REQUIRED DOCUMENTS/CHECK LIST FOR PENSION
PROCESSING
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Required Documents / Check list for processing of pension applications

The following documents/papers are required to be submitted to the Office of the Principal
Accountant General (A&E), Nagaland with pension cases to ensure their timely disposal:

(1) Service Book with annual verification of service, proper noting regarding increment. pay
fixation relating to promotion. career advancement. Pay Fixation Statement relating to ROPA
Rules. date o' birth. date of entry. leave. treatment of the period of suspension. extra-ordinary
leave. full context of the order passed by the Hon ble court/SAT in respect of the draw] of pay
by the concerned Government employee and the Government Order issued in that regard ete.:
(i) Caleulation sheet for qualifying service. pension, gratuity. commuted value of pension and
family pension.

(ii1) Certificates including pay certificate, outstanding dues etc (v) Attested passport
size joint l’hmoumph/Sm(’lc Photograph (4 copies each);

(1v) Three slips bearing specimen Signature/left hand thumb and finger impression of the
pensioner/Family pensioner duly attested by the competent authority.

(v) Application for Pension in Form -5;

(vi) Application for Family Pension in ANNEXURE-II:

(vii) Sanction for Family Pension in Annexure-111 or Specific Sanction

(viii) Application for Commutation in Prescribed Form (Form C/Form A):

(ix) Duly filled in Nomination Form (Form A) under Arrears of Pension (Nomination) Rules.
1986:

(x) Nomination for payment of Death Gratuity in prescribed form. duly counter signed by the
Head of the office is required to be pasted in the service book. One set of such nomination is
also 1o be forwarded to the Pr. Accountant General office along with Pension papers.

(x1) Death Certificate/Medical Certificate (in case of death or invalidation):

(x11) Authenticated Age Proof Certificate (in the case of F amily Pension to minor child);

(xiii) A Certificate to the effect that no case or appeal is pending in respect of drawal of pay of’
the concerned Government Servant;

(xiv) ANNEXURE ~A. showing the name of the Branch of the Bank with B.S.R/IFS Code No.
of paying branch of the bank from where pension/family pension to be drawn:

(xv) Dependency Certificate in case of Family Pension to dependant parents:

(xvi) Income Certificate issued by an employer (if employed) or by any Central Government
Officer/State Government Officer belonging to Group "A” Service (if self- -emploved or in
receipt of income from sources other than employment) in case of Family pension for life to
unmarried/Divorced/Widowed daughter;

(xvii) Guardianship Certificate in the case of payment to minor child and to mentally retarded
son‘daughter,

(xvil) Recent Disability Certificate issued by the Competent Medical Authority. Marital status
(applicable for girl child) as well as a certificate to the effect by the Pension Sanctioning
Authority that the handicap is of such a nature which prevents him from earning a living is to
be furnished in case of Family Pension to handicapped son/daughter:

(xix) Succession Certificate along with sanction in favour of the successor in cases where both
the nominee for death gratuity as well as family members



Note: In cases where the payment of pensionary benefits/family pension in respect of State
Government employees is to be made in other State. the Head of Office (i.e. Pension
Sanctioning Authority) should positively send the following pension papers in duplicate -

~

(a) Single Comprehensive Form,

(b) Pay Certificate in ANNEXURE to

(¢) Application for commutation of pension. where applicable;
(d) Nomination for payment of Life Time Arrears of pension; &

(¢) Application in Form No. 5 in addition to other papers/documents as usual.
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