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AIR MANUAL

Annexure I1

(See para-10)

' | Government of India
(Name of Station/ Office)

No. Dated
Shri/ Smt./ Kum.
Sir/ Madam,

With reference to your intereview for the post of ( ), . ,
at the Station/ Office,  is pleased to offer you temporary appointment on
the above post on the following terms and conditions:

1. The post is (Nature of post—Ministerial/ non-ministerial) ; and

carries a scale of pay of Rs. If you are already a Government servant, your
salary will be fixed in the above scale of pay in accordance with rules and conditions prevailing at
the time. If you are not a Government Servant, you will be entitled to the minimum of the pay scale
of this post. You will also be entitled to draw allowances at the rates admissible under the subject to
the conditions laid down in rules and orders governing the grant of such allowances in force from

time to time.

II. Your appointment is purely temporary and until further orders.

[1L. Your services will be terminable on one month’s notice from either side in accordance with the
Central Civil Services (Temporary Service) Rules, 1965, without assigning any reasons. The
appointing authority, however, reserves the right of terminating your services forthwith or before
the expiration of the stipulated period of notice by making payment to you of a sum equivalent to
the pay and allowances for the period of notice or the unexpired portion thereof.

IV. You will be on probation for two years from the date of appointment, which period may be
extended at the discretion of the competent authority. On completion of probationary period, you
will not become entitled of getting regular appointment in the category of and
continue to serve in the officiating status. Whenever there will be a vacancy in that category you will
be confirmed according to prevalent rules.

V. In regard to Leave Travelling Allowances, contribution to General Provident Fund, Pension and
all other matters connected with service conditions, you will be governed by the rules and orders in
force from time to time and applicable to the branch of public service to which you may belong.

VI You will be liable to be posted and transferred anywhere in India.
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IX. In accordance with the prevalent rules in force in regard to the recruitment to services under the
Government of India:

(a) No person who has more than one wife living or who have a spouse living, marriage in any case
in which such marriages is void by reason of its taking place during the life time of such spouse,
shall be eligible for appointment to service provided that the Central Government may, if
satisfied that there are special grounds for so ordering, exemptany person from the operation
of this rule.

(b) No such woman whose marriage is void by reason of its taking place during the life-time of

such spouse or who has married to such a person whose wife is living at the time of marriage
shall be eligible for appointment in service unless the Government of India has granted
exemption to such a woman in accordance witl this rule after being satisfied that there are
special grounds for so ordering.
This offer of appointment is therefore, conditional upon you satisfying the requirement
mentioned and to furnishing declaration as in Annexure-I to this letter, alongwith your reply.
If however, you do not fulfil the above condition and you desired to be exempted from the
above mentioned rules for any rules for any reason, you should make a representation in this
behalf immediately. The offer to appointment should in that case be treated as cancelled and a
further communication will be sent to you in due course, if upon consideration of your
representation, it is decided to offer you appointment in the post of

X. If any declaration given or information furnished by you proved to be false or if you are found to
have wilfully suppressed any material information, you will be liable to removal from service and
~ other action as Government may deem necessary.

XL If you accept the offer onabove terms and conditions you are requested to intimate your acceptance
to the undersigned and report yourself for duty immediately but in any case not later than
(by name to the appointing authority).

XII. You will be required to produce the following documents at the time of reporting for duty:
(@) Original Certificate of Educational and other qualifications alongwith a set of attested copies.
(b) Certificate of Age.
(¢) Declaration of marital status.
(d) A medical certificate of fitness from the Medical Officer of the rank of Civil Surgeon.
(e) A relieving order from the earlier employer, if any.

Yours faithfully,

Name of the appointing
authority and designation
with signature
Copy to all Concerned.
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Annexure 111
(See Paragraph 10)
PROFORMA-II

Declaration to be taken from a new candidate joining Government service

I, Shri/ Smt./ Kum. declare as under:

*]) That I am unmarried/a widower/a widow.
*ii) That I am married and have only one spouse living.
*iii) That I have entered into or contracted a marriage with a person having a spouse.

*jv) That I have entered into or contracted a marriage with another person during the life-time of my
spouse. Application for grant of exemption is enclosed.

2. 1 solemnly affirm that the above declaration is true and I understand that in the event of the
declaration being found to be incorrect after my appointment I shall be liable to be dismissed from

service.

