
gzpapypUf;Fk; NghJ kuzkilAk; MrphpaHfSf;fhf > mtHjk; FLk;gj;jpdH> 

ez;gHfs; > cld; gzpGhpAk; MrphpaHfs;… mLj;j fl;l epfo;T Nkw;nfhs;s  

 

1) <ikfphpif nra;a cldbahf &gha; 25000. 
 

gzpapy; ,Uf;Fk; NghJ kuzkilAk; muR CopaHfs; FLk;gj;jpdH > <ikfphpif 
Nkw;nfhs;s > murhiz epiy vz;:217 epjp ehs;24.04.1997 ,d; gb cldbahf &gha;5000 
toq;fg;gl;lJ. mJ murhiz epiy vz;:282 epjp ehs; 26.10.2015 ,d; gb &gha; 2;5000 
Mf caHj;jg;gl;Ls;sJ.  
  Mdhy; ,J FLk;g ey epjpapy; ,Ue;J toq;fg;gLk; Kd;gzk; kl;LNk. vdNt FLk;g 
ey epjp toq;Fk; NghJ ,e;j gzk; 25000 [ gpbj;jk; nra;a Ntz;Lk;. 
 
Fwpg;G: nghJthf ehk; epidg;gJ <ikfphpif nra;a muR jdpahf 5000/25000 
toq;FfpwJ vd;W> Mdhy; mJ cz;ikay;y FLk;g ey epjpapy; ,Ue;J Kd;gzk; 
kl;LNk toq;FfpwJ. 
 

2) FLk;g ey epjp – FLk;g ghJfhg;G epjp. (F.S.F/F.B.F) 
 
murhiz epiy vz; 1515 epjp ehs; 03.12.1973 ,d; gb gzpapy; ,Uf;Fk; 01.01.1974 Kjy; 
xt;nthW muR CopahplkpUe;Jk; fl;lhak; &gha; 10 gpbj;jk; nra;a Ntz;Lk; vd 
,Ue;jJ> ,wg;gpd; NghJ &gha;10000 toq;fg;gl;lJ. 
 
gpd;dH murhiz epiy vz; 131 epjp ehs; 21.02.2006 ,d; gb ,j;njhif 30 Mf 
mjpfhpf;fg;gl;L> njhif &gha; 150000  toq;fg;gl;lJ. 
 
Gpd;du; murhiz epiy vz;: 57 epjp ehs; 22.02.2016 ,d; gb ,j;njhif 60 Mf gpg;uthp 
2016 Kjy; gpbj;jk; nra;ag;gLfpwJ. ,wg;gpd; NghJ &gha;300000 toq;fg;gLfpwJ. 
 
jw;NghJ murhiz epiy vz; 197 epjp ehs; 01.09.2021 ,d; gb ,j;njhif 110 Mf 
gpbj;jk; nra;ag;gLfpwJ. ,wg;gpd NghJ &gha; 500000 toq;fg;gLfpwJ. 
 

; gzpapypUf;Fk; NghJ kuzkilAk; muR CopaH MrphpaHfspd; FLk;gj;jpw;F – epjp 
toq;Ftjw;fhfNt ,e;j jpl;;lk; Vw;gLj;jg;gl;Ls;sJ. fpl;lj;jl;l ,J xU nlHk; ,d;Rud;]; 

ghyprp (Term Insurance plan) Nghd;wJ. gzpapy; ,Ue;J Xa;T ngw;wtUf;F gzg;gyd; 
vJTk; fpilahJ. 
 
gzpahsH mthpd; gzpg;gjpNtl;by; ahiu ,e;j jpl;lj;jpw;fhd rl;lg;G+h;tkhd thhprhf 

(Legal Nominee ) epakpj;Js;shNuh mthplk; gzk; toq;fyhk;. 
 
