LIFE INSURANCE CORPORTION OF INDIA
CENTRAL OFFICE, MUMBAI.

Addresss—
"Yogakshema®
Jeevan Bima Marg,
Mumbzi 408 $21.

DEPT.: PERSONNEL/ER
CIR.NO.::Z2D/242/68P /9% Zrd November, 199%.

To,

411 Zonal & Divisionzal Offices

i

RE: LIFE IMSURANCE CORPORATION OF INDIA
(REGULAR PART-TIME EMPLOYEES) PENSION
SCHEME 1999. '

‘We are enclosing & copy of the Life Insurance Corporation of
Indiz {(Regular Part-time Employees’) Pension Scheme 1999 duly
approved by the Chairman 2 &zlsa the GBGuidelines for the
Implementation/Administration of the scheme.

The scheme i= broadly on the lines of Pension Rules for Regular
Employees’ -

The Guidelines for the Isplementation/Administration, Part I
dezls with clarification on certain Parss of the Scheme and Part II
deals with the procedure for Implementation/Administration of the
Scheme as aluo various forms, examples etc. The Administrative

Instruction relating to Accounts will be prepared and sent by F&A
Dept.; Central Office.

Though the Scheme is approved by the Chairman, the payments as
per the instructions can be commenced only after the approval of

Income Tax Authorities, creation of Trust Fund and zppointment of
Trustees etc.

These Guidelines have been issued soclely with a view to enabling
our offices %o prepare the necessary data as spon as retired
employees or the families of deceased employees exercise an option
to be governed by the Fension Scheme, preparation of Pension Files
and sending the Pension Data Sheet to the Zonal Office, so that they
‘can process the case and caslculate the zmount of Pension, commuted
value, amount to be refunded by the retired employee/family of
'deceased emplovee towards refund of Corporation’s contribution %o
Provident Fund and keep the cazlculstion ready. It may please be
noted that no office should either receive any payment towards
refund of Corpeoration’s contribution to Provident Fund or pay any
amount to any retired employee or family of the deceased employee by
Ry of Pension/Family Pension, commuted value wuntil further
instructions zre received from Central Office.
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Kindly bring the Bcheme to the notice of Retired, Regular Part—
time employees 2s well as %o their familiies through the
advertisement in the leading vernacul ar newspaper a% per AnNExUrs
3P, SO that,employess OF their families are sble to avail of this
opportunity.

¥ ou may Get the sdvertisement translated inta the iocal
vernacular. language st vour ends s copy of the scheme shall be
displayed On the notice noard of all our oftices fTor information of
those concerned on =21gt Rovember, 1999 Simultanecusly you ghall
alsc arrange %o publish rhe notice b the same day to retired
emplmyees!famiiieg of deceased emplayses in the newspaper 8%
mentioned above, OO 2ist November, 1995, The Zonal gffice shall
take care o regulate the advertisements im their Zonsl areés

You are requested to bring the ipstruction %o the_nm%i@e of all
the offices under YOur control and also provide sufficient forms for
issuing them to the clsimants.

Kindly arknowl edge receipt and conftirm that MeCessSary sction is
being taken.

X ECUTIVE 1 RECTOR (PERSONNEL )

Copy for the sttenkion of Zonsl MansasTe
The Scheme and detailed instructions slongwith the format of

ngtice have been sent to you On E-Mzil. You are requestad to
circulate them to all the Divisional Offices/0Offices under your

control, so as to reach them latest by 2ist Novembers 1999

parttime.cir



Guidelines for the implementation/administration
of LIC nf Indiz iHegular Part-time Emplovess)
Pension Scheme, 1999
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PART-1

The Fpard of Directors of L.I.0. of Indis have approved
index Linked Pension to be givern to Regular Part-time Employees.
The Foard has empowersd +the Cheirman to frame the Bohems and
issue necessary instructionz. Accordingly, the Chairman has
issued the following guidelines to implement the LIC of India
{Regular Part—time Emplovees) Pension Scheme, 1999 3

1. Date of Commencement 3
SBub-pare (2) of Para 1 of this Scheme provides that the

Schems shall come into effect from ist Movember, 1993 excepd
where it is specificelly provided. Howsver, 1f this is read
with sub-para{l){z) of Para 3 it will be clear that such of
those employees who bave redired on or aftiter 3ist December,
1991 either on attazining +he age of superannuation or
voluntarily are alep a2ligible to he coversd by the Pension
Scheme subject w0 other provisions of the Pension Scheme.
They will be entitled %o pension only from ist November,
1993 {vide para Z7) and the date 3lst December, 1991 is only
& cut-off date for the purpose ©f coverage under ihe Pension

Movember. 1%9%35. A1l new recruits who join the services of
the Corporation on or sféter thz Scheme date sxcepting those
vovered by para 4 and who opt not to be governed by the
Pension Scheme, shall asutomstically be governed by the
Pension Bchemsa.

24 Catenoriew pligible for Pensipn and Family Pensiop :

13 In asccordance with the various provisions zontained in
the Pension SBecheme the following zre the categories of
part-time empiloyess who are egligible for pension and
Family pensior :

i) Pension s

al PRegular Part-time Employees who were in the sevrvice
of  the Corporation on or after 31.12.1991 but had
retired before 1.11.1993;

bB) Regular Part—time Employees who have refirsd on or
gfter 1.11.1993 bux basfore fthe HBocheme dates
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Regular Part~time Employess who were in the
gervice of the Corporation prior to the Beheme

date and continued to be in service sven after the
Suheme dates

Those whis Joined $he service of the Corppration
after the Schems date.

Pemwion and Family Pension

in case of Regular Part-time Employees who were in
the service of the Corporation during any time ob
or after 1,11.1993% but have retired and died
hefore +the SBocheme date. The family on exercising
the opition fo be governsd by the Pension Bcheme

end complying with the other reguirements are
entitlied Lo =

i) Superannuation pension from the day following
the date of retirement of the employee to the
date of deathi

iid Commited value of a portion of pension and

1443 Family pension from +the dsy fellewing the

dete af death of the employes.