Date Signature

*Note: Please delete the clause/clauses not applicable.
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Annexure 1V

(See para 10)
FORM II

Form of oath proposed for Government servant who are foreign nationals

S SO a citizen of temporarily residing in and holding a Civil post under
the Government of India do swear/solemnly affirm that, having the faith and allegiance I owe to
....................... I will, during the period of my service as aforesaid, be faithful to India and to
the Constitution of India as by law established and that I will carry out the duties of my office loyally,

honestly and with impartiality.
(So help me God)”
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Annexure V

(See para 14)

Government of India
(Name of Station/Office)

Station .............
Date .............

ORDER
The (name of appointing authority) is pleased to appoint Shri/Smt./Km.......cccccoeevneev. in a temporary
capacity with effect from ........oiut i e
2.Shri/Smt/Km............ will be on probation fora period of 2 years from the date of appointment.
Signature ..........cen0n
Date .......ccvnvnnn



B TR 498 R
LEGLE] Vi

(3707 16 (1)) ¥¥)
TR /IR ¥ afvadw w0 faew

FL AT Erc i UR: F @ T (FATAH) THD qF F T (AT 9) F 707 (Sw
T T AW W&l A JLHRE B wared oo # frafrey &) & oo (T e g TEwT "
Te & Aftwam) frifia, a8 dwor Far € R

I &% ST 9o qedl ST Har 3T gy Fafa & fog ot 97 Sl &, o S T (S 31 ST Ol
TASTH, T AT 9feamT 2 § oK I9@ T T 39 arie & & 1 ST 920 0 § o7 4z B F st 2l
et 3 Ha S e Fealel S T T (F9) B T ITATH GT4 THIR 1 AT FEATT T8 8 arfery A
G AT & T P IJ9ATH g1 [P, 9 qT A1 2

2. aﬁ@hﬁmﬁmw%wﬁm%mﬁwmgﬁﬁmvﬁmmﬁmwmﬂmm
I fererat sftx ait arefanteat, saaerdl i Heaaerd, Froft sit areratfores e ey sl o2, a@ s fr i
g, srq%qa‘wwv(m)%mewaﬁrmmwﬁmwﬁavmwmmaﬁtm
FET

3. WW%WW%?H\&WWWH@ﬁ?ﬁﬁﬁﬁ?ﬂmﬁtmwmﬁﬁﬁm
YA & T g qeqa AtAfed T gaifua 3

mwwﬁmmﬁm """""" a?rarqﬁqjamawrsﬁtwﬁagaawmavﬁmmgaﬂt

F
FEI

ITF AAT F @ T 3 q&1fied & 7 g, frrafataa @ Sufeafs & geamer e m, HET M T 37
tr&ar—rﬁmtwn

ot - 1.
2.




Xa

T e TN W

29

AIR MANUAL
Annexure VI
(See para 16(1) (i)
DEED CHANGING NAME/SURNAME

BY THIS DEED I, the undersigned .........c..ccovvunennenn ABC

(new name)
now lately called .................... AC. i employed as

(Old name)

........................................................

(Designation of the post held at the time by the Government servant)

- A

(Place where employed in the Ministry/ Department of the Government of India)
do hereby:

.  For and on behalf of myself and my wife and children and remoter issue wholly renounce,
relinquish and abandon the use of my former surname of C. (only) and in place thereof do assume
from the date thereof the surname of B.C. and so that I and my wife and children and remoter issue
may hereafter be called, known and distinguished not by my former surname of C. (only) but by my
assumed surname of B.C.

2. For the purpose of evidencing such my determination declare that I'shallatall times hereafter inall
records, deeds and writings and in all proceedings, dealings and transactions private as well as
public and upon all occasions whatsoever use and sign the name of B.C. as my surname in place of
and in substitution for my former surname of C. (only).

3. Expressly authorise and request all persons at all times hereafter to designate and address me and
my wife and children and remoter issue by such assumed surname of B.C. accordingly.

IN WITNESS WHEREOF I have hereunto subscribed my former and adopted names of A.C. and
A.B.C. and affixed my seal this ............ day of ...........

Signed, sealed and delivered by the above named A.B.C. formerly A.C. in the presence of:

Witnesses 1.
2.
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AIR MANUAL
Annexure VII
(See para 17 (iii)
No.
Government of India
(Name of Station/Office)
Station ....oeeeenen
Date ....ooevnee
ORDER

The ..ovevenenennnes (appointing authority) is pleased to terminate the probationary period of
Shri/Smt/Km. «.ooveirrerneenreneaneaeenn. (Designation) with effect from ...............
2. Shri/Smt/Kum ............ will continue in the said post in a temporary capacity until further
orders.
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Annexure VIII
(See para 19)
A. Check List for consideration of cases for Quasi-permanency

Name and present designation.