(Fwpg;G: <ikfphpif gzk; 25000 toq;fpapUe;jhy; - me;j gzj;ij gpbj;jk; nra;aNtz;Lk;. 
kw;w ve;j gpbj;jKk; ,e;j gzj;jpy; Nkw;nfhs;s $lhJ) 
 
 

3) rpwg;G Nrkeyepjp (S.P.F 84 or S.P.F2000) 
 

murhiz epiy vz; 136 epjp ehs; 29.02.1984 ,d; gb 1984 Kjy; gzpapy; 
Nrh;e;jtHfSf;F khjk; &gha; 20 tPjk; gpbj;jk; nra;ag;gl;L 148 jtizfSld; 
gpbj;jkhdJ epWj;jg;gLfpwJ. 
 

murhiz epiy vz; 504 epjp ehs; 02.11.2000 ,d; gb 01.10.2000 gpwF gzpapy; NrHe;j 
muR CopaHfs; kw;Wk; MrphpaHfSf;F ,j;jpl;lj;jpd; gb gzpapy; Nrh;e;j khjk; Kjy; 
xa;T ngWtjw;F xU khjj;jpw;F Kd;G tiu fl;lhak; &gha; 70 gpbj;jk; nra;ag;gLfpwJ.  
 
01.10.2000 f;F Kd; gzpapy; Nrh;e;J gzpGhpe;J tUk; muR CopaHfs; kw;Wk; MrphpaHfs; 
tpUg;gk; ,Ug;gpd; &gha; 50 [ khj re;jhthf nrYj;jp ,j;jpl;ljpy; njhluyhk;  vd 
rYif toq;fg;gl;lJ. (muR gq;fspg;G 10000 fpilahJ) 



 
nghJthf gzpapypUe;J Xa;T ngWk; muR CopaHfs; kw;Wk; MrphpaHfSf;F  
 
1) ehk; nrYj;jpa re;jh njhif  

2) re;jhtpw;fhd tl;b (same as GPF Interest rate) 

3) muR gq;fspg;ghf &gha; 10000 vd %d;W jdpj;jdp gl;bayhf rkHgpf;fg;gLk;. 
 
gzpapy; ,Uf;Fk; NghJ kuzkilAk; muR CopaHfs; kw;Wk; MrphpaHfSf;F ,uz;L 
gl;bay;fs; kl;LNk rkHgpf;fNtz;Lk;. 
 
1) md;dhH nrYj;jpa re;jh njhif  

2) re;jhtpw;fhd tl;b (same as GPF Interest rate) 

 
muR gq;fspg;G njhif &gha; 10000 toq;ff;$lhJ. 
 

,jw;Fk; gzpahsH mthpd; gzpg;gjpNtl;by; ahiu ,e;j jpl;lj;jpw;fhd rl;lg;G+h;tkhd 

thhprhf (Legal Nominee ) epakpj;Js;shNuh mthplk; gzk; toq;fyhk;. ( ve;j gpbj;jKk; 
,e;j gzj;jpy; Nkw;nfhs;s $lhJ ) 

 

4) <l;ba tpLg;G (E.L) kw;Wk; <l;lh tpLg;G (U.E.L) 
gzpahsH ,wf;Fk; NghJ mtHjk; <l;ba tpLg;G fzf;fpy; cs;s ehl;fis xg;gilg;G 

nra;J (240 ehl;fSf;F kpfhky;)  gzg;gyd; ngw;W toq;fyhk;.  
(,e;j njhif tUkhdthp tpyf;fspf;fg;gl;lJ) 
 
<l;lh tpLg;G fzf;fpy; cs;s ehl;fspy; (mjpf gl;rk; 180) ghjp ehl;fSf;F xg;gilg;G 

nra;J (90 ehl;fSf;F kpfhky;) gzg;gyd; ngw;W toq;fyhk;. 
(for both E.L & U.E.L -PAY,D.A, HRA, CCA eligible) 
 

gzpapy; ,Ue;J Xa;T ngWk; gzpahsUf;F – ,j;njhiff;F (U.E.L) tUkhdthp 
gpbj;jk; nra;ag;glNtz;Lk; - Mdhy; ,we;j Mrphpahpd; FLk;gj;jpw;F NtW tUkhdk; 
,y;yhjjhy; tUkhdthp gpbj;jk; nra;ag;glNtz;bajpy;iy. 

