
REQUIRED DOCUMENTS/CHECK LIST FOR PENSION
PROCESSING

Required Documents / Check list for processinq of pension applications

The following documents/papers are required to be submitted to the Of1lce of the Principal
Accountant General (A&E), Nagaland with pension cases to ensure their timely disposal:

(i) Seri'icc Book with annual verif-rcation of service. proper noting regarding increment. pa1,
lrratiorr rclating Lo prontotit'in. carecr advancernent. Pa1'Fixation Staternent relating to ROPA
I{trlcs. tlatc ol'birth. datc ol'ctttlr. lcavc. trcatrnent o1'the period o1'suspensi()n. c\1ra-orclinan
lcarc. lirll corttcrt of'thc olcicr'passed b-v the Ilon'[rlc court,,SiVl in rcspect ol'thc draulol'par
br thc concct'ned Cioverrttntcnt eluployce ancl thc Govsrnntcnt Orclcr issLrccl in that rcgalcl ctc.:
(ii) Calculation sheet fbr clualif,ving service. peirsion, gratuity. cornrnuted value of pensiorr and
lamili, pension.
(iii) (iertilrcates including pay certificate, outstanding dues etc (v) Attested passpofr
sizc.ioint I'}hotograph/Single Photograph (4 copies each);
(ir) l'hrec slips bcaring spccitncn Signature/lcft hancl thLunb and finger imprcssion ol'rhc
pensit'rner/FarliI1. pensioncr cluly attested by the competent authority.
(r') z\pplication lbr Pensic'rr.r in Fonn -5;
(vi) Application fbr F'amily Pension in ANNHXLII{E-il;
(r,ii) Sanction for Fanrill- Pension in Annexure-lll or Specific Sarrction
1r'iii) Application lirr Conrrnutation in Prescribed I'rorm (Fornr Clllrornr A):
(ix) I)ulv llllccl in Ntlnrination liornt (lrornr A) under Arrcars sf'l)cpsien (Ngrninatrgp) IlLrlcs.
left6:
(r) Nontirtation lbr pavn']ent o1'l)eath Gratuiti,'in prescribed lbrrn. cluly cor-rnter sisrrecl br, thc
llcacl ol'thc ofllce is recluircd to bc pastecl in the servicc boclk. One set of such pominltiop is
also to be lirluarcleci to thc Pr. .Accouutant Ceneral olflce alonq w'ith Pension papers.
(xi) Dclrth (lcltillcate/N,lec1ical Ce rtillcate (in casc of'cleath or invaliclatiop):
(rii).\Lrthcrlticatecl Agc Prool'(lcrrillcate (in the casc ol'Ianiill l)elsigr.r t9 ntipor cliilcl):
(riii)AC'ertilicatetotheelfectthatnocaseorappeal ispendinginlespectof'cirar,ral ol'par ol'
tlre concernecl Governlnent Servant;
(xiv) ANNITXIJI{E --A. showing the name of the Branch of thc Bank r.r'ith ts.S.lVlFS Clocle No.
of paving brartch of thc hanlt lioni lr'here pensionlfamily pension to be clrarvn:
(rl ) l)cperrdencv C]crtilicate in case o1'Farnilv Pension to clepcnclant parents:
(xri) Inconrc Clcrtiflcate issuecJ by'an crnplol'cr (i1'entplovccl) or b),apv ('cntral (i.r,cr..rncnl
Ofllcer/Stale (ioverttntent OlTlcer belonging to Group 'A' Service (if sell'-enlployccl or. i'
receipt ol'inconle liont sc-rurces other than employment) in case o1'Fanrily petrsign lbr lite t.
u nnr arri cd/ [) i r,'o rc cc'l/ W i dow.ed cl aLr ghter;
(xrii)(itrarclianship Certiflcatc in tlrc case of palnrent to nrinor chilcl and to nrentallr.,rctarricci
:rrrr tllrtrglttct'.

trriii)l{ccctlt t)isabilitl C'ertillcate issr-red b,r'tlrc C'ortrpctcnt l\leclical ALrthsrirr. Vlarital stalLrs
(applicablc lirr gir"l child) iis ivell as a certiflcate to the efl"cct by thc l)cnsion Sanctiorirs
Atrtlloriti' that the handicap is o1'sr,rch a nature which prevents hirn 1l.orn earning a lii,irrg is t.
be firrnishcci in case clf Fanrily pe nsion to hanclicappecl soniclaughtcr:
(xix)Strcccssion Certificate alclng rvith sanction iu f-avor-rrof tlre successol-in cases 1l,herc'b.tlr
thc- nontinee lirr dcath gratuitl,, as rvell as lanrilv menrbers



Note: llr cases u'here the payment of pensionary benefits/family pension in respect of State
GGnnl.,tt etnployees is to be made in other State. the llead of Otl-rce (i.e. pensiorr
Sanctioning Authority') shoulcl positivcly' scnd the fbllowing pension papcrs in duplicate :-

(a) Single Cornprehensive Fomr.

(b) Pay Cerlificate in ANNEXURE to

(c) Applicatiorr lbr cornnrutatic'rn ol'pension. where applicable;

(d) Norrinatior-r firr pavnrent ol'l.iib Tinre Arrears of'pension; &

(e) Application in Fonn No. 5 in addition to other papers/docunrents as usual.
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