Only Family Pegnsipn

Family pensipn to the families of those empliloyees
who Jjoined the sevvice on or after 1.11.1993 but
died while in mervice before the Bgchams dabes

Families of +the smployees who wers in service on
1,1.1984 but died while in service on or before
31.160.1993 or had retired on or after 31.12.1991
but on or before 31.16.1993 but died befare the
Scheme dates

The families of the emplovees who have joined on
ar before 31.16.1993 but died while in sevrvias
atter 1.11.1993 but before the Bcheme date)y

Familiens of employeses who are in service on the
Geheme dete or joined theresfiter but died while in
SarVices

Familiem of decessed employees who have been in
receipt of pension or compassionate  allowance
urder the Pension Scheme.
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Fays Gverage Emolumenis and Allowances s

Bub—parae (n) of Para 2 defines the pay. The average af the
pey drawn by & regular part~time empioyse during the last 14
monthe preceding the date of retirement hes been defined as
the average emoluments in the Persion Scheme as per sub-para
by of pera 2. The averzge smoluments are to be tsken into
sccount for caloculating the besic pension.

The period of %en months for the purpose of aversge
emaluments  should be reckoned beckwards from the date of
retirement. For  example, 1T reguisar part-time eswplovee
retires on 36th  September, 1994 his pension will be
determined on  the basis of the average emoluments drawn by
Bim from l=t December, 199% ta 3¢th Septembar, 1994.

Inm  the case of voluntary retirement, where the date of

retirement merpd not necessarily bs  the last deay of the
month, the ten months pericd shall be reckoned backwards

from +the actual date on which the employee was allowed #o
retire voluntarily.

If, during the last ten months of his service or any pard
thereof an  ssplovee was on exivaordinesry leasve on loss of
pay o any period wss trested as ‘dies-non’ di.8. period not
counted =z service, it is necemsary to travel backwards for
celoulating averzge emoluments/averages of Allowances S0 as
to  dnclude in ten monthe period only the days/months Tor
which the employee was entitled to pey and allowasnces. For

this purpose Bhe month is to be reckoned uniformly as 3
tays.

It an enployvee is on sick leave on helf pay, for the purpose
of caiculation of smolunents, 1t should be treated as full
pay only. In other words, no adiustment of pey 18 NECESBEATY

when an employes i on sick leszve on half pay during the
lasy 16 months.

Date pf Betirement

In arcordance with the existing Scheme regular part-time
employee who attains the zges of superannuation on any day
ather than the ist shall retire in the afternocon of the last
day of the norbly in which he  atteins  the age of
supersnnuation. Henoe, in such cases the date of rebtirement
has o be taken as the last working day of the month. Where
prr employee attaing fhe age of superannuation on the 1t day
pf the wmonth, he shall retire in the afternoon on the last
ey of the previous month.

In thae Tese of valuntary raetirement ancg premature
retirement, the actual date Trom which the employee rebtired
ahall be taken as the date of retirement.
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Qualifving Service =

In case of employees whp have been re-appointed in the
services of the Corporation it has been provided that the
service prier %o  such re-appointment cen be considered as
qualifying service only in thpwss caszes wheres the smployees
have refunded, =gt the time of their re-appointment, the
amopunt of Corporation’s contribution to the Provident Fund
alongwith  interest thereon received by them on termination
of their earlier appointment. IF the Provident Fund amount
was not refunded by an employee at the time of his re-—
appointment, only the service from the date of his re-
appointment can be counted as qualifying service. in the
case of an smployes who had resigned from the service of the
Corporation and was re—appointed subsequently only the
service From the date bpf re-azppointment will count as
gualifying service for pension.

Classes @f Pengign
The various classes of pension that have been prescribed
under the Life Insurance Corporation of Indis (Regulap Part-

time employees) Pension Scheme, 1999 are —

a) Buperanniation Pension @

This im payahle in respect of those employees who
retire on attaining the age of superannuation.

b) Pension on yoluntary retirement

This pension iz payable to an employee who has been
8llowed to voluntarily retire from the service of the
Corporation in accordance with the provisions contrined
in Parz 24 of the Pension Bcheme. It may be noted that
an employee who is governed by the Pension Socheme can
be allowed ton retire voluntarily only after he has
completed a gqualifying service of 28 years irrespective
of the =age attained by him. This provision is
applicable only for those who are governed by the
Pension Bcheme. )

in accurdahr& with circular letter ref.Per/ER/B/2468
drted 2.31.1998 regular peréi-time employee is glipwed

ter retire on completion of age 55.

(i Invelid Pengion @

Para 75 of the Pension Scheme provide for payment of
invalid pension in the cases of those who have been
retired from the service of the Corporation on sczount
of any bodily or mentzl infirmity which permanently
incapacitates them for the service. It may be noted
that in such csses pension under the Bcheme can be
aliowecd only if such an  employse hes completed =
guilifying service of 1€ years and not ptherwise.

~ seidaa 9
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Compassignate Allowasnce 3
Iin terms of Pars 26 of the Pension Scheme an employee who is
dismissed or removed or compulsorily retired or terminated

“fram the service die not entitled to pension  but  the

competernt authority may, at his absolute discretion, allow
rompassionaste allowsnce. The compRssionate allowsnce
sllpwed in such cases should not exceed 2/73 of the normal
pension  which the emplovesz would have been entitled to had
e retived on  the day on which he was dismissed, removed,
compulserily retired or terminated from the service of the

Carporation. The gompassionate allpwance can be allpowed
only in those ceses where the dismissal. removal, compulsory
retirement or termination had taken glace @n er after

1.31.1993. In ather words, an employes who was dismissed or
removed or compulsorily retired of terminated prior te
1.11.199% is not entitled either to pension or coppassionate
agllowance under the Psnsion Scheme.

The competent authority while deciding whether or not an
employee who was dismissed, removed, compulsarily retired or
termineted From the services of the Corporation is %o be
paid eny compassionate allowasnce and, if so, the gusntum o f
compassionate allipwence to be sllowed, has to take into
aeeount the peescns  for dismissal, terminetion, etec., the
nature and seriousness of the offence committed by the
emplioyes and such obher relevant factors as may bhe NECesSary
to enahle him to teke s decdsion in the mattar.

Dearness Relisf

Para 3¢ deals with dearness relief. The rate of dearness
relief payvable from 1.11.1993 onwards iz given in Annexures
24-P and R5-P. The fubture incresse/decrease in the dearness
allowance will be intimated by the Central Office.