 

5) thhpR Ntiy – COMPASSIONATE GROUND APPOINTMENT 
FLk;gj;jpy; jFjpahd xU egH thhpR Ntiy Ntz;b tpz;zg;gj;ij ,wf;Fk; NghJ 

gzpGhpe;j gs;sp jiyikahrphpaH %yk; rkHgpf;fNtz;Lk;;. gzpahsH ,we;J %d;W 
Mz;LfSf;Fs; tpz;zg;gpf;f Ntz;Lk;. 

 thhpR Ntiy rhHe;J gy;NtW fhyfl;lq;fspy; gy tifahd murhizfs; 
njspTiufs; topfhl;L newpKiwfis muR toq;fpte;Js;sJ.. 

 

,Jtiu Nkw;$wpa jfty;fs; midtUf;Fk; nghJthf ,Ue;jit. 

,dp GPF-CPS gzpahsHfs; vd gphpj;Jg; ghHf;f Ntz;ba #oy;. 
 

6) ,wg;G gzpf;nfhil – (DEATH GRATUITY ) 
 

,J 01.04.2003 f;F Kd; (G.P.F ) ,  gzpapy; Nrh;e;J> gzpapy; ,Uf;Fk; NghJ 
kuzkilAk; muR CopaHfs; kw;Wk; MrphpaHfSf;F kl;LNk toq;fg;gLfpwJ. 

 

gzpapy; ,Ue;J Xa;T ngWgtHfSf;F toq;fg;gLk; D.C.R.G  f;Fk; ,wg;G gzpf; 
nfhilf;Fk; rpy NtWghLfs; cs;sd. 

 

D.C.R.G -  Xa;T ngWk; NghJ ngWk; gzpf;nfhil – 
Fiwe;j gl;rk; 5 Mz;Lfs; gzpGhpe;jpUf;f Ntz;Lk;.  

 

Last emolument         X        completed 6 monthly period of qualifying service (max 66) 
    4 
 



(DEATH GRATUITY ) 

gzpapy; ,Uf;Fk; NghJ kuzkilAk; muR CopaHfs; kw;Wk; MrphpaHfSf;F  
toq;fg;gLtJ. 

QUALIFYING SERVICE RATE OF GRATUITY 

Less than 1 year 2 times of emoluments 

1 year and above but less than 5 

years 

6 times of emoluments 

5 years and above but less than 20 

years 

12 times of emoluments 

20 years and above Half monthly emoluments for each 

completed 6 monthly period subject 

to a maximum of 33 times of 

emoluments with a ceiling of Rs. 

20,00,000/-. 
 

(Last emolument includes  Pay, D.A, P.P, Spl Pay) 

,we;j gzpahshplk; rl;lG+Htkhf gpbj;jk; nra;ag;glNtz;ba njhifia ($l;LwT 
rq;f fld; epYit cl;gl) ,jpypUe;J gpbj;jk; nra;ayhk;.  

 

01.04.2003 f;F gpwF gzpapy; Nrh;e;J cs;s  C.P.S gzpahsHfs; kuzkile;jhy; ,wg;G 

gzpf;nfhil kWf;fg;gLfpwJ. ( kj;jpa muR C.P.S gzpahsHfSf;F gzpf;nfhil 
toq;FfpwJ) 
 

7) FLk;g Xa;Tjpak; - (Family Pension) 
filrpahf ngw;w Cjpaj;jpy; (Pay) 30% FLk;g Xa;Tjpakhf toq;fg;gLfpwJ. 
 
gzpapy; ,Uf;Fk; NghJ kuzkilAk; muR CopaHfs; kw;Wk; MrphpaHfspd; 

