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. Name of the Drawing Officer to whom DCRG has to be authorised
. Application for DCRG (in Form 12) for each beneficiary.

. Marital status of daughters on the date of death of the Government

Servant/pensioners.

. Sanction order of the Pension Sanctioning Authority in the case of staff

of non-Government, Aided Educational Institutions.

. Consolidated certificate till the date of death.
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GOVERNMENT OF TAMIL NADU

Finance (Pension) Dept.,
Secretariat,
Chennai-600 009.

Letter No. 93155/Pension/99-3, dated 12.5.2000

From
Tmt. Girija Vaidyanathan, IAS,
Special Secretary to Government

To

All Departments of Secretariat

The Legislative Assembly Secretariat, Chennai-600 009

All Heads of Departments,

The Registrar, High Court, Chennai-600 104

The Secretary, Tamil Nadu Public Service Commission , Chennai-600 002.

Sir,

Sub: Expeditious disposal of pension cases —Prescription of check list

— Instructions - Issued.
* &k x
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In order to expedite the forwarding of pension proposals of
Government Servants to the Principal Accountant General (A&E), it has been
decided to prescribe check list for pension and family pension cases.
Accordingly, the Government direct that a check list as indicated in the
Annexure to this letter shall be printed or roneoed by every Head of office /
Head of Department who is competent to forward pension proposals to the
Principal Accountant General (A&E). Heads of offices/Heads of Departments
are requested to scrutinise’ whether the completed check list accompanies
every pension proposal and to see that all pension documents are sent to the
office of the Principal Accountant General (A&E) in complete shape six
months in advance of the due date of retirement of Government Servant.

Yours faithfully,

Jor Special Secretary to Government.
Annexure

L. Check List for Pension Cases

1. Application for pension (Form V) duly signed by the Government
Servant/ pensioner indicating the quantum of pension to be commuted.

2. Service Book. of the Government Servant duly attesting all the entries
up-to-date.

3. Two specimen signature of the Government Servant duly attested by the
Head of Office or in the case of a Government Servant not literate
enough to sign his name, two slips bearing the left hand thumb and
finger impression duly attested by the Head of Office

4. Three copies of passport size photographs (either jointly or separately)
duly attested by the Head of Office. Attestation should be done on the
photograph.

5. Two slips showing the particulars of height and identification marks
""" "duly attested by the Head of Office.

6. Details of family members with date of birth and the relationship with
the Government Servant. In cases where the Government Servant has
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10.

Il

12,

L

14.

15.
16.

17.

18.

19.

children through more than one spouse (either alive or pre-deceased) the
details of children born through both the spouses should be furnished
distinctly.

Current residential address of the Government Servant/pensioner with
Door No. name of street, post office, District and Pin Code Number.

Two self addressed envelopes duly furnishing full address with pin code.

Calculation sheet for pension, D.CR.G., F.P and commuted value of
pension.

Explanation for not sending the pension proposal six months before the
date of retirement (applicable in the case of sending pension proposals
after retirements).

In cases where proposals are sent after the date of retirement of the
Government  Servant, reasons for non-payment of provisional
pension/DCRG.

Medical certificate of incapability in respect of cases of retirement on
Medical Invalidation. Original certificate issued by the Medical
Authority along with a copy duly attested by the Departmental Officer
should be enclosed.

‘Place of payment (Name of Treasury) (a.) For pension and commuted

value of pension, (b.) for DCRG.

The drawing officer to whom DCRG has to be authorised. If there is any
change in the Drawing Officer after the pension proposals are: sent, the
particulars of Drawing Officer and the name of Treasury for DCRG may

. be furnished subsequently.

Nomination for DCRG and commuted value of pension.

Sanction order of the pension sanctioning authority in the case of staff of
Non-Government “Aided Educational Institutions.

Retirement Notification permitting the Government Servant to retire (in
the case of Self Drawing Officers).

No charges certificate (in the case of both Self-Drawing and Non-Self
Drawing Officers).

Consolidated Certificate upto the date of retirement.
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20.

21.

22.

Guardianship Certificate issued by Court when the Family Pension
beneficiaries are minors.

In the case of Military pensioners re-employed-in the State-Government,
it may be stated whether Family Pension is admissible under Military
Rules.

In respect of revision cases, PPO number originally allotted may be
quoted to facilitate tracing of original case.

IL Check List for Family Pension Cases

1.

10.
11.
12.

13.

Application for family pension (in Form 14) along with the enclosures
stated therein duly attested by the Departmental Officer.

Proof for death (original or attested copy)

Legal Heirship Certificate (original or attested copy) issued by Tahsildar
/ Court of Law

Where claim is made by Defacto guardian a guardianship certificate
issued by the Court of Law.

Details of family with date of birth and the relationship with the
Government Servant. Proof for date of birth.

Residential address of the claimant with Door Number, Street, Post
Office, District and Pin Code Number.

Two self addressed envelopes duly furnishing full address with Pin
Code.

Service Book of the Government Servant.

Calculation sheet for family pension and DCRG.

Details of nominations for DCRG.

Explanation for delay in sending the proposal for family pension.

In cases where proposals are sent belatedly, reasons for non-payment of
provisional family pension / DCRG.

Place of payment (name of treasury): (a) for family pension, (b) for
DCRG.




