
Government of \\'est Bengal

SchoolEducatronDepartment'BudgetBranch
Bikash Bhavan, Salt Lake' Koikata-700091

Dateci: 17 '04 '2O\7
No.62-SSE/ 17

MEMORANDUM

Subject : Modified Procedure for application' Process and disposal of pension cases

oftheEmployeesofthenon-GovernmentaidedandRecognised
Educationallnstitutions(ExcludingD.A.gettingschools)through
e-Pension Portal

The Governor is hereby pleased to direct that in view of the various e-Governanr:e:

initiatives undertaken by the Government it has been felt that benefit ol such

e-Governance initiatives may also be extended to the process of settlement ol

pensionary benefits to the employees of non-Government EdUcational lnstitutions'

Aftercarefulconsiderationofthematter,the(iovernorisnowpleascdLolirv
down the following procedure to be followed by the concerned stakeholders in thc '.

Pension,portalofGovt.ofWestBengalandsettlementofpensionarvbenefitsrllt'htl
employees of the State Go.,.,,,*.,'t Sponsore.d or Aidecl Educational Institutrons

(Excluding D.A' getting schools)'

Theportalisdesignedtominimtzetnephysicalmovementofr,oluminoLlspapcrs
rerated with the pension cases and also to minimize the time consumed in examinatio'r'

audit and finarisation of the pension cases under the existing scheme ror perymcnt '{'

retirement bene{its to the employees of non-(iovernment Aided and recognizcd

Educational Institutions (exciudingb.A. gettingschools) in due time' Every indrvidual

pensioner, Head of the Institution/Sub Inspector of school (PE), District inspector ol

Schools (Primary Education/secondary Education)' AssislantlDeputy/Joint Dircctor .f

Accounts (Education), Directorate of Pension' Provident Fund & Group insurancc' wcst

BengalandthePensronDrsbursingofficersaretaggedinthee-Pensionportai.

Theprocedureofapplication,examination,scrutiny,processingandscttlcnlctlt
of pension case and issue of Pension Payment order "'dt' 

the west Bengal Recogniscd

non-(iovernment Educational Institution Emplol'ees (DCRB) Scheme' 1981 introduccd

vid.e G.O. No. 136-EDN(B) dated 15'05'1985 will stand modihed to [he extcnt as

narrated in this order'

ThisisissuedincancellationofG.o.No.BB-SE(B),Datecl,26,05.1998&,in
modification of alr other rerevant G.o.s running in this rreld to the extent as narralcd irt

this order.

All the definitions used in G.o. No. 136-Edn(B), Dated, 15.05.19[J5 drc t-lsctl

hereinafter with the same meaning'

PARA - 1: e-Pension Portal:

1.1:e.PensionPortal/websitewithURL..wbepensio+.q'ov.in,,wilibeutriiscd
byallthestakeholderstodischargetheroleassignedundertheserulestocachoit,hcm.



PARA - 2: Generation of list of such emplogees tzs on 7"t dag of everg month who
utill superannuate in the next 72th month:

2.Lz A list of employees to be superannuated in the next 12th month u,ill lrc

generated by the system on 1"t day of every month and will be available in tht: login of

the Head of Institution I Sub Inspector of Schools (PE). The system wiil also send uscr
ID (Employee ID) and One Time Password (OTP) to the individual emplovr:c on hts
mobile number registered in Online Salary Management S.ystem (OSMS) Portal. ln
addition to the system based intimation through SMS/emaii, the Flcad ol Irrstiturtions /
Sub Inspector of Schools (PE) sha11 serve the system generatcd noticc ol
superannuation to the retiring employees within one month from the date o[ gct-tcratton

of the list.

2.2: In case any employee has not entered/ provided mobile number rn OSMS

portal, he shall immediately get it updated through his school/Sub-lnspector of Schools
(P.E.)/ District Inspector of Schools within a date not later than twelve months
before his/ her date of superannuation. A11 sorts of communication 1o thc
stakeholders will be made through SMS and mail (if available) through systcm.

PARA - 3: Process of application for pension bU the emplogee:

3.1: The employee shall login to the e-Pension Portal usrng the Login lD ar-rcl

One Time Password (OTP) sent to his mobile and will change the passrr,,ord immcdratclr,'
after 1"t successful login to the Portal . In case, any emploSree has not rc(-'civcd Lris Uscr
ID and Password 11 months prior to the date of retirement, he/she shall immccliatclv
contact his/her Head of Institutions (HOI) / Sub Inspector of Schooi (P tr)/ I)istnc't
Inspector of Schools (SE/PE).