FLk;gj;jpw;F> Nkk;gLj;jg;gl;l / mjpfhpf;fg;gl;l FLk;g Xa;T+jpak; (Enhanced Family 

Pension) toq;fg;gLfpwJ. (Enhanced Family Pension) vd;gJ filrpahf ngw;w Cjpaj;jpy; 50 
rjtPjk; MFk;. 

 
murhiz epiy vz; 313 epjp (C.F) Jiw ehs; 25.10.2017 ,d; gb muR CopaHfs; 

kw;Wk; MrphpaHfs;> ,aw;ifnaa;jpa NjjpapypUe;J 10 Mz;Lfs; my;yJ ,we;j muR 
CopaHfs; kw;Wk; Mrphpahpd; taJ vd;iwf;F 65 epiwtilfpwNjh > ,jpy; vJ Kjypy; 

epfo;fpwNjh mJtiu Nkk;gLj;jg;gl;l / mjpfhpf;fg;gl;l FLk;g Xa;T+jpak; (Enhanced 

Family Pension) toq;fg;gLk;. 
 

Ghpe;J nfhs;s rpy vLj;Jf;fhl;Lfs;. 
 

01.04.1970 ,y; gpwe;j gzpahsH – 30.06.2020 ,y; kuzk; - filrpahf ngw;w Cjpak; 70600 
(epiy 18- jsk; 23). 
 

Enhanced Family Pension : 70600*50/100 = 35300   w.e.f -01.07.2020 

a) 10 years – 30.06.2030 

b) Age 65 at – 31.03.2035  

a,b ,y; Kjypy; epfo;tJ ,we;J gj;J Mz;Lfs; epiwT. vdNt 01.07.2020 Kjy; 

30.06.2030 tiu 35300 mjw;F gpwF 70600*30/100 = 21180. 

 
 



05.06.1962 ,y; gpwe;j gzpahsH – 16.01.2020 ,y; kuzk; - filrpahf ngw;w Cjpak; 88700 
(epiy 23- jsk; 16). 
 

Enhanced Family Pension : 88700*50/100 = 44350   w.e.f -17.01.2020 

c) 10 years – 16.01.2030 

d) Age 65 at – 04.06.2027 

a,b ,y; Kjypy; epfo;tJ 65 Mz;Lfs; epiwT. vdNt 17.01.2020 Kjy; 04.06.2027 tiu 

44350 mjw;F gpwF 88700*30/100 = 26610. 

 

FLk;g Xa;T+jpaj;jpw;F – mftpiyg;gb cz;L  
 

8) nghJ tUq;fhy itg;G epjp (G.P.F-closure) ,Wjpj; njhif 
gzpahsH kuzkilAk; NghJ mth;jk; fzf;fpy; cs;s ,Wjp njhifapid md;dhH 

gzpg;gjpNtl;by; epakpj;Js;s thhpRjuuHfsplk; toq;fyhk;. 

 

murhiz epiy vz; 211 epjp (Xa;T+jpak;) Jiw ehs; 27.05.2009 ,y; 
njhptpf;fg;gl;Ls;s xUq;fpize;j tpz;zg;gg;gbtj;ij gs;sp mYtyfk; thapyhf khepy 
fzf;fhaUf;F mDg;gpl Ntz;Lk;. (murhiz kw;Wk; gbtk; ,izf;fg;gl;Ls;sJ) 

 

