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1: Introduction 
 

 

1.1: Purpose of the Document 
 

The purpose of this document is to provide a Standard Operating procedure that are to be 

followed by Drawing and Disbursing Officer (DDO) of various offices in all department for 

preparation of Online Pension and GPF Proposals of Service Employees and Family. A Standard 

Operating Procedure for this purpose is detailed below. 
 

 

1.2: Intended Audience  
This document is intended for all the staff/Officer who are responsible for handling the 

State Government Employees Proposals preparation. 

 

 

1.3: Project Background / Scope 
 

As part of Go-live activities there are various activities that need be validated by Drawing 

& Disbursing Officer at each offices before they start working on the IFHRMS application. 

1.4: References 
Following templates referred during the business requirements: 
 

• Functional Requirements which are part of contract 

• Requirement gathering sessions. 

• Various documents, templates (reports, notes) shared by Business Users. 
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1.5: Abbreviations 
  

 

 
  

Abbreviation Expansion 

DDO Drawing & Disbursing Officer 

HOO Head Of Office 

DOB Date of Birth 

DOJ Date of Joining 

CVP Commuted value Pension 

DCRG Death – Cum – Retirement Gratuity 

GPF General Provident Fund 

VRS Voluntary Retirement Scheme 

E-SR E-Service Book 

OP Original Pension 

DOR Date of Retirement 

AG o/o the Principal Accountant General (A&E), Tamil Nadu 



STANDARD OPERATING PROCEDURE 

COMMISSIONERATE OF TREASURIES & ACCOUNTS, TAMIL NADU 

Department of Treasuries and Accounts, Tamil Nadu                           Page | v 

Flow Chart: 

For OPPAS preparation for employee before 4months of Retirement in 
IFHRMS 

  

 

 

 

 

 NO 

YES 

 

 

 

NO 

YES 

 

 

 

 

 

Proposals Forwarded to AG from 
Proposals Forwarding Authority 
(HOO/HOD as the case may be) 

Run the Pension Acknowledgement 
report and affix it in Physical SR Book 

while Sent to AG. 
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AG Mandate Details for e-Authorizations:  
 

In Physical Book front page, paste the IFHRMS Acknowledge 
label from the Form-5 1st page with eSR Submitted on Date. 
 

IFHRMS eSR Part-1 and Part-2 is to synchronize with physical SR 
entries i.e and data should match with physical SR entries. 

 
1. Verify that Entries related to Transfers, Promotions, Deputations, ousting 

etc.., are in chronological orders. 

2. The Leave account could not be verified for any Non-qualifying Service 

in the absence of Data. It is suggested to enclose Leave Account PDF. 

Leave accounts sheet also has to attach in Proposal HOO entry. 

3. If any Disciplinary, suspension, Junior getting more pay, pay commission 

related changes done, those copies should be attached in Proposal HOO 

entries as soft copies. 

4. If any pay fixation/revision done, need to mention respective reasons or 

rules in fixation entries. 

5. Increment entries should also be in matched with physical SR increment 

entries. 

6. Incentive Increment reasons should be noted as text. 

7. The educational qualification obtained during the entire service (along 

with details of qualification at entry level) are to be enclosed in PDF 

format. 

8. If the government servant denies promotion, he/she is not eligible for 

bonus increments. Hence denial of promotion, if any, has to be sent as 

PDF. 

9. The Address should be noted properly with breaks, between area, 

district, and Pin code. 

10. The main document e-SR has not been uploaded and in the absence of 

the same, pensionary benefits could not be worked out. 

11. Descriptive Roll PDF should be given. 

12. Fact of Retirement to be entered and copies to be attached for like VRS, 

invalidation, Dismissal, Compulsory retirement cases. 

