 
If on foreign service, scale of pay/pay band, pay in the pay 
band & grade pay of the post in the present department 

Whether Declared substantive in any post under the 
Central Government? 

Date of beginning of service 

Date ending of service 

Cause of ending of service (please tick one) 

SupermIDuation (Rule 35) 

Voluntary retirement on being declared SUI plus (Rule 29-
A) 
Voluntary I premature retirement at the initiative of the 
government servant [under Rules 48. 48A and FR 56(k)] 
Premature retirement at the initiative of the Government 
[rule48 or FR 56 (j)} 
Permanent absorption in pubJic sector 
undertaking/autonomous body (Rule 37 or 37-A/37·B) 
Invalldment on medical ground (Rule 38) 

Due tom abolitioJl of post (Rule 39) 

Compulsory retirement [Rule 40] 

Removal! dismissal from service [Rules 24 and 41 J 

Death 

Central Ground Water Board 

R<. 



u. 

13. 

14. 

a) 

b) 

c) 

d) 

15. 

0) 

b) 

c) 

16. 

17. 

a) 

b) 

i) 

il) 

iii) 

iv) 

v) 

vi) 

c) 

i) 

fn the ease of eompubUI)' retirement, the ordcJ s of Ill!; wU1pdtnl 
l.Itlilll->fHy, whether pension may be ailow\:XJ at lull rates or at 
rvdl1ce~ rates and, in case of redu(''Cd rates the percentage at 
whieh it is to be allowed (please see Rule 40) 

jo (.;ase of removal / dismissal from service whether orders of 
competent authority have been obtained for grant of 
compassionate allowance and ifso, at what raie (please see Rule 
41) 

Particulars relating to military service, if any 

Period of mHitary service 

Terminal benefits drawn I being drawn for military service 

Whether opted for counting of military service towards civil 
pension ( Rule 19) 
If answer to © above is in the affirmative. whether the terminal 
benefits have been refunded 

Partieutars relating to service in Autonomous Body/State 
Government) if any 
Particulars of service 

Whether the above service is to be counte,d fot pension? 

Whether the autonomous organization has discharged its 
pensioners llubHity to the Central Government? 

Whether any departmental or judicinl proceedings in terms of 
Rule 9 of the CCS (pension) Rules, 1972 are pending against 
the .... " .... retiring employee. ( If yes, in terms of Rule 69, 
provisjonal pension will be admissible and gratuity v.riU be 
withheld till the conclusjon of departmental or judleja} 
proceedings and issue of final orders.) 

Qualifying Service 

Details of omission~ imperfection or deficIencles in the Service 
Book which have been ignored [under Rule 59] 
Period not counted as qualifytng service 

Boy service (200 proviso to Rule J 3) 

Extraordinary Leave not counting as qualifying se:rvke (Rule 21) 

Periods of suspension not treated as quaUl::'fing service (Rule 23) 

lnterruptions in service [Rule 27(1 )(b) Md Rule 28(0)] 

Periods offoreign servlce with United Nations bodies for which 
United Nations Pension has been availed (Rule 31) 

Any other period not treated a'i qualifying service (give 
details) 

Additions to qualifying service 

Civil service service (Rute t 8) 



18. 

19. 

20. 

2L 

22. 

23. 

ii) MilitilT)' service (Rule 19) 

iii) Benefit of service in an Autonomoos Body (Rule 37) 

d) Net qualif;ing service 

e) QUflHf,yiHg :;l:fvi<.:t: t:xpreil5t:u in terms o{c0mpJetcd ::iix 
monthly p¢'riods[period of three months and ,wer is 
treated M completed six. JlIl111tlily jJt:rludl (Ruk 49} 

a) Emoluments: 

b) Emo[uments drawn during ten months proceeding retirement ---

To 

wason 
under Government but for being on foreign service-may be mentioned in items (a) and (b) above (l'\'mc 7 below Rule 33) 

d) Emoluments ree-koned for retirement gratujty 

e) Emolurnents reckoned for famify pension 

I) Pay reckoned for family pension (Rule 54) 
Amount of retirement gratuity/death gratuity (Rule 50} 
(Refer S. NO.9 of Calculation Sheet) 

