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1. P.S to Charrperson, C8:3E 
2. SPS to the Secretary/Controller of ExaminationiDirectors/Regional Directors CBSE of the 

Board. 
3. PS/PA lo Joint Secretary, IT/Sr.PRO/IAFA CBSE. 
4. All the Regional Officers/lncharge, CoEs ot the Board for compliance. 
5. All the Officers upto tne level of Section Officers for compliance and. with the direction to 

bring it in the notice of their respective subordinate Officers/Officials. 
6. President, SBSVVJ\ CBSE. 
7. Notice Board 
8. Guard File. 

Copy to:- 

~ 
(Anurag Tripathi) 

Secretary 

All the Reg1011al Directqrs/Officers/0.S (A&L) of the Board are therefore requested to initiate 
further necessary action 111 i11e matter 111 respect of the Officers/Officials who are working under their 
Regional Offices It shan oe 1tw responsibility of the Regional Director/Regional Officer/D.S (A&L) to 
ensure the correctness or rne qual1ty111g service 

3. Calculation o1 retirement benefits to be done at concerned Office/Regional Office where 
the employee is posted and a suitable proposal may be forwarded to HORS well in time 
for obtairunq sanction from the Competent Authority. 

2. Service books to be updated annually in January of every calendar year in all respects 
including year-wise service verification. 

I. To issue Form 24 (Anr.exure-A) to all the Officers/Official of the Board who have 
completed 18/25 years of qualifying service or are left with 05 years of service before the 
date of ret.rement and directed that a copy of the same also to be pasted in their service 
book. 

In light of the above s,1id rule and guidelines issued vide Office Order No. CBSE/Per.A/2016- 
17/1907-16 dated 24,10.2fJlt, & reiterated vide O.M No. Pers.A/HQ/2017/4350 dated 27.02.2017 
the Competent Authoutv u, l11t> Board has directed. 

Further. Rule-32 of U1e CCS (Pension) Rules-1972 states that a certificate in the form of 
F orm-24 has to be rssued to the Government servant who completes 18/25 years of qualifying 
service or on his be1ny lett with 05 years of service before the date of retirement, whichever is 
earlier 

The Competent Authority of the Board had issued various g,uidelines to ensure 
certification/verification of qualifying service and proper maintenance and updation of service books 
in respect of employees of· the Board, but the said guidelines has yet not been properly . 
implemented, which has been viewed seriously by the Competent Authority. 

Subject: Consolidated guidelines for service verification/issue of service certificate & 
preparation of retirement tienefits. 

Date: /08/2018 
~sJ,7 

~~ftlan~ 
CENTRAL BOARD OF SECONDARY EDUCATION {! 

No: CBSE/Pers. B/Misc./2018/rcf'o ..... c5'30 
OFFICE ORDER 

admin
Underline



The copy of this certificate is also to be pasted in the service book. 

To, 
Sh./Smt./Km. _ 
(Name & Designation) 

Regional Director/Regional Officer/D.S (A&L) 

Assistant Secretary/Deputy Secretary (Admn.) --------- 

Section Officer (Admn.) _ 

Dealing Assistant: _ 

Checked by: 

DETAILS OF QUALIFYING SERVICE 
S.No. HQ/Name of the Regional Office From To Length of qualifying service 

I 
I 

I 

(*) see overleaf. 

It is certified, in consultation with the 0.0.0/Accounts. Officer, that 
Sh./Smt./Km. (Name and Designation) has completed' a qualifying service of 
___ years months as on (date), as per details given below. ifhe service has been 
verified on the basis of his service documents and in accordance with the rules regarding qualifying service in force at 
present. The verification of service under sub-rules (1 )* and (2)* of rule 32 of the Central Civil Servicesr(Pension) Rules, 1972 
shall be treated as final and shall not be re-opened except when necessitated by a subsequent change in the rules and 
orders governing the conditions under which the service qualifies for pension. 

Certificate 

Dated: ------ 

Central Board of Secondary Education 

FORM-24 
[See Rule 32] 

Form of certificate of verification of service for pension ( ( 
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Strict complianck of the reauirement of sub-rule (1 ).- Sub-rule (1) of Rule 32 of the GCS (Pension) Rules, 1972, provides 
that on a Government servant completing twenty-five years of service, or on his being left with five years of service before the 
date of retirement. whichever is earlier, the Head of Office in consultation with the Accounts Officer, shall, in accordance with 
the rules for the time being In force, verify the service rendered by such a Government servant, determine the qualifying 
service and communicate to him, in Form 24, the period of qualifying service so determined. 

Even thbugh these provisions have statutory force, it is noticed that the qualifying service is not invariable 
communicated to the Government servant as required under the rules. All Ministries/ Departments, etc., are requested to 
bring these provisibns to the notice of Heads of Offices for strict compliance. If the Head of Office does not comply with the 
requirement sof th~ aforesaid rule or in case any mistake in the calculations of qualifying service is detected later, the Head 
of Office will be help personally accountable . 

Government of India's Decisions 

Rule 32 of CCS (Pension) Rules, 1972 
Sub-Rule(l) On a government servant completing eighteen years of service or on his being left with five years of service before the 

date of retirement, whichever is earlier, the Head of Office in consultation with the Accounts Officer shall, in accordance 
with the rules for the time being in force, verify the service rendered by such a Government servant, determine the 
qu~lifying service and communicate to him, in Form 24, the period of qualifvinq service so determined. 

Sub-Rule(2) Notwithstanding anything contained in sub-rule(1 ), where a Government servant is transferred to another department 
from a temporary department or on account of the closure of the department he had been previously serving or 
because the post he held had been declared surplus, the verification of his service may be done whenever such event 
occurs. 

I 
Sub-Rule(3) The verification done under sub-rules(1) and (2) shall be treated as final and shall not be reopended except when 

necessitated by a subsequent change in the rules and orders governing the conditions under which the service qualifies 
for pension. 
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