 

Get counter sign from DDO/HOD (Pension Forwarding Authority) in ESR Part 1 & 

2 copies also. 
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Points to be noted while comparing E-SR with physical SRs  
 

1. The entries in First page of SR copied correctly and duly 
countersigned.  

Yes/ No 

2. If it is a reconstructed SR, proper orders are affixed. Yes/ No 

3. Appointment entry with mode of appointment, payment of 
salary and date of regularization noted.  Yes/ No 

4. Higher start of pay is admitted on appointment for their 
qualification.  

Yes/ No 

5. All the increment entries are noted coherently.  Yes/ No 

6. Date of option for pay fixation copied in the e-SR are as in 
the option forms. 

Yes/ No 

7. If any separate date of Monetary Benefit, such date is 
available in the e-SR. Yes/ No 

8. GO number based on which the pay has been revised is 
available. 

Yes/ No 

9. Leave details, especially EOL WITH MC or WITHOUT MC 
is specifically noted.  

Yes/ No 

10. Periods of break in service noted properly. Yes/ No 

11. Suspension period, if any, regularized and the penalty orders 
properly implemented, and such entries are properly noted 
in the e-SR also.   

Yes/ No 

12. Leave Account has been properly copied, continued and 
completed.  Yes/ No 

13. Institution name, discipline and date are noted for Incentive 
increment entries.   

Yes/ No 

14. The comparative statement for Junior Senior Anomaly has 
been properly brought in the e-SR. Yes/ No 

15. Entries regarding non-acceptance of promotion has been 
noted properly.  

Yes/ No 

16. Court orders, if any, pasted in SR for appointment, 
regularization, pay regulation is available in e-SR also. 

Yes/ No 

17. Service verification entries are noted in e-SR. Yes/ No 

18. Certificate for counting 50% of service (GO 408), condonation 
of break and full time/part time details are noted. Yes/ No 

19. For counting Military service, service verification certificate 
obtained from Military is scanned and attached. 

Yes/ No 
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AG Processing the OPPAS Proposals 

 

 

 

 

NO YES 
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AG e-Authorizations received in IFHRMS as e-Data and 
System Process the e-Data.  
  

 

 

NO 
YES 
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Auto Generated DCRG/GPF Bills processing in Treasury  

 

 

NO YES 

 

 

 

 

 

 

 

 

. 
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2: Standard Operating Procedure 

 

2.1: Establishment Section Activities. 
 

• For Employee who is yet to be retired, DDO shall be able to prepare Pension 

(with/without CVP) and GPF Proposals in Pre-retirement → Pension Proposal 

followed by Retirement Type (Superannuation/VRS/Compulsory 

Retirement/Invalidation) Entry. 
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• For Employees whose proposal has to send through IFHRMS, Ensure First 

Employee’s DOB, PF No, DOJ, Name, Address, AADHAR, PAN, Identification 

Marks, Height-Weight are correctly added in IFHRMS. 

 

 

• Then, Ensure Family members details with their A/C details (For nomination 

purpose) and other details as per Govt. lr. Form5 (AADHAR/PAN/Employment 

Status/Marital Status/Contact Address and Phone no. details) added against the 

employee family members. 
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• Add the Respective Nomination entries for Commutation, Pension, DCRG and GPF 

in IFHRMS. 

 

 

 



STANDARD OPERATING PROCEDURE 

COMMISSIONERATE OF TREASURIES & ACCOUNTS, TAMIL NADU 

Department of Treasuries and Accounts, Tamil Nadu                           Page | xiv 

 

 

 

 

• Employee Proposal Request shall be entered in Pension Proposal Employee duly 

mentioning the place of Payment of Pension, PPO type Single/Joint, CVP Requested 

and Military Pension as Yes or No. Please note that for Joint PPO cases Spouse 

details is Mandatory. 
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• Annexure Status entry has to be done, so that in pre-filled report annexures list to be 

enclosed with the proposal will be shown. 



STANDARD OPERATING PROCEDURE 

COMMISSIONERATE OF TREASURIES & ACCOUNTS, TAMIL NADU 

Department of Treasuries and Accounts, Tamil Nadu                           Page | xvi 

 

• Proposal Initiation entry has to be done with Office File no. in File number field. 