3.21 After fresh login, the employee shall fill up Part-A ol thc Pension
Application Form onling furnishing personal details and submit the samc to thc llcarl
of Institutions (HOI) / Sub Inspector of Schools (P.E)

After the Part-A ol the Pension Application has been submittcd onlinc hc ii'ili
take printout of the Part-A of the Pension Application in triplicate and sign tht-' hirrri
copies and submit two (2) copies of the Application along with three (3) sets of
joint/single photograph duly attested and three (3) sets of specimen signature
duly attested to the Head of Institutions (HOI) / Sub Inspector of School (P E)

3.3: If the employee desires to commute a portion of his / her pension, thc
employee will fill up Part-B online and submit the same to the Heaci ol Institr.rliorrs
(HOI) / Sub Inspector of Schools (P E)

The employee will take print out in triplicate of the filled in Part-B, put
signature at the specified space in the Application Form and submit two (2) copics along
with the hard copy of Pension Application. Hd/ She will complete thc submission ol
Part-A and Part-B (if applied) in both online and hard copy mode within a date not
later than ten months before his/her date of superannuation.

3.4: The employee will ensure that Nomination for DCRG and Nomination
for LTA Pension duly arccepted by the Head of Institutions (l-lOI) / Sub Inspcctor o|
Schools (P.E)/ Appointing Authority/ Competent authority and self-attcslcd List of
Family Members along with all other required documents as stated in Schedule I
are also enclosed to the hard copy of the Pension Apphcation without fail.



3.5: In case the Applicant is Head of the Institution himself, pension

application will be processed through appointing authority.

PARA -4: Processing of applicqtion tor pension submitted bg the superannuating
emplogee at the end of Hea.d of the Institutions (HQI)/ Sub-Inspector of the

Schools (SIS) (P.8.):

4.L: The system based pension applicatior-r wrll now be avzrilablc in tht: Iogttt o1

the HOI (Head of Institution) in case employees of secondary schools/SIs (Sub-lnspcc:1or

of schools) in case of employees of primary schools. Once the hard copv of pension

application (Part - A and Part-B) along with other supporting papers as sLtttcd in

Schedule I are submittccl by the employee to the Hcacl ol Institutions (llOI) / SLtl>

Inspector of School (SIS), he shall acknowledge the receipt in the system forthlr'rtir

and also hand over a system generated acknowledgement receipt to the employee.

The Flead of Institutions (HOI) / Sub Inspector of School (P.E) will nou' vcrif'v

whether the Part - A is correct and complete in all respect and all required att:rctimcl-lts

have been submitted by the applicant with reference to Annexure-l (chcck list fi;r

HOI/SIs). If satisfied, the HOI/SIs will now proceed to {i11-up the r:omprchcnsivc lorm

Part - C (Form for Sanction of Pension and Gratuity), Part - D (Pay Slatemer-rt shor,r'ing

drawal of pay from the date of first appointment into servir:c to dittc of'

superannuation/retirement/ death) and Part - E (Pay Certificate) ol thc applrctrnt.

HOI/SIs shall also verify the Part-B (Appiication fbr Commutation of Pensi<>n). Hcad ol

Institutions (HOI) / Sub Inspector of School (P.E) now will arrange to complete the

Service Book in all aspect.

4.2: On completion of the process of filling up of Part - C, Pav Statcmctrl trt

Part - D and Pay Certificate in Part - E, the Head of Institutions (HOI) / Sub Inspcrrtor

of School (P.E) will submit the same oniine using Digital Signature Certificate (DSC)

to the Pension Sanctioning Authority. He/she will also ensure that thc spccimcrt

signatures are duly attested by Group'A'officer and the joint/single photographs tit'tr

duly attested by the Fleadmaster/ Headmistress. He/She will then takc printout o['Part

- C, Part - D, Part.- E and Annexure-l in duplicate, sign the same and attach a copy

of the signed Part - C, Part-D, Part- E and Annexure-I with the documents

submitted by the applicant. Duly completed Service Book and all required papers

in support of entries made in'the various parts of pension application in e-Pension

Portal will be forwarded along with the print out of Forms and documents
submitted by the applicant stated earlier to Pension Sanctioning Authority

4.3: In-case the pension application in Part - A, Part-B and/or cl<lc:t.trn(rrrls

furnished by the applicant are found defective, the Head of Institutions (HOI) / SLrl.r

Inspector of Schooi (P.E) will return the applications along with Annexure-I onl-ine

using DSC to the applicant through system with comments notcd in thc carrtrtrkt'cl

space of Annexure-l with request to the employee to re-subr+it thc appliceition r.t'ilhttr

fifteen (15) days from the date of objection.

4.4: After re-submission by the applicant, Head of Institutions (HOI) / Srtlr

Inspector of Schooi (P.E) shall process the Pension Case as described in para 4.2.

4.5: The Head of the Institutions/ Sub-lnspcctor of thc Schools (P E ) shiill

complete the whole process of submrssion of soft copy as weil as hard cop-y not later
than seven and half l7'kl months before the date of superannuation of tht'

employee concerned.