9) jd;gq;Nfw;G jpl;lk; ,Wjp njhif (C.P.S-closure) 
01.01.2014 Kjy; muR jfty; njhFg;G ikaj;jhy; (Govt Data Centre) ,j;jpl;lk; 

guhkhpg;G nra;ag;gLfpwJ.  
murhiz epiy vz; 59 epjp (Xa;T+jpak;) Jiw ehs; 22.02.2019 ,y; njhptpf;fg;gl;Ls;s  

tpz;zg;gg;gbtj;ij gs;sp mYtyfk; thapyhf muR jfty; njhFg;G ikaj;jpw;F 
mDg;gpl Ntz;Lk;. (murhiz kw;Wk; gbtk; ,izf;fg;gl;Ls;sJ). 
  Miz fpilf;fg;ngw;w cld; ehd;;F fzf;Fj; jiyg;gpy; gl;bay; 
rkHgpf;fg;glNtz;Lk;. 
  jw;NghJ (C.P.S) vz; ngWtJ ,izatopNa eilngWfpwJ. mNj Nghy; ,we;j 

gzpahsUf;F gzg;gyd; tpiue;J fpilj;jpl… 

  gzpahsH ,we;j tpguj;jpid cps.tn.gov.in ,izaj;jpy; gjpT nra;jpl Ntz;Lk;. 
mjw;fhf topKiwapid ,izj;Js;Nsd;. 
 
 
 
 
 

10) H.B.A – 1% H.B.A(FBF) DEDUCTION 
 tPL fl;l Kd;gzk; ngw;w gzpahsH ,wf;f NeHe;jhy;> kPjk; cs;sj; njhif gpbj;jk; 
nra;a Ntz;lhk;. ( murhiz vz; 613 tPl;L trjpj; Jiw ehs; 30.04.86) 
 
  ,j;jpl;lj;jpw;fhf 01.04.1986 Kjy; 1 rjtPj njhif t#y; nra;ag;gLfpwJ. (murhiz 

vz; 513 tPl;L trjpj; Jiw ehs; 02.04.1986). H.B.A fld; njhif ngw;w gzpahsH ,wf;f 

NeHe;jhy; mtH fl;l Ntz;ba kPjj; njhif H.B.A(FBF) %yk; rhpnra;ag;gLk;. 
 

Nkw;fz;l ,dq;fspy;>  
 

1) <ikfphpif nra;a cldbahf &gha; 25000. 

2) FLk;g ey epjp – FLk;g ghJfhg;G epjp. FSF (FBF) -500000  (BILL-1) 

3) rpwg;G Nrkeyepjp (S.P.F 84 or S.P.F 2000)    (BILLS-1) 

4) <l;ba tpLg;G (E.L) kw;Wk; <l;lh tpLg;G (U.E.L)    (BILL-2) 

 

nkhj;jk; 4 gl;bay;fis gs;spj; jiyikahrphpaNu jahH nra;J chpa thhpRfspd; 
fzf;fpy; (E.C.S)   tuT nra;ayhk;. 

(Fwpg;G- ,we;j MrphpaH tq;fp fzf;fpy; ve;j xU gzg;gyidAk; tuT 
nra;af;$lhJ – muR rl;lg;gb jtW) 



 

1) ,wg;G gzpf;nfhil – (DEATH GRATUITY ) 

2) FLk;g Xa;Tjpak; - (Family Pension) 
3) nghJ tUq;fhy itg;G epjp (G.P.F-closure) ,Wjpj; njhif 
 

khepy fzf;fhaH mYtyfk; (A.G) nrd;idf;F mDg;gp chpa Mizfs; 
ngwg;gl;l gpd;dNu gzg;gyd; toq;f ,aYk;. 

 
 
1) jd;gq;Nfw;G jpl;lk; ,Wjp njhif (C.P.S-closure) 

muR jfty; njhFg;G ikaj;jpw;F mDg;gp chpa Mizfs; ngwg;gl;l gpd;dNu ehd;F 
jdpj; jdp gl;bayhf rkHgpj;J fhrhf;f ,aYk;. 
 
nghJthf Njitg; gLk; Mtzq;fs ; 
1) tpz;zg;gk; 
2) ,wg;Gr; rhd;wpjo; (mry;) 
3) thhpR rhd;wpjo; (mry;) 
4) ,Wjpr; rk;gsr; rhd;wpjo; 
5) gzpg; gjpNtL 

6) gzp;g; gjpNtl;by; thhpRjhuH epakd –gbtq;fs;(gf;fq;fs;) 

7) gzg;gyd; toq;f thupRjhuH –tq;fp fzf;F Gj;jf efy;. 
 