Family Fenwion s

Perra 32 of the Pension Scheme depls with payment of family
pensinm. in respect of the family of those deceessed
smployeers who are entitled +o family pension under the
Pension  Scheme opition has fo ke exercised by the family
within 98 days from the dste of circular of the Pension
Scheme  and  have to  refuwnd the Corporation’s ceontributien
together with the interest thereon and further interest
within 128 days thereafter as provided in the Bcheme. The
draft of the letter that is to be issued in such cases is
given in Annexure-2@-F and 2@-6-P-

uul&u-
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Commutation of Psnsion

In terms 0f Para 34 wvhich deals with commutation éf pension
maximum 1/3 eof pension or compassionate allowance can be

commuted. ousver, no portion of family pensien can be
commuted by the fsmilv of a decesszed gmplovse.

For the purpose of commutation the age on the2 next birthday
will Bbe reckoned with refersnce +to the date on which
commutation will become absolute, as expleined in MNete (5)
te sub-para {4) a8f Para 34 of the Pansisn Scheme. -

In the cases covered by sub-para (d) of Note (85) of Para 34
viz. the omployses who have retired prisr to 1.11.2983 and
opt to be governed by the FPension Bcheme the commutation oc&n
be allowed subject to medica! examination and for the
purpose of determining +the commutation age next birthday
will be taken as on 1.11.1993 or date of medical exsmination

az opted by the penzicner provided the sther cenditions are
satisfied, '

In the case of thome covered by sub-para {e) of Note {(5) of
Para 34 viz., those who retired prior to the circular date of
the Pension Scheme the commutation will be allowed (subject
to medioal examination in cases where the period of one year
has sxpired) and for commutation the 2ge nexnt birthday will
beg taken a® on the day following the date of retirement or

‘date of medical exsmination as opted by the Pensioner.

In respsoct of cames falling under sub-para (£} of Note (5}
of Para 34 viz, those who retired on or after 1.14.1993 but
died prior to circular date of the Fension Echems the age
next birthday for the purpose of commutation will be
determined s on the day following the date of retirsment.

Commutation of =2 portion of pension ie allowed only after
medical grxamination in the following cases -
: |
|
1 Yhere ths pensioner applies to commute a portien of the
pension. after the expiry eof one2 ysar from the date (=34
his retirement. o 1
2) At any point of time whensver = portion of the
Compsssionate Allowance is seught to be commuted.

When =an employee has been =llowed te retire voluntarily ang
the ocoapetent auvthority has slso agresd to walvs the notice
period either in pert or in full, ths employee shall not be

allowed to apply for commutation before the expiry of the
notice pariod,



ii.

How tg determine the emplover's contribution ig P.F. io be

refunded : '

in the. cese of employmesz who heve already retired/dled,

Pensicon Bocheme lays down that sueh retired emplovess/their

families, 1f they desire to be governed by the Fension

Scheme have to :

il exercise an optien to bs governad by the Pension Schenme
within 98¢ days froem the date of eirgulmtion of the
Schems;

1i) refund ' to the Corporstion the Corporation’s share of

~ the oentribution to the Provident Fund together with
intereet thersocn; and

iid} pay further interest @ 6% per annuer (simple interest)

from the date of seltlement of Provident Fund. (date of

retirement}) to the date of its repayment if the date of

retirement or death is prior to 1.ii.1993.
Gr,

1f the date of retirement/death is on or mfter
1.11.38883 pay further interest @ 12% per annum (simplese
interest) from ths date of setilement of Provident Fund
idate of retirement) to the date of its repayment.

The term Corporation’s centribution sefers to the ETOBB
amount which was due and not the net amount paid to the
employes afiter making deduction, if anv.

The further Interest on the Corporation’s centribution to
the Frovident Fund and interest thereon has to be calculated
from the date of retirement of the esaployee and not frem thse
date on which the actual the payment wes made. Where the

employee wme paid subsequent to the initis] settlement any .

amount by way of Corporation’s contribution (for exaBple, on
~agcount of revision of scales, stc.) the further interest ©

8% or 12%, az the case may be, has to be calculmted from the
date on which suech additional payment wasz made.

The further intersst sither at the rate of 6% or a2t the rate
of 12%, =28 ths cass may b2, hae te be saisulated on the
sbove gross amount. It is poussible that in zome caser while
thes employee’s contribution would have been settied
immedietely on retirement, there might have been delay in
settiement of Corporation's contribution te Prevident Fund
on account of soms reasons. Even in such cases, the further

interest has +to be cmloulasted from the date of eriginal
pettliement {date of retirsment) and not from the date of

actual payment  of Corporation®s contribution. . The
additiena! interest, if any, paid by the P.E. authorities on
delayed wssttiement will! not be reguired te be refunded by

the retired empleyvee/family of the deceassd amployee.
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¥ithholding of Pension/Compessionate Allpwance  and
Recoveries ithersfrom :

Pare 368 ef the Pension Scheme suthorises ﬁh@ competent
avthority to withhoid or withdraw either the whele or a part
of the pension/compassionate gl lowance @r‘ih@ commuiation
thereof weither .permanently or for & specified period of
time. Para 41 and 42 empowser the competent authority to
ordar PESOVIPY from either ¢the peonsion/coempassionate

allowance or the commutation for any of the following two
eventualitiss -

L Any ampount dus from the smpioyes such as rescvery of
leans, esdvances, demages or duss of any other natura.
2] Any pecuniary loss or damage established to have been

caused to the Corperation by the smployse if in any
departmental or Judicial proceedings the pensioner is
found guilty of +the mame. . Such =a departmental or
judicial procsedings may be Iinstituted evemn after the
retirsment of the smploves.

W 7
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Y Emplovens who 8re

Part-11

Guidelines for Ieplementation/Administration for
the " LIC of India {(Regular Part-time Employees)
Fenszion Scheme, 189%
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Emplovses who have iojned ithe zervice on or after the dete
of circulation of the Pension Scheme : |

In wcoordanse with the Pensien Scheme =li those eampl oyees
¥ho Joined the service on or after the deste of circulastion
are automatically gevernsd by the Pensiocn Scheme. However,
Para 4 of the Penslion Schems simtes that erployees whe had
joined the service of the Corporation on or after the dats
of circulation at the age of 35 yemrs or more can apt not te
be governed by the Pension Scheme provided they exercise
such an option within 9¢ dave from the date of appointment.
The oeption by such employess has to be given in form given
in Apnexure-i-2,

Employess whe have joined prior to ths dats of gcirculation
and who 8tili gontinue to be in service :

Para 3(3) provides that swployees who joined the service
prior to the date of circulastion and who still continus te
be in sarvice shall havs an opticon to be governsd by the
Fengion Schens provided they erxercise such an gpticn within
96 days from the date of circulation of the Scheme and
irrevocabiy asuthorise the Trustess of the Providsnt Fund to
transfer the Corporation’s contribution te their individuasl
accounrts of the Preovident Fund together with interest
thereon to the Pension Fund. Thoss employees will have teo
complete the form given in Annexure-2-P and submit the same
within the siipuliasted period. [f an omploves does not
submit thies option form within the stipulated period, he
shall be deoemsd to have decided to continue to be a member
of the Prevident Fund.