PARA - 5: Processing of pension cqse submitted bg the Head of the Institutions /
Sub-Inspector of the Schools (P.8.), qt the end of the Pension Sanctioning

Authoritg:

5.1: The system based pension papers [Part - A, Part * B, Part - C, Part-L)

and part-El will now be available in the login of the Pension Sanctioning Authority.
Once the hard copies of full set of pension papers conLaining all forms as statcd abovr'.

the duly completed Service book, Nominations for DCRG/ LTA ol Pension, List of'Ian'rrlr

members/ legal heirs, duly attested joint/ single photograph and specimen signaturt:

and all other documents and certificates which are required for proccssing tll pct-rsiotr

cases are submitted, the Pension Sanctioning Authority shall acknowledge the

receipt in the system and hand over a system generated acknowledgement receipt

to Head of Institutions (HOI) / Sub Inspector of School (P.E).This date o[ rcceipt ol thc

hard copies of pension papers will be treated as the date of receipt of the pensicln c:itstr

in the office of the P.S.A. and also the date of receipt of the Part-B (Application fbr

commutation of pension).

5.22 The P.S.A. will allot the system based pension papers along wtth

submitted hard copies of pension papers to tl-re A.l. ol Schools (S E / P.E,) or an1' otht:r

employee, as the case may be, for verification. The office of the P.S.A. wrll vcnly tl-rc

record with the reference to GO No. 64-SSEl17 dated 17 l4l2O17 issucd in conncclton

with procedure to be uncler taken by the office of the District inspector o[ schools anrl

Joint/Deputy/Assistant Director of Accounts (School Educalion) and other rclcvirrrL

G.Os. He will also arrange to scan the duly attested joint/ single pl-rotograph ancl dr,rlv

attested specimen signature and store them at appropriate place lor uploading ll-thc

pension papers are in order, the assigned employee or AI ol schools, zis thc casc lrltlv

be, will arrange to recorcl certilicates required to be furnished by P.S.A. in thc sptrcifir:cl

place of both the online pension papers and the hard copies thercof and lonvard thc

same to the P.S.A.

5.3: The P.S.A. will now verify the case and observations made thercon bv lI'rc

assigned employee and/ or the A.l. of schools. If satisfied, he will then Forward thir

system based pension papcrs online using DSC and also Lhe full sct ol hard copics of'

pension papcrs to Assistant/Deputy/ Joint Director (A/Cs) for verification of the

pay & services ofthe applicant.

5.4: On the other hand, if on verihcation in the office of the P.S.A., the pcnsion

case is found to be not in order, the P.S.A. will return the applications along with
Annexure-Il ontine using DSC to the Head of Institutions (HOI) / Sub Inspci:tor o1'

School (P.E) through system with comments noted in the carmarkcd spelcc ol-

Annexure-ll with request to re-submit the pension case and also in hard copl'wlth l-ris

observations. After complying with the observations, the Head of Institutions (HOI) /
Sub Inspector of School (P.E) schools rvill redub_mit lhe case within filtcen (1 5) davs

from the date of objection. The whole process including the processing of case after
re-submission shall take not more than 45 days in the office of the P.S.A.

5.5: ln case of objection raised by Assistant/ Deputy/ .Ioint Dirc,ctor (AlCs),

PSA will comply with the observations. If there is any observation which rr:quircs

compliance.from the Head of the Institutions/ Sub-inspector of the Schools (P E ), PSA

will return the case online to the Head of the lnstitutions/ Sub-lnspector ol thc Schools

(P.E ) using DSC and also in hard copy with his obscrvertions. Aftcr compll,tng r'r'rlh tlrt'

observations, the Head ol Institutions (HOI)/ Sub Inspector of Schools will rc'-subLqit

the case within fifteen (15) davs from the date of obiection. The whole process



including the processing of case after re-submission shall take not more than 45

dags in the office of the P.S.A.
f 5.6: Before initiating pension papers by the Head of Institutions (HOI) /

Sub Inspector of School (P.E), as the case may be, due attention is to be paid to
the paragraph 19(5f of the G.O. No. 136-Edn(B), Dated, 15.O5.1985 so that the
instruction contained in the said paragraph 19(5) is followed properly.

PARA - 6: Processing of the pension ca-se forutarded bg the P.S.A., to Assistant /
Deputg / Joint Director (A/Cs):

6.1: Assistant/ Deputy/ Joint Director (A/Cs) shall act as Audit Officer of
DPPG, West Bengal for the purpose of checking pension papers of the Non-(lovcrnmcrrl

Educational Institutions including the aided and sponsored primary scl-ioois (Exclr-rdrr-rg

D.A. getting schools).

6.2: The system based pension papers will now be available in the logtn ol thtr

Assistant/ Deputy/ .loint Director (A/Cs). Once the hard copies oi full set of pcnsion
papers are subrnitted, the Audit :Qf{iggI shall acknowledge tl're receipt in thc svstc'rrr

forthwith and hand over a system generated acknowledgement receipt. Thc Audit
Officer will allot the system based pension papers along with submitted hard copics ol
pension papers to his/her assigned employee for verification. The assigncd cmplo-r'ctr

will verify the records with the reference to G.O. No. 64-SSE/17 datcd 17 l1l2017
issued in connection with procedure to be undertaken by the olfice ol thc Drstritrt

Inspector of schools and Audit Oflicer and other relevant G.Os ancl then forwarcl thc

same with comments (if any) to the Audit Officer lor his/her final vcrilication itnrl

authentication.