Details of Government dues recoverable out of gfatuity~ 

a) 

b) 

cJ 

0) Proposed pension/service gratuity (Rule 49) 

b) Proposed dearness relief on pension (as on the date of 
retirement) 

c) Date from which pension is to commence (Ruje 83) 

Rale of Family Pension 

a) Enlulnced rate [Rule 54(3)] 

b) Period for which ftunily pension w!11 be payable at 
enhanced rate 

c) Ordinary rlite [Rule 54 (2)] 

d) Date from which ordinary rate of family pension wiH be 
payable 
Commutation of Pension -

a) \Vhether simultaneously applied for 
commutation of pension with the pension 
application (applicable only in the case of those 
who r~.tire on superannuatioll pension) 

b) The percentage of pension commuled 

cJ Amount of monthJy pension ('cOmmuted 

d) Commuted value of pefJ:sion Rs. 

e) Amount of residuary pel.lsion after dedw.:ling Commuted 
pOltiOfl 



24. 

25. 

26. 

1) 
g) 

Date from which reduced pension is paytlble 
Date from which commuted pension is to be H;slored 

Post-retirement address oftbe retiree 

Bank Address' 

e-mail !D. if any 

Mobile. Number, ifany 

Signa ture ofthe Head of Office 



~. 

PI<:NSJON CALCULATION SHE}~T 

1. 

2, 

3. 

4. 

5. 

6. 

7, 

8, 

Name 

Designation 
Scale of pay/Pay Band & Grade pay 

Dale of Birth 

Date of entry in Government service 

Date ofretfrement 

Length of quaHfy[og service reckoned for pensIon I grahlity 
(as indicated in PPO) 

Emolumenrs drawn the last ten Months 

9. (I) Emoluments or Average emoluments, whichever is more 
beneflcial for pension (as indicated in PPO) 

(2) Peusion adlnissible (if qualifying service is ten years or 
more) 

Calculation to be shown as follows: 
Emoluments or Average EmolumentS/2 

10, (1) Emoluments for gratuity (as indicated in PPO) 

(2) Retirement gratuity admissible 
Calculation to be shown as follows. 

II. (1) 

(2) 

EmOluments 4 x Qualifying Service (In completed six 
monthly periods, not exceedIng 66") 

Pay for family Pension (as indieated in PPO) 

FamHy Pension admissible 
Calcn!ations to be shown as follows: 
(n) Ordinary Family Penston: 

Pay x 30% subject to 
minimum and maximum 

(Ii) Enhanced Family Pension' 
Pay f 2 

Rs, 

Rs. 

llil. 

Rs. 

llil. 

Head of Office 



To 

Sir, 

FORM I-A 

FORM OF APPLICATION FOR COMMUTATION OF A FRACTION OF 
SUPERANNUATION PENSION WITHOUT MEDICAL EXAMINATION 
WHEN APPLICANT DESIRES THAT PAYMENT OF THE COMMUTED 

VALUE OF PENSION SHOULD BE AUTHORISED nffiOUGH THE PENSION PAYMENT ORDER 

[See Rule 5 (2), 12, 13(3),14(1) AND 15(3)] 

(To be submitted in duplicate at least three months before the dale of retirement) 

PART I 

SUBJECT: C{)mmutation of pension without medical examination 

1 desire 10 commute a fraction of my pension in accordance with the provisions of Central CIvil Services (Commutation of 
Pension) Rules, 19BL The necessary particulars are furnished below: ' 

name in case of a female governulenl 

3, 

4. Name Department Resourc.es: 
Ministry in which empI9'~c[ .... ~~ .... ~._l _________ ~ _______ _ 

7. PerCen"tage of superannuation pension 40°/1} of Ba.sic Pension 
proposed to be commuted CIllO 
applicant should indicate the 
percentage of the amount of monthly 
pension subject to be maximum of 
forty percent thereof which he/she 
desires. to commute and not the amount 
in 