• Proposal type→ Pension for Pension only proposal, GPF for GPF only and for both, 

select “Both Pension and GPF” for Superannuation, VRS etc.., retirement cases 

(Exclude Death Cases). Family pension for Family Pension cases. 
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• If all required details are added in IFHRMS, then run the Online Pension Proposal 

Form - Service Pensioner and GPF Proposal Form Report in Pre-Retirement→Reports 

and Check the details in the report output.  

Online_Pension_Prop

osal_Form_demo.pdf      
GPF_Proposal_Form_

demo.pdf  

 

• DDO/Office Details in IFHRMS are based on Data Migration from DDO template.  

• Based on past 12 Months’ Salary/Salary Arrears/any PF loan Paid to employee 

through IFHRMS, GPF Credit –Debit Particulars will be shown. 

• Based on First Appointment Date of Joining and Date of Retirement Eligible Gross 

Qualifying Years will be calculated. If any leaves like EOL etc.., or Ousting entries 

done it will be calculated as Non-Qualifying Years. If employee’s Additional 

Qualifying Service details added in IFHRMS, it will be added as AQS to the Net –QS. 

• Eligible Y-M-D is calculated as per month as days of 31/30/28, 29(Feb) as default 1 

month, other than these are likely calculating as only days. For ex. If emp. joined on 

28-Apr-1988 gets retirement on 28-Feb-2023 then YMD will be 34/10/3. 28-30 Apr as 

3 days and balance are calc. as Y/M.  

• Last pay drawn as on retirement date will be shown in the report. Based on LPD and 

Net QS eligible Pension and Commuted Value Portion will be calculated as per factor 

applicable. 
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• The post in which the employee served for in last 3 years will be shown in report. 

• In Online prefilled form report, ADDITIONAL ANNEXURE TO FORM 5 will be 

shown the Spouse details of Retiring Employee culled out from family member 

details updated in employee profile. 

 

• For those who have updated the Nomination entries, the details will be shown in 

Nominations page of Form 5 with share percentage details. 

• The calculation sheet of Pension, DCRG, Commutation and EFP, NFP shown in Last 

page of the report. 

 

• Once verified the report, Affix Photo and Sign in this report and Get Signature from 

Concerned Employee and Counter Signature of the DDO (Pension Forwarding 

Authority) with seal. Then, scan all the proposal copies including Descriptive Roll 

Duly attested with Joint-Photograph, Specimen signatures, Other related documents 

like court orders if any, VRS/Invalidation etc. order copies, Re-employment order 

copy, and other mandatory documents based on specific retirement cases. 

• Do Pension Proposal HOO entry, which will be shown eligible Net years, DCRG, CVP 

Amount and Pension amount. 
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• Attach the documents against the attachment category, with title as 

11digitEMPID_Filename like 12345678900_FORM5, upload it against Additional 

Annexure to Form 5 in Govt. letter no.121..., and 12345678900_eSRPart1, 

12345678900_eSRPart2, 12345678900_Otherpayrevision etc.., upload against 

respective attachment categories and so on. Please note that comma shall not be used 

in title, shall use Underscore (_) or hyphen (-) instead of comma. 

• DDOs has to ensure that all data is sync between eSR Part1, 2 with physical service 

book of an employees. Since any eSR Data mismatch found while comparing with 

Physical Service Book from AG, then it will result in rejection/ non authorization for 

the proposal. Vital Information like DOB, Name, DOJ, PF no. etc.., are needs to be 

match with eSR from Physical record. 