6.3: Audit Officer shall exercise all necessary checks in regard to pl*' irncl

service, leave availed of and other issues required as per existing (]o'nernrnent orclt't's

and relevant papers submitted by the authority. The Aqdi!-lQffiegr may call for tin.v

documents required for proper examination of pension papers and the salrlc rtill bct

provided by the P.S.A. and/ or H.O.l. / S.l. of schools as the case may bc.

6.4: ln case the pension papers are found to be in order in all rcspcct, thir

Audit Officer will authenticate the online 'Pay Statement'with a remark 'verified a4-{

found correct'. The AUdig_affiSgl will also record the same certihcale in hard copy
and transmit the pension case online using DSC and also in hard copv to thc P.S.A.

within 60 days from the date of receipt of the hard copv.

6.5: In case the pension papers are found defective, the Assistant/ Dcptrtr'/
Joint Director (A/Cs) shall record his/her observations and return thc applications
along with Annexure-Ill online using DSC to the P.S.A. through system with
comments noted in the earmarked space of *{nnexure-lll and in hard copv with thc
request to comply with the observations and the later authority will resubmit thc s?rmc

within fifteen (15) days from the date of receipt after necessary compliance.

6,6: Once the pcnsion case is resubmitted, it will bc drsposcCi tr)'tltc
Assistant/ Deputy/.Joint Director (A/Cs) in the same procedure stated abovc n'itirin
fifteen (15) days from the date of resubmission bv the P.S.A.

-



PARA - 7: Processing of the pension cqse at the end of the P.s.A after

uerification bg Assistant / Deputg / Joint Director (A/Cs):

7,Lz The system base<l pension papers cluiy authenticated bY thc Assrstanl/

Deputy/ Joint Director (A/Cs) will once again be avaitable in the login of the P.S A. ()tr

receiving back the duly certifieci hard copies of the pension papers lrom the Assislzrnt/

Deputy/.Joint Director (A/Cs), the P.S.A. wilt sanction the pension and other

entitlements in part-F online using DSC. He will also sanction thr: pension :rnd otht'r

entitlements in hard copy and put his signature in 1he hard copres of thc pctrsiot-t

papers.

7,2: At this stage the P.S.A. will ensure that the system based pcnsion p?rpcrs

contain part-A (Pension Application), Part-B (Application for Commutation of Pcnsion),

part - C (Form for Sanction of Pension and Gratuity), Part - D (Pay Statement shorving

drawal of pay from the ciate ol lirst appointment into sen'itre to dittc ol

superannuation/retiremcnt/ death) ancl Part - E (Pay Certificate) antl P:,rrt-F (Forrr"ritl

Sanction of Pension) and uploaded joint/ single photograph and spccimcn sigt'tatttrt'

7.3: After being sattsfied that system based pension papers are complctc in itll

respect, he/she will Forward the case of the applicant online using DSQ to thc DPP(I

not later than three (3) months before the clate of superzrnnuation ol thc trrnplovt'r'

concerned.

7.42 This physical pension file containing hard copies of all pension

papers including Service Book shall be preserved in the office of the P.S.A. and he

shall be responsible for its safe custody and providing it as and when required by

the competent authorities.

PARA - 8: Processdng of pension cqse at the end of the DPPG:

8.1: The administrator in the office of DPPG Kolkata I ULtar Kanvn, as thc r:itstr

may be, will arrange to create Audit Cell (s) headed by Assistant/ Dcpuly/ 'Jotrrt

Director(s) as Officer-in-Charge who will act as Approver. There will be two lcrrcls o1-

auditors assisting the Approver, namely Verifier and C)perator who will disch:rrgc 1}'rt-

functions of audit.

B.2t The system based pension case received from the P.S.A. will bc ar':tilrrblc

in the login of administrator in the office of DPPG Kolkata / Uttar Kanya, as thc cttscr

may be.

8.3: The DPPG will check that all the particulars of pension casc arc proptrrlv

filled in, the pay and sen,ices are duly checked and vertfied by the Audit Officer.

The office of DPPG may examine the information given in thc Pension Applicatiorr

Forms with reference to Recognition Master, A,pproval Master, Grant-tn-ard Mastcr ol

OSMS for verification in some selective cases to be decidecl by the DPPG. In r::rsrr oI

doubt, the office of DPPG may call for phl,srcal copies o[ any records in rcspect of sttt ll

selective cases.

8.4: If the pension case is found to be in order, Appror.'er will erpprrtvc tht'

pension casc using DSC.

