
INSTRUCTIONS IN MALAYALAM 

  







INSTRUCTIONS IN ENGLISH 



DIRECTIONS FOR FILLING THE PENSION BOOK (SERVICE PENSIONERS) 

Part -I  

1. Details of Name of Employee,  

2. Post/Designation   

3. Name of office from which retired 

4. Pension sanctioning authority – Vice-Chancellor 

5. GE Index No. (For self-drawing employees only) 

6. Case Type- SP for service pension/ FP for Family Pension 

7.  Type of Pension - OY for Ordinary/ EG for Ex-gratia  

8. Pension Mode – SN for Superannuation/ VL for Voluntary/ ID for Invalid/ CY for 
Compulsory 

9. Rules applicable- Simplified Pension Rules (KSR) 

10. Date of Birth 

11. Date of Entry in CUSAT service- (in the case of prior service reckoned, that date of entry 
may be written in brackets outside the column provided) 

12. Date of retirement- 

13. Date of superannuation- 

14. Date of demise- (applicable only for Family Pensioners of those who expired while in 
service) 

15. Permanent address 

 (a) Name of family pensioner (spouse in the case of married employees/ 
children below the age of 25, un-married fully dependent daughters, 
incapacitated/physically, mentally challenged fully dependent children in 
the order of seniority, for pre-deceased spouse, if no-children, father/ 
mother- only when fully dependent on the pensioner 

 If no such members there, write Not Applicable  

 (b) Relation with pensioner- Wife/ Husband/Son/Daughter/ 
Father/Mother 

 (c) Date of birth of family pensioner  



16. Whether applied for commutation 

        Tick against Yes/ No  

 (a) If yes, percentage 40% 

 (b) Age on next birthday- 57 for non-teaching & 61 for teaching 

 (c) Type – put tick mark on (ii)- other than on medical grounds 

17. to 22.  No need to fill  

23. Details of Family members 

 Name/Date of birth/relation with pensioner/whether 
employed/whether physically or mentally challenged 

 (spouse in the case of married employees/ children below the age of 25, 
un-married fully dependent daughters, incapacitated/physically, 
mentally challenged fully dependent children in the order of seniority 

24. Nomination for DCRG 

 Name & Address of nominee / Date of birth / Relation with pensioner / 
Share[full in case of single nominee/If more than one nominee, % of share 
to be specified] 

25. Nomination for commutation of pension and life-time arrears of pension 

 Name & Address of nominee/ Date of birth / Relation with pensioner / 
Share[full in case of single nominee/If more than one nominee, % of share 
to be specified] 

26. Whether the Pensioner is in receipt of any other pension? 

 If YES, details to be filled 

27. to 29. No need to fill 

 THIS PAGE TO BE SIGNED BY THE HEAD OF 
OFFICE/DEPARTMENT (with stamp) Designation. 

 



Part-II 

 

PAGE NO.7 & 8. (Form II) Formal application for pension/commutation  

 Fill up the details of From (Details of employee with official address), To 
(The Registrar, Cochin University of Science & Technology), Date of birth, 
Date of retirement, Commutation percentage (if not applied for 
commutation, put cross mark), Name of bank, Applicant’s Present 
address & Address after retirement, etc  

 THIS PAGE TO BE SIGNED BY THE EMPLOYEE (with designation 
and date of submission). 

PAGE No.9. & 10. Fill the following; 

 1. Details of the Applicants name 

 2.Date of birth 

 3. Father’s name (Name of Husband in the case of married female 
employee) 

 4. Religion & Nationality 

 5. Permanent address 

 6.Present or last appointment & employer 

 7. (a) & (b) Kerala Service Rules 

 8. Date of commencement of service 

 9. Date of expiry of service 

 10. any other qualifying service (if reckoned at CUSAT for pensionary 
benefits) 

 11. No need to fill 

 12. Retirement on superannuation/Voluntary Retirement 

 13. to 15. No need to fill 

 16. Yes 

 (i) Nomination for DCRG: 



 Name & Address / Date of birth / Relation with pensioner / Share[full in 
case of single nominee/If more than one nominee, % of share to be 
specified] 

 (ii) Nomination for commutation of pension and life-time arrears of 
pension 

 Name / Address/ Relation with pensioner  

 THIS PAGE TO BE SIGNED BY THE HEAD OF 
OFFICE/DEPARTMENT (with stamp) Designation. 