• In Pension Proposal HOO entry, Proposal employee’s eSRs Part 1 and 2 should be 

attached in E-Service Book category which is mandatory one. Other Mandatory 

attachment category list are: 

o E Service Book 

o Recent Joint Passport Size Photo with Spouse 

o Specimen Signature/Thumb Impression 

o Nomination for General Provident Fund 

o Nomination for Death Cum Retirement Gratuity (DCRG) 

o Nomination for Lifetime Arrears of Pension 

o Nomination for Commutation in Pension 

o Descriptive Roll Duly Attested 

o Additional Annexure to Form 5 in Govt. letter no.121/FS/T/Pension/2022-2 

o Recent Passport Size, Specimen Signature or Left-Hand impression. 

o Attested Legal Heirship Certificate (In case of Family Pension) 

o Attested Copy Death Certificate 

o Dependency Certificate along with income certificate by Revenue Authorities 
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• Other Necessary documents need to attach as mandatory for the changes happened 

in service record like Junior Senior anomaly change, Pay fixation/revision copies, 

Promotion/Transfer or deputation order copies, Incentive Increments etc.., 

• Leave account details should be attached with available details. So that AG shall able 

to verify leave balances and any NQS available for that employee which in turn affect 

the Pension/DCRG. 

• The Documents have to be attached by selecting the relevant attachment category. 

(This Categories list has 26 categories, select the appropriate one.) Other Documents 

above shall be attached under “Other documents or Miscellaneous” category. 

 

 

 

• Validations are in the Pension Proposal HOO entry to check mandatory attachments 

are added that based on Proposal type (Pension/GPF). 
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• After submission of Pension Proposal HOO entry, complete the IVA process in DDO 

Office side. 

• On Completion of Proposal entries, run the Pension Acknowledgement Slip in Pre-

Retirement → Reports. 
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• And affix the slip in Physical SR Book and mention Physical SR book sent on date 

while sent to AG. 
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2.2: AG E-Authorization. 

• On Completion of Pension Proposal HOO entry by the Pension Forwarding 

Authority, AG will receive the Inbound from IFHRMS with proposals submitted 

employees details with all attachments added in HOO entry(with naming convention 

for attachment files). 

• AG will process the Proposals and authorized the valid Pension, DCRG, CVP, and 

GPF proposals and In case of any rejections, AG will reject the proposals with reason 

for re submitting the correct proposals. 

2.3: Establishment Activities in DDO Offices. 

• For e-Authorization received from AG (with Employee ID), Authorizations of 

Pension, DCRG entry will be created against the Employee ID on completion of 

retirement order entry. 

• DDO Office establishment sections has to complete the retirement order entry at the 

time of Retirement without any delay. 
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• Upon retirement and after retirement order entry passed by the DDO, DCRG and 

GPF Bills will be created in IFHRMS. DCRG and GPF Notification will be triggered 

to 

o DDO (NOC for DCRG and Debit Certificate for GPF submission) 

o Respective Treasuries/PAOs (to process GPF/DCRG bill upon NOC 

receiving). 

 

• DDOs has to select No Objection Certificate (NOC) attached flag in the Retirement 

Order entry as Yes and attach the NOC copy. So that only Employee status will be 

changed as Ex-Employee. 
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• Until Employee Status changed as Ex-Employee (Terminate Assignment), 

DCRG/GPF Bills cannot be generated. 

• Requesting NOC details for DCRG and GPF notification has been sent to DDO in 

IFHRMS. 

• DDO has to submit the NOC details of the employee to the respective treasury to pass 

the DCRG and GPF bills. 

o If any recovery (SD/NSD) is pending to be recovered in DCRG bill, 

DDO has to share the recovery details in NOC. 

o Physical copies of NOC details for DCRG and Debit certificate details 

for GPF has to be submitted by DDO to TO/ATO/PAOs to proceed the 

DCRG/GPF Bills. 
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2.3: GPF/DCRG Activities in Treasury. 

• On attaining the Actual retirement as well retirement order entry passed by the DDO, 

Pensioner ID will be created in IFHRMS and NOC request sent to DDO. 

o SMS will be sent to the pensioner. 

o Notification will be triggered to the respective treasury and DDO. 

 

• GPF, DCRG Bills will be auto generated in Draft status to the respective 

Treasury/PAO.  

• GPF, DCRG Bills will be auto generated Notifications has been sent to the respective 

Treasury/PAO IVAs to process the bills upon receiving the NOC from