Fwpg;G: ,wg;Gr; rhd;wpjo; kw;Wk; thhpR rhd;wpjo; vy;yh ,lq;fspYk; mry; rhd;wpjo; toq;f 
Ntz;b ,Uf;Fk;. vdNt tUtha;Jiwapy; chpa fl;lzk; nrYj;jp 5-6 mry; rhd;Wfs; 
thq;fp itj;Jf; nfhs;syhk; 

 
FLk;g Xa;T+jpak; ngw 

1) tpz;zg;gjhuH Gifg;glk; -2 
2) kWkzk; Mftpy;iy- vd;w rhd;wpjo; 
3) FLk;g Xa;T+jpa fzf;fPl;L jhs; 
4) tpz;zg;gjhuH mq;f milahsk;. 

 
 

,J jtpu - ,aw;if Va;jpa Mrphpahpd; LIC/PLI/OTHER INSURANCE ,Ug;gpd; 

rk;ge;jg;gl;l mYtyfj;jpy; chpa jftiy njhptpj;J – md;dhhpd; thhpRjhuHfs; gzg;gyid 
ngwyhk;. 

  tq;fp fzf;fpy; cs;s njhifapid ngw – thhpRjhuHfs; tq;fp Nkyhshplk; 

tpz;zg;gk; nra;ayhk;. (gzpahsH ,we;j gpwF mthpd; FLk;gj;jpdH tq;fp ATM %yk; gzk; 
vLg;gJ rl;lgb Fw;wk;). 
 

jw;NghJ gzpapy; cs;s gzpahsHfs; - gzpg;gjpNtl;by; thhpRjhuH 
epakdq;fis fl;lhak; rhpghHj;J nfhs;Sq;fs;- mNj Nghy; 

BANK/LIC/PLI/FD/OTHER INSURANCE /Mutual Fund nominee epakdq;fis 
fl;lhak; Nkw;nfhs;s Ntz;Lk;.   

 

IFHRMS ,y; ,we;j gzpahsUf;F nra;a Ntz;bait… 

gl;bay; jahhpf;f…. topKiwfs;….. 

,wg;G rhd;wpjo; kw;Wk; thhpR rhd;wpjo; Kjypy; ngwg;glNtz;Lk; 

1) First Death Entry…. 

A) Initiator Log in ---- Human Resource ----- Pre-Retirement-----Death/While Missing 



Employee Id- Go-Create---- Date of Death –17-11-2020 ---- Death Certificate attached-yes 

Name of the intimater (,we;j jfty; mspj;jtH kidtp my;yJ kfd; ngah;) 

Relationship of (search- spouce / son) --- Legal Heir attached (yes)--  SUMBIT… 

 

B) Verifier Log in – search  notification --- verify 

C) Approver Log in - search  notification --- Approve 

Employee, Ex-employee Mf khwp ,Ug;ghH mt;tsT jhd;. 

2) Nominee Updating 

Initiator Login --- Human Resource – Employee Profile—Employee Number --- GO--- Create 

Family member details --- Start Date --- (before death month) 

 eg. If death 17/11/2020 give start date 01/10/2020  

Name as per Bank pass book (Nominee)- bank Ifsc code – Account number--- (Enter all field ) 

Effective date (death – before month) 

Review  

Submit….  

FBF (FSF) – DEATH CLAIM BILL 

   gzpapy; ,Uf;Fk; NghJ kuzkilAk; gzpahsUf;F toq;fg;gLtJ. (300000 njhif) 

 

gzpahsH ,we;j cld; mtH FLk;gj;jpw;F jiyik MrphpaH- gzk; ngw;W toq;Fk; mYtyH jdJ 

nrhe;j gzj;jpy; ,Ue;J 25000 &gha; toq;fp ,Ue;jhy;. 