8, 
I " b dr f . . : penston IS to e awn a ter retrrement ; 
• (score out which il~s-"n",o,:,t at!lOJ:",li"::ca",b:,-,-le::L_-+_~ ____ ~ ... ,, ... _, __ ,~~.. ___ ~ ________ _ 

I (:) I ;;;;:~m,:~~=ry (No~m' ~: .-' 

: . trcasurylSub-Treasury to be I 



Place: 
Dated: 

Signatll"": 
Present Postal Address 
Central Ground Water Board, 

Postal Address after retirement 

NOTE: 1. The applicant should indicate the percentage of the amount of monthly pension (subject to a maximum of forty percent 
thereof) which he/she desires to commute and not the amount in rupees, 

2, Score out which is not applicable, 

Received from 

PART II 
(ACKNOWLEDGEMElVl) 

(Designation) an application in 

Part-I ofFonn I-A for commutation of a fraction of pension without medical examination, 

Place 

Dated 

Signature 
(Head of Office) 

NOTE : If the application has been received by the Head of Office before the date of retirement on superannuation, this 
acknowledgement should be detached from the fonn and handed over to the applicant, if the fonn has been received by 
post, it has to be acknowledged on the same day and the acknowledgement sent under registered cover to the applicant In 
case it is received after the specified date, it should be accepted only if it has been put into the post on or before that date 

to that effect the 



PART II 

9. Date of receipt of pension papers by the Account Officer from Head of Office 
Entitlement admitted 

Length of qualifying service 
B. Pension-

(i) Class of pension 
(ii) Amount of monthly pension Rs. 
(iii) Date of commencement 

Q, Commutation of Pension 
(i) Portion of pension commuted, if any 40% 
(li) Commuted Value of portion of pension 

Commuted, if any Rs. 
(iii) Residuary pension after commutation Rs. 
(iv) Date from which reduced pension is payable 
(v) Date of restoration of commuted portion of 

pension subj ect to the pensioner continuing 
to live 

R Retirement/Death Gratuity -, Rs. 

(i) Total amount gratuity 

(xxvi) Amount to be adjusted towards arrears 
of license fee for Goverrunent 
accommodation and license fee for 
retention of Govt, accommodation 
beyond retirement (Rule 72(1) and 72(4) 
amount intimated by Directorate Estate for 
being v/ithbeld 

(xxvii) on account of unassisted license fee 
(Rule 72(5)) 

(xxviii)Amount to be adjusted towards Govenunent 
Dues other than those pertaining to 
Goverruncnt accommodation (Rule 73) 

(v) Net amount to be released immediately Hs. 
E. Family Pension -

(i) At enhanced rate Rs. 

(ii) Period of whlch Family Pension at 

Enhanced rate is payable 
(iii) At normal rate Rs. 

10. Head of Account to which the amount of pension, retiremcntJdeath gratuity 
And family pension are to be debited 

Head of Office 



Forwarded to:-
The Pay & Accounts Officer, 
Central Ground 'Vater Board, 
Faridabad 

PARTIn 

i) the particulars furnished by the applicant in Pali-r have been verified and are coneet. 

ii) the applicant is eligible to get a fraction of his pension commuted without medical examination 

iii) the commuted value of pension detern1ined with reference to the Table applicable at present comes to 

Rs. 

IV) the amount of residuary pension after commutation will be Rs. 

2. The pcnsion papers ofthc applicant completed in all respects were forwarded under this Ministry / 
Department / Office Letter No. dated it is requested that the payment order 
ofcommutcd value of pension be issued one month before the retirement of the applicant. 

