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CII{CULAR

lr h.s cone to notice of this Dnecrordre rhar the Scnice Books ol
or'ucials concenred arc not being checked & !*iijed periodicall) as p* rhc
presribed prccedure and p,ovision in the relelanl Rules !!d Rceuliriods
rsnLed b) Golcrnrlem lionr tine to tine. Consequenll!. nrany itrUnrilies vi2
glp i. serlice verific.lion. wrong ix ion ofpay. rclease ofin*dnenrs. gnrl
ol ,\CP/ MAC Nitbou r.king into account EOL/ dies,non period dc, are being
deleded al r rcry larc stagc bt Pay & Accounts Officer ilhcn lhe service book
ot rhe concemed Covertrnrcnt Senanr \!ho is due to rctire on arraining the age
ol supcdnnuation is scDt to them. In nany cases.llc Pay & AccounLs Oijjce
rdvises to rectiti the.no1n.lies derecred bv drem and as !.esult it cnraih
rc'lucrion oi p!) of rhe enplolees. AlDosr .ll of $rclt alGcrcd cmploiees
Dove to tlrc cou.i ior rened) drd are gencally gefiing tvonble orde6 liom
cou s Such rednclion ofp.l on lhe verge ofonc s rctirement c.n be.voidcd
il rhe serlice books of all thc enrplolees rE periodicalLt verified as pc.
mrnda(ory requirenrent under FR & SR. G!l{ and CCS PcrNion Rules. so rh.r
N src| anondlies could bc dctecred earl!.

2 ihc non mainrenrnce ofsenice book and not undelraki|g periodicatty
\cfiilcdlion elc. is also resulling in unnecessary Courr Cascs from the atGcle!
serving/ rtiring Covemnent Serrdnts. Irr vicN ofthis.nd \yirh lft objeonc
ol aloidine delays in procesine of Pension liape6 of rclning coycnnn.
Scrv.n6. lhe erhx Colcnnnenl insrucrions on rhe subjecl are et.boraled nr
die orclosed Annexuer fo.guidanceand st.icr compliance.

.l Allrhe Ilerds ofoftlce of All{ are lheretbrc adrised ro srriclly adhcrc to
the insrrucrions and the Audh of s*rice Books and verilcrrion of scrutccs
nrtrr bc compleled b! 15 12.:018i respecLofrllrhosc cDphr)ees Flning b)
iLl? 2019 !.d a cerriilc.re ce ifring rhat allservice book enrries havc been
mrde.nd audir has bccn coniplered nay be sent io rhis Direcroute posirivcLr
br i1.12.2018. Those lleads ol Oi-fice/ DDOS rvho fail ro coDplt wnh nbo\e
i.srrucrions \villbe identificd and proceeded againsi 10 ensure conptidcc

Subjcct:M!nrten.nceofServiceBook!ndy€rilic.tion of services.
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Annexure-I

Important instructions for maintenance of service book and
verifi cation of services

tll.
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Unde. SRs 196 and 197. a ScFicc Book in the plescribed l-on is

rcquircd ro b. mai ai'rcd by lhe Head ofOftice lbr erery non-CMelled
Co!.flnnenl semanl orhcr than thosc appointed purely agarNt
rcmporary vacancics lasring not nore rhan a year. coDsequent on the
depannenralizarion of accounls fron 1976, Senice Book is lo bc
Daintained by dre Head ofOffice for Gazelled Ollicers nlso. (ln cendnr
cascs- nainlcnancc ol Scn,icc Book drd drarvl ofsalary. dc.. continuc
ro be handled b) the PAOS and e ilork bas nor bccn transl-crrcd to lhc
Lledds of Oflices. e.9.. offic*s covered by ihe IRLA sysrem of
p.)lrcDls.) Thc Scnicc Book is 10 be mainlairred i! rhe ibfln re\ised in
2008 in duplicate. Fnst copr sh.ll be rctanred and nr.nnained bt lhe

lhe SeLvice Book opened fron rhe dale of the fl$l appoiNment of a

Corc nnetrl senanr should be kepl in fie cusrody ofde Hend offie
Ofilcc irr $hich lhc official is Norkiig. On his lransfer to anothe! oticc.
rhc SeNic€ Book is rlsolo belranslered lo the nervof[ce

