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Note

Fixation of Pay under Revised Pay scale Rules 2009

Punjab Government, Department of Finance Revised pay Scale of the Punjab Government
Employees (Except Work Charged, Contingency Paid Staff and Part Time Worker) w.e.f.
1.1.2006 vide notification No. 5/10/09/5FP1 /207 Dated 27.05.2009

The pay of the employees shall be Fixed according to the table attached with the
notification with reference to the existing Pay Scales under rule 7 of Revised Pay Scale
rules 2009. 9 (Schedule appended below)

As per rule 7 Note 1 of the said rules, Where the increment of a Government employee
falls on the first day of January, 2006 he shall have the option to draw the increment in
the existing scale or in the Revised Pay Structure. The Date of option extended upto
31.1.2010 vide FD No. 5/54/2009-5FP1/745 dated 09.12.2009

Employee placed in higher scale due to ACP etc before 27.5.2009, the pay in the revised
scale will be fixed with reference to that higher Scale

Employees drawing Ex-gratia increment over and above the maximum of the existing
pay scales his pay will be fixed by multiplying 1.86 Rule 7(2)

Where the pay of the senior employee is fixed at lower stage than a Junior Employee due
to revised pay scale rules 2009 the pay of the senior shall be stepped up to the level of
Junior Rule 7 Note 5 (See also Clarification No. 5/55/2009/5FP1/604 dated 16/10/2009)
Date of increment of senior will remain unchanged.

The rate of increment in the revised pay structure will be three per cent of the pay in the
pay band and grade pay applicable, which will be rounded off to the next multiple of 10.
The amount of increment will be added to the existing pay in the pay band.

Date Increment in the revised scale will remain unchanged. Next date increment of a
Government employee whose pay is fixed on the first day of January,2006 at the same
stage as the one, fixed for another Government employee junior to him in the same cadre
and drawing pay at a lower or equal stage than his senior in the existing scale, shall be
granted on the same date as admissible to his junior, if the date of increment of the junior
happens to be earlier.

: In cases where pay scale has been re-revised subsequently the date of next
increment will be gjven as per clarifications issued vide No 5/55/09-51 PI/429 dated
9.7.2012 (copy placed below)




10.

Punjab Government Department of Finance vide notification No.5/10/09-5 FP1/807
dated 14.11.2011 granted Special Grade Pay w.e.f. 1.12.2011 to the employees. This Grade
pay is admissible to all employees except where scale enhanced over and above the scale
admissible under General Conversion Table.

Punjab Government Department of Finance vide No. 1423 and 1433 dated 23.12.2011
granted Special increment to Drivers andGroup D employees w.e.f. 1.12.2011

Pay on Promotion will be fixed under rule 11 of the revised pay scale rules 2009 as under:

(i)

(it)

(iii)

(iv)

One increment equal to three per cent of the sum of the pay in the pay band plus existing
grade pay will be computed and rounded off to the next multiple of 10. This will be added
to the existing pay in the pay band. The grade pay corresponding to the promotional post
will thereafter be granted in addition to this pay in the pay band. In cases where
promotion involves change in the pay band also,the same methodology will be followed.
However, if the pay in the pay band after adding the increment is less than the minimum
of the higher pay band to which promotion is being made, the pay in the pay band will
be stepped to such minimum.

On promotion from one grade pay to another, an employee shall have an option to get his pay fixed
in the higher post either from thedate of his promotion or from the date of his next increment. The
option may be exercised within a period of one month from the date of his promotion. In case
Government employees, who stand promoted during the period from 1st day of January, 2006 to
the date of publication of the Punjab Civil Services (Revised Pay) Rules,2009, the option may be
exercised with in a period of three months from the date of such publication. The option once
exercised, shall be final*,

In case, the government employee opts to get his pay fixed in the higher post from the date of his
promotion, the next increment in the higher post will be granted after completion of qualifying
service of twelve months.

In case, the Government employee opts to get his pay fixed from the date of his next increment,
then, on the date of promotion, pay in the pay band shall not be changed, but the grade pay of
the higher post will be granted. Further re-fixation will be done on the date of his next increment.
On that date, he will be granted two increments, one annual increment and the second on account
of promotion.




While computing these two increments, basic pay prior to the date of promotion, shall be
taken into account. To illustrate, if the basic pay prior to the date of promotion was Rs.
100, first increment would be computed on Rs. 100 and the second increment on Rs. 103.

The next increment in the higher post in this case will be granted after completion

of qualifying service of twelve months from the date of re-fixation.

Note 1

Note 2

Note 3

Note 4

A Government employee drawing pay in the higher pay scale/grade pay on account
of progression under ACP scheme on promotion, will be given benefit of one
increment and such higher pay scale/grade pay shall be protected as a measure,
personal to him.

For the purpose of promotion, the grade pay of Rs. 5400 in PB-4 shall be treated as
higher than the grade pay Rs. 5400 in PB-3.

A Government employee drawing pay in the higher pay scale/grade pay on account
of progression under ACP scheme on promotion, will be given benefit of one
increment and such higher pay scale/grade pay shall be protected as a measure,
personal to him.

For the purpose of promotion, the grade pay of Rs. 5400 in PB-4 shall be treated as
higher than the grade pay Rs. 5400 in PB-3.

* Punjab Government Department of Finance vide his No.6/47/201 1/1 FP1 1/521 Dated
20.07.2011 given another chance to give option within three months from the date of issue

of letter, who stand promoted during the period w.e.f. 1.1.2006 to 27.05.2009

SCHEDULE
[See rules 3(k) and 4]
General Conversion Table
Sr Pre-reviscd Revised Initial
No | Group Pay Scale Pay | Group| Correspon- | Grade Pay
ing Pay
Pay Band

1 2 3 4 5 6 7 8
1. D 2520-100-3220-110 PB1 D 4900-10680 1300 6200

-3660-120-4140
2. D 2720-100-3220-110- PB1 D 4900-10680 1400 6700

3660-120-4260
3. D 2820-100-3220-110- PB1 D 4900-10680 1650 6950

3660-120-4260-140-4400




3120-100-3220-110-
3660-120-4260-140-
4400-150-5000-160-5160

PB 2

5910-20200

1900

7810

3120-100-3220-110-

3660-120-4260-140-

4400-150-5000-160-
5800-200-6200

PB 2

5910-20200

1950

7960

3330-110-3660-120-
4260-140-4400-150-
5000-160-5800-200-6200

PB 2

5910-20200

2000

8240

4020-120-4260-140-
4400-150-5000-160-
5800-200-6200

PB 2

5910-20200

2400

9880

4400-150-5000-160-
5800-200-7000

PB 2

5910-20200

2800

11170

4550-150-5000-160-
5800-200-7000-220-7220

PB 2

5910-20200

3000

11470

10.

5000-160-5800-200-
7000-220-8100

PB 3

10300-34800

3200

13500

11.

5480-160-5800-200-
7000-220-8100-275-8925

PB 3

10300-34800

3600

14430

12.

5800-200-7000-220-
8100-275-9200

PB3

10300-34800

3800

14590

13.

6400-200-7000-220-8100-
275-10300-340-10640

PB3

10300-34800

4200

16290

14.

7000-220-8100-275-
10300-340-10980

PB3

10300-34800

4400

17420

15.

7220-220-8100-275-
10300-340-10980

PB3

10300-34800

4600

18030

16.

7220-220-8100-275-
10300-340-11320

PB 3

10300-34800

4800

18250

17.

7220-220-8100-275-
10300-340-11660

PB3

10300-34800

5000

18450

18.

7880-220-8100-275-
10300-340-11660

PB3

10300-34800

5400

20300

19.

7880-220-8100-275-
10300-340-12000-
375-13500

PB4

15600-39100

5400

21000




20. 9200-275-10300- PB4 15600-39100 5700 | 22820
340-12000-375-
13500-400-13900
21. 9750-275-10300- PB4 15600-39100 6000 | 24140
340-12000-375-
13500-400-14700
22. 10025-275-10300- PB4 15600-39100 6600 | 25250
340-12000-375-
13500-400-15100
23. 12000-375-13500- PB4 15600-39100 7400 | 31120
400-15100
24. 12000-375-13500- PB4 15600-39100 7600 | 31320
400-15500
25. 12000-375-13500- PB4 15600-39100 7800 | 31520
400-15900-450-16350
26. 13125-375-13500- PB4 15600-39100 8200 | 32620
400-15900-450-16350
27. 13500-400-15900- PB4 15600-39100 8400 | 33510
450-16800
28. 14300-400-15900- PB5 37400-67000 8600 | 46000
450-18150
29. 14300-400-15900- PB5 37400-67000 8700 | 46100
450-18600
30. 14300-400-15900- PB5 37400-67000 8800 | 46200
450-18600-500-20100
31. 16350-450-18600- PB5 37400-67000 8900 | 48590
500-20100
32. 18600-500-22100 PB5 37400-67000 | 10000 | 54700




PUNJAB CIVIL SERVICES RULES Vol.-1 ( Part- I)
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No. 5/114/2011-5FP1/655--- Subject:- Revision of pay scales of certain categories of
658 dated 3rd October, 2011 employees.

[ am directed to invite a reference to Punjab Government notification No. 5/10/09-5FP1/
207 dated 27.5.2009 and to say that the Governor of Punjab is pleased to decide that the

scales of pay of the following posts shall stand revised as under with effect from the 1st day
of October, 2011:-

Sr. | Name of the post Revised Scale of Pay Revised Scale of Pay
w.e.f. 1.1.2006 w.e.f. 1.10.2011
Pay Band |Grade | Initial Pay Grade | Initial
Pay Pay Band Pay Pay
2 3 4 5 6 7 8
(i) Clerk 5910-20200 | 1900 | 7810 | 5910-20200 2400 9880
(ii) Junior Assistant | 5910-20200 | 2800 | 11170 |10300-34800 | 3200 | 13500

Notes:- (i) The total number of posts of Clerks in a cadre shall continue to be bifurcated
into the posts of Clerks and Junior Assistants in the ratio of 50:50. (ii) The posts of
Junior Assistant shall continue to be filled up by placement to the extent of 100% out
of the Clerks who have an experience of working as such for a minimum period of 5
years in the cadre of the department in which he is working at the time of placement.

2 | Steno- Typist 5910-20200 | 2000 | 8240 | 5910-20200 2400 9880*

*Note:- The starting pay of the Steno-Typist w.e.f. 1st October, 2011, shall be fixed
by allowing one increment on the "Initial Pay" of the Revised Scale of Pay of this post.

3 | Junior Scale 5910-20200 | 2800 | 11170 |10300-34800 | 3200 | 13500
Stenographers

2. The pay in the above mentioned revised scale of pay effective from the 1st October, 2011
shall be fixed prospectively and there shall be no element, whatsoever, of retrospectivity
in this regard and there will be no question of payment of arrears or of fixation of pay on
notional basis from any previous date.

3. The necessary amendments in the rules will be made in due course.
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No. 5/10/09-5FP1/665-69.  Subject:- Implementation of the recommendation of the Fifth Punjab
Dated 5% October, 2011 Pay Commission-Revision of Pay Scales of teaching personnel.

I am directed to invite a reference to Punjab Government notification No. 5/10/09- 5FP1/207,
dated 27.5.2009 and to say that after careful consideration of the recommendation of Fifth Punjab
Pay Commission, the Government of Punjab is pleased to decide that the scales of pay of the
following categories of teaching personnel of the Department of education, shall stand further
revised as under with effect from the I st October, 2011:-

Name of the Pre-revised | Revised Scale of Pay Revised Scale of Pay
post scale w.e.f. 1.1.2006 w.e.f. 1.10.2011
Pay Grade | Initial | Pay Grade | Initial
Band Pay Pay Band Pay Pay
JBT/ETT/Head | 4550-7220 5910- 3000 11740 10300- | 4200 16290
Teacher 20200 34800
Classical & 5000-8100 10300- 3200 13500 10300- | 4400 17420
Vernacular 34800 34800
Teachers
Center Head 5480-8925 10300- 3600 14430 10300- | 4600 18030
Teacher/Master 34800 34800
Mistress
BPEO/School 6400-10640 10300- 4200 16290 10300- | 5000 18450
Lecturer/ 34800 34800
Vocational
Masters
Head Master, 7000-10980 10300- 4400 17420 10300- | 5400 20300
High School 34800 34800
2. The pay in the above mentioned revised scales effective from the 1st October, 2011, shall

be fixed prospectively and there shall be no element, whatsoever, of retrospectively in
this regard and there will be no question of payment of arrears or of fixation of pay on
notional basis from any previous date.

3. The necessary amendments in the rules will be made in due course.

Wide letter No. 5/10/09-5FP1/1576, Dated 23rd December, 2011, Vocational Masters who have attained
Bachelor's Degree in the Engineering or Masters's degree have been allowed grade pay of Rs. 5400 (Initial pay Rs.
20300), w.e.f. 1t December, 2011.




No. 5/10/09-5FP1/ 929--933 Subject:-Revision of Scales of Teaching Personnel
Dated the 8% December, 2011

[ am directed to invite a reference to Punjab Government letter No. 5/10/2009-5FP1/ 665,
Dated 5.10.2011 and to say that the Governor of Punjab is pleased to revised the pay scales of
masters/Mistress as under with effect from 1st December,2011:-

Name of Revised Scale of Pay Revised Scale of Pay Revised Scale of Pay
the post w.e.f. 1.1.2006 w.e.f. 1.10.2011 w.e.f. 1.12.2012
Pay |Grade | Pay Pay Pay | Initial Pay | Pay | Initial
Band Pay | Band | Band | Band| Pay | Band | Band| Pay
Masters / 10300- | 3600 | 14430 | 10300- | 4600| 18030|10300-| 5000 | 18450

Mistress 34800 34800 34800
No. 5/10/09/-5FP1/ 938-942, Subject: - Revision of pay scales of School
Dated the 9% December, 2011 Lecturers.

