




 

(vi) Even after forwarding of the pension documents, if the Head of Office comes 
across any event that may have a bearing on the admissible pension, he should 
immediately intimate the same to the PAO; 

(vii) The Head of Office after ascertaining and assessing the dues against the 
Government servant, shall furnish their details to the PAO, at least two months 
before the date of retirement of the Government servant. This is to enable the 
recovery of the outstanding dues from the gratuity amount before its payment is 
authorized; and 

(viii) The Head of Office can sanction Provisional Pension, if he is convinced that it 
will not be possible to finalize the pension papers to be sent to the Accounts Officer 
within the prescribed period. The sanction letter in such cases will be addressed to 
the employee with a copy endorsed to the Accounts Officer. 

7.3.2    Role of Pay and Accounts Officer: 

The Pay & Accounts Officer on receiving the pension papers, will verify the service records and 
apply prescribed checks with reference to the applicable Pension rules, and assess the amount of 
pensionary benefits. The PAO concerned, keeping in mind that the intention is not a total overhaul 
or audit of the entire Service Book or records, but only a scrutiny limited to the immediate purpose 
on hand, that is the preparation of the pension papers. Any deficiency or imperfection or omission 
which still remains in the service records will be ignored at this stage and the determination of the 
qualifying service will be proceeded with on the basis of entries in the service records, whatever the 
degree of perfection to bring them by that time. However, for any such check of the correctness of 
past emoluments, the check should be the minimum that is absolutely necessary, and it should in 
any case not go back to a period earlier than a maximum of 24 months preceding the date of 
retirement. The pensionary benefits admissible in respect of the incumbent will be determined with 
reference to the relevant rules and necessary entries in the Terminal Benefits Register with regard 
to the entitlements. Necessary entries with regard to the authorized entitlements shall also be 
recorded in the Service Book under the signature of PAO to avoid double payment. The PAO 
concerned after applying the necessary checks prepares the Pension Payment Order (PPO) in the 
Proforma given in CAM-52 and forward the same to the Central Pension Accounting Office under 
the Special Seal Authority. 

 The pensioner’s portion as well as disburser’s portion should be got printed in a book form with a 
thick cloth bound cover. The amount of gratuity determined by the Accounts Officer should also be 
intimated to the head of office along with the details of other retirement benefits, for the preparation 
of bills to be submitted to the PAO for payment. The final responsibility of the correctness of 
calculations and authorization of admissible pension is that of the PAO. The Pay & Accounts Officer 
should issue the pension payment order/authorization at least one month in advance of the date of 
retirement of the Government servant. 

7.3.3   Role of Central Pension Accounting Office:  

(i). Central Pension Accounting Office will furnish to each PAO annually, in the first fortnight of 
November a list of running serial numbers to be allotted to Pension Payment Orders to be issued by 
them during the next calender year. These numbers are to be used only up to 31st December each 
year with the serial numbers remaining unused with PPO Issuing Authorities as on 31st December 
being frozen. The details of unused frozen numbers should be intimated to the CPAO by the end of 
January every year. However, the new numbers supplied by Central Pension Accounting Office will 
be allocated in respect of Pension Payment Orders issued on and after 1st January each year 
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