Eum

g@r#ic@ on 21.12.1981 and who
retired pn or kefore 3ist ODotober, 1983

Although the Pensfien Schere has come inte ferce frem
1.11,1993, the employess who were iIin service @8 on
91.12.1991 and who retired on or before 31.1F.3i883 have alse
bsen allowed to becoms members of the Pension Scheme
provided  they are otherwise  eligibie . The retired
employess belonging to this category have to exsrcise the
option +o be governed by ths Pension Scheme within 98 daye
from the date af civoulation and alse refund the
Corporation’z contributier %o +the Provident Fund together
with interest therson with & further simple interemt &8 6%
per annum froem ihe date of ssttlemsnt of FProvident PFund
{date of retirement! to the dats af refund.
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Bervice for the pert—~time employees is to be counted w.e.f.
1.1.1982 or date of joining if later. They become gligible
for pensgion after 1¥ years of continuous service. Thus

those who retired prior to 31.12.1991 pensionary benefits
are not available.

ii) Employees who were in service on 1.11.1993 but retired
subsepuently prior to the date of girguletion :

Those employees who were in service as on 1.11.1993 but have
since retired can zlso become members of the Pension Scheme
provided %$hey opt o be governed by the Pension Schene
wilthin 94 days from the date of ite circulation. The
employees who were in service as on 1.11.1993 and have
retired subsequently heve to vefund the Corporation’s
contribution to the Provident Fumd slongwith interest
thereon with further interest at the rate of 12% per annum
from  the dete of settlement of the Provident Fund {date of
retirement}! to the date of refund.

In both: %he cases coversed under 3{(i) & 3(ii} above, since
these employees Bre no ionger in service &n
intimation/notice as per the draft given in Annexure=-3-F has
to be given in leading newspapers in order to bring to their
notice the introduction of Pension Scheme. The notice will
be issued by each Zonal Office and should be published in
one Hindi and/or one Vernacular newspapers which are in wide
circulation in each of the states within the jurisdiction of
the Zone. The retired employees covered in (i) and €ii)

above will have to exercise their option in the form given
in Annexure—4-P.

Option to bhe exercised by the family of the decessed
am ees v :

We have mentioned in Part~1 that as per Pension Bcheme in
the cese of employees who retired from the service of the
Corporation on or after 1.11.1993 but have died prior to the
date of circulation, the family of such employees can opt
for pensicon. in swh 2a cese the family will be allowed
pension from the day following the date of retirement af the
deceased employee to the date of his death and family
pension from the day following the date of death.  Furthery

~the family will 21so be allowed commutation of a pertion of

pension. In these cases the family has to exercise an
option within 99 days from the date of circulation in form
given in Annexure-46-P.

The Pension Scheme also provides for payment of enly Family
pension %o the femilies of those amployees who were in
service on 1.1.1984 but have died subsequently while in
gervice &z also those employees who have completed 106 years
of service and retired before 1.11.199% and died prior o

Dsginu

o



R

=k 11 g =

the date of circuiastion of Scheme and &lso to bthe Jemilies
ef thoss esplovees who wers im service on 1.41-1993 but died
while in mervice before the ciroulation of the Pension
Sroheme . In all these cases the familiss hsve to exercige BN
option to be governed by the Pension Scheme within 98 days
from the date of circulstion of whe FPension Scheme. The

families have to exercisse auch an option in the form given
in Armexsure—-4R-p .,

Commutation of Pensian antd Medirasl Examination @

The rztired emploveez who opt for penmion zre allowed to
commute & portion nod engeeding 1/3rd of their penzien.
Commutation will be allowed withoud gny medical examination
i1 they apply f{or commuted value within one yvear from the
date of their retirement. fpplicetion fore for commutation
without amy medical sxamimastion iz given in Annexure—5-F,

However, in ceses where a ponsioner desires to commubs a
portion of his pension after one year from the date of his
retirement or in caszes whers & portion of the pension
senctioned $o an empleoyee who has retired voluntarily is
sought %o be commuted or in cases where a portion of

Compassionate Allowance is seaght  to be comsmuted, the

‘commutation will only be alliowed after the emplovee is

declered fil By en -approved medical Haminer. The
applicstion form for computation subject to medically being
found fit is given in Gpnexure—&-P, The form of persanal
statement and the medical report  to be completed by the
Doctor nominated by the "Lorporation for this purpese are
given in Annsxure-~7-F,

It may be borne in mind that in cases where commutation is
gllowed wubject %o medical examinstion the commused velue
which cam be guoted will depend upon the findings af the
medical examiner especially in ceses where the zge Tor the
purpose of commubtation has to be stepped up a3 advised by
the medical examiner. However, i% may be clarified in this
regard ithat the basic purposge of s medical examinstion for
the purpose of commutation is primarily +to assees the
pensioner’'s general physical fitpess, hemnlth, etc. Hence,
the Doctor should be advised to be praomatic while
conducting the medical examinaztion and assessing the
employee's state of health for commuted value. While the
cost of such medical exeminzation will be borne by the
Corporaticon, the retired emploves will have &o zpperr before
the medicgl exzminer 2t his cost.

On receipt of application for commutstion of pension in
Annexure—H~f  the controlling Divisional OFffice should write
to &n  approved medical gxaminer, as per Annexure—11i-F andg
send a copy of the zame to the retired emplovee alongws th
the form of peraonel statement and report given in Annexure—

e 7 sad@as
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7=F intimatirng him to appear Tor medical exazmination before
the approved medical examiner., All care showld be taken to
ensure that +the medical examination takees place at the
earliest and while fixing the date of medicel exemimetion i%
may be ensured that the medical examination is held as far
g5 - possible besfore the date of the a2pplicant’'s nexd
birthday. While Part~1 of the Annexure~7—-FP has o be
completed by the pensioner, the medical examiner should
complete Pert-Il and Fart-11I of Annexure~7-FP and forward

the entire Annexure~7-P to the controlling Divisional
Dffice.