I am directed to invite a reference to Punjab Government Notification No. 5/10/09-
5FP1/207, dated 27th May, 2011 and circular letter No. 5/10/09-5FP1 /655, dated 5'h December,
2011 on the subject cited above and to say that the Governor of Punjab is pleased to decide that
the scale of pay of the School Lecturer shall stand further revised as under with effect from the
1st December, 2011:-

Name of the| Revised Scale of Pay Revised Scale of Pay Revised Scale of Pay
category w.e.f. 1.1.2006 w.e.f. 1.10.2011 w.e.f. 1.12.2012
Pay Grade | Initial Pay | Grade|lInitial | Pay |Grade | Initial
Band Pay Band Pay | Pay | Band |Band Pay
School 10300- 4200 | 16290 | 10300- 5000 | 18450 |10300-| 5400 | 20300
Lecturer 34800 34800 34800
2. The pay in the above mentioned revised scales of pay effective from the 151 December,

2011, shall be fixed prospectively and there shall be no element, whatsoever, of
retrospectivity in this regard and there will be no question of payment of arrears or of
fixation of pay on notional basis from any previous date.

3. The necessary amendments in the rules will be made in due course.
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No. 5/10/09-5FP1/ 983--987,
Dated 15th December, 2011

Subject: - Revision of Pay Scale of certain
categories of employees.

Sr. | Name of the post Revised Scale of Pay Revised Scale of Pay
w.e.f. 1.10.2011 w.e.f. 1.12.2011
Pay Band |Grade | Initial Pay Grade | Initial
Pay Pay Band Pay Pay
2 3 4 5 6 7 8
(i) Clerk 5910-20200 | 2400 9880 |10300-34800 | 3200 | 13500
(ii) Junior Assistant | 10300-34800 | 3200 | 13500 | 10300-34800 | 3600 | 14430

placement.

Notes: - (i) The total number of posts of Clerks in a cadre shall continue to be
bifurcated into the posts of Clerks and Junior Assistants in the ratio of 50:50. (ii) The
posts of Junior Assistant shall continue to be filled up by placement to the extent of
100% out of the Clerks who have an experience of working as such for a minimum
period of 5 years in the cadre of the department in which he is working at the time of

2 | Steno- Typist

5910-20200

2400

9880*

10300--34800 3200| 13500*

*Note: - The starting pay of the Steno-Typist w.e.f. 1st October, 2011, shall be fixed
by allowing one increment on the "Initial Pay" of the Revised Scale of Pay of this post

3 Junior Scale
Stenographers

10300-348000

3200

13500

10300-34800 | 3600 | 14430

I am directed to invite a reference to Punjab Government Notification No. 5/10/09-
5FP1/207, dated 27.5.2009 and circular letter No. 5/114/09-5FP1/655 dated 3.10.2011 and to
say that the Governor of Punjab is pleased to decide that the scales of pay of the following
categories of posts shall stand revised as under with effect from the 1% December, 2011:-

2. The pay in the above mentioned revised scales of pay effective from the 1st December,
2011, and shall be fixed prospectively and there shall be no element, whatsoever, of
retrospectivity in this regard and there will be no question of payment of arrears or of
fixation of pay on notional basis from any previous date.

3. The Special Allowance granted to the above noted categories of posts vide Government
letter No. 3/9/2011-5FPI1/207, dated 19th May, 2011 shall cease to be payable w.e.f. 1st

December, 2011.

4.  The employees working on the above mentioned posts shall NOT be entitled to any
Special Grade Pay in terms of Government Circular letter No. 5/10/09-5FP1 /807, Dated

14th November,2011.

5. The necessary amendments in the rules will be made in due course.




No. 5/10/09-5FP1/ 1023--1027,
Dated 15th December, 2011

Subject: - Revision of pay scales of certain

categories of employees.

I am directed to invite a reference to Punjab Government Notification No. 5/10/09-
5FP1/207, dated 27.5.2009 and to say that the Governor of Punjab is pleased to decide that the
scales of pay of Group —D posts shall stand further revised as under with effect from the Ist

December, 2011:-
Name of the Pre- Revised scale of pay Revised scale of pay
post revised w.e.f. 1.1.2006 w.e.f. 1.12.2011

scale Pay Grade | Initial Pay | Grade | Initial
Band Pay Pay Band | Pay Pay

1 2 3 4 5 6 7 8
Peon, Chowkidar, 2520 - 4900- | 1300 | 6200 4900 - | 1650 | 6950
Sweeper, Mali, Bhisti, | 4140 10680 10680
Frash andother Group | (With
D in the pre- revised | initial start
scale mentioned in start of
Column-2 Rs. 2620)
Head Mali, Head 2720 - 4900- | 1400 | 6700 4900- | 1800 | 7100
Chowkidar, Mukh 4260 10680 10680
Sewadar and Record
Lifter.

2. The pay in the above mentioned revised scales of pay effective from the 1st December,

2011, shall be fixed prospectively and there shall be no element, whatsoever, of
retrospectivity in this regard and there will be no question of payment of arrears or of
fixation of pay on notional basis from any previous date.
3.  The employees working on the above mentioned posts shall NOT be entitled to any
Special Grade Pay in terms of Government Circular letter No. 5/10/09-5FP1/807, Dated
14th November,2011.
4. The necessary amendments in the rules will be made in due course.
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No. 5/10/09-5FP1/ 1154-58
Dated 21st December, 2011

Subject:- Revision of Pay Scales (Higher
Education Department)

I am directed to invite a reference to Punjab Government Notification No. 5/10/09-
5FP1/207, dated 27.5.2009 and to say that the Governor of Punjab is pleased to decide that the
scales of pay of the following posts shall stand further revised as under with effect from the 1st

December, 2011:-
Name of the Pre- Revised scale of pay Revised scale of pay
post revised w.e.f. 1.1.2006 w.e.f. 1.12.2011
scale Pay Grade | Initial Pay | Grade | Initial
Band Pay Pay Band Pay Pay
Tabla Instructor | 4400--7000 | 5910- | 2800 11170 10300- | 3200 | 13500
/Player 20200 34800
Table 4400--7000 | 5910- | 2800 11170 10300- | 3200 | 13500
Accompanist 20200 34800
2. The pay in the above mentioned revised scales of pay effective from the 1st December,

2011, shall be fixed prospectively and there shall be no element, whatsoever, of
retrospectivity in this regard and there will be no question of payment of arrears or of

fixation of pay on notional basis from any previous date.

3.  The employees working on the above mentioned posts shall NOT be entitled to any
Special Grade Pay in terms of Government Circular letter No. 5/10/09-5FP1/807, Dated
14th November,2011.

4. The necessary amendments in the rules will be made in due course.

No. 5/10/09/-5FP1/1159-63,

Dated Chandigarh, the 21% December, 2011

Subject:- Revision of pay scales.

I am directed to invite a reference to Punjab Government Notification No. 5/10/09-
5FP1/207, dated 27.5.2011 and to say that the Governor of Punjab is pleased to decide that the
scale of pay of the following posts, shall stand further revised as under with effect from the Ist

December, 2011:-
Name of the Pre- Revised scale of pay Revised scale of pay
post revised w.e.f. 1.1.2006 w.e.f. 1.12.2011
scale Pay Grade | Initial Pay |Grade | Initial

Band Pay Pay Band Pay Pay

Mukh Sewika | 5000-8100 10300 3200 13500 10300 | 4200 | 16290
34800 34800

Silai Teacher 4020-6200 10300- | 2400 9880 10300- | 2800 | 11170
34800 34800
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The pay in the above mentioned revised scales of pay effective from the 1st December,
2011, shall be fixed prospectively and there shall be no element, whatsoever, of
retrospectivity in this regard and there will be no question of payment of arrears or of
fixation of pay on notional basis from any previous date.

The employees working on the above noted posts shall not be entitled to any Special
Grade Pay in terms of Government circular letter No. 5/10/09-5FP1/807, dated 14th
November, 2011.

The necessary amendments in the rules will be made in due course.

Letter No. 5/10/09- 5FP1/1458-
1462, Dated 23" December, 2011

Subject:- Revision of pay scales of Laboratory -
Assistant.

I am directed to invite a reference to Punjab Government Notification No. 5/10/09-

5FP1/207, dated 27.5.2009 and to say that the Governor of Punjab is pleased to decide that the
scale of pay of the Laboratory Assistant in the Polytechnics shall stand further revised as under
with effect from the 1st December, 2011:-

Name of the | Pre-revised Revised scale of pay Revised scale of pay
post scale of pay w.e.f. 1.1.2006 w.e.f. 1.12.2011
Pay Grade | Initial Pay | Grade | Initial
Band Pay Pay Band Pay Pay
Laboratory | 3120 -5160 5910 - 1900 | 7810 5910- | 2400 9880
Assistant 20200 20200
2. The pay in the above mentioned revised scales of pay effective from the 1st December,

2011, shall be fixed prospectively and there shall be no element, whatsoever, of
retrospectivity in this regard and there will be no question of payment of arrears or of
fixation of pay on notional basis from any previous date.

The employees working on the above noted posts shall not be entitled to any Special
Grade Pay in terms of Government circular letter No. 5/10/09-5FP1/807, dated 14th
November, 2011.

The necessary amendments in the rules will be made in due course.

Letter No. 5/10/09- 5FPI/1463- -1467,
Dated 23" December, 2011.

Subject:- Revision of pay scale of Senior

Laboratory Attendant.

1 am directed to invite a reference to Punjab Government Notification No. 5/10/09-

5FP1/207, dated 27.5.2009 and to say that the Governor of Punjab is pleased to decide that the
scale of pay of the Senior Laboratory Attendant in the Schools, shall stand further revised as
under with effect from the I* December, 2011 : -




Name of the | Pre-revised Revised scale of pay Revised scale of pay
post scale of pay w.e.f. 1.1.2006 w.e.f. 1.12.2011
Pay | Grade | Initial Pay Grade | Initial
Band Pay Pay Band Pay Pay
Senior 3120-5160 5910- | 1900 7810 5910 - 2400 9880
Laboratory 20200 20200
Attendant

The pay in the above mentioned revised scales of pay effective from the list December,
2011, shall be fixed prospectively and there shall be no element, whatsoever, of
retrospectivity in this regard and there will be no question of payment of arrears or of
fixation of pay on notional basis from any previous date.

The employees working on the above noted posts shall not be entitled to any Special
Grade Pay in terms of Government circular letter No. 5/10/09-5FP1/807, dated 14th
November, 2011.

The necessary amendments in the rules will be made in due course.




Subject: - Fixation of pay in the re-revised scales of pay-Clarifications

regarding Grant of next increment.

I am directed to invite a reference to the subject cited above and to say that the scales of pay
of certain categories of Government employees were re-revised from certain specified dates
subsequent to the date of coming into force of the Punjab Civil Services (Revised Pay) Rules,
2009. Some Departments have asked for certain clarifications regarding grant of next increment
for fixing the pay of such employees. The matter has been considered and the following

clarifications are given on the various points raised in this regard-

drawing pay of Rs. 31690 (Rs.
26690 Pay in the Pay Band +
Rs. 5000 G.P) in the scale of pay of
10300-34800+5000 Grade pay, and
his next increment was due on
1.12.2011. The pay scale of his post
was revised as 15600-39100+5400
Grade Pay, w.ef. 1.12.2011.
Calculate the amount of the next
increment admissible to him and
tix his pay w.e.f. 1.12.2011

Sr. Point Clarification
No.
1. A Government employee was On revision of his pay scale w.e.f 1.12.2011.
drawing Basic pay of Rs. 32390 (Rs. the pay of the employee from that date shall
26690 pay in the pay band+Rs. 5700 be fixed at Rs. 33290 (Rs. 26690 pay in the pay
G.P) in the pay scale of 15600- band+6600 G.P) As per provisions of rule 9
39100+5700 Grade pay. and his of the Punjab Civil Services (Revised Pay)
next increment was due on Rules 2009, the increment is to be allowed @
1.1.2012. The pay scale of his post 3% of the sum of the pay in the Pay band and
was revised as 15600-39100+6600 Grade Pay applicable, Accordingly, in the
Grade pay, w.ef. 1.12.2011. case, the amount of increment due from 1.
Calculate the amount of the next 1.2012 shall work out to Rs.1000 i.e. 3% of
increment admissible to him and Rs.33290 (i.e. Rs.26690 Pay in the Pay Band +
fix his pay w.e.f. 1.1.2012 Rs.6600 Grade Pay) and his pay on 1.1.2012
shall be fixed at Rs. 34290
On revision of his pay scale w.e.f. 1.12.2011,
9 A Government employee was the pay of the employee from that date, shall

first be fixed at Rs.32090 (Rs. 26690 Pay in
the Pay Band Rs.5400 G.P).As per rule 9 of
the Punjab Civil Services (Revised Pay)
Rules 2009. The increment is to be allowed
@3% of the sum of the pay in the Pay Band
and Grade Pay applicable. Accordingly, in
the case the amount of increment due from
1.12.2011 shall work out to Rs.970 i.e. 3% of
Rs. 32090 (i.e. Rs.26690 pay in the pay
Band+Rs.5400 Grade Pay) and his pay on
1.12.2011 shall be fixed at Rs. 33060
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A Senior Assistant was drawing Basic
pay of Rs. 15030 w.e.f. 1.1.2011 in the
following scale of pay :-

Pay Band

Grade Pay

Initial Pay

10300-34800

3800

14590

The pay scale of Senior Assistant was
revised as under w.e.f. 1.12.2011

In this case, as a consequence of fixation
of his pay equal to the "initial pay" of the
revised pay scale of Senior Assistant, the
employee has gained an enhancement of
pay of Rs. 2390 which is more than the
amount of one increment.

Rule 10 of Punjab Civil Services (Revised
Pay) Rules. 2009 does not apply here
because this rule is applicable only in
those cases where an employee switches
over from a pre-revised scale of pay to a
revised scale of pay.

Pay Band

Grade Pay

Initial Pay

10300-34800

4400

17420

increment?

What will be

Accordingly, his pay was fixed at
initial pay of Rs. 17420 w.e.f. 1.12.2011.
his next date of

Accordingly, it is clarified that where as
a consequence of re-revision of a scale of
pay from a date subsequent to the date
of coming into force of the Punjab Civil
Services (Revised Pay) Rules, 2009. the
pay of a Government employee is fixed
at the "initial Pay" of his post and the
employee concerned has gained an
enhancement of pay equal to or more
than the amount of one increment, the
next increment shall be allowed to him
after qualifying service of twelve months
from the date of such fixation. In all
cases, the date of increment shall remain
unchanged.