3. The receipt of Part-1 of this Form has been aCKnowledged in Part-II, which has been forwarded 
separately to the applicant on __ _ 

4. 'The commuted value of pension is debatable to Head of Account 207 I-Pension & retirement benefits. 

Place 

Date 

Signature 
(Head 0 f Offi ce) 

5. Any subsequent change of address should be notified (0 the Head ofOtllce. 



SPECIMAN SIGNATURE OF WHO IS 
DUE TO RETIRE FROM GOVERNMENT 
SERVICE ON SUPERANNUATION ON (A/N). 

Attested Signature of 

1. 

2. 

3. 



PARTICULARS SHOWING THE HEIGHT 
AND PERSONAL IDENTIFICATION MARKS 
OF WHO IS DUE TO 
RETIRE FROM GOVER~MENT SERVICE ON 
SUPERANNUATION ON (A/N). 

HEIGHT 

MARKS OF PERSONAL 
IDENTIFICATION 

• • 



LEFT HAND THUMB AND FINGERS IMPRESION 
IN RESPECT OF WHO 
IS DUE TO RETIRE FROM GOVERNMENT 
SERVICE ON SUPERANNUATION ON fAIN). 

1.Thumb Impression: 

11. Index Finger: 

12.Middle Finger: 

13.Ring Finger : 

14.Little Finger 



The permanent Residential Address of the retiring 
Person duly attested by Gazetted Officer. 

I. Pennanent (Home Town) Address: 

2. Temporary Address: 



Service Verificlition Certificli te in respect of 

Sr. No. 

1. 
2. 
3. 
4. 
5. 
6. 
8. 
9, 
10, 
11. 

Period From oo.~ T'I:> 

06.()U978 to 31.03.1978 
01.04.1978 to 31.1 0.1979 
01.11.1979 to 31.03.1980 
01.04.1980 to 3J.12.1980 
01.01.l981 to 31.03.1981 
01.04.1981 to 31.03.1983 
01.04.1983 to 31.03,1984 
01.04.1984 to 28.02.1999 
01.03.1999 to 30,11.2002 
01.12.2002 to 30.11.2003 

Page No. of Service Book 

Page No, 1 J (Volume I) 
Page No. 15 (Volwne I) 

-do-
Page No. 19 (Volume I) 
Page No, 21 (Volwne I) 
Page No. (Volwne I) 
Page No, 13 (Volwne II) 
Page No. 23 (Volume III) 
Page No. 17 (Volume IV) 

-do-

7 

25 years 10 months 26 days completed liS on 30.11.2003 on Page No.6 (Volnme V) as per AO. 

1 
13, 
14, 
15, 

0l.l2,2003 to 31.03.2005 
01.04.2005 to 30.06.2006 
01.07.2006 to 30.06.2013 
01.072013 to 01.01.2016 

Page No. 17 (Volume IV) 
Page No. 16 (Volwne IV) 
Page No. 55 (Volume V) 
Page No. 15 (Volume V) 



pedueted COlltrihution of CGEGIS ill resJ)lX't of 

Sr. No. Amount and Period From to 

1. 
2. 

Rs. 201-p.m. from 01.0Ll982 to 3U2.1989 
Rs. 30/-p.m. from 01.01.1990 to 31 12.2009 
Rs. 60/-p.m. from 01.01.2010 to 31.12.1915 

Page No. of Service Book 



BSR Code, Full Bank detail with Address 

BSR Code 
IFSC Code 
MICRCODE: 
A/CNo. 

BANK: 
BRANCIi: 

EMail ID and Mobile No. 



CEl{ TIFICA TE 

This is to certifY that T, Central Ground Water Board, 

i) is not receipt of any other Pension through any source? 

iii) is occupying Govemrnen( Quarter. 