If a pensioner dies without receiving the commuted value an
or after the date on which commutation has become absolute;
the commuted value shall be paid 4o his nomines. If in any
case the amount cannot be peaid to the nomines or femily
members, it- shell be paid toc his legal heirs. The form in

which the nomination has to be effected is given In
Annexure~2Z1i-F.

adjustment of commuted value towards P.F. i be pefunded @

An  employee who has slready retired from the service of the
Corporation and whe opts %o be governed by the Pension
Scheme «can authorise the Corporation to adjust the commuted
value of a portien of the pension as well as the monihly
pension f(arrears) after commutation payable to him towards
refund of the Corporation’s contribution %o the Provident
Fund together with interest thereon with further interest
tthe rate of which will depend upon ths date of retirement
of the Part-time employee) From the date of settlement
(date of retirement) to the date of refund of the said
"amounts. If the retired part-time employee desired to avail
of this facility, he should pive a letter of authority as

per Annexure—~8-P besides a receipt for the commuted value as
per Annexure-9-P.

Detgils of Family =

As the Pension Scheme provides for payment of family penzien
in the event of unforitunate death of = part-time employvee
while imn service or pensioner, it is necessary for easech
exlsting a3 well! as retired perit-time employee to give the
details of his family in the form given in Annexure-16-F.
Further, such persons should alsoc send alongwith the detaills
of family three copies of passport size photograph ot Fhe
first member of the family who will becaome eligible for

payment of Family pension immediately on his/har unfortunate
derth.

Procedure far sanction of pension ang commuted value in ihe
cases of those part-time employees who have already retirveds

All calculations and sanction of pension end commuted value
will be done by %he Zonsl Office. As soaen as the following
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papers, namely, (i) option letter, (ii) request for
commibtetion of =& portion o©of the pension, (id4d} letter
authorising the Corporation to zdiust the commuted velue of
the portion of the pension and the belance pencion payable
aftter commutation thet has already fellen dueg; (iv) the
particulsars of family, snd (v) Medical Examiner’'s report and
Fersonal Statement in Annexure-7-P, in cazes where medical
examination was necessary for commutation, are received by
the controlling Divisionsl office, it should prepare the

penslion file in duplicate, cach containing ohe set of all
the above papers.

The effice should collect and verify and prepare the pension
data sheet given in Annexure-i12-P in duplicate. This
pension data should be verified and signed by an officer not
below the rank of ADM. One copy of the peneion datza sheet
alongwith the pension file should be sent to R.M. (E&D8) in
Zonal Office under whose control the Pension Cell in  Zonal
Dffice will be functioning. The duplicate copy of the
pension date sheet should be filed in the duplicate pension
file %o be maintained by the Divisional Office and kept in
safe custody, In order te ensure that zll papers sent by
each Divisionzl Office are rpceived by Zonzl Office end te
have effective contreol on msovement of such papers, each
Divisional office should serially number the Tilesm, ®.g.
PRGA1 . Besides, each Divisionzal office will maintain a
Pension Fund filer Register in which it will enter the
detaile of each File before its despatch o Zonal Office.
The proforma of the Register ie given in Annhexure—~13-F.

The Zonal Office Pension Cell will immediatezy after receipt
of 8 file enter the details of each pension file in a
Register maintained by it Division—wize. The Register will
be in the w=mame format prescribed for Divisional Office.
While entering the details, the office should ensure that
all the files sent by a D.0O. are received by it and, it on
the basis of the running file Nog. given by the D.0., finds
that any file hes not been received by ity it should take up
the matter immediately with the concerned D.O.. The Cell
should then check up the various forme and ensure that ail
the detzils bhave bean given and that the amount of
employer’'s contribution together with interest thereon as
shown in the pension data sheet tallies with the details
supplied by the Zonzl Office Provident Fund Deperiment.

After wverifying the above, the Cell will calculate the
pension a5 well as ¢the commuted value. Simulianesously the
Cell should also calculate the amount to be refunded by the
retired part—time employae by way of Corporstion’'s
contribution %o Provident Fund, irnterest thereon znd further
interest depending wupen the deie of resirement, While
calculating Ffurther interest, the office should tazke the
date of repayment as one month from the date on which it is

g
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celculated so that the retired part-time employee can be
asked to maks the payment before thzt date. (s woOn RS
these calculations are ready, the pepers should be put up to
the officer authorised to sanction pension and commuted
value (who should be an officer not below the ranmk of ADMAD
for his sanction. The caelculations should be in duplicate
=0 that ons copy can be sent to the contrsplling D.O. for
keeping the same in the pensioner’'s pension file.

After the pension end commuted vaiue are duly sangtioned by
the autherity, a2 lstter should be sent by the Zonal Office
Pension Cell to the retired pari~time employee indicating -

iY . The pension aveilable %o him.
ii) Portion of pension that iz commuted and the commuted
value.
iid} The Gtelance pension and D.A. payable on full basic

pension.

iv} The date from which the above bkalance pension is

mavable.

v) The amount of Corporation’s eontribution to tha
Provident Fund, interest therson and further interest
celculated @ &% per annum or @ 12% per annum caleculatved
upto ~

vil The net amount payable by the vetired part—time

emplovee s&fter setting off the comnuted value and
arrears of pension against the smount $o be refunded by
him (shown against item (v)) and %$he date before which
the emount has to be paid.