B.S: 'If the pension case is not in order, the Officer-in-Charge/ Approvtrr rviil

return the case to the P.S.A. online using DSC with his observations noled itt thc

specified space. The P.S.A. wiil complywith the observations so made and rcsubmit tht'

^---i^- r..:ep 1^ +t-re I)PPfl rxrifhirr fiffer.n (l5) davs afler rr:r:e-'iDt o[thc obicctions.



PARA - 92 Generation of PPO by DPPG:

9.1: On final approval of the pension case by the Officer-in-Charge/ Approvi:r,

a draft 'e-PPO' will be generated through system and will be available for view in
the login of concerned Officer-in-Charge/ Approver showing details of pension,
retiring/ death gratuity and commuted value of pension etc. in a draft mode. 'l'hc

Officer-in-Charge/ Approver will verify the 'e-PPO' so generated. If the dralt 'c-PPO' is
found correct in a1l respect, he will apploye the draft e-PPO using his DSC.

9.2: The digitally signed 'e-PPO' will now be generated with n system
generated unique PPO number. Then the e-PPO will be transmitted with systcm
generated Memo Number & Date to the Pension Disbursement Officer/ Treasury
Officer through tntegrated Financial Management System (IFMS) Portal and will bc

available in the logtn of Pension Disbursement Officer/ Treasury Olficcr for takrng
appropriate action as per WBTR, 2005 and as amended thereafter.

9.3 The whole process in the office ol the DPPG, WB including gener:,rtion ol-

e-PPO will be completed at least 15 days prior to the superannuation of thc emplo-ycc

PARA - 10: Issue of No-Liability Certificate :

1O.1 : After generation of e-PPO or the last date of service, whichever is latcr, tht:

Head of the Institutions/ Sub-lnspector of the Schools (P E.) shall transmit thc 'No
Liability/ Liabitity Certificate' to the Pension Sanctioning Authority online using
DSC after entering necessary data. The P.S.A. shall approve thc same using DSC af'tcr

entering necessary data at his end within 3 days from the date of receipt ol it.

PARA - 11: Pagment of Pension etc. bg the Pension Disbursement Officer/
Treasury Officer.'

11.1: The 'e-PPO' rnill now be available in the login of the Pension
Disbursement Officer/ Treasury Officer. The Pension Disbursing Ofliccr / Trc:tsun'
Officer will schedulc immediately (not later than 3 days) a date lor appearance of the
pensioner which shall be within LO (tent days from the date of receipt of e-PPO

The pensioner will be intimated through system generated SMS / e-mail about Lhc r,l;rtt:

of his/ her appearance.

LL.2: On appearance of the Pensioner, the Pension Disbursement Officer/
Treasury Officer will take a'printout of e-PPO and handover pensioncr's copv to thr:

pensioner after due authentication with signature and stamp. The Pension Disbr-rrsing
Authority will complete all procedures regarding identilication of pensioncrs ernrl

arrange to disburse pensionary benefits directly to the bank account of the bencficrarv.

11.3: When payment of first pension, Death-cum-Retinng grntuitv ancl

Commuted vaiue of pension is made, a system generated intimation would bc sharcrl
between IFMS Portal and c-Pension Portal.

12.1: In case of death of the employee while in service I alter supcrannLratit-rn,
the Applicant (other than employee ),who is entitled for the benefits under thc DCitB
Scheme, 1981, will intimate the fact of death in OSMS through thc HOI/SIs Thc

applicant will also furnish his contact number and email id to the HOI/Sls lor cntcrirrrl
the data in OSMS and subsequent generation of Notice for submission of pcnsion
papers through e-Pension portal. The P.S.A. shall verify the details and upd:rtc thc
OSMS with due care. The applicant will get system generated SMS and metil from c-

Pension portal for taking further necessary action as per procedure laid down in thc
above paragraphs.



l/ \2.2'. Il anv event occurs before the date of superannuation but after inilizition oi
the e-Pension file r,r,hich lvill have an implication on any kind of pensionary bencfil, tirc
same should be brought to the notice of the P.S.A. by the HOI/Sis.'l'he I-{OI/SI will
inform the PSA with a request to return the file for accommodaLing thc changcs
required as result of the event.

12.3: if an employee is declared permanently incapacitated in terms oi Rulc 8 (ir)
of Chapter-IV of DCRB Scheme, 1981, he/she will intimate the fact of permancn.tl_-v

incapacitance in OSMS through Head of Institutions (HOI) / Sub Inspector of School
(P.E).He/she will also furnish his /her contact number and email id to the Hcarl o1-

Institutions (HOI) / Sub Inspector of School (P.E) for entering the data in OSMS zrnd

subsequent generation of notice for submission of pension papers through e-Pensiot-t

portal. The P.S.A shallverify the details and update the OSMS in due care. He/ shr: r,vill

get system generated SMS and mail from e-Pension portal for taking lurthcr nc(]cssiin/
action as per procedure laid down in the above paragraphs.