2. The above clarifications may please be brought to be notice of all concerned.

No.5/55/09-5FP1/429 dated 9.7.2012
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NOTES ON TRAVELING ALLOWANCE

Following arc the different kinds of T.A.

1 Permanent T.A.

2. Conveyance Allowance

3. Mileage Allowance.

4.  Daily allowance

5. Actual cost of Traveling

Traveling allowance of a Government Employee should not be revised in case there
is any change in his pay retrospectively except in case the bill is not presented or
audited before the promotion.

Permanent TA Competent authority may grant permanent monthly traveling
allowance to any GE whose duties required him to travel extensively.

# No. 2/6/2010-2FP1/295 dated 21.5.2010 w.e.f. 1.5.2010

Grade Pay Rate of FTA where duties involve touring
more than 12 days in a month

1. Upto 2400 Rs. 480.00

2. 2401-3600 Rs. 720.00

3. Above 3600 Rs. 960.00

The amount should be reduced suitably in case less than 12 tours in a month. Other
condition remain unchanged.

Permanent TA is not admissible during joining time or during any period for which
any other kind of TA is drawn

Conveyance Allowance A Competent authority may grant conveyance allowance on
such conditions as it thins fit to impose a months conveyance allowance or horse
allowance to any GE who required him to travel extensively within a short distance
from his headquarter.

Following are the grades of employees for TA purpose w.e.f. 1.8.2009

Grade I Grade pay 10000 and above

Grade II Grade pay 7800-10000

Grade III Grade pay 5000 - 7599

Grade IV Grade pay 3800 - 4999

Grade V Grade pay below 3800

Daily allowance

A daily allowance is a uniform allowance for each day of absence from Headquarter,
which is intended to cover the ordinary daily charges incurred by the GE during




2.18

Note 3

2.21

2.24

224 B

224 C

absence. As per latest instructions issued by the Govt, effective from 1.6.1998 Full daily
allowance is admissible if journey is beyond 25 Kms and absence from HQ is 6 hours
or more other wise 2 daily allowance is admissible. If journey is beyond 8 kms upto 25
kms %2 daily allowance is admissible and in case night halt within 25 kms then full daily
allowance is admissible. No daily allowance is admissible for journey within 8 kms.
Mileage allowance A milage allowance is a allowance calculatd on the distance
traveled which is given to meet the cost of a particular journey .

The following road routes shall be regarded as a shortest routes for purposes of
traveling allowances

i)  Between Chandigarh and Roop Nagar.
ii) Between Chandigarh and Patiala

iii) Between Muktsar and Malout

iv) Between Hoshiarpur and Nangal.

when journey is performed between places partly connected by rail. And partly not
so connected a GE shall draw the actual fare.

Duty point A journey on transfer is held to begin or end at the actual residence of
the GE concerned. Any other journey is held to begin or end in any station at the duty
point in that station.

For the purpose of this rule "Duty Point" at the headquarter means the places or
office where a GE remains on duly.

A Entitlement of Railway Accommodation.

Grade | 1st Class A.C./Executive Class

II 1st Class/ A.C. Chair Car/A.C. Two tier sleeper
III 1st Class/ A.C. Chair Car/ A.C. Three Tier
IV&V Second Class Sleeper

Other conditions for travel by train will remain the same.

Entitlement by Bus/Road In case the journey is to a place connected by rail the
employee shall have the option to travel by any more of road transport i.e. by bus
subject to actual charges or maximum railway fare which ever is less.

In case station not directly connected by rail the entitlement of road travel is as under.

Gr.1&II A.C. Bus/AC Taxi/ Autorikshaw
Gr. 111 AC Bus/Taxi/ Autorikshaw /Own Scooter
Gr.IVtoV Ordinary bus./Autorikshaw /Own Scooter

Rate of Daily Allowances w.c.f. 1.8.2009

As per Punjab Government letter No. 356 Dated. 8.5.1998
Shimla will be treated as B-I city for TA FD No.3364 dt. 14.4.01




Grade A-l cities A Cities B-1 Cities B-2 & others
Hotel/non Hotel/Non Hotel/non Hotel/Non
Hotel Hotel Hotel Hotel

I 800 640 480 320
400 320 240 160

II 700 560 420 240
300 240 180 120

111 450 360 270 180
250 200 150 100

v 380 300 230 150
200 160 120 80

\Y 300 240 180 120
150 120 90 60

Where boarding or lodging is provided at government expense the daily allowance will be
reduced to 2 and if both arc provided free of cost the daily allowance will be reduced to 1/4™

Note : Where the officers have to stay in hotels and tourist bungalows run on Commercial lines
they shall be reimbursed the maximum rates as below outside Chandigarh, Punjab.

Gradel Actual expenditure towards normal single room rent in a hotel not above 5 star.
Grade Il -do- 3 star

A-I Cities A Class cities B-I cities B2 & others
Grade III 800 per day 600 per day 500 per day 400 per day
Grade IV 500 400 300 200
Grade V 300 200 150 100

At Delhi and Shimla IHC Hotel accommodation and daily allowances at hotel rates shall be
reimbursed only if no accommodation is available in Punjab Bhawan Circuit House/Rest
Houses at their places.

2.31 Air Journey : Grade I & II Economy Class
Grade III Economy Class on the condition that the distance is more than 500 kms.
In other cases the competent authority may allow in urgent cases and in the public
interest.

2.42 Daily allowance upto continuous halt uplo 180 days is admissible.

2.59 TA on Transfer
Transportation of personal effect is admissible upto 2 truck loads for Grade I and II
and one Truck Load for Grade IIL,IV and V Employees. Rates will be reimbursed on
the basis of actual load carried and as per rates fixed by State Transport
Commissioner, Punjab, Chandigarh from time to time. Rates has been fixed by STC
No. 2/10/91-4T(2)2914 dt. 28.2.2001 as under :
a) for distance upto 50 kms. Rate per quintal per km.
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2.79

2.80

2.81

2.88

2.107

2.108

2.108

2.110

(1) for non Bulky goods 29 paisa

(2) for bulky goods 40 paisa
b) for distance of more than 50 km

(1) for Non Bulky goods. 23 paisa

(2) for bulky goods 35 Paisa

Journey by the family in case of death

In case of death during service the family of the deceased is eligible to get transportation
of personal effects and other benefit which is admissible to the GE on transfer in case
the family is shifted to the home town within one year from the date of death.

Journey by the Retired employee.
TA at transfer rates are admissible to the employee after transfer for shifting his family
to the home town if he shifted within 2 years from the date of retirement.

Journey to attend court or enquiry officer

1. TA at tour rates to attend court/enquiry for evidence in case the Government is
party. Subsistence allowance if any received from the court will have to be refunded.

2. TA to attend enquiry against himself but not allowance for halt.

3.  TA to consult record for preparation of defence if the record could not be made
available at his HQ and consultation of record is necessary and daily allowance
in such case is restricted to 3 days.

4. TA at tour rates if a retired GE is summons to give evidence on the basis of pay
last drawn.

Journey to attend court of training.
Amended vide F.D. Notification No. 3(iv)2/87-2FPIV./141 dated 19.3.1997

(2) The tour rates of daily allowances shall be as follows

1. for a period not exceeding thirty days. Full daily

2. for a period exceeding 30 days upto 180 2 daily
Provided that the admissibility of daily allowance at place outside GE HQ
where boarding and lodging arc not provided shall be as follows.

1. for a period of 180 days full daily

2. for a period beyond 180 days Nil

A competent authority shall declare the controlling authority. Controlling authority
shall not without the approval of competent authority delegate the powers to a
subordinate his duty of counter signature.

No bill of TA of non-gezctted GE other than permanent TA shall be paid unless it be
signed or counter signed by the controlling authority.

A NO TA bill of a Gezetted Officer shall be signed and paid unless the detailed tour
programme approved from the respective controlling authority.

The right of a Government employee to Traveling Allowance, including daily
allowance, is forfeited or deemed to have been relinquished if the claim for it is not
preferred within one year from date on which it become due.




LEAVE TRAVEL CONCESSION

Leave Travel Concession to the State Government Employees to travel any place in India was
introduced by Punjab Government vide No.6/10/88-6GE/3299 Dated 9th March 1989 w.e.f.
Block Year 1990-93. Following are the instructions for this concession.

1.

10.
11.
12.

13.

24

Leave travel concession for journey to any place in India during year 1989 ( extended upto
1990 or for travel to Home town once during 1989 unless such concession has already
been availed.

Every block can be extended for one year with the approval of Head of Dcpitt.

In case leave travel concession availed during the block of 2 years to visit home town the
Leave travel concession to visit any place in India cannot be allowed.

Leave Travel concession can be availed during regular leave or casual leave.

The actual fare will be allowed if journey was performed by railway or State Transport
undertaking etc.

The Officer entitled to air travel by National Carrier under existing orders may be
permitted to travel by Private airlines also while availing LTC w.e.f. 19.2.2007 . The basic
criteria for selecting airlines other than Indian Air Lines/Air India would be better and
more competitive prices being offered by other airlines. Punjab Govt. Instructions

No.6/27/97-6PP /2275 Dated 19.2.2007

Family of the Government employee for LTC includes wife or husband as the case may
be unmarried and dependent children, Married daughter, divorced, deserted or living
separately from her husband and dependent upon the Government employee, Dependent
parents including step parents, Unmarried minor brother sister, divorced, deserted widow
dependent sister if residing with the Government employee and parents of the GE are
also dependent.

Dependent means earning of family member does not exceed 3500 PM #

Only two children will include in the term family applicable after one year from 20.10.1997
or otherwise twins born.

Second wife will include in the term family if the second marriage is legal.
#Admissibility by air

Grade pay Admissibility
7600 or above By air Economy Class
5000 to 7599 By Air Economy Class (if distance is more than 500 Km)

# Admissiblity for class of Accommodation through Railway




Gr. Pay Train Rajdhani-Ex Stabadi Ex.
1000 or above 1st Class A.C./ 1st Class Ac/ 1st Class AC/
Executive Class Executive Class Executive Class
7600-9999 1st Class A.C./ 1st Class A.C/ 1st Class AC chair
chair car/AC chair car/A.C. car/AC two tier
2 tier sleeper two tier sleeper sleeper
5000-7599 1st Class A.C./ First Class AC/ Nil
chair car/ AC Chair Car/AC
Three tier sleeper Three tier sleeper
4999- or less Second Class Nil Nil

Note

: The reimbursement of fair for traveling through Rajdhani/Stabadi will be given if
actually traveled.

#Journey by River/Ocean Steamer

Sr.No. Grade Pay Entitlement

1. 10,000 & above Highest Class

2. 7600-9999 Second Class If there is two classes

3. 5000-7599 Second Class if there is three classes and third
if there are four classes

4. 4999- or less lowest Class

#Journey to Ademan & Nicobar

: through Shipping Corporation of India Ltd.

Sr.No. Grade Pay Entitlement

1. 10,000 & above Delux Class

2. 7600-9999 1st Class/A Class Cabin

3. 5000-7599 Second Class / B Class Cabin

4, 4999- or less Common Class

#By Road

Sr.No. Grade Pay Entitlement

1. 7600 or above A.C. Public Bus, AC Taxi/Taxi ( AC taxi if actually
travelled through AC Taxi ) and where the place is
not connected through Railway and further the
actual fair of taxi is limited to bus fair of entitlement.

2. 5000-75999 As above except A.C. Taxi

3. 4999- or less Ordinary Bus fair

#Note ; Actual payee receipt is required for reimbursement of A.C.Tax/Taxi or Auto
Rikshaw fair.
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14.

15.

16.
17.
18.
19.

20.

21.

22.
23.
24,

25.

26.

27.

28.

29.
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Authorities to Sanction LTC

Administrative Department. = HOD, Add]l, Joint HOD
Head of Department. All Group A and B
Head of office. All Group C and D

Regular Account should be maintained and information should be furnished to Finance
Department by 30th April every Year.

Instructions issued by Government of India from time to time will be applicable.
Block Year will be treated as availed in which outward journey started.
Advance upto 90 % is admissible 3 months before the journey starts.

Government Servant and members of his family avail themselves of leave travel
Concessions separately at different times

Contractual staff and re employed are also eligible after one year service if the services
are likely to continue for 4 years.

Circular ticket Admissibility will be upto the place declared by the Government employee
to be visited at shortest rout.

Change of place should be got approved before the journey starts.
Government employee and his family can travel different places.

In case both husband and wife are employed one out of two can claim LTC for both the
persons.

Claim should be submitted within 3 months after the completion of journey. In case
advance is given it should be got adjusted within 1 months from the date of completion
of journey.

*10 Days Encashment of Earned Leave shall he allowed once during the relevant ETC
Block of 4 Years. This leave shall he debited to leave account and it should not exceed
60 davs during entire service.

*Encashmcent of Earned leave has not link to the number of davs or nature of leave
availed during ETC.

*Where both Husband and wife are Government Employees, encashment of leave shall
be admissible to both of them subject to a maximum of sixty davs for each spouse
during entire service carrier.

*These orders has been effective w.e.f. 1.10.2011 The benefit under these order shall he
admissible only to those employees who proceeded on ETC on or after this date

# amended vide Punjab Government Circular No. 6/51 /2009-6PP3/1617 Dated 3.12.2010

* Encashment of Earned leave has been allowed vide Punjab Government, Department
of Finance No. 1/16/2011-3 FP2/617 dated 3rd October 2011




INTRODUCTION ON VARIOUS KINDS OF LEAVE

LEAVE (GENERAL RULES)

DEFINITION OF LEAVE

Leave includes earned leave, half pay leave, Commuted leave, leave not due and

extraordinary leave.