The letter should inform the retired part~time empioyee that
the =zbove calculations will hold good only if he/she pays
the amount indicated in (vi) mbove before the stipulated
tdate. He should be asked to pay the amount directly to the
Zonal Office by cash/cheque/demand draft drawn on 2 bank
tranch which is situated in the Zonal headguarbters. & copy
of this letter should be endorsed to the controlling D.O.
Once the payment is received by the Zonal Office necessary
advise should go to the controlling Divisional Office so
that payment of further pension cen be made by that D.0a

A moon as the final sanction is received by the contrelling
D.0., that D.0. should arrange to pay the balance gension
and D.A. on full basic pension as indicated in the sepnciion
sent by the Zonal Office Penmion Cell from the mondh it is
payable. Payment of pension should be made only by crossed
chegue. MHowever, iF the pensioner st desires, payment of
commuted value be made by Demand Draft at Corporation’s
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cost. Betore making payment of pension the office showld
ensure  that advance receipt duly stesped and signed by the
retired part-time employee is received. & specimen of the
advence recedpt is givem in Annexure-14-pP,

Az revision of Dearness Relief in the case of penzioners is
zliowed only once in siy months i.8. in February and Augusd,
&  cheques in advance can be issued once in Februasry and
again irn August. As in 2ll cases pension will not commence
in  February or Bugust, in the beginning sefter szoction of
pension is communicated payment may have to be made every
month wpto next February or Gugust s the caee may be and
thereafter 2ix cheques can be sent at a $ime. The
pensioners should normally receive the chegue positively in
the First week of the month following the month for which
the pension iz being paid, Hence while preparing the
chegues in February and fuogust, the effices should ensure
each chegue bears the first date of following month to which
the pension cheque relates. For instsnce, while sending six
chegues in February for +the months February to July the
respective chegues will bear the date ist March, ist April,
izt May, ist Jume, Ist July and ist August. Further, the

‘cheques shouwld be despatched in February and August as far

28 possible, at least % davs bazfore the last dey of February
or August, =2 the case may be. The detziled procedure for
opening of bank accounts, maintenance of scrounts, account

code Nos. etc, will be issued by the Central Office Féd
Dept.

Procedure o be followed in %he cese of existing part-time
emplovess who retire herssfter s

In the beginning of each month the Divisional Office will
prepare the list of part—time employess who will be retiring
three months hence. For example, in the beginning of
January the office will prepare the list of part-time
employees who wili be retiring at the end of dpril snd who
are to be paid pension. They will be =zsked to sign and
submit the Yorm réquesting for comrutation of pensien (form
9~F1,; and form of receipt of commuted value z2long with 3
coplies of pasg-port size photographs and the family
particulars {form if the wame has not been submitted esrlier
or it there are any changes in $the details given earlier:
Thereafter the procedure to be followed will e the same az
in the case of part-time employvees who have mlready retired.

Ppints to be noted before making sayment of pension ang
cmmmqtaﬁ value gf pension ¢

te) In cases where income-%taxw is pavaeble the asems is
deducted from the pension smount.

by Im Htates where Professionsl Tax ie payable, the same
is deducted a3t source.
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(c) #Any recovery such as loan, sadvence, profit, or any
other amount that is due to the Corporstion and is not

recovered from other dues is recovered from &he
commuted value and pension and only the beslance is
- paid.

d} In the case of & psri~time employes who has retired
before +the $Scheme date, the bslance amount payvable by
the retired part-time employee by way of refund of
employer’'s contributleon $to P.F.; interest thereon and
further interest, as demanded Dby the Zonal Dffice
Pension Cell, hss been paid by the retired part-time
employee and the advice of such psyment has been
received from the Zonal O¥ffice. ‘

(el Im the cese of penzion the advence receipti{s) has/have
been received and the signature thereon hes been
verified with the specimen signature available on %the
pension file.

Invalid Pension :

The invalid pension is pald to a part-time smployers whe has
been retired on medical ground, provided st the $ime of such
retirement the part-time employee has completed i€ years of
aervice. In these cases the commutation cen be a2llowed only
subject %o medicel axsmination sven if the commutation is
asked for within one year from the date of such retirement.

The procedure for payment of pension in caze of invalid
pension will be the mame a2z enumerated above for cases of
normal sUuperannuation. HMowever, while sanctioning bthe
pension care should be taken to ses that the invalid pension
granted is not lower than the family pension, pensien that
the family would have been senctioned had the part-time
emploves died on the dzte on which he was retired from
gervice under medical ground.

Payment of pension on veluntary retirement s
The procedure for payment of pension in cases of voluntary

retirement will be the mame 85 enumerated above for cases of
normal supersnnuation.

Bayment of Compsssionate Allowance and commutation gf fha

fAs per the Pemrsion Scheme compassicnste allowance can only
be sanctioned by the competent authority in cases where the
cessation of service dus o dismissal, removal, termination
or compulseorily retirement has taken place onh or after
i.11.1993. Bipce medical examination iz reguired and the
applicamt has $to be declared medically fi% whenever any
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portion of compassionate z2llowance is sought to be commuted
the comtrolling Divisional Office has to take necesssary
sction regarding medical examination whenever such a regquest
is received in the prescribed proforma given in Annexure—&=F
and the procedure as detailed in Para RNeo. § of these
guidelines has o be followed.

The Zonal Office Pension Cell should ensure that these cases
are put up to the competent authority to enable him to
decide the quantum of compassionsgte allowance.

The procedure for payment of Compassionete Allowance will be
the same as in case of normal superannuation.

Life Certificate =
Every pensionsr is required to produce a Life Cevrtificate BN
the i13% of Gugust svery year in the form given in Annexure-

2P, This certificate must be received by the office
befare Jist Avgust.

Procedurs for pavment of Fampily Pznsion @

i} For payment ef family pension in respect of part-time
emplovees whg died prior &o the date of circulation pf
the Pension Soheme 3

Para (4) of these guidelines earlier deals with the
payment of femily pension in respect of part-time
employees who died prior to the date of circulation of
the Pension Bcheme provided the families of such
deressed employees exercise the option within the
stipulated time limit. On receipt of this option Torm
the office should prepare the dats wsheet for
calculation of family pension Bs given in srnenure—17-P
and forward one set of fhese papers to the Zonal
OfTice. The procedure %o be followed by She Zonal
fffice for sanction of family pensioen in these cBses
will be %the same a8 has been laid down in {(ii) below
for calculation of family pension in respect of part-
time emplovess/pensionere who may die hereafter.

ii) Procedure for payment of family pension in respect af
part-time emplpvess/pznsioners who pay dis on @Fr & ter

the Bcheme date s

On receipt of information of death of e peart—-time
empiovee/pensioner the Divisional Bffice should write a
letter %o the First eligible family member (&% per
details alresdy miven by the part—-time
employee/pensiones? in the farm given in Annexure=18-F
asking him/har to spply for family penzion in the form
given ip Annexure-id~F. ffter this azpplication is

P
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received one copy of the same should be sent to Zonal
Dffice Pension Cell for grant of family pension. While
sending this application, they will aslso prepare and
send to Zonal Office the Data Sheet for calculation af
Family Pension as per Annexure-17-F. The Zonal Dffice
will, on the basis of data supplied by the contrelling
D.0., calculate and communicate #n the controlling D.0.
the amoun € of family pension payeble. While
compunicating these, the Zomal Office will ealso
indicate the enhanced rate of family pension, if any,
that ia to be allpwed and the period for which $the same
i® to be allowed.

in cases where the part-time employse hed died p?ior o
revision of scales from 1.8.1987 i.e. those who died
hetween 1.1.198&6 and 31.7.1987, the family pensien
should be celculated on the basis of the pre-revised
pay, as under @

Payv Range ampunt of Family Pension
{(Besic Pay -+ ‘
Allowences which

rank for P.F.)