12.4: if an employee undergoes voluntary retirement and thc Managing
Committee of the institution accepts the voluntary retirement in its resolution, thcn tl-rc

employee concern, after availing the voiuntarv retirement, will intimate thc facr ol
voluntary retirement in OSMS through the Head of Institutions (HOI) / Sub Inspcctor of
School (P.E) within 10 days after the date of voluntary retirement. He/ shc rvrll i.rlso

furnish his /her contact number and email id to the Head of Institutions (HOt) / SuLr

Inspector of School (P.E) for entering the data in OSMS and subscquent gcncralron o1-

Notice for submission of pension papers through e-Pension portal. The P.S.A shall vcnlv
the details and update the OSMS with due care. Hef she will get system generaLed SMS
and mail from e-Pension portal for taking further necessary action as per procedurc lairl
down in the above paragraphs.

13: Failure to compl-y with the provisions as stated above by thc cor-rci:rnr.r.l

authorities shal1 be seriously viewed and may makc such Ar-ithoritics li:rirlc lor
disciplinary action.

In particular the Head of the Institution, S.ls, Pension Sancliorrirrg
Authority, Assistant / Deputy / Joint Director (A/Cs), the DPPG, WB and thc PDO/
Treasury shall be held personally responsible for non-compliance with thc proccdLrrc
required to be followed by them for payment of pension. For any lapse on thc.ir part in
this regard, the concerned authorities apart from being liable for disciplinar-r,ar:tion.
may also be required to pay to the Government such amount which (lovernmcnt rnir-\,.

have to pay additionally by way of interest for delayed payment oi retrring bcnchts ro
the employecs.

74: The Order shall take immediatc cffect.

15: This Order issues with the concurtence ol'the I.-inancc Departmcnt, r'rclc
U.O. No. Misc / 60l2017 of Group-H dated t7.O4.2OtT.

Secre tarv
School Education Dcp:rrtmcnt

Encl: ANNEXURES



No.62l1(102) -SSE/17

Copy forwarded for information and necessary action to:

Datcd'. 17 .O4.'2O17

1. The Principal Accountant General (A&E), West Bengal, Treasury Br-rilclings,
Kolkata 700001

2. The Principal Secretary to the Government of West Bengal, Financc I)cpnrtmcnl,
Nabanna, Howrah 711lO2

lSffne Director of Pension, Provid,ent Fund and Group Insurance, West Bcng:rl,' Finance Department, Purta Bhavan, 2na floor, Kolkata 700091
4. The Director of Treasuries and Accounts, Mitra Building, Lyons Range, Kolkat:r

70000 1

5. The Commissioner, School Education, West Bengal, Bikash Bhavan, 7rr, flor>r,
Salt Lake, Kolkata 700091

6. The Director of Accounts, School Education Department, Bikash 31-,.1u.1n, .lr*l
floor, Salt Lake, Kolkata 700091

7. District Inspector of Schools (Primary/Secondary)

9. The Treasury Officer,......
10.The Pay & Accounts Officer,

/>)tr)
'secretary

School Education Departmcnt

7r
$



Comprehensive Pension Application under e-Pension Scheme for the Employees' of Recognised & Aided
Non-Government Educational I nstitutions

Part-A

(Filled by the Applicant)

EMPLOYEE CODE:

EMPLOYEE DEPTT.:

APPLICATION NO.:

DATE OF e-SUBMISSION:

PERSONAL DETALIS

Employee Name:

Employee Date of Birth:

Religion:

ldentification Mark (as recorded in Service book):

PRESENT ADDRESS

TownA/ill:-

PERM.ANENT ADDRESS

Towntuill:-

P.O:

P.O:

Vide Number:

Last Date of Service:

DCRB SCHEME

Fresh/Revision Pension:

DCRB Option Date:

ROPA:

Commutation of Pension Applied For (Yes/No):

TREASURY / PDO INFORMATION:

Treasury Name:

APPLIED BY:

Name of the Applicant:

e-mail id of Applicant:

OTHER INFORMATION

Joint/Single Photograph duly attested and attached :

Dist:

Post Held:

Option to DCRB-Scheme 1981:

Class of Pension Applied For:

Percentage of Pension to be commuted:

Relationship with lncumbent:

Mobile No. of Applicant:

State:

State:

Father's Name:

Gender:

Marital Status:

PIN:

PIN:

Dist:

APPROVAL OF APPOI NTMENT

Name of the Present lnstitution:

Date of first entry into Approved Service:

Date of first Approved Appoinment in the present lnstitution:

APPROVAL OF APPOINTMENT IN THE PRESENT INSTITUTION

Vide Date:

( LT|/Signature of Applicant )



EMPLOYEE CODE:

EIVPLOYEE DEPTT.:

APPLICATION NO.:

DATE OF e-SUBMtSStON:

Specimen signature duly attested and attached:
Nomination to DCRB furnished :

Nomination to LTA of pension furnished :

List of family members furnished:

List of Legal Heirs furnished:

whether any court case regarding pay and services is pending/disposed off
with Hon'ble High Court or any other Authority:
Other enclosures:

I Sri/Smt --------:---- hereby declare that if the amount of pension granted, aftenrards is found to be in excess oftnat to wniEn-filEntiiled under regulation, I shall be called upon to refund such excess.