Leave cannot be claimed as of right. The authority empowers to grant leave, can refuse

or revoke, when the exigencies of the public service so required. The leave due and

applied for can not be altered at the option of leave sanctioning authority if such leave is

due to him rule 8.15

The authority competent to grant leave may permit (under rule 8.26) Sundays, other

Holidays or vacation to be prefixed or affixed to leave or both prefixed and affixed to

leave in the circumstances and on the conditions laid down in rule 8.27 to 8.32

Leave Encashment for Un-utilization of earned leave upto 300 days ( B.Pay+ Dearness

Pay +DA) is admissible at the time of retirement as per rule 8.21 CSR Volume I Part I and

similar benefit of leave encashment is also admissible to the family of Government

Employee expired during service as per rule 8.122(8)

a)  Encashment of leave was admissible 180 days upto 31.12.1985 and 240 from 1.1.1986
to 31.12.1995 Govt, instructions dated 24.11.1988

(b) Those employees who had opted not to adopted revised leave rules as per
instructions of Punjab Government Finance Department No. 10/77/88/10304 dated
24.11.1988 will continue to get leave encashment upto 180 days till now.

Authority empowered to grant leave other than leave under rule 8.18, Special disability

leave, Study leave, EOL exceeding three months under rule 8.137 are as under:

a) Head of Office = for Class 1V and III Full Powers.

b) Head of Department = for Class II and I Full Powers.

C) Government. = for HOD, Addl HOD, Joint HOD

Appendix 12 CSR Volume I Part II as amended vide Punjab Govt. Notification No.3 UF(I)-

86/17738 dated 16.9.1986

EARNED LEAVE

1.

2.

Admissible under rule 8.116 of CSR Volume I Part I to permanent Employees and 8.133
to Temporary Employees.

Leave is earned at the rate of 1/24 if service is less than 10 Years 1/18 if service is 10 to 20
Years and 1/12 after 20 years of service.

Vacation Department Employees are entitled 8 days earned leave on each complete
years in which vacation are enjoyed. In case the Vacation Departments employee was
prevented from availing himself of the full vacation or such proportion of the number
of days of vacation not taken, earned leave is admissible as per rule 8117 CSR
Volume- I Part- I




Earned leave can be sanctioned upto any extent if due.

Accumulation of earned leave is permissible upto any extent till 23.11.1988 and 360 days
from 24.11.1988 to 17.11.1997 and 450 days from 18.11.1997 who opt revised leave rules
as per instructions dated 24.11.1988. If there is no option it will be considered that revised
rules has been opted by the employee.

Earned leave is earned during duty / during leave except EOLas per rule 8.1 and
instructions dated 24.11.1988.

HALF PAY LEAVE /COMMUTTED LEAVE

1.

2.
3.
4

Admissible under rule 8.119 to Permanent and rule 8.133 to Temporary.

Half pay Leave is earned at the rate of 20 days on each complete year.

HPL can be availed on demos tic affair or on Medical Ground.

HPL can be commuted on Medical Ground under rule 8.119 (C) if leave is not less than
15 days at a time ( Not applicable to vacation department) and maximum 240 days during
entire service and in such cases double the amount of HPL will be debited to the HPL
accounts,

If the Government Employee on Commuted leave does not join duty and resign or get
retirement the entire period of commuted leave will be converted into half pay leave and
difference of leave salary will have to be recovered. No recovery will be effected in case
retirement on medical ground or due to death

LEAVE NOT DUE

1.
2.

Admissible under rule 8.119(d) to permanent Employee.

Leave not due not exceeding 360 days during entire service can be granted out
of which not more than 90 days at a time and 180 days in all may be otherwise than on
medical

Leave not due should be granted only if the sanctioning authority is satisfied that there is
reasonable prospect of the employee returning to duty on the expiry of leave and should
be limited to the half pay leave he is likely to earn.

If the Government Employee resign from service or get retirement after the expiry of leave
his resignation or retirement will take effect from the date of proceeding on leave not due
and leave salary already paid for that period will be recovered, except if the retirement is
on medical ground or in case of death no recovery will be effected.

EXTRA ORDINARY LEAVE. 8.121/8.137

1.  Extra Ordinary leave is granted when no other leave is admissible or when other leave is
due but the Government Employee applied for extra ordinary leave.

SPECIAL KINDS OF LEAVE.

1.  Study leave to permanent Government Employee can be sanctioned under rule 8.126 by
the Competent Authority in public interest. Detail instructions for grant of study leave
has been given in appendix 20 CSR Volume I Part I

2. Maternity leave is admissible to a Female Government Employee under rule 8.127/8.137
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of CSR Volume I Part I for 180 days. This is not admissible to Female Government
employee having three or more children.

Abortion leave is admissible under note of rule 8.127/8.137 to a Female Government
employee having less than two children. This leave is restricted upto 45 days during entire
service.

Three months adoption leave is admissible to Female Government Employee on adopting
for new born child till attaining of three months age which ever is earlier, if the child was
adopted legally. Punjab Government letter No. 10/199/94-3HP1 /20737 Dated 24.8.2000
Special Disability leave is admissible under rule 8.124-8.125 upto 24 months against one
disability. Such leave is also admissible to Temporary Government Employee under rule
8.137 C

Hospital leave is admissible to all class IV Employee and those Class III engaged on risky
job if the injury was directly due to risk of office under rule 8.127 C of CSR Volume I Part
I . For Temporary employee see rule 8.138

Half pay leave can be commuted without medical certificate upto 15 days to male
employee to look after the wife after delivery.

CHILD CARE LEAVE
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PENSION AND OTHER RETIREMENT BENEFITS

Preparation of Pension Papers

9.2

9.4

9.9

CSR Voll Head of office shall write to AO(Rent) or PWD Department as the case may be,
at least two years before the anticipated date of retirement to issue No Demand Certificate
in respect of Government accommodation up to 8 months prior to the date of retirement.

The Head of office shall go through the service book of the employee at least two years
before the anticipated date of retirement and any unverified portion of the service book
shall arrange to verify from the office copies of pay bills or other record and if the period
relates to other office the same may be got verified from the concerned office, In case this
unverified period is not capable of being verified in this manner the concerned employee
may be asked to file an affidavit on a plain papers to the effect that he hade actually
rendered service during that period, he shall also be asked to produced all relevant
documents and furnish all information which is in his power to produce or furnish in
support of such declaration.

Obtaining of form Pen 15 and other documents by Head of office 8 months before the
date of retirement

Head of office shall obtain form Pen 15 (Specimen at page 257 CSR Vol-II) from the
employee concerned 8 months before the date of retirement alongwith Two specimen
signatures, three joint photograph jointly with wife/husband ,Two slips each showing
height and personal identification marks, an under taking under rule 9.15 that in case the
excess amount was made the same will be refunded to the Govt, and also nomination
forms along with commutation form if the employee wants to get his/her pension
commuted.

Forwarding of Pension papers to A.G. (A&E) 6 months before the date of retirement
by head of office

Head of the office shall forward the pension case 6 months prior to the date of requirement
with Service Book., Form Pen- I, Form Pen 15 alongwith documents supplied by the
Government employee as shown at Para 2 above, Calculation sheet, No due Certificate
and also no pending enquiry Certificate. Vigilance clearance certificate where required
shall be issued by the Head of Department instead of Vigilance. Vide Circular letter No.
19/6/2002-3 @ /1 15289 dated 5.9.2012

Provisional Pension

If the Head of the office anticipate that the Government Employee can not get pension
after the date of retirement well in time he shall without delay take steps to determine
the qualifying service and emoluments and issue sanction for payment of 100% pension
as Provisional Pension for 6 months and 100%DCRG as Provisional Gratuity withholding
10% or Rs. 1000/- which ever is less. Recovery if any may also be made out of the
provisional DCRG

22.(c) If thereis any enquiry pending against the employee Head Of office shall issue 100%
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provisional pension till the finalization of enquiry and DCRG shall be withheld till
the finalization of enquiry.

6.1 Amount of pension
The amount of pension is calculated on the basis of length of service fraction of a year
equal to 3 months or above shall be treated as complete six monthly.

6.2  Pension fix in rupees should be rounded off to the next higher rupees.

6.16 Calculation of pension

1.

6.16 AA.

In case qualifying service is less than 10 years at the time of superannuation service

gratuity equal to half-month pay for every completed six monthly is admissible in
lieu of Pension.
Pension is calculated @ 50% of the last 10 months average of pay, if qualifying service
is not less than 66 six monthly w.e.f 1.4.2004 50% pay has been treated as dearness
pay which will be treated as pay for calculation of pensionery benefit W.e.f. 1.12.2011
the full pension is admissible if the service is not less than 25 years. ( Punjab
Government circular No.3/12/09-3FPPC/1358 dated 15.12.2011
In case the qualifying service is less than 50 six monthly the pension should be
calculated as per serial No.2 above and then reduced proportionately.
Calculation of D.C.R.G.
The amount of D.C.R.G. will be 1/4 of emoluments for each completed six monthly
subject to maximum 16-1/2 times emoluments and 17-1/2 times emoluments in case
of class 4th employees subject to maximum 10.00 lac lacs. Emoluments means
Pay+Grade Pay+ DA at the lime of retirement ( w.e.f. 1.1.06).

The amount of D.C.R.G. in case of death is admissible as under:

a) Service less than 1 year 2 times emoluments

b) Service 1 year to 5 years 6 times emoluments

c) Service 5 years to 12 years 12 times emoluments

d) Service above 12 years Half of the emoluments for each completed 6

monthly period maximum 33 times
emoluments with a ceiling of 10.00 lacs.

Interest on delayed payment of D.C.R.G.

3.

6.16 B

If the gratuity is not paid to the official with in 3 months from the same is become due
and interest @ fixed for G.P.fund is allowed beyond 3 months upto the month of
payment with the sanction of the competent authority in case the delay because of
administrative lapse in all such cases action should be taken to fix the responsibility
for delay

Definition of family for D.C.R.G.

1. In the absence of nomination the family shall include wife or wives including
judicially separated wife, husband, Son, unmarried and widow daughter
(including step/adopted children, brother below the age of 18 years, unmarried
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/widow sisters including step brother /sisters, father, mother including adopted
parents, married daughters and children of pre deceased sons.

6.17 Family Pension scheme
In case death while in service or after the date of retirement following family pension will
be applicable which should be calculated on the last pay ;

Basic pay Rate of enhanced Rate of normal
Family pension family pension

10000/ - 60% 40%

above 10000 50% (min 6000) 30% (min 4000)

*Vide Punjab Govt. Finance Department No. 3/39/09-3FPPC/1513 dated 21.12.2009

Note:

Enhanced family pension is admissible during first 15 years or till the deceased would
have attained the age of 65 Years. (Amended vide letter No. 1413 dated 23.12.2011

Definition of family for family pension

1.

Note :

Wife/Husband including judicially separated if separation not on the ground of
adultery.
Unemployed son below the age of 25 years.

Unemployed daughters upto the age of 25 years respective of their marriage but
unmarried daughters shall be included in family irrespective of their age.
Depended parents in case no family exists.

Any child or children suffering from disordered or disability physically or mentally
will get family pension for life if he or she is entirely dependent on the deceased and
unable to earn his livelihood as certified by Civil Surgeon concerned. In case of
daughter she will get pension till marriage.

In case both the wife and husband are Govt, employee and both are died while in
service eligible children will get family pension for both the deceased.

Payment of family pension will be given to first widow then children and in the
absence of widow/children to dependent parents /brother sister.

(@) Chapter-11 Commutation
Commutation without medical not exceeding 30 % (which should be in whole rupees)
of the pension is permissible if applied on form Pen 14A within 1 years from
the date of retirement. Commutation of provisional pension is not permissible.
A Government retired on invalid pension cannot commute pension without medical
certificate. Similarly Commutation after 1 year from the date of retirement is not
permissible without medical.

1. v AIad féu fegmar e U39 3/44/90-2 fe.u. 3/2739 fist 27.03.1991
a9 AISIt IIHTTG IH T AET T 3T UFSH W3 UTH wie.mrel .9, @94 adee ot fHSt 3 S s ame Gr @
yteg § UsHs aIdget nife € &3 o3 7 Ao 6| J9HTf €t Yleg o8 mMasHfset gi5 fezr aar fa gaHerdt
€ %3 A 3 UoHod! &8 Tt At ISHT WSHAC S<EMit Arediv|
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NEW STRUCTURED DEFINED CONTRIBUTION PENSION

This has been come into force w.e.f. 1.1.2004. This scheme is applicable to persons
appointed on or after 1.1.2004.

This scheme will have two tiers- Tier I and II. Tier I is mandatory who are appointed to
the posts of categories 1 to 5 mentioned under rule 1.2 of Civil Services rules Volume I Part L.
Tier II will be optional and made operative later on. In tier-I all Government Employee will
have to make a contributions.

The following are the guidelines for the implementation of New Defined Contributory
Pension Scheme during the interim arrangement for the guidance of Head of offices/DDO's

1.  The new Pension scheme becomes operational with effect from 1.1.2004.

2. Contributions payable by the Government Employee towards the scheme under “Tier -
Iie. 10% Basic Pay +G.P.+IR+DA will be recovered from the salary bills every month
except the month in which Government employee joined service. For example, the
employee joined service during the month of January 2005 His subscription will be started
from the salary month 2/2005 payable in the month of 3/2005 and so on.

3. Nodeductions will be made towards GPF contributions from the Government Employee
joining the service on or after 1.1.2004 as the GPF Scheme is not applicable to them. In
case any deductions has been made towards GPF the same should be refunded with the
approval of competent authority with interest.

4. On joining the Government service the employee should submit the particulars as
prescribed forms to DDO. The DDO concerned will forwarded the papers through District
Treasury to Deputy Director New Pension Scheme, Forest Bhawan SAS Nagar

5. Onreceipt of forms The Deputy Director, New Pension Scheme Forest Bhawan SAS Nagar
will arrange to allot the (PRAN) number to the employee.

6.  No Deduction on a/c of NPS be made from the salary of the employees on extension after
superanuation.
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APPENDIX 22
(Referred to in rule 5.32 of Punjab Civil Services Rules, Volume II)

THE PUNJAB CIVIL SERVICES (PREMATURE RETIREMENT) RULES, 1975

Rules framed by the Punjab Government under article 309 of the Constitution of India
and all other powers and with the previous approval of the Central Government under sub-
section (7) of section 115 of the States Re-organisation Act, 1956 and sub—section (6) of section
82 of the Punjab Re-organisation Act, 1966.