PAGE No.29 Form 5A:  Details of Family members 

 Name of the employee 

 Designation 

 Date of birth 

 Date of appointment 

 Name of the family members including Date of birth, Relationship with 
the employee to be specified 

 THIS PAGE SHOULD BE SIGNED BY THE HEAD OF OFFICE (with 
stamp) Designation & SIGNED BY EMPLOYEE himself. 

PAGE No.33 Affix a Photograph (with spouse) and IT SHOULD BE ATTESTED BY 
THE HEAD OF OFFICE (with stamp) Designation.  

 Details of Date of birth, Height, Identification marks (any 2), Left hand 
Finger impressions (starting from thumb to small finger) & specimen 
signature and ATTESTED BY THE HEAD OF OFFICE (with stamp) 
Designation.  

 After this, copy of THIS PAGE need to be affixed on page no. 32.  

PAGE No. 35 Nomination for DCRG 

 Details of Name and Address of the Nominees, Relationship with 
employee, Age, Share (if single nominee write full/ if more than one 
nominee specify the share in %), Grounds on which invalidation of 
nomination (On submitting fresh nomination), If nominee predeceases the 
pensioner (new nominee name, address & relationship), share to each 

 THIS PAGE SHOULD BE SIGNED BY THE EMPLOYEE HIMSELF & 2 
WITNESSES (Name, Address & Signature). 



PAGE No.36/37. Nomination for life-time arrears of pension 

 Place 

 Name of the employee 

 Name & Address of Nominee, Relationship & Date of birth, If nominee is 
a minor (nomination for receiving the money till the minor nominee 
attains 18 years), If nominee predeceases the pensioner (new nominee 
name, address & relationship), Relationship with pensioner, If this 
nominee is also minor (date of birth & nomination for receiving the 
money till the minor nominee attains 18 years), Grounds on which 
invalidation of nomination (On submitting fresh nomination) 

 THIS PAGE SHOULD BE SIGNED BY THE EMPLOYEE (with name), 
WITNESS & HEAD OF OFFICE (with stamp) Designation. 

PAGE No.39 Form E Nomination 

 Head of Office/Department (Registrar) 

 Place 

 Name of the employee 

 Name & Address of the Nominee, Relationship with the pensioner, If 
nominee is a minor (date of birth & nomination for receiving the money 
till the minor nominee attains 18 years), If nominee predeceases the 
pensioner (new nominee name, address & relationship), Relationship with 
pensioner, If this nominee is also minor (date of birth & nomination for 
receiving the money till the minor nominee attains 18 years), Grounds on 
which invalidation of nomination (On submitting fresh nomination)  

 THIS PAGE SHOULD BE SIGNED BY THE EMPLOYEE (with name 
and address), WITNESS (with name & address) & HEAD OF 
OFFICE/DEPARTMENT(with stamp) Designation. 

PAGE No.43 Declaration regarding long term advance/loan. THIS PAGE SHOULD 
BE SIGNED BY THE EMPLOYEE (with name and designation) 

PAGE No.47 Declaration as per Rule 117. 

 THIS PAGE SHOULD BE SIGNED BY THE EMPLOYEE (with name 
and designation) 

 



NOTE 

1. Fill up all these details and submit TWO numbers of Pension Book and TWO 
PHOTOGRAPHS (with spouse) to the Finance Officer. If the employee is single at the 
time of retirement, their photograph to be affixed on the space provided & submit it to 
Finance Officer accordingly. 

2. Place & date to be filled properly.  

3. In the case of employees at Administrative Office & for the Heads of 
Departments/Schools/Centres, the Registrar is the authority to attest Pension Books. 
For all other employees, their concerned Head of the Departments will be the 
authority.  
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