 

1) 25000 f;F jiyik MrphpaH – gzk; ngw;W toq;Fk; mYtyH ngahpy; xU gl;bay; 

2) 275000f;F thhprpw;F xU gl;bay; vd ,uz;L gl;bay; jahhpf;f Ntz;Lk;. 

mg;gb 25000 toq;ftpy;iy vdpy; 300000 thhprpd; ngahp;y; xNu gl;bayhf jahhpf;fyhk;. 

 

A) 5,00,000 single bill preparation. 

1) Initiator Login ---- Human Resource --- Schemes ---Employee Family Security Fund--- 

Nomination enrollment  ---- Nominee details update…. 

Settlement claim click--- * full settlement----Beneficiary type (nominee / dependent) 

Sanctioning Authority (Hm/DDO Name) ---- Sanction order number and date (enter)--- 

Sanction Amount (500000)---- Source of Information (wife/son) --- Attachments--- attach 

Death certificate, Legal Heir certificate, proceedings---- Review…. 

 Select the Approval group (as usual )…  Submit…… 

2) Verifier Log in – search  notification --- verify 

3) Approver Log in - search  notification --- Approve 

4) Initiator Login --- Finance--- Generate Bill ---- Non Salary bill --- Family Benefit Fund… 

Employee search…. Select (tick)… submit 

5) Initiator login --- Finance---Bills---- Expense type (FBF) ---- GO/SEARCH 

Click- details-forward to verifier level 

Verify--- forward to approver level 



6) Approver Login --- search notification---approve the bill - forward to treasury…  

 

Download 

1) Treasury Bill for Non Salary (Employee) – 3 pages 

2) E.C.S Data Report for Annexure – II – 1 page 

3) Annexure for claiming Family Security Fund -1 page 

4) ENFACEMENT SLIP for Bill Number -1 page 

 Submit to Treasury, with attachments (fbf/fsf sanction order, anx, Death Certificate, Legal Heir 

Certificate, Nominee bank pass book front page) 

B) 25000, (475000 two separate) Bill preparation  

Same procedure as above… small change in 

Settlement claim (click) --- * Immediate Relief (for 25000) – Beneficiary type (DDO)- 

Sanction Amount (25000) 

C) 475000 separate Bill preparation  

Same procedure as (A) above… small change in 

Settlement claim (click) --- * Final Settlement (for 475000) – Beneficiary type  (Dependent)- 

Sanction Amount (475000) 

EL/UEL BILL 

Initiator Login – Human Resource – Leave Process – Leave Balance Update webadi--- 

(update Leave Balance El- as per Employee S.R , UEL -180 Days maximum)     

   EL BILL 

1) Initiator Login --- Human Resource --- Leave Process – Encashment of Leave – EL Nominee- 

Encashment of EL – Employee Id – Select Ex-Employee – GO –Action – Create ---Beneficiary 

type ( Nominee)—No. of Leave Encash (fill it) – Reference No.(HM/DDO sanction order no.) 

– Reference Date ( order Date) – REVIEW--Approval Group (select) – submit 

2) Verifier Login – search notification – verify 

3) Approver Login – search notification – Approve 

Bill Process 

1) Initiator Login – Finance – payroll –process – Ex-employee – search 

Process supplementary run ---- select (EL encashment) – submit..  

Check - monitor Request status – normal – completed   

2) Results – Bill type ( EL Encashment) – Bill Group ( Select) – Ex-employee (select)- search 

Check the result – Check the  TLS EL pay,hra,da…amount 

3) Generate Bill -  supplementary salary bill – *Bill type ( EL Encashment – *Employee type ( Ex-

employee) – search ( Hints – need not to fill all fields, just fill * marked fields only)  

Tick- Generate Bill --- yes --- Monitor Request Status (Normal – completed) 

4) Initiator Login –Finance – Bills – Expense type ( EL Encashment) – GO 



5) DETAILS – check all fields in bill lines– Beneficiary , Account Number , Amount etc…. 