Signature: 

Name: 

De<signation : 



ANNEXURF;'XI 
(See Para 12.3 page 6) 

SPECIMEN LETTER OF UNDERTAKING BY THE PENSIONER 

To 

The Branch Manager, 
BANK: 
BRANCH: 

Pin :. 

Dear Sir, 

Dated. 

Payment of pension under P.P.O. No.~_._~~~_ .. _._. _____ ~ through your Office. 

In consideration of you're having, at my request, agreed to make payment of pension due to me 
every month by credit to my account with you. I the under sigoed agree and undertake to refund or make 
good any amount to which I am not entitled or any amount which may be credited to my aCCOWlt in 
excess of the amount to which I am or would be entitled. I furlher hereby undertake and agree to bind 
myself and my heirs, successor, executors and administrators to indemnify the bank from and against any 
loss, suffered or incurred by the bartle in so erediting my pension to my account under the scheme and to 
forthwith pay the same to the batllc and also irrevocably authorize the bank to recover the amount due by 
debit to my said account or any other account/deposits belonging to me in the possession of the bank. 

Yours faithfully 

Sigoature: 
Name: 
Address: 

Witness: 

(1) Signature (2) Signature: 

Name: Name: 

Address: Address 

Dated: Dated: 



APPENDIXD 
FORMS 

1 
Form or Al'l'lkatioll for Final.Paymen,rrr:lnsfer 10 Corpo",!e Bodies/OOwr Govermnell' ofBalallce in 

tbe Gencrlll Provident lcund Account 
To 

The Pay & Accounts Officer, 
Central Ground Water Board, 
Bhujal Bhawan, NH-JV, 
Faridabad. 

(Through The Head of Office) 
Sir, 

I am to retire on . I jouined service with CGWB on F omoon/ Afternoon . 

2. My Provident Fund Account No. is PAOfCGWBI 

3. J desire to receive payment through my Office." .. ,," .... TreasurylSub-Treasury, Particulms of my Personal 
Marks of identification, left hand thumb and fmger impression (in the case of illiterate subscribers and specimen 
(in the ca,e of iitarate subscribers) in duplicate, duly attested by a Gazetted Officer offhe Government, are 
enclosed. 

PART I 
[To be filled in when the application for final payment is submitted up to one year prior to retirement] 

4. I requestthat th]e amount ofRs ........... standing to trhe credit in my Provident Fund Account as indicated in 
the Accounts Statement issued to me for the year... . . .. (enclosed) as appearing in my ledger account being 
maintained by you ...... : ..... Treasury! Sub-TreasurylHead of Office may please be an-anged to be paid to me first 
installment of Final Payment. 

S. *** 
6. After payment of the fIlS! installment of my Provident Fund Balance. I will apply for the payment of 

Station 

Dated 

subse'luent installment in Parlll althe Form immediately on retirement. 

Yours faithfully 

Signature: 

Name 

Address 

(FOR USE BY HEADS OF OFFICE) 
Forward to the The ray & Accouots Officer for necessary action. 

1. The Provident Fund Accounts No.of ShrifSmtlKumari (as certified from th]e statements furnished to 
himfher from the year 10 year) is PAO/CGWBII 

2. HeiShe is due to retire from Government Service on 
3. The last fund deduction was made from hisJher pay in this Office Bill No ...... dated for 

Rs... Rupees... Only ... ) cash voucher No ........... of.. ........ . 
Treasury, the amount jf deduction being Rs .... and recovery on account of refund of adVance Rs .. X .. 

4. Certified that he Ishe had taken the following advances in respect of which ...... .installment ofRs ..... 
Are yet to be recovered and credited to the Fund Acciount. The details of the Final withdrawals. 

Temporary advances Final Withdrawal 
1 ............................................ . • •• .......................... H ••••• ' .... ,. •••• ,. 

2 ................... ; ........................ . 
3 ........................................... .. 
1 .............. , .................. . 

5. *** 

Signature of Head of Office. 