P T b ot e s o e e St e PR e v

Below Rg. 3I32/- g of pay as basic family
pension subject to a8 minimum
and maximum of -

Mimdmum Plasx 1 mum

332 - 4 Hrs. Ra .50 .04 B83.00

24% - 3 Hrs. Re .38 .68 - A&3.80

1e6éd — 2 Hrs, Rg.,25 .08 42 .98

Re. 332/- and above 15% of pay &8s besic family
pension subject to & minimuam
and maximum of -
Minimam Max imum

I32 - 4 Hrs. Rs .83 .00 133 .00

249 — 3 Hrs. Ry, 43.08 166 . B

1bs - 2 Hrs. Ro .42 .48 &7 . D -

Note 3 Family pension shszll be reduced in the same

proportion as the number of hours worked on
part—time basis tn 4 hours of work in a daye.

The basic family pension so arrived at should be updated by
adding to such family pension the dearness relief at CPI 609
as per chart (Grmexure—1i8-P) for updating of basic pensioh.
The =ropregate of the updated basic family pension will be
admissitle and the dearness relief on such & family pernsion
will be admissibile on the updated basic family penuien
component .
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Once %he sanction of family pension is received, the
procedure to be followed by the controlling D.0. for the
payment of family pension will be the same 28 in the case of
pormal retirement pension.

Once +the first eligible member of fTemily becomes ineligible
to the family pension, the nent eligibhle family member
should be asked to spply in the prescribed form {(Annexure-
16-Pl. While it is not necessary teo obtain fresh senction
for payment of family pension at the rate a2t which the

family pension heae alrezdy been sanctioned, an intimation
about the changs hes to be sent %o Zonal 0ffice for updating
their records. For further continuation of family pensicon

declaration from the beneficisries have %o be ghteined every
year in August as per Annexure—23-F.

16, pMeintenance of Bscords s
{a) @At the Divisional Office =

fs stated earlier, the Divisional Office will prepare 2

pension file in respect of each part—time pensioner. This

file will contain -
3 The option letter indiacsting his/her option to be
governed by the Pension Scheme.

ii} Letter agreaing to refund the Corporation’s
contribution %to the P.F., interest therean and further
interest upto the dete of refund.

iid) Request for commutetion of a portion af the Basic
Pension.

iv) Letter autherising &the Corporastion Yo adjust the
commuted value and arrears pension towerds the amount
to be refunded by them-

v Medical Exsminer’'s report in cases whers comnutation
was mllowed after medical exemination.

- owil Family particulars form.

vii) Nomination to receive commubed value in the event of
unfortunste death of the pensioner without receiving
the commuted value end arreers of pension.

{(Motes Items (idd gnd (iv} will be obizined only in

the cases of those who have slready retired and item

(vii}) only in those cases where commuted velue is nok

o be adjusted). i
vidii)d Copy of the pension data sheeb.

P
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i} Copy of pensicﬁ calculation sheet.

«) Copy of the letber wrivten &0 retired part-time
emplovee informing him the pension detgils and the
balance asmount refundable by him. - e

®i) 7.0. Letter informing the D.0. regarding receipt of
balasnce ampunt from retired part-time employae.

wii) Copies of ‘bNo Dues Certificate’ obtained from various
deparitments.

uiid} Copies of letters forwarding pension cheques to the
pensioner as slso advente receipts received from them-

Besides the above pension files, the D.O. will zlpo maintain
individual ledger aheets in respect of each pensioner
wheregin the detai!a pd a2ll pension peyments will be entered.
th) In the Zonal OFffice s

1} Pension file in respect of esch member gontaining
copies of items (i) To (xi) mentioned above.

ii) In cases of part-time employees whose services have
been terminated or compulsorily retired, or removed o
dismissed from the services of the Corporation, the
sanction of the competent authority sanctioning
Compessionate Allowance.

17. Information to be sent to Zonal Qffice Pensien Ge. il in
respect of existing as well as future sobr @ 8

In respect of existing part-time employees who opt to be
governed by the Pension Scheme, the Divigional Office will
prepare a statement in the form given in Annexure=19-P and
send +the same to Zonsl Office after the expiry af 96 days
from the date of circulation., A copy of this stuntement will
almo he sent to Zonal Office Provident Fund Dept. to enable
them to arrange for trapsfer to Pension Fund the

Corporation’s contribution with interest thereon standing o
his credit. g

In  the cases oFf those pari-time employees wheo Join
hereaftter, the -p.0. should send similar information

immediately after a part—time employee is sppointed in the
service of the Corporation.

in both the shove cases, the information given should be

updated =as a2t 3ist March each year by giving a statement in
the same form incerporating the changes.
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19.

Contribution o the Pengieon Fund in respect of existing
emplovees and fukure entranys 3

Para 7 of the Fension Schewme laye down the amount o be

contributed by the OCorporatisn to the Pension Fund i
respect of each employee-

We have lazid down in para 16 and 17 of the puidelines foer
implementation of Bocheme the wvarious records to be
meintained in the Divisienal/ionzl QOffices =zs alse the
information that is to be ment to Zonzl Office Pension Celil
by eech Divisional Office in respect of existing part-time
employeers as well &s future entrants. The Zonal Office
should store on the micro all the informatien including the
details of pension and commuted value wherever sanctioned.
This data should be updated by the Zonal 0Office by
incorporating -

i) the pension and commuted velue details in ceses where
pension is sanctioned subseqguently and

23 by incorporating the changes in servicve details thaet
may be ment by each Divisional Office after 3ilst¢ Marach
exch yesr in respéct of existing pars-time employees as
well 28 new recruits.