6) Attachments – add – Death certificate, Legal Heir certificate , EL proceedings , EL calculation 

sheet  

7) Review – Approval Group (select) – submit  

8) Verifier Login – search notification – verify 

9) Approver Login – search notification – Approve 

10) Forward to treasury….. 

Download  

1) Treasury Bill for Retirement Benefits –   3 pages 

2) Statement of EL Encashment for  -          1 page 

3) E.C.S Data Report for Annexure - II for the month of  - 1 page 

4) ENFACEMENT SLIP for Bill Number - 1 page 

UEL BILLS   (Maximum 90 Days only.) 

Same as EL bill , Select ―Encashment of UEL on PA‖ 

EL gpy; Nghy jhd; ,JTk;. EL Encashment vd tUk; ,lj;jpy; UEL on PA Encashment 

vd;gij NjHe;njLf;f Ntz;Lk; mt;tsT jhd;. gioa epayroll  gl;bay; jahhpf;Fk; NghJ 

,uz;ilak; xNu gl;bayhf jahhpg;Nghk; IFHRMS ,y; ,uz;Lk; jdpj;jdp gl;bay;   

SPF1984/2000 BILL 

A) SPF OPENING ENTRY 

1) Initiator Login – Human Resources – Employee Bills and Other Process --- SPF Request – 

SPF 2000 nomination-  update 

2)   SPF opening Entry -  person type (Ex-employee) – Employee Id – Go—Action--- Create--- 

Date of Joining of the Scheme (fill it) – closing Date of the Scheme (fill it) – Scheme type 

(Spf1984 / Spf2000) – Review  - Approver  Group  select – submit – (complete 3 Levels) 

B) SPF Initiation Entry  

1) Initiator Login – Human Resource-  Employee Bills and Other Process – SPF 2000 Request 

Initiation  --- person type (Ex-employee) – Employee Id- Go – Action – Create— 

 

2) Transaction Number, Date of death – appear default. 

Fill all other fields – month & Year of joining-   monthly sub. Amt- completion of installment  

Subscription Amount (total amount) -  Interest (fill the amount) – Government contribution 

(zero)  

3) Hint – for Death Employee Govt contribution 10000 will not be paid – only two amounts 

subscription and interest. 

4) Review  - Approver  Group  select – submit – (complete 3 Levels) 



 

C) SPF Sanction Order Entry 

 

1) Initiator Login – Human Resource – Employee Bills and Other Process – SPF 2000 sanction 

Order Entry – person type (Ex-employee) – Employee Id – Go – Action – Create – 

2) Transaction Request Number – search and quick select – sanction authority (HM/DDO-

NAME) – Sanction order Number and Date (fill it) – subscription amount(fill it) – Interest 

(fill it) – Total Amount (automatically appear) –  

3) Review  - Approver  Group  (select) – submit – (complete 3 Levels) 

 

D) Bill Process 

1) Initiator Login – Finance – Payroll – Generate Bill – non salary bill select- Process Name –  

SPF 2000 – Quick select –lens select (all fields)-   Employee type (Ex-employee) – Search 

2) Generate Bill – Monitor Request Status – (normal – completed) 

3) Initiator Login – Finance – Bills – Expense type ( SPF 2000) – GO  

4) Click Details – add the necessary Attachments  

5) Review- Approver group – select – submit 

6) Verifier Login – search notification – verify 

7) Approver Login – search notification – Approve 

8) Forward to treasury….. 

Download  

1) Treasury Bill for Retirement Benefits                – 3 pages 

2) Annexure for claiming SPF2000                        – 1 page 

3) E.C.S Data Report for Annexure - II for the month of – 1page 

4) ENFACEMENT SLIP for Bill Number                      – 1 page 