1. Short title and commencement:-

(1)  These rules may be called the Punjab Civil Services (Premature Retirement) Rules,
1975.

(2)  They shall come into force at once.
(3)  They shall also apply to the Secretariat Staff of the Legislative Assembly.

2. Definitions:-In these rules, unless the context otherwise requires the following expressions
have the meanings hereby respectively assigned to them, that is to say —

(1)  "appropriate authority" means the authority which has the power to make
substantive appointments to the post or service from which the Government
employee is required or wants to retire or any other authority to which it is

subordinate.
(2)  "employee" means any person appointed to public services and posts in connection
with the affairs of the State of Punjab, excluding those listed in rule 7.
(3)  "qualifying service" means service qualifying for pension.
3. Premature Retirement-

(1) a) Theappropriate authority shall, if it is of the opinion that it is in public interest
to do so, have the absolute right, by giving an employee prior notice in writing,
to retire that employee on the date on which he completes fifteen years or
twenty years or twenty five years or thirty years or thirty five years, as the
case may be, of qualifying service or attains fifty years of age or on any date
thereafter to be specified in the notice.

b) The period of such notice shall not be less than three months:

Provided that where at least three months' notice is not given or notice for a period less
than three months is given, the employee shall be entitled to claim a sum equivalent to the
amount of his pay and allowances, at the same rates at which he was drawing them immediately
before the date of retirement, for a period of three months, or, as the case may be, for the period
by which such notice falls short of three months.




(2)

Any Government employee may, after giving at least three months' previous notice

in writing to the appropriate authority retire from service on the date on which he
completes twenty years of qualifying service or attains fifty years of age or on any date
thereafter to be specified in the notice:

Provided that no employee under suspension shall retire from service except with

the specific approval of the appropriate authority.

€)

a) At any time after an employee has completed twenty years of qualifying
service, he may, by giving notice of not less than three months in writing to
the appropriate authority, retire from service.

b) The notice of voluntary retirement given under this sub-rule shall require
acceptance by the appropriate authority.

c¢)  Where the appropriate authority does not refuse to grant the permission for
retirement before the expiry of the period specified in the said notice, the
retirement shall become effective from the date of expiry of the said period.

The employee, who has elected to retire under sub-rule (2) or sub-rule (3) and has
given the necessary notice to that effect to the appropriate authority, shall be
precluded from withdrawing his notice except with the specific approval of the
appropriate authority:

Provided that the request for withdrawal shall be made before the intended date

of his retirement.

Note-1

Note-2

Note-3

An employee may make a request, in writing, to the appropriate authority to accept
notice of less than three months giving reasons therefor and such a request for the
curtailment of the period of notice shall be considered on merit and if the
appropriate authority is satisfied that such curtailment will not cause any
administrative inconvenience it may relax the requirement of notice of three months
on the condition that the employee shall not apply for commutation of a part of his
pension before the expiry of the notice period of three months.

If an employee retires under sub-rule (2) or (3) above while he is on leave not due,
withoftlf returning to duty, the retirement shall take effect from the date of
commencement of the leave not due and the leave salary paid in respect of such
leave shall be recovered as provided in rule 8.119(d) of the Punjab Civil Services
Rules, Volume I, Part .

In computing the notice period of three months referred to in rule 3, the date of
service of the notice and the date of its expiry shall be excluded.

4.  Retiring Pension and gratuity.-(I) A retiring pension and death-cum-retirement
gratuity shall be granted to a Government employee who retires or is required to retire
under rule 3.
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PUNJAB CIVIL SERVICES RULES Vol.-1 ( Part- II)

(i)  While granting proportionate pension and gratuity to an employee retiring under
sub-rule (2) or sub-rule (3) of rule 3, as the case may be, his qualifying service, as
on the date of intended retirement shall be increased by a period not exceeding five
years, so however, that the total qualifying service of the employee as so increased
shall not in any case exceed thirty-three years or the period of qualifying service
which the employee would have completed had he retired on the date of his
superannuation, whichever be less.

(ii)  The weightage of five years under clause (i) shall not be admissible in cases of those
Government employees who are prematurely retired by the appropriate authority
in public interest under sub-rule (1) of rule 3.

The pension and gratuity of the employee retiring under sub-rule (2) or sub-rule (3) of
rule 3, as the case may be, shall be based on the emoluments as defined in rule 6.19-C and
6.24 of the Punjab Civil Services Rules, Volume II, and the increase in his qualifying service
under sub-rule (2) shall not entitle him to any notional fixation of pay for purposes of
calculating pension and gratuity.

The amount of pension to be granted after allowing increase in the qualifying service
under sub-rule (2) shall be subject to the provisions of rules 2.2 and 6.4 of the Punjab Civil
Services Rules, Volume II.

Overriding effect. -The provisions of these rules shall have effect not with standing
anything inconsistent therewith contained in any other rules for the time being in force.

Repeal. -All rules regulating the conditions of service as respects premature retirement
of persons appointed to public services and posts in connection with the affairs of the
State of Punjab, in force immediately before the commencement of these rules, are hereby
repealed:

Provided that-

(@)  such repeal shall not affect the previous operation of the rules hereby repealed or
anything done, or any action taken, there under;

(b)  any proceedings under the rules hereby repealed, pending at the commencement
of these rules shall be continued and disposed of in accordance with the provisions
of these rules as if such proceedings were proceedings under these rules.

Saving- Nothing in these rules shall apply to the members of the All India Services.

Interpretation- If any doubt arises as to the interpretation of any of the provisions of
these rules, the matter shall be referred to the Governor or such other authority, as may
be specified by the Governor by a general or special order and the Governor or such other
authority shall decide it.
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PRE-MATURE RETIREMENT RULES 1975
(Appendix 22 of CSR Volume I Part II)

Appointing authority have the absolute right to retire the employee by giving three
months notice or pay and allowances for a period three months of for the period by which
such notice falls short of three months after completion 20 years of qualifying service or
attains fifty years of age or on any date thereafter -Rule 3(1) of Pre-mature retirement rules
1975

Any Government may after giving at least three months previous notice in writing the
appointing authority retire from service on the date on which he completes twenty year

of qualifying service or attains the age of 50 years or on any date to be specified in notice
- Rules 3(2)

In case of Government Employee under suspension specific approval of the appointing
authority is required -1st Proviso to rule 3(2)

Any Government may after giving at least three months previous notice in writing to the
appointing authority retire from service on the date on which he completes twenty years
of qualifying service-Rule 3(3)(a)

Notice of voluntarily retirement under clause 3(3)(a) requires acceptance by the
appointing authority. - Rule 3(3)(b)

Where the appropriate authority does not refuse to grant the permission for retirement

before the expiry of the period specified in the said notice, the retirement shall become
effective from the date of expiry of the said period -Rule 3(3)( c)

The employee, who has elected to retire under sub rule(2) or Sub-Rule (3) and has given
the necessary notice to that effect to the appointing authority, shall be precluded from
withdrawing his notice except the specific approval of the appointing authority- Provided
that the request for withdrawal shall be made before the intended date of his retirement.-
Rule 3(4)

An employee may make a request, in writing, to the appropriate authority to accept notice
of less than three months giving reasons therefore and such a request for the curtailment
of the period of notice shall be considered on merit and if the appropriate authority is
satisfied that such curtailment will not cause any administrative inconvenience it may
relax the requirement of notice of three months on the condition that the employee shall
not apply for commutation of a part of his pension before the expiry of the notice period
of three months- Note 1

Retiring Pension and Gratuity: (1) A retiring pension and death-cum-retirement gratuity
shall be granted to an employee who retires or required to retire under rule 3.While
granting proportionate pension and gratuity to an employee retiring under sub-rule (2)




10.

11.

and sub rule (3) of rule 3, his qualifying service, as on the date of intended retirement
shall be increased by a period not exceeding five years, so however, that the total
qualifying service of the employee as so increased shall not in any case exceed thirty three
years or the period of qualifying service which the employee would have completed had
he. Retired on the date of his superannuation, whichever be less.rule 4 (1)(2)

The weight age of five years under clause 4(i) above shall not be admissible in cases of
those Government Employees who are pre-maturely retired by appointing authority
under rule 3(1)-Rule 4(3)

As per Punjab Government, Department of Personnel circular letter No. 16/16/79-
3PP/381 dated 15.01.1980 A Government Employee can avail leave during the notice
period for pre-mature retirement.
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13.1

13.2(c)

13.4

GENERAL PROVIDENT FUND

The rules called" The Punjab General Provident Funds Rules) came into force on the
1st September, 1936.

FAMILY MEANS :

in the case of male subscriber, the wife, or wives, and children of a subscriber , and
the widow, or widows and children of a deceased son of the subscriber.

Provided that if a subscriber proves that his wife has been judicially separated from
him or has ceased under the customary law of the community to which she belongs
to be entitled to maintenance she shall henceforth be deemed to be no longer a
member of the subscriber family in matter to which these rules, relate, unless the
subscriber subsequently indicates by express notification in writing to the accounts
Officer that she shall continue to be so regarded:

In the case of a woman subscriber, the husband and children of a subscriber, and the
widow or widows and children of a deceased son of a subscriber:

Provided that if subscriber by notification in writing to the Accounts Officer expresses
her desire to exclude her husband from her family, the husband shall henceforth be
deemed to be no longer a member of the subscriber's family in matter to which these
rules relate, unless the subscriber subsequently cancels formally in writing her
notification excluding him.

All temporary Government employees, after a continuous service of one

year, all re-employed pensioners (other than those eligible for admission to the
contributory provided fund) and all permanent Government Employees shall
subscribe to the fund.

NOMINATIONS

13.7

Note-1

Note-2

(1) A subscriber shall, at the time of the joining the fund, send to the Accounts Officer,
a nomination conferring on one or more persons the right to received the amount that
may stand to his credit in the fund, in the event of his death before that amount has
become payable or having become payable has not been paid .

Provided that if, at the time of making the nomination, the subscriber has a family
the nomination shall not be in favour of any person or persons other than the members
of his family.

Application for admission to the fund should accompanied by nomination form
completed by the subscriber.

A declaration made by a Muhammad an subscriber in favour of his adopted child
should not be accepted as adoption is not recognized in Muhammadan Law.

If a subscriber nominates more than one persons under clause (1), he shall specify in
the nomination the amount or share payable to each of the nominees in such manner
as to cover the whole of the amount that may stand to his credit in the fund at any time.




13.9

13.10

13.13

Every nomination shall be in such one of the forms P.F.I 1-A,1-B or 1-C as is
appropriate in the circumstances.

A subscriber may at any lime cancel a nomination by sending a notice in writing to
the Accounts officer

Provided that a subscriber shall along with such notice, send a fresh nomination made
in accordance with provisions of clause (1) to (3) ( This clause is directory and not
mandatory)

the second nominee in case of death of first nominee shall not be other than the family
if the subscriber has more than two family members at the time of nomination.

A subscriber subscribe monthly to the fund except during the period of service treated
as dies nor or when he is under suspension.

Provided that A subscriber elect not to subscribe during any period of leave other
than earned leave of less than 30 days

Provided Further that a subscriber on reinstatement after suspension shall be allowed
to pay one sum or installments any sum not exceeding the maximum of amount of
arrears.

The amount of subscription shall be fixed by the subscriber himself but shall not any
sum less than 8% of his pay including dearness pay) and not more than his total pay.
The subscription can be changed twice in the year during the month of March and
October.

Interest shall be credit with effect from the last day in each year.

At the time of final payment the interest shall calculated upto the preceding month
that in which the payment is more or upto the end of 6 months after the month in
which such amount become payable. The payment of interest beyond 6 months to
any period may be authorized by the Head of Department after he personally satisfied
himself that the delay in payment was occasioned by circumstances beyond the
control of the subscriber and that the Administrative delay involved in the matter
shall be fully investigated and action, if any, required, taken. Interest shall not be
credit to the account of Mohammadan subscriber if he informs the maintenance
authority that he does not wish to receive it, but if he subsequently asks for interest,
it shall be credited with effect from first day of the year in which he asks for it.

Note 1: When the subscriber is dismissed, removed, retirement prematurely or
compulsorily from service but has appealed against the order, the balance at his credit
shall not be paid over to him until final orders confirming the decision are passed on
his appeal. Interest, shall, however, be paid on the balance upto the end of the month
preceding that in which such orders are passed.

REFUNDABLE ADVANCE. 13.14 and 13.15
The can get two refundable advances in a financial year. (Instructions dated 6.9.2000) The
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amount of advance should not exceed 6months pay or 2 of the balancer in the credit, the
recovery shall be decided by the sanctioning authority but should not be less than 12 unless
the subscriber want to refund in less than 12 installments and not more than 24 and in
exceptional cases where amount of advance exceeds 3 months pay upto 36 installments. If
the second advance is sanctioned before repayment of previous advance the balance shall
be added to the advance so sanctioned and the installments for recovery shall be fixed with
reference to the consolidated amount.

DEPOSIT LINKED INSURANCE SCHEME 13.28-A

On the death of the subscriber in service, the person or persons entitled to receive the amount
standing to the credit of the deceased subscriber in the fund shall also be entitled to an
additional amount equal to the average of thirty-six months balance preceding the date of
death subject to maximum ten thousands. The deceased should have completed 5 years
regular service . The amount chargeable to the head 2235-Social Security and Welfare:

90% ADVANCE WITHIN ONE YEAR FROM THE DATE OF RETIREMENT.

A Subscriber can withdrawn 90 % advance within one year from the date of retirement. An
undertaking is required to be given that the amount will not be invested in any saving
scheme of Government of India. This advancer is not admissible if applied within 6 months
from the date of retirement. advancer is not admissible if applied within 6 months from the
date of retirement.