I hereby declare that I have neither applied for nor received any Pension or Gratuity in respect of any portion of service included in thisapplication and in respect of which Pension or Gratuity is claimed herein, nor shali t suomit an appiication hereafter without quoting areference to this application and to the orders which may be passed thereon.

^^----1-i 

n

( LT|/Signature of Applicant )



Employee lD:

Application No:

Part-B
(Furnished by the Employee)

Date:

Part-l
Form of Application for Commutation of Pension Without Medical Examination

I furnish the relevant particular and request that I may be permitted to commute portion of my pension
as indicated below:-

1.Name of employee:

2.Employee Date of birth:

3.Date of Superannuation on attaining the age of Year:

4.Designation of the post held at the time of Superannuation.

5.Name of the institution :

G.Class of pension as defined in the the West Bengal Non-Goverment educational

institution Employees (Death-cum- Retirement Benefit) Scheme, 1 981 :

7.Name of the Treasury of Other State through which pension is being/will be drawn and

commuted value of pension is desired to be drawn:

8.Designation of the Audit Officer : Director, D.P.P'G.

g.Percentage of pension proposed to be commuted:

Date: (Signature of Applicant)

Part -ll

Forwarded to the Directorate of Pension, Provident fund & Group lnsurance, West Bengal (Audit

Officer) for authorising the payment of the commuted value, Part-l of Part-B has been received by this

office on

Signature of the competent authority
(District lnspector of Schools)

Date: Official Seal:

Generated By;

Date:



PARJ - C

(Filled By the Sl of Schools / Head of lnstitution / Competent Authority)

EMPLOYEE CODE: APPLICATION NO.:

Permanent Address T
TownA/ill

Dist:

P.O.:

State

PIN:

I Dist: State:
*

SERVICE DETAILS

QUALIFYING SERVICE:

Date of Appointment :

Period of Gross Service :

NON-QUALI FYING SERVICE DETAILS:

SL.NO Reason Noh Setuice FiOm Date' Upto Non Qualifying

1

*:
EDUCATI ONAL/TRAI N I NG QUALI FICATION

SL.NO Qualification ,Yedid,Passing Periehtage Obtained

2

Subsequent improvement of traininq/ academic qualification:

SI,NO Qualification Order No '

1

PENSION/CPF DETAILS

l- resh/Revrsron
1....,.,,-,,.,,,,,.,..--...._..... ry *.::

i
' ,,, , .'...' "-1

lClass of Pension Applied For :

ltuiA Appii;;bb ,

Proposed Pension:
, Pei'CenilAmt. peri6iori-eommuieo 

:

DCRB Pension Category:

PAY DETAILS

Pay on !!9 lgglP1y glsgr'"e,
Date of Actual Cash Benefit:

HeAuceATensionms)

:_:*:

Signature of S.l. of schools/Head of the
I nstitute/com petent,authority.

Counter Siqnatvre of the D.l. of Schools.

Page I I

sed Gratuity:

\ame of Employee: =ather's Name ;

DOB of Employee : Varital Status :

Last Date of Service : dentification Mark :

Present Address

Present Pay:

Notional Pav on the date of Retirement:

Amount reckonable for Gratuity:



APPLICATION NO.:
EMPLOYEE CODE:

Nomination of DCRG

Familv Pension

The excess drawls to the amount of Rs------ for --------- have been refunded by the employee

Details of Refund

Mode of refund challan no challan date Under-drawal to date

CERTIFICATION

.l .The lnstitution/lnstitutions where the employees served is/arelwere duly recognized by the competent authority and is/are

Corurnment sponsored/Government aided,not merely a D'A getting school'

2.The entire period of service of Sri/Smt from 

- 

to have been

verified with ieference to available records and found correct'

3.He/she is in service from

4.The employee was present on both the opening and closing days of vacations during his/her service life'

5.The employee has no liability in respect of A) Overdrawls of salary. B) Loans and advance' C) Employer's share of CPF'

6.The employee will retire --- on --------- and his last working days at school will be ----------'

7.The retiring/retired employee enjoyed medical leave -----day(s), half day leave ------day(s)' extra ordinary leave ----
day(s),speci-atleave--.----days,duringhisentireperiodofservice.

g.No provisional pension have been sanctioned to the employee by the District lnspector of school(PE/SE)'

9.No provisional gratuity have been sanctioned to the employee by the District lnspector of school(PE/SE)'

to

Siqnature of S.l. of schools/Head of the
I nstitute/comPetent authoritv

Page I 2

Counter Siqnature of the D'1. of Schools'



(To be furnished

EMPLOYEE CODE:

Name of Employee:

Name of the lnstitution

Name of the Post:

Present School Appointment w.e.f Date

APPROVAL OF APPOINTMENT IN THE PRESENT SCHOOL :

Date of Birth:

lnstitution DISE Code:

Date of first entry into Approved Service:

Part-D
by Head of lnstitutioniS.l. of Schools)

APPLICATION NO.:

PART-I

I Vide Number: Dated;
;

-.__-"J

QUALIFICATION AS PER APPROVAL OF APPOINTMENT AT THE TIME OF FIRST ENTRY INTO SERVICE:

Last Date of Service: Reason:

HIGHER QUALIFICATION IF ANY, AT THE TIME OF FIRST ENTRY INTO SERVICE.