Nilhin one mondr ofrhe date of appointnert. rhe second copl ofrhe
SeNice Book should be Civen Io fie Covemmenl seruant for safe
dutod). In Janrary eadr year. the Governnent senanr sha1l hand orcr
his cop) ofde sedice Book ro his olfice lor updarion. 'l he office slFll
lpdated and returr it to the Govemnent seNanr within fiin) d!r!5 ofirs
receipt. ln crse the Govemrnenr s€.vanr losr his copy ol rhe Serlrce
Book, iI shallbe rcplacedon paynrentol a sm ol Rr.500/.

Urd( SR 199. clcry srep nr a Covennnent senant s olllcirl car.r
Dusr bc rccorded in his Seryice Book and each enrry lllelred b]- rhe

llcad ofOtficc N[o should.n$tr. d]al all entries are duly nrade. and the
book contajns ro crasurc or olenvriling. all coriections beirrg neatb
rnrdc and propefly attested. In the case ofservice Book of the I Iead of
office hnnself entdes and lueslltion Nill be done b) rhe nexl higher
ludroril). Thc Hcads of Offrces are also pennitled to delegale rhe
po\lers ro ftresr rhe enties in rhe SeNice Book lo i subordirare
Cazerted Oliicer. (NoNailr, the Dra*ing and DisbuNing OlliccN are

ddegated dtis poNer h 
'nany 

olthe ofilces.) Such subordiialc ol}lcc6
Nill not only altesl lhe enlries aM Nill also keep the Senice Books irl
rheircunod]. The He.d ol Ol[ce sill conlinoe lo be responsible ibrlhe
prcp( nrantteMrcc ofand ancsmtion of cntrics in scnice Books and
lex\ e accou.rs.nd Ior rheir cusrod). (Enlries ii rhe Ser!i.e Book ofrlrc
subordinaF oftlc* concenred Nill, however be anesred b) dE Hc.d of
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(j). the Head ofOffice is requned ro scrulinize at leasr I0 per cenr ot IIre
scrvice Books mainrained ir an oftice by rhe alrhorized subordinare
olllcer, clery year, in o.der to ensure rhat rhey rre maintailcd properly
!nd according lo insrucrions.

(10). Flnher dE fouo$ing procedure sh.tt be fottorved in regard
DainlenaDce of Sepicc Books so as ro ehniiare anr delat
aufiorizalionandpaymenrof pensionst

\l(
\('lr' le

Thc Scrvice Book is r€quircd to be shoNn to thc officidl eyery y€.r.nd
his signature obtaincd h token ofhis perusal TIe Colcrnincnt serlanl
$ill lhus have an opporrunily ro ensure before affixine hh signarre rhat
his sedices have duly becn verified and cenified as such. In rhe cAe of
(bvc!!nrcnt seN.rl oflorign scNkc. his signarure Nill be oblairrcd in
his SeNice Book alicr the tay.nd Accoufs Oiicd has made
necess!ry enlrics connecred \vnh his lbrrign seruice Under CfR 257.
lhe Ilead of Oftlce should ensure that verillcation of services of rhc
Covernnem seNants under his conrol is clried out annually in ordd
to ensure fie corechess ofrhe enrries rvirh reference to actual lach and
rccord ! cenific.re to thateffect.

17). Ir rhe casc ofa Covemmenr sewant lrunsfeded ro ibreign scflice_ no
cnties peft nrg to drc period offo.eig! scnice should be duesred br
rhc dcpanocnnl oilicer. At the timc ofrranster ro aoreign sc ,ice. ltre
scnice Book rvill be sent ro the Pay and Accounrs Oflhe! }ho \viLL
nakc neces.q en!ies lnder his signnrure on such rnnster. quolirre rtrc
ordds.nctioning the kansfer. theeiTedofthetransfer in regad to lcale
adnrissjble rnd an! orhd pdliculas neccsary, Sinilarty, when rhe
olilcid h rc,lransfeLLed ro the depannem, rtre enrrics $i be nr.de and
signed bl lhe l,AO giving all the p.rliculaN relaring to lhe period of
lnrign servicc includirrg rhe fact of recorert of teavc salary lnd
I)cnsion coDrriburion.