NON-REFUNDABLE ADVANCES 13.29

Powers for Grant of Non-Refundable advances given to Head of Departments vide Punjab
Government letter No. 5/35/10-5FPPC/1240 Dated 12.10.2010 Head of Departments can re-
delegate these powers to District Head in case of maintenance authorities are lower than
Head of Departments. The following non-refundable advances arc admissible with the
conditions attached against each.

re-payment of private
loan taken for this
purpose

2. Repair, making
additional alteration

50 % of the
last years balance

2.

. Approved plan in case of

Nature of advance Amount Service conditions Remarks

admissible
13.29-D % of the last 10 Years Punjab Govt. Department of Finance, vide No.
1. Purchase of plot, |year balance or 5/35/2010-5FPPC/136 Dated 3.20.2011
Construction of | actual expenses Following documents required to be attached
House, Puarchase of | which ever is less. alongwith advance application :
built up  house, 1. Permission to construct/purchase of house

from the competent authority.

Documentary proof of property e.g. copy of
registration, certificate of Tehsildar in case of
plot/house situated within red line.
Agremcnt of purchase in case of purchase of
plot/house.

MC Limit
othcrswise estimate from draftsman copy of
plan/NOC of PUDA etc. as the case may be.




13.29 (E)

Education for himself
or of children actually
dependent upon him.

3/4% of the last
year balance or
actual expenses.

The service should
have 20 years or
within 10 years
before his

The courses for which advance is admissible has
been given in note 1 and 2 of rule 13.29 (E) CSR
Volume 11

Marriage of Son

year balance or
actual expenses.

retirement.
13.29 (F) 3/4™ of thelast | The service should |1. If the subscriber has not daughter he can get
Marriage of daughter. |year balance or | have 20 years or advance for the marriage of female relative
actual expenses. | within 10 years actually dependent upon him.
before his 2. If the two or more marriages are to be
retirement. celebrated simultaneously the amount
admissible in respect of each marriage will be
determined as if the advances are sanctioned
one after the other.
3. Advance can be drawn 3 months in advance
of marriage
4. Advance can be sanctioned after the date of
marriage if the application was given before
the marriage.
13.29 (G) 3/4™ of the last | The service should | The conditions as shown in the case of marriage

have 20 years or
within 10 years
before his
retirement.

of daughter will also be applicable in this case.

Note : It is not necessary that the daughter or the
son should be actually dependent on the
subscriber.

13.29 H
Purchase of car

75 % of balance
or 2.5 lac or price
of car.

The service should
have 12 years.

Utilization certificate alongwith copy of RC
required to be submitted within one month from
the drawl of advance vide No. 5/35/2010-
5FPPC/227 dated 23.2.2011

case of Motor
Cycle/Scooter
and 25,000/ - Rs.
in case of Moped
or price of
vehicle.

1329 H 50 % of balance -do-
Purchase of Computer |60,000/- fo or
price of
computer
1329 1 3 month pay for | The service should
Betrothal of son and 6 months | have 20 years or
son/daughter pay in case of within 10 years
betrothal of before his
daughter or 20 % | retirement.
of balance
13.29] 50% of last 5 years of service -do-
Purchase of two balance or
wheeler 45,000/- Rs in

13.30 Final payment on the death of the Subscriber.

On the death of a subscribcr, before the amount standing to his credit has become
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payable or where the amount has become payable before payment has been made :

i)
(a)

When the subscriber leave a family :

Of a nomination made by the subscriber in accordance with the provision pf rule
13.7 in favour of a member or members of his family subsists, the amount standing
to his credit in the fund or the part thereof, to which the nomination relates shall
become payable to his nominee or nominees in the proportion specified in the
nomination.

If no such nomination in favour of a member or members of the family of the
subscriber subsists or if nomination in favour of any persons other than a member

or members of his family subsist, become payable to the members of his family in
equal shares.

Provided that no share shall be payable to :

1.
2.
3.
4.

Sons who have attained legal majority,

Sons of a deceased son, who have attained legal majority,
Married daughter whose husbands are alive,

married daughter of a deceased son whose husbands are alive,

if there is any members of the family other than those specified above.

ii)

iii)

When the subscriber leaves no family, the payment shall be made to the nominee
if the nomination exists under rule 13.7.

When the subscriber leave no family and no nomination made by him in

accordancewith the provisions of rule 13.7 subsists, the payment will be made :

i) if the amount does not exceed Rs. 5000.00 to the person appearing to the
accounts officer to be entitled to received it.

ii) if the amount exceeds Rs. 5000.00 to the persons producing letter of
administration,probate or succession certificate ( See clause (b) and of sub clause(ii)
of clause (c) of sub-section (1) of Section (4) of the Provident fund Act 1925).




MAINTENCE OF G.P.F. ACCOUNTS

Maintenance of G.P.F. accounts of Class-I,II and III Officers/officials including AIS Officer
of Punjab State was taken from Accountant General (A&E) Punjab w.e.f. 1.4.1989 vide
Punjab Government, Department of Finance's notification No. 12/229/80-4FP.111/4688 Dated
2.5.1989

INTRODUCTION.

After taking over the GPF accounts from A.G.Pb, the detailed GPF fund accounts shallbe
maintained by the Head of Department or Head of office in the ledger prescribed in form P.F.
9 Head of Department or any Gezetted Officer nominated by him shall initial the ledger monthly
to ensure that the amount of subscription, refund of advance, and temporary or final
withdrawals etc. are posted correctly.

PREPARATION OF SCHEDULES.

5. Each month, the DDO will prepare schedule of GPF at the time of preparing pay bills.
The DDO will sign the schedule at the time of signing the pay bills.

6.  The DDO will be responsible to sending one copy of the schedule duly verified by the
Treasury Officer to the maintenance authority of the department immediately through
registered post.

INDEX REGISTER.

The Head of Department/ Head of Office shall maintain the General index register of
GPF account containing the details of account number allotted to the subscriber as well as the
detail of nomination in form P.F. 6. Bigger departments should maintain a separate alphabetical
index register class wise.

SAFE CUSTODY OF NOMINATIONS

The nominations forms already lying in the office of A.G.will be transferred by him to
the maintenance authorities. Appropriate arrangements should be made for the safe custody
of nominations, and these should be kept under lock and key in the personal custody of the
Head Of Department/office as the case may be and included in the list of documents to be
handed and taken over at the time of transfer of the incumbent from one place to another.

ALLOTMENT OF ACCOUNTS NUMBERS

After taking over the GPF accounts from the Accountant General, Punjab, the Head of
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Department/Head of office will allot fresh account numbers to existing subscribers in
accordance with the following procedure while retaining the old numbers allotted by the
Accountant General also. These should entered in the index register series-wise separately for
each category.

TRANSFER OF ACCOUNTS FROM A.G.

The A.G. will while transferring the accounts, provide the balance of each subscriber
upto 31.3.1989 and will indicate the details of missing credits in each individual case. The A.G.
will transfer the amount lying in suspense account to meet missing credits of the employees.
He will also indicate the advances already taken by the subscriber on the transfer letter.

NEW GPF NUMBER FOR CLASS IV WHEN PROMOTED.

When the Class IV employee is promoted to a post in Class III his previous G.P.F.
account number should continue as heretofore for one year and the new account number in
Class III should be allotted after he has completed one year service in Class III post and the new
number should be allotted and deductions posted as class III from the next financial year which
ever is later. The process of allotment of new account number should be started 1-2 months
before the actual allotment of number to enable the authority to see the details of nominations
and transferring the accounts etc.
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& : 6/30/2013-5 feuuz/2072
U ASST
f&s fegmar
(f€3 Uors UfsH W3 IHAS AT
i, st : 9.12.14

A< fed,

AYT fegmar € 1,
IfAAearg, UArg 3 gfgure gret dae,
33Tt @ afHAGT,

AYJ faeyr 3 ARG A »3

femr : fsrfirs/foyes s mifoardnt § /RS <8 or-Haoua niseiH 8 99 |

Budas fen 3 1S feg afaz &t gerfes JFt I fa Unme fAR Aevet fAwe-2 € fowH 13.13 vidfis & 1-
¥ nigA'gt f3AfHAS A fYes (removed) IHEST €8 Ao fer A € fuwe mufts uret 3t 9 3t nudts &
cHE J¢ 3a GRg it &3 & wierfeatt adt 1St et J1 fen 3% 576 WA IIHETI § muget AHTAA
fiHeTInt ydhoit ags Bt M. €3 T o 37 ot wiser Jt fesr AT @ w3 & It nilfis € 9% fat.es &t
Wf3H wierfean 3t At T1 fer 5% AT agHTIMT Bet &3t aasfhau Uer At 31

AIAd <8 feR HHS 3 19 & fegds uds Jot nighs SR 13T famrr G :-

1. fra fsrfHAs JoHeat €8 muS Rafer 3+ fSAfHAS © gaHt fedu Hatar ness feg muits 13t arst

J< »3 »in BF & A foeast €t TH3t & miet 9= 3t J9 soHaIInt <iar BR § & Urre fRes ATt

fommest fase-2 € foud 13.29 nidls 8R @ fl.ut.es e o it 2 fesr ae; »i3

2. fdg B8R &t vil® @ SRw JT 3 Ufaw BRET a9 39 3 A foeast & i3t wr A 37 8 &t Aer
foegst &t fer fizt 3 Qudz B § Malt.es & wifsH nerfedtt & et a9s 3 foumt MgAT a3 fest
A< U3 fen 3° ufow AT f3RfHAS aoHadt 3 feg widisfee & fenr AR fa 8T Howa ne®3 &8
Erdt vt © B8R 2 I &9 A% 9T 3 <t Aafen f<u @0 %t T9uA3 &dt g<ar|
feg gefest 393 yg<t Jeain| fer Buds AEus g U B3t Quam & &3 fogr A<ar

fereu3g
(8r Afgars)
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OBTAINING GPF DEDUCTIONS OF EMPLOYEE ON
FOREIGN SERVICE /DEPUTATION.

STATE RUN HOARDS AND CORPORATIONS

The borrowing Authority shall effect the recovery of the subscription and deduction(s)
out of the advances etc granted to the subscriber and the amount so recovered shall be remitted
by the Borroing authority through a Treasury Challan to the nominated authority in trhe parent
office of the employee concerned. This shall be done within 7 days of the disbursement of the
pay of which the subscription/recovery is a port or by the 5th of the succeeding month to which
the salary relates.

DEPUTATION TO CENTERAL/OTHER STATE GOVERNMENTS.

The Bank draft(s) on the above account will be prepared by the DDO of the borrowing
authority in favour of the officer designated by the maintenance authority.

DEPUTATION FROM CENTRAL/OTHER STATE GOVERNMENTS

The G.P.F. Schedule of deputations from other state Govt, to the Punjab State would be
prepared category wise-and Department wise

DEDUCTION TO BE STOPPED 6 MONTHS BEFORE RETIREMENT.

The G.P.F. subscription can be stopped by the subscriber within one year from the date
of retirement. However subscription should be stopped 6 months before the date of retirement.

VERIFICATION OF GPF ADVANCES W.E.F. 1.4.80 AT THE TIME OF FINAL PAYMENT.

The maintenance authority shall get the information regarding advances from the
concerned DDOs w.e.f. 1.4.80 to 31.3.1989 as per F.D. letter No. 12/228/80-4 FP I11/10751 dated
21.12.1990

ADJUSTMENT OF MISSING CREDITS

The missing credits intimate by the A.G.Punjab while transferring the final balance to
the concerned department, these may be adjusted by the concerned department on basis of
collateral evidence by debiting the amount to head : 8658-suspense account provident fund
suspense" and credit to Head 8005-State Provident Fund" ( Punjab Government Finance
Department No. 9/166/90-4FP3 /3043 dated 10.4.1991.
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ATE (29%) UA™ I/ AIJSS! agHTTdt ANfad Shir AaliH, 1982

faefeane/f3nmar U39 »ife a9 AeiH € Haafau € AHUSt @ Hd1d © w3 3 15/- qu? Yt Hdter &t
T9 3 WHEG (FEAfGUAG) 396 T8 HEd 3w fieg Ayt Io

REIfAU AHUEt A 2017/AHUST & HdleT

Year of Subs March April May June

2.10.1982. 28996 | 29197 29399 29600

1.10.1983 26459 | 26644 26828 27013

1.10.1984 24183 | 24353 21522 24692

1.10.1985 22134 | 22290 22447 22603

1.10.1986 20276 | 20420 20564 20708

1.10.1987 18660 18793 18927 19060

1.10.1988 17184 17308 17431 17555

1.10.1989 15856 15971 16086 16201 ot
1.1.1990 15553 15666 15779 15892 AHE 3 3 AGfas femma
1.1.1991 13834 13936 14037 14139 2.10.1982 30.09.1983 10%
1.1.1992 12308 12400 12491 12583 1.10.1983 | 30.09.1987 1%
1.1.1993 10945 11028 11110 11193 1101987 | 30.09.1988 2%
1.1.1994 9735 9810 9884 9959 1101988 | 31.12.2000 1%
1.1.1995 8662 8730 8797 8865

1.1.1996 7714 7775 7837 7898 1012001} 31.12.2001 1%
11.1997 6859 €915 6970 7026 1.01.2002 | 31.12.2002 9.50%
1.1.1998 6106 6157 6207 6258 1.01,2003 | 31.12.2003 9%
1.1.1999 5442 5488 5535 5581

1.1.2000 4841 4883 4926 4968 - » A,

1.1.2001 4317 4356 4395 4434 i) s< il
1.1.2002 3850 3886 3922 3958 1.01.2004 | 30.11.2011 8%

L 12003 3419 3452 3485 3518 1.12.2011 | 31.03.2012 8.60%
1.1.2004 3034 3064 3095 3126 1.04.2012 31.03.2013 8.80%
1.1.2005 2675 2703 2731 2759 1.04.2013 31.12.2013 8.70%
1.1.2006 2345 2371 2397 2423 1.01.2014 | 31.12.2014 8.70%
1.1.2007 2040 2064 2088 2112 1.01.2015 31.12.2015 8.70%
1.1.2008 1759 1781 1803 1825 1.01.2016 | 31.12.2016 8.70%
1.1.2009 1501 | 1521 1542 1562 1.01.2017 | 31.03.2017 8.00%
1.1.2010 1260 1279 1298 1317 1.042017 | 30.06.2017 7.90%
1.1.2011 1037 1054 1072 1089