Date of birth and Educational Qualification (highest qualification).

Date of entry into continuous Government service and the grade/post in which appointed.

Appointment made through the U.P.S.C. or regularised by the Commission.

In case of affirmative answer to 4, quote U.P.S.C. reference.

(a) Character and antecedents verified or not.

(b) Medical fitness.

7. Eligibility.

(a) Whether initial appointment made in accordance with Recruitment Rules/prescribed
conditions.

AR S

(b) Length of service.
8. In case of relaxation under any of the heads under 7 please quote the authority.
9. In case of any break in service please state if the break has been condoned and authority thereof.
10. Is this the first occasion of quasi permanency? If not, please state reasons therefor.
11. Character roll. Is it complete and upto date?

12. Grade/post, pay scale and classification of the post in which officer is proposed to be declared
quasi-permanent?

13.  Whether considered eligible and suitable for quasi-permanency in all respects.
B. Form of Order of Declaration
Government of India, Ministry/Office

(Declaration and Grade of Appointment Under Rules 3 and 4 of the Central Civil Services (Temporary
Service) Rules, 1965).

In pursuance of rules 3 and 5 of the Central Civil Services (Temporary Service) Rules 1965, the
President/1 being satisfied, having regard to the quality of work, conduct and character of
................. , that he is suitable to be appointed in quasi-permanent capacity to the said
post/grade with effect from the said date.

Station ............ Signature ............
Dated ............ Designation ............

Note. The order must be signed by an officer who is authorised to authenticate orders in the name of President or by the
appointing authority, as the case may be. Where the appointing authority is an authority other than the President, the
appointing authority itself shall sign the order.
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Annexure IX
(See para 21)

CHECK LIST FOR PROCESSING PENSION CASES ON SUPERANNUATION

Prepare Lists of Government Servants due to retire within the next 24 to 30 months-twice a year-on
Ist January and Ist July of each year.

Prepare and submit statements prescribed in Deptt. of Personnel’s O.M. No. F. 20 (T)-Pension
Unit/82 dated 30.9.82 for proper monitoring and reporting.

In case any military/war service is to be counted for pensionary and allied benefits in terms of Rule
19 of the CSS (Pension) Rules, ensure that the same has been duly certified by the Military
authorities and the benefits received by virtue of such service like pension, bonus, gratuity etc. are
refunded with interest.

Make definite entries of Extraordinary leave availed of by the Government Servant without
medical certificate in the Service Book. All spells of EOL, not covered by specific entries should be’
deemed to be qualifying service. Pension cases are not to be delayed on this account in terms of
Ministry of Finance O.M. No. F.11(3)-EV (A)/76 dated 28.2.76.

In case the Government Servant was under suspension any time during service, ascertain whether
the same has been treated as wholly unjustified. If not, to what extent the period of suspension will
count as qualifying service. In the absence of any entries in the Service Book, the period of
suspension may be treated as qualifying service in terms of the M/F O.M. No. F.11 (3) EV (A)/76
dated 28.2.76.

Examine whether periods of absence without leave, if any, are to be Commuted retrospectively as
EOL in terms of Rule 27(2) of Pension Rules.

Condonation of interruption in Service may be examined in terms of Rule 28 of Pension Rules.

After consultation with P& AO, Communicate to the Government Servant in Form 24 of Pension
Rules, the verification of qualifyinig Service. This should be done after a Government Servant has
rendered 25 years service or has 5 years service left, whichever is earlier.

Record receipt of pension and leave salary contributions in respect of deputation of foreign service
terms, if any. Non-receipt of contribution should be vigorously pursued, but bthis will have no
bearing on the processing and finalisation of pension cases in terms of the provision contained in
M/FO.M.No.F.11 (3) EV (A) 76 dated 28.2.76.

In terms of Rule 53(7) ensure that nommatlon for DCRG are received countersigned and kept in
safe custody.

In terms of Rule 54 (12), obtain the details of family in Form 3 and paste them in the Service Book.
This Form 3 should be updated as and when the size of the family increases/decreases.

In terms of Rule 54, undertake preparation of pension papers 2 years before the date of
superannuation of the Government servant.
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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.