(61. The dcclaralions ofCovenxnent serldnrs elccting the scales of pay and
sraremenn sho$ing pay fixation of iritial pay in rhe relevant scales oi'
p.) slu,ld be pasled in rhe ScNice Books rhemsch,es in supporr oirtr.
entri.s made in the Senicc Books

in cases ol-rechnical resignarion subnritred in order lo lakc up.n ne$
aPpoinl'nent \vith pemission. the order lccepling rcsj-qnalion shoutd
clclrly indicate rhar rhe benefit under Rule 26(2) of CCS (t,ension)
I{ules lrc adDissible. No seplrale ordeE arc necessarr nr rhis ree.rd.
lhe contcnis ofde ordq lccepting resienation should bc noted in ltre
scrvice Book of the individunl concqned al rh€ riDe ofhis rtiet .nd
belbre scnding ir to the nelvoffice.

in
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It sh.ll be rhe rcsponsibilitv of lhe oIficer nainl.irring lhc

scrlice Book 1o make axrual verificalion It is aho hh

responsibiliLy ro verify lhe scwices of th€ Governmenl servanls

\,o ha\r .o ,pleLd '{ reab of rn ce or 'ell \irh j re l

betbre |erirelncnl, delenninc their qualilling seN'ce ri
consultation Nith lhe Accounls Omcer and lo communrcal€ lhe

qurlifying senice tolhe officials conccnred

Thc ordes of lhe Compete.t Aulhorill *here reqored on lhe

nnrure of scnice. as for cxample. pcriods ol leavc breaks Ln

sorvice. erc., should be obtained and recordcd nr dre SeiYicc

Book The enries made in lhe SeNice Book should be shown ro

rhe Golcnnnent servant and his signanre obl.nred in tlre book.

(ii)

(iii) The ordc6 ofthe Compctent Auhoriry regarding rhc counrrng or

olhenvise ofperlods of ermordimr) leale ofpeliods precedins

bredks sc ice N qualillDg tbr pension should be oblaincd

invlrilbly at lhe same tnne as lhe occasion arises ald not later'

such orders should be noted in rhc SeNice Book. Ljdess

olhenvise sho{n in the SeNice Book ii Nill be prcsunEd lh.l
thc order oi Cornpelenl Aulhorily have beer oblained and drc

periods of errriordinary l.a!c ind pcriods precedinC bleak in

selvice will be counred for pension.

(i!) ADy oDission or lapse on lhe part of the Admlnslrahle
Aurhority Io obserre the proccdure in sub_paras. (i) ro (iii) abo\c
is likelt to re ll in orerpaynenls such as thosc consequcrl on
periods ol e mordimry leare bei.g allorved ibr pension un'l

bre.ks gelting autonalicrlly condoned Suilable dhciplin.rv
acrion rlill be take! in cAes wher€ loss has becn caused Io lhe

Coleftnenl as a !€$rlt of lapses o! dre Part ol thc concemed

authorities

(1 1) As per Rule 12 ofCCS (Pcnsion) Rules. on conrplerion of25 veaa ol'
service or 5 yelB beibre lhc date of reliremenl, *hichever is earlier.

lcrificrrion ofsefrices oflhe Govemnenl seflanl concerned should bc

complered and a ccrtilicare of wifrcatiot issued ro him in rl'e
prcscdbed lbnn (Fom No. 24). The C{rific.re $ilj conrai,r fie Perilrd
o I qlalil)i,r-s seNice det*nrirred up Lo rh.t period Such verillcarion \ill
be consid*ed m tural drd Nill not be reopened cxcept Nhen
necessitaled by a subsequent change in thc rules and odergolcrnirrg the

cordirions for qualilying scruice (llence every care is to be liker to

conplcle the verific.lion aspre$dbed and en$rc ns corednes)

Sirce all lhse prucedures have becn prescribed ro incililale qunk and

corccl Nscsnenl ofpensionary benefits on retirenenl. duc inport rce N lo
bc gilen ior rhis Nork to ensurc corieclness/ conpletencss ofthe enlties in lhe

N(
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