1.1.2012 831 847 863 879 | 82: FH 2.10.1982 3 30.9.1988 3& &3
1.1.2013 643 658 673 687 &% 68.75% W3 TuM 31.25% 3 AT
H'igi‘s‘ ‘3‘;(1’ ;‘gi ‘3‘22 ;lé 1.10.1988 3°30.6.2017 ¥93 &5 70%
1.1.2016 165 177 188 200 3 HHH 30%

1.1.2017 32 43 53 64




AT& (29%) UA™ I/ AIJSS! agHTTdt ANfad Shir AaliH, 1982

faefeane/f3nmar U39 »ife 396 AiH € Haafau & AHUSt @ Hd1d @ w3 3 10/- quU? Yt Hdter &t
T9 3 WHEG (FEAfGUAG) 396 T8 HEd 3w fieg Ayt Io

REafAy ANt A 2017/AHUST & Hdter

Year of Subs March April May June
2.10.1982 23832 23996 24160 2432
1.10.1983 21284 21431 21578 21725
1.10.1984 19012 19144 19276 19409
1.10.1985 16952 17071 17189 17308
1.10.1986 15112 15218 15325 15432
1.10.1987 13462 13558 13653 13749
1.10.1988 12000 12086 12172 12253
1.10.1989 10667 10744 10821 10899
1.1.1990 10354 10429 10504 10580
1.1.1991 9210 9278 9345 9411
1.1.1992 8188 8249 8310 8371
1.1.1993 7290 7345 7400 7455
1.1.1994 6480 6530 6579 6629
1.1.1995 5771 5816 5861 5906
1.1.1996 5137 5178 5219 5260
1.1.1997 4568 4605 4642 4679
1.1.1998 4069 4103 4137 4170
1.1.1999 3622 3653 3684 3715
1.1.2000 3233 3261 3290 3312
1.1.2001 2878 2904 2930 2950
1.1.2002 2566 2590 2614 2948
1.1.2003 2280 2302 2324 2046
1.1.2004 2021 2041 2062 2082
1.1.2005 1702 1801 1820 1838
1.1.2006 1561 1578 1596 1618
1.1.2007 1.61 1377 1393 1409
1.1.2008 1173 1188 1202 1217
1.1.2009 996 1010 1023 1037
1.1.2010 938 851 863 8760
1.1.20.11 091 703 714 725
1.1.2012 554 565 575 586
1.1.2013 428 438 448 458
1.1.2014 313 322 331 340
1.1.2015 207 215 224 232
1.1.2016 110 118 125 133
1.1.2017 21 28 35 43

fat
2.10.1982 | 30.09.1983 10%
1.10.1983 | 30.09.1987 11%
1.10.1987 | 30.09.1988 12%
1.10.1988 | 31.12.2000 12%
1.01.2001 | 31.12.2001 11%
1.01.2002 | 31.12.2002 9.50%
1.01.2003 | 31.12.2003 9%
1.01.2004 | 30.11.2011 8%
1.12.2011 | 31.03.2012 8.60%
1.04.2012 | 31.03.2013 8.80%
1.04.2013 | 31.12.2013 8.70%
1.01.2014 | 31.12.2014 8.70%
1.01.2015 | 31.12.2015 8.70%
1.01.2016 | 31.12.2016 8.70%
1.01.2017 | 31.03.2017 8.00%
1.04.2017 | 30.06.2017 7.90%

82 : HH 2.10.1982 3 30.9.1988 3 ¥I3
€3 68.75% M3 #YH 31.25% 3 AH
1.10.1988 3 30.6.2017 93 €3 10%
w3 HYH 30%




7.1

7.2

7.3
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DISMISSAL, REMOVAL, SUSPENSION, RESIGNATION

The pay and allowances of a Government Employee who is dismissed or removed
from service cease from the date of such dismissal or removal.
ALLOWANCES DURING SUSPENSION.

D)

2)

A Government Employee under suspension shall be entitled a subsistence allowance
at an amount equal to the leave salary which the government employee would have
drawn if he had been on leave on half pay and in addition dearness allowance, if
admissible on the basis of such leave salary. Where the period of suspension exceeds
six months the subsistence allowance for any period subsequent to the period of the
tirst six months as follows:

(i) The subsistence allowance may be increased upto a suitable amount not
exceeding the 50 % of the allowance drawn during first six months if the
suspension is prolonged due to the reasons not directly attributable to the
Government employee. (ii) the amount of subsistence allowance may be
reduced by a suitable upto not exceeding 50 % of the allowance drawn during
first six months. The rate of Dearness allowance will be based on the
increased/decreased amount of allowance.

Any other compensatory allowance admissible from time to time on the basis of pay

of which the Government employee was in receipt on the date of suspension.

No payment under Sub-rule 1 shall be made unless the Government employee

furnishes a certificate that he is not engaged in any other employment, business,

profession or vocation.

ALLOWANCES ON REINSTATEMENT.

1)

Where a Government Employee who has been dismissed, removed, or compulsory
retired, is reinstated as a result of appeal etc. the authority competent to order re-
instatement shall, consider and make a specific order :

(a) regarding the pay and allowances to be paid to the Government Employee for
the period of his absence from duty including period of suspension prior to
dismissal, removal, or compulsory retirement, as the case may be and

(b)  whether or not the said period shall be treated as a period spent on duty.

where the Government Employee re-instatement has been fully exonerated, he will

be paid full pay and allowances to which he would have been entitled, had be not
been dismissed, removed or compulsorily retired or suspended prior to such
dismissal, removal or compulsory retirement as the case may be.

In a case falling under sub-rule 2 the period of absence from duty including the

period of suspension preceding dismissal, removal or compulsory retirement, as the

case may be, shall be treated as a period spent on duty for all purposes.

In cases other than those covered by sub-rule (2) including cases where the order of

dismissal, removal, or compulsory retirement from service is set aside by the

authority exercising the powers of appeal revision or review solely on the ground of




73A 1)

3)

non-compliance with the requirement of clause (2) of article 311 of the constitution
and no further inquiry is proposed to be held, the Government employee shall be
paid such amount ( not being the whole) of pay and allowances to which he would
have been entitled had he not been dismissed, removed, or compulsorily retired as
the case may be, as the competent authority may determine, after giving notice to
the Government employee of the quantum proposed and after considering
representation if any submitted by by him in that connection within such period as
may be specified in the notice. The pay and allowances are restricted to three years
immediately before the date of reinstatement.

In the cases falling under sub-rule 4, the period of absence from duty including the
period of suspension preceding his dismissal, removal or compulsory retirement as
the case may be, shall not be treated as a period spent on duty, unless the competent
authority specifically directed that it shall be so treated for any specified purpose. If
the employee so desires such authority may direct that the period of absence from
duty including the period of suspension preceding his dismissal, removal,
compulsory retirement as the case may be, shall be converted into leave of any kind
due 'and admissible to the Government employee. Note (3) If no order is passed
under sub rule (5) the period of absence should be treated as 'non-duty' Note 4 In
case the period of suspension prior to dismissal, removal, compulsory retirement as
the case may be, converted into extra ordinary leave the subsistence allowance
already paid to the employee will have to be recovered.

Where the order of dismissal, removal, compulsory retirement of a Government
Employee is set aside by a court of law and such Government Employee is re-instated
without holding any further inquiry, the period of absence from duty shall be
regularized and the Government employee shall be paid pay and allowance in
accordance with the provisions of sub-rule (2) or sub-rule(3) subject to the direction
if any, of the court.

Where the dismissal, removal, or compulsory retirement of a Government employee
is set aside by the court solely on the ground of non-compliance with the requirement
of article 311 of the Constitution, and where he is not exonerated on merits, the
Government Employee shall be paid such amount( not being the whole) of pay and
allowances to which he would have been entitled had he not been dismissed,
removed, or compulsorily retired as the case may be, as the competent authority may
determine, after giving notice to the Government employee of the quantum proposed
and after considering representation if any submitted by him in that connection
within such period as may be specified in the notice. The pay and allowances are
restricted to three years immediately before the date of reinstatement. (ii) the period
intervening the date of dismissal, removal, compulsory retirement including the
period of suspension preceding such dismissal, removal, compulsory retirement as
the case may be, and the date of judgment of the court shall be regularized in
accordance with the provisions contained in sub-rule (5) of rule 7.3

It the dismissal, removal, or compulsory retirement of a Government employee is
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set aside by the court on the merits of the case, the period intervening the date of
dismissal, removal, or compulsory retirement including the period of suspension
preceding such dismissal, removal, compulsory retirement as the case may be,and
the date or reinstatement shall be treated as spent on duty for all purposes and be
shall be paid full pay and allowances for that period to which he would have been
entitled had he not been dismissed, removed or compulsory retirement, as the case
may be. (5) the payment shall be subject to adjustment of the amount if any, earned
by him through an employment during the period between the date of dismissal,
removal, compulsory retirement as the case may be, and the date of reinstatement.
Where a Government employee who has been suspended is reinstated or would have
been so re-instated but for his retirement on supernnuation while under suspension the
authority competent to order re-instatement shall consider and make a specific order :
a) regarding the pay and allowances to be paid to the Government Employee for
the period of suspension ending with re-instatement or the date Of his
retirement on superannuation, as the case may be and
b)  whether or not the said period shall be treated as a period spent on duty.
Where a Government employee under suspension dies before the disciplinary or
court proceedings instituted against him are concluded, the period between the date
of suspension and the date of death shall be treated as spent on duty for all purposes
and his family shall be paid the full pay and allowances for that period to which he
would have been entitled had he not been suspended, subject to adjustment in
respect of subsistence allowance already paid.
Where the authority competent to order re-reinstatement is of the opinion that the
suspension was wholly unjustified, the employee shall, be paid full pay and
allowances to which he would have been entitled had he not been suspended.
In the cases falling under sub rule (3) the period of suspension shall be treated as
duty for all purposes.
In cases other than those falling under sub rule (2) and (3) the Government employee
shall be paid such amount not being the whole as the competent authority may
determine.
Where the suspension is revoked pending finalization of the disciplinary or court
proceedings against the Government employee shall be reviewed on its conclusion.
(7) In the cases falling under sub rule (5) the period of suspension shall not be treated
as a period spent on duty unless the competent authority specifically directs that it
shall be so treated for any specified purpose. If the Government employee desire the
suspension period may be allowed to convert into leave of the kind due.
The payment of allowances under sub-rule (2), Sub-rule(3) or Sub rule(5) shall be
subject to all other conditions under which such allowances are admissible.
The amount determined under the proviso to sub-rule (3) or under sub rule (5) shall
not be less than the subsistence allowance and other allowances admissible under
rule 7.2
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1. gt fan aret A fan 39 ans 3 faree #aq I &yl gavw 3 =u J<aft 3t migg wfuardt <F Hadt
BT J=aitI* Ay i3t 1.8 2008

fa#t fongea S) e got ant feg
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JgU At 2000 2000 500
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€ug BT A =TI 16
T S FIHTTG AT, B e feg HeT a4t adaTm | i9d IE JIHTTdT A%l A%l id 29aT/4diaer
J 37 8T <t Aer J=ar | aet & goHgTat A G T Wieed Hag fan mifrdt gt 3 &9 8t Unr &t Sargar
frg €7 € ve3dt Ay I=| fan §9 7' f&fies qual feg y3T 4B € IN & €5 J Jet I JaHgTdt
AaTdt € fgat 3 fast & 8urd &= »3 &7 It €=ar

rfeere Aadt 1 3% 18
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AFET J 7 92T AgeT I 3% 18(2)

2. €t & goneTdt fast migw wfuardt &t igdt € det €t 9% Afeere fan yreiee 8¢ 3 A fan wifadt gar
3 341 ydte/=9 &dt AgeT| [ A99 a€t »fuaes ernt 3 udie a1t Afel J fa 3t 6n &t pes’ vesa
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*HU 99 G.S.R. 44/Const./Art. 187,309 and 318 /Amd. (6) 2008 Dated 08.08.2008 PUb in Gez dated
15.8.2008 Dated 1.8.2008

3. J9F JoHTTE 993t AN Ml ATfeeTE w3 A wTfE BT M3 ESedt €T S9<T AHaE miugTdt § e=ar
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4.  UA9 HIAG, YHa® fegmar 8. ATdt 8I1EIaHa o U3d $59 4/1/2008 - 2 Ut it 2/1233 i3t 19.9 2011
gt Fat A3 ISt I MEHY IS IF 18 (2) M3 (3)§ UM FId IF 18(2) 13T fapr I fAn migH™ et
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1. JEt < gIHgTdt fan MfAd 9¢ &% ArTT &dt dd<=Tedr fAan €t UfosT mef T gatde I 5T dt fea 3 =T
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gt At gerfest wignTg 899 A% few uBANT / Y=ia3T 39dt A I3t € ot feg fugd 5 A e
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2.  ©3A 1 € wAT 3 3941 BET §9 N9 ‘993 MeT J|
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STORES

PURCHASE PROCEDURE.
CIIEPTER 15 PFR VOLUME I AND APPENDIX 8 PFR VOLUME II

1.

Purchase must be made in the most economical manner, in accordance with the definite
requirements of the public service. Purchase orders should not be split up so as to avoid
the necessity for obtaining the sanction of higher authority required with reference to
the total amount of the orders. 15.2 PFR

Products of Small scale Industries in Punjab shall be purchased in preference to the
products of other States of India. First Preference shall be extended to the products of
Government owned industries carried on in Government Work Centers, Industrial Co-
operative Societies, Jails, Reformatory Settlement and Industrial Institutions and Schools
in the Punjab.

The Value of Articles to be purchased without inviting quotations shall not exceeds 500
and total value of purchased without inviting tenders during financial year shall not
exceed Rs. 5000.00

In case of immediate required of stores and the emergency shall be established and
certified by the Indenting Officer in writing, quotations from at least 6 registered firms
should be obtained.