This will ensble +the Zonal Dffice to ensure that the data
that $% available in the Zomal Office is updated as on 31st
March sach yvears '

On the basis of this data the Zonsl Office should every
month prepare =and send to Central Office the statement
indiceting the actual amount of contribution to be paid inte
the Trust Fund in respect of part-time employees who are
governed by the Pension Scheme in the concerned Zone. On
receipt of such statement from each Zone, Central Office

will arrange for the trensfer of this smount to the Trusd
Furnd.

Information to be sent to Trusitees pf the Pensipn Fund s

As stated earlier; the Zonal Office will be having with them
two sets of records - (1) the details in respect of the
retired/deceased part—time employees who or whose families
have opted to be governed by the Pension Scheme and (2) the
details in respect of the existing part-time employees who
have opted to be governed by the Pension Scheme. In

Bocordance with the Pension BSBeheme, the Trustees are
reguired %$o  take out &nnuity Policies for payment of
RPENSion. in order %o enable the Trustess to do so each

Zonal Office, immedietely after the pericd of 7 monthe from
the date of circulation i®m over {(by which $time not only the
option should have been exercised but even repayment of the
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Provident Fund contribution together with intesrest thsreon
grnd Further interest should have been received), should
prepare the complete details in respect of zech case where
the pension/family pension has been/has to be sanctioned.
This statement should, besides the complete details of the
part-time employee, alszc give the amount of pension/family
pension sanctioned, the commuted value, the balance pension,
the amount of Provident Fund contribution together with
interest and further interest received from the retvired
part-time employee/family of the deceazed part-time
emplovees.

Besides the above, after the expiry of 99 dsys Trom the date
of circulation of Penslion Schems, the Zonal O7fice should
prepare the complete details of the Employees whe have
exercized the option to be governaed by the Pension 8cheme.
This shpuld z2lsec indicate the amount of Corparation’s
contribution that is to the credit of the part-time employee
and +the accrued intevest that will be transferred by the
Zonal Office’'s Praovident Fund Department to the Fension
Trust Fund. The procedure for sctuzl transfer of the amount
and the wother related procedures in this regard will be

issued by the Fimnsnce & Accounts Depariment of the Central
OFffice.

Whenever an existing pert-time employee reitires from the
service or unfortunstely dies while in service, i% will be
necessary for the Trustees to purchase Annuity for payment
of pernsion/family pension in reaspect of such part-time
gmplovees. As stated in para 9 of guidelines, Divisional
Oftice in whose jurisdiction the part-time employee has been
wiorking at the time of retirement/desth will be preparing
the pension file and wsending the same to the Zonal Office in
order to enable the Zonal office o sanchien the
pension/family pension. While the Zonal DOffice, on the
basis of the data given by the Divisionel OFfice, sanctions
the pension/family pension, commubed value, etc. 1% should
also sent <the details of such part—time employee iogether
wi th the information i regard to the amount of
pension/family pension, commuted value, stc. sanctioned, te
the Trustees of the Pension Fund so as to enable them to
purchase the necessary #nnuity Policy in respect of such
part—time emplovees,

‘As stated earlier, the Zonal OFffice Pension Cell will

receive

) from each Divisions! OFfFice the pension filew in
respect of each retired part-time employen§

2} the deta in respect of existing arnd fubture recruiiss

3) informetion  velating to retirement or death of an
existing part—-time emplovee.
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It is necessary that the Zonal Office Pension Cell stores
all the inforsstion including %the details of pemsion and
commuted value wherever sanctioned on the micro. Further,
it should also ensure that on the basis of the information
that is received from the Divisional Offices and the offices
wrder  the contreol of esch Divisional Office +the data
maintained by them is updated so that it will enable the
Zonal Office to cull out a2t the end of every financisl vear
the data that is reguired for the purpose of valuetion.

In order %o ensure the safety of records stored on the
micro, the Z.0. Pensipn fell will prepare back up records
and keep the same in & different place.

Disbursemsnt of sension pavments s
he stabted earlier, pension will be paid by the Divigional

Office under whose jurizdiction the part-time employee was
working at the time of recruitment/desth. The Salary

‘Bection of the D.H. Dept. of the Divisional Office will

attend to this job.

It i3 possible that in some cazes the requests may be
received for payment of pension by & D.0. other than the one
from which $he part—time employee retired as the rebired
part-time employee/family might have settled down at that
place. in that cesz the D.0O., under whose jurisdiction the
part-time employes was working zt the time of retirement,
immediately =after ssnction arrange to transfer the pension
file of the concerned person 25 well as a copy of the ledger
sheet %o the new Divisionzl OFffice. To ensure safety, the
file should be sent only by Registered A/D post. A copy of
the letter forwarding the pension file ¢o the new D.0O.
should be endorsed %o 2.0. Pension Cell for taking & nobte of
the same in their records. Where such & trensfer involves
another Zone, the contrelling Zonal 0Office should take
print-out of. =211 the details of the pensiocner and send the
same to the transferee Zonal OFffice so as to enable them to
build the necessary records. This print-ocut will be sent o

the ftransferese Z.0. along with the pension file maintained
by the Zonal Gffice.

Where +%the pensioner or family regeiving family pension
changes residence and asks for payment of pension from &
Rivisional Office other than the one from which the pension
is received presently, the reguest may be allowed subject o
the same procedurs ze above.

Bimilarly when an existing parit—time employee is transferred
from one Iore to znother, the advice has to be given by the
transferrer D.0. to the controlling 2.0, sz well s new Z.0.
s0  that neceswary action can be taken at both the Zonal
Offices.
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In metropolitan centres where more than one Divisional
Office exists, the work relating toc pavment of pension and
maintenasnce of records should be entrusted to parent D.O.
only. )

22. fAuditinog =

The . Audit Teams showld do 160% checking of all the pension
payment ceases in the Z.0. Pension Cell. The first such
audit should be conducted immedinrtely a2fter eupiry of six
moenths Trom the dase of circulation. The Audit Depi.
should =2lso verify the cases of payments by the Divisiocnal
Gffices whenever the team visits ezch D.O.

i
4
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General
If there is any doubt as to application/interpretation of

apy of the Schems/Guidelines, refarence should be made to
Central Office.
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