Exam Name
'..,.ll.lllrr,,,'-MarkS.,(%)

ENHANCEMENT OF QUALIFICATION:

Exam Name Year of
Passing

Board/
University

rDeiCiiDtion
Date of Effect
in service

PART-II

Sl.No Post ROP.A
Date of

Appointment
Pay

Date of
Termination of
Appointment

Reason, for
termination of
Appointment'

Remark

1

2

J

4

5

b

7

Head of the lnstitution/S.1. of Schools(PE)

District lnspector of Schools(SE/PE)

Exam Name
. .1,.. :r,:, EtOerd/UOIV€ISltY :l1.a,tl.::lt::::: Mdl,KF. ("hi) ::,::'::lll

Year of Passing



Part-E

(To be filled in by the Head of the lnstitution/ Administrator/ secretary/sub-lnspector-circle)

PaY Certificate
(For Retirement / Death case onlY)

APPLICATION NO.:
EMPLOYEE CODE:

of for the PurPose
Pay Certificate of Shri/Smt

of Pension /Gratuiry/ Family Pension'

A. The Basic PaY of Shri/Smt as per RoPA as on 

- 

is/was Rs

per month in the scale ol payl pay band of 

-'

PAY

including Grade PaY of Rs-.---

B.His/herlastincrementbeforeretirementintheaforesaidscaleisdueonwhichwillraisehis/herpayto

Rs'permonthuptothedateofhis/herSuperannuationon-.

c. He /she draws a special pay of Rs.- in addition to his /her basic pay in the aforesaid scale'

D. i) He /She draws the following elements viz'

Band pay Rs..-, Grade pay Rs-, Special Pay Rs-.- and DA As applicable

ii)He/ShewilldrawthefollowingelementsatthetimeofSuperannuationViz.

Band pay Rs-, Grade pay Rs-'-, special Pay Rs- and DA As applicable

which have been declared as pay for the purpose of pension and other retirement benefits'

.trrigf,t*ry by the Direcior of Pension, Provident Fund & Group lnsurance

shri/smt. had overdrawn an amount of Rs.- on account of- of which Rs'- shall be recovered

up to the date of superinluaiio; t"r;'r;;;rtunr" of Rs,- ,r;rt;i;;;irg tn tn" o"t" of superannuation to be recovered from

Gratuity, Ail outstandins dugl as on the d3l{is"p?;imml b";;;i"; fr"'" the amount of Gratuitv and rerief on pension

Date:

Generate BY:

Signature of the Head of the lnstitution

/Adm iiistrator/ Secretary/Sub-l nspector- Circle



Part'F

(Filled in by Pension Sanctioning Authority)

Order of Pension Sanctioninq Authoritv

APPLICATION NO.:

EMPLOYEE CODE:

A) certified that the above particurar are true and service of sri. sUsANTA pANDrr has been thoroughly satisfactory'

Hence orders the grant of Fu* pension/Fam,y pension, Death /Retiring Gratuity/service Gratuity which may be

accepted by the nirOit Oficer as admissible under the scheme'

B) ln the event of death of SUSANTA PANDIT F"'ily

"t 
Pension w'e f

shall be payable 1e each of the,folloYlng:

E)

F)

Life Time Arrears of pension from --- to

D)AsumofRs-ashasbeen.found?i:-11T:1t::1:ttnepensionpapersisvettoberecoveredandas
such be aOluiteO trom the final gratuity and arrear penslon'

Provisional Pension/Provisional Family Pension Rs-_ per month has been sanctioned Vide order No 

-lili['t*, 
"-.-y/Provisional 

Death Gratuity amounting to Rs 
-- 

sanctioned vide Memo No 

-dated ---'

-,"*J";,'.*ji'l,,-*,*ayablea|-||",".uY1PDo,Kolkata/outsideWestBengal.Theorderissubject
to condition that if any amount of pension rnorcr-cr"tuity as urtnorl"J be afterwards found to be in excess of amounts

whichthepensionerisentitledunderthe="n"*",he/sheshallremainliabletorefundsuchexcess.

Certified that:

i) the quarifying service, for which the pension has been craimed, was rendered in the schoor/schools' which was/were

recognised during the entire period of serveces so claimed'

ii) the school wnere 
-tne 

employee last service was covered fully under "salary Deficit

Scheme"

Date:
Signature of Pension Sanctioning Authority