Articles of proprietary nature shall be purchased according to financial powers
delegated to officers, after a certificate from the manufacturers or sole agents that the
rates quoted by them are identical to those approved by the DGSD or they would quote
to that Organization or to any other state in the country.

Where the Punjab Store Department arrange a rate contract the Indenting Officers in the
State shall be under contractual obligations to drawn their requirements of these articles
in terms of the rate or the running contract and no indent shall be sent either to
Controller of Store or Supply arranged of such item, even of slightly varying
specifications, direct from the market.

Where it is not possible to obtain competitive tenders or quotations or to lay down
comprehensive and complete specifications the purchase shall be made by purchase
committees as may be appointed by the competent authority from time to time.

RECEIPT OF STORE 1.4 PFR-1

1.
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All materials received should be examined, counted, measured or weighed, as the case
may be, hen delivery is taken, and they should be taken in charge by a responsible
Government Employee who should see that the quantities are correct and their quality
good and record a certificate to this effect. The Government employee receiving the store
should also be required to give a certificate that he has actually received the materials




and recorded them in the appropriate stock registers. 2. At the time of making payment,
it should be seen that the rates paid are not in excess of those entered in the contract or
agreement made for the supply of stores and that suitable notes of payment are recorded
against the indents and invoices concerned to prevant double payments.

ISSUE OF STORE 15.5 PFR-1

When materials are issued from stock for departmental use, the Government employee
incharge of the stores should see that an indent in P.F.R.Form 20 has been made by a properly
authorized person, examine it carefully and with reference the order or instructions under his
dated initials in the description and quality of materials, if he is unable to comply with the
requisition in full. He should then prepare and sign the form of the invoice attached to the indent
according to the supply actually made.

TRANSFER OF CHARGES 15.6 PFR -1

When a Government Employee in direct charge of stores makes over charge to
another Government Employee, a joint transfer report accompanied by the
relieving Government employee's receipt for the stores which have been in the custody of the
relieved Government Employee should be submitted to the next higher authority. If the
relieving Government Employee fails to bring to notice within a reasonable period any
deficiency or defect in store taken over from his predecessor, he will be held responsible for the
same both as to quantity and quality so far as he was in a position to ascertain it,

KINDS OF STORE
1. Dead Stock :such as plant, machinery, furniture, equipment and fixture etc and
2. "Other Stock" which consists of consumable and perishable articles.

INVENTRY OF DEAD STOCK.

An inventory of the dead stock should be maintained in all Government offices in a
form prescribed by competent authority, showing the number of items received, the number of
items disposed of (by Transfer, sale, loss etc) and the balance in hand for each kind of articles.
Following instructions should be carefully observed by all concerned:

1. The Inventory should be priced for articles costing above Rs. 25/-
2. The inventory should ordinarily be maintained at the site of the dead stock.
3. The inventory should be checked by the head of department once a year and a certificate

of the result of check recorded.

4. Articles of dead stock should be verified at least once a year and result of verification
recorded on the inventory. All the discrepancies noticed must be properly investigated
and brought to account immediately so that the inventory may represent the true
account.




5. When articles of dead stock, e.g. tools and plants are lent to local bodies, contractors and
others, the hire and other charges as determined under rules prescribed by competent
authority, should be recovered regularly.

6. Government libraries and museums should maintain upto date catalogues as well as
prescribed accounts stock and inventories.

OTHER STOCK

A reliable list, inventory or account of all stores in the custody of Government employee
should be maintained, in a form prescribed by the Head of Department, to enable a ready
verification of stores and check of accounts at any time and transactions must be recorded in it
as they occur.

PHYSICAL VRIFICATION OF STORES

A physical verification of all stores should be made at least once in every year under
rules prescribed by the Head of Department. subject to the conditions that : verification is not
entrusted to a person :

a) who is the custodian, the ledge-keeper, or the Accountant of the stores to be
verified.
b) Who is not conversant with the classification, nomenclature and technique of the

particular stock of the store.

2. The verification should not be left to low paid subordinates and in case of large and
important stores it should be as far as possible be entrusted to responsible Government
Employee who is independent and superior executive.

3. A certificate of verification of store with its results should be recorded on the list
inventory or account as the case may be.

4. Verification must always be made in the presence of the Government Employee
responsible for the custody of the stores or a representative deputed by him.

5. All discrepancies noticed should be properly investigated and brought on account
immediately.

6. Shortage and damages as well as un-serviceable stores should be reported immediately.

CONDEMNATION OF STORES.

1. The Head of the office is authorized to condemn and disposal of stores upto book value
of Rs. 5000.00

2. Head of the Department is authorized to condemn and disposal of stores upto book
value of Rs. 50,000.00

3. The stores whose book value is more than 50,000.00 should not be condemned except

by the committee constituted by Controller of Stores.
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RESPONSIBILITIES OF DDO's

RECEIPT OF GOVERNMENT MONEY.

21

A person may tender moneys in payment of dues to Government either to concerned
Departmental officer by cheque, bank draft, postal order, or money order or in cash if
the amount does not exceed one hundred.

Every Government employee is personally responsible for the money which passes
through his hands for prompt record, correctness in every respect. Private cash should
not be mixed up with Government money.

A government employee supplied with funds for expenditure is responsible for their
proper disposal. The DDO should see that the payment is being made to the person
entitled to receive them and that undisguised funds are either repaid into the treasury
or adjusted by short drawl in the next bill or bills. Payee should sign the office copies of
pay bills or A quittance rolls in token of their having received the amount with stamp
where necessary. Acknowledge setting forth full particulars should be obtained for
payment to private parties.

MAINTENANCE OF CASH BOOK.

The DDO's should observe the following rules for maintenance-of cash book.

Every officer receiving money on behalf of the Government should maintain a cash book
in form P.F.R. I

All monetary transitions should be entered in the cash book as soon as they occur and
attested by the head of the office in token of check.

The cash book should be closed regularity and its total should be checked by DDO or
get it checked from responsible employee of the office other than writer of the cash book.

At the end of each month the Head of office should verify the cash balance in the cash
book and record a signed and dated certificate of correctness. If the Head of office is
absent from Head Quarter at the end of the month he may delegate the powers to record
certificate to a Gazetted officer, if any and if there is no gezetted officer to Superintendent
of the office and should personally verify the cash balance on his return to HQ

If the cash found incorrect, unless the error can be detected and set right, entry regarding
" to cash found surplus" or "By cash found deficient" may be done.

By the 15th of every month, a consolidated receipt for all remittances made during the
previous month, which should be compared with the posting in the cash book.

An erasure or over-writing of any entry once made in the cash book is strictly prohibited.
Any correction should be made by drawing pen through the incorrect entry and
inserting the correct one in red ink between the lines.
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2.5

2.10

2.10 (b)
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The class IV employee may not allow carrying the cash. When it is absolutely necessary
a man of some length of service and proved trustworthiness should only be selected.

All Government receipt utilization of which towards expenditure is strictly prohibited,
should be deposited in to Treasury on the same day or on the morning of next day.

Self check to replenish the cash chest should at once be entered as receipt in the cash
book. This entry must not be delayed until the money has been received after the
encashment of the cheque.

GENERAL PRINCIPLES AND RESTRICTIONS RELATING TO EXPENDITURE

Every Government Employee incurring or sanctioning expenditure from the revenue of
the State should be guided by high standards of financial propriety. Among the
principles on which emphasis is generally laid are the following :

1. Every Government Employee is expected to exercise the same vigilance in
respect of expenditure incurred from public money as a person of ordinary
produce would exercise in respect of the expenditure of his own money.

The expenditure should not be prima facie more than the occasion demands.

3. Money borrowed on the security of allocated revenues should be expanded on
those objects only for which money is borrowed.

4. No authority should exercise its powers of sanctioning expenditure to pass on
order which will be directly or indirectly to its own advantage.

5. Government revenues should not be utilized for the benefit of a particular person
or section of the community except in pursuance of recognized policy or custom.

6. No authority should sanction any expenditure which is likely to involve, at a
later date, expenditure beyond its own powers of sanction.

7. The amount of allowances such as traveling allowance, granted to meet
expenditure of a particular type, should be so regulated that the allowances are
not on the whole the sources of profit to the recipients.

NECESSARY CONDITIONS FOR GOVERNMENT EXPENDITURE

1 That special or general sanction of the expectant authority for the expenditure
exists.

Necessary funds to cover the charge exist.

3. All charges incurred are drawn and paid at once and are not held up for want of
funds and allowed to stand over to be paid from the grant of another year.

4. Money actually paid is under no circumstances kept out of account a day longer
than is absolutely necessary.

5. No money is withdrawn from Treasury unless it is required for immediate
disbursement.
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2.25

2.31

2.32

2.33

CURRENCY OF GOVERNMENT CHEQUES

Government cheques remain current for three months only after the month of issue.

CANCELATION OF CHEQUE

When it is necessary to cancel a cheque, the cancellation should be recorded on the
counterfoil, and the cheque, if in the drawer possession, should be destroyed.

LOSS OF CHEQUE

If a Drawing Officer be informed that a cheque drawn by him has been lost, he shall
address the Treasury Officer and a certificate be obtained from him that such which has
been reported lost has been paid and will not paid if presented thereafter.

TIME BAR CLAIMS

Claims against Government not preferred within one year from the date of due can be
submitted with the approval of Head of Department if claims pertains to Subordinate
office and with the approval of Government if pertains to Head of Department. Claims
upto Rs. 500.00 can be preferred upto three years from the date of due. Three years old
claims can be preferred with the approval of Administrative Department.

RESPONSIBILITY FOR OVER CHARGES.

Drawer of bill for pay allowances, contingent and other expenses will be held responsible
for any overcharges, frauds and mis appropriations. He should, therefore, make himself
thoroughly equainted with the meaning of the various financial ckecks which he is
expected to exercise so that he can be in a position to detect immediately any attempt at
defalcation and should pay special care to those pints in financial procession. With a
flew to enable the Head of Office to see that all amounts drawn from Treasury have been
entered in the cash book he should obtain from the Treasury Officer by 15th of very
month a list of all bills drawn by him during the previous month and trace all the amount
in the cash book.

CONTROL OVER ACCOUNTS.

It is not sufficient that a Government employees accounts should be correct to his own
satisfaction. He has to satisfy not only himself, but also the Accountant General, that a
claim which has been accepted is valid, that a voucher is a complete proof of the
payments which it support.

RESPONSIBILITY FOR LOSSES SUSTAINED THROUGH FRAUD OR NEGLIGENCE

Every Government Employee should realize fully and clearly that he will be reld
personally responsible for any loss sustained by Government through fraud or
negligence on his part and that he will also be held personally responsible for any loss
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2.46

arising from fraud or negligence on the part of any other Government Employee to the
extent to which it may be shown that he contributed to the loss by his own action or
negligence.

ISSUE OF DUPLICATE BILLS.

In the case of a bill passed by the Dawning Officer/Controlling Officer for presentation
at a treasury but lost either before payment or before presentation at the treasury, the
Government Officer who drew the original bill shall ascertain from the treasury that
payment has not been made on it before the issue a duplicate thereof.

RECOVERY OF MONEY DUE TO GOVERNMENT FROM THE G.P.F.

The amount at credit of subscribers, compulsory or optional, to a Provident Fund, are
under section 2(a) of the Provident Fund Act 1925 compulsory deposits and are
therefore, protected from attachment by a court of law under section 3 ibid. Claims by
Government are not, therefore, compulsorily and without the subscribers consent
recoverable from the balance at his credit.

PAY AND ALLOWANCES.

5.31

711

7,12

7.14

7.15
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Pay, allowances or pension can be drawn for the day of death, the hour at which death
takes place has not effect on the claim.

Drawing Officers are responsible for seeing that pay bills are checked and initialed by a
responsible Government Employee and that the check must always include verification
of the total amount entered in the bills.

Undisbursed amount of pay and allowances may, at the option of the DDO be retained
for a period not exceeding three months provided proper arrangements can be made
for the safe custody of the sums retained.

Head of office are responsible for seeing that signatures on office copies of the pay bills
or a quittance rolls, as the case may be are taken by the official making the payment at
the time of payment and not by the bill clerk previous to payment and that in the case
of offices in which Government employees are present on the spot, payment are
ordinarily made to them in person and not to a third person on the authority of the
payee.

Head of an office is not at liberty to re-adjust the pay of Government employee by giving
one more and another less than the sanctioned pay of his post. There is no objection to
excess appointments being made in a lower unit or cadre against an equal or grade
number of vacancies left unfilled in the higher grade. This liberty must, however, not
be used for the purpose of increasing the numerical strength of an office. m







Main Objectives of RMSA

1) To ensure that all secondary schools have physical facilities, staffs and supplies at least
according to the prescribed standards through financial support in case of
Government/Local Body and Government aided schools, and appropriate regulatory
mechanism in the case of other schools.

i) To improve access to secondary schooling to all young persons according to norms -
through approximate location (say, Secondary Schools within 5 kms, and Higher
Secondary Schools within 7 kms)/ efficient and safe transport arrangements/ residential
facilities, depending on local circumstances including open schooling.

iii) To ensure that no child is deprived of secondary education of satisfactory quality due to
gender, socio-economic, disability and other barriers.

iv) To improve quality of secondary education resulting in enhanced intellectual, social and
cultural learning.

V) To ensure that all students pursuing secondary education receive education of good quality.

Vi) Achievement of the above objectives would also, inter-alia, signify substantial progress in
the direction of the Common School System.

vii)  To carry out the The Teacher Training Programme for Teachers & School Heads of
Secondary & Sr. Secondary Schools under Rashtriya Madhyamik Shiksha Abhiyan under
the Chairmanship of worthy State Project Director to improve the quality of education at
Sceondary Level.

With this objective, the RMSA Society for the implementation of Rashtriya Madhyamik
Shiksha Programme has been registered under Societies Registration Act 1860 in the State
of Punjab. It has been named as Rashtriya Madhyamik Shiksha Abhiyan Authority, Punjab.

Rashtriya Madhyamik Shiksha Abhiyaan Authority, Punjab

5th Floor, E-Block, Vidya Bhawan, Ph-VIIl, Mohali
Ph : 0172-5212356, 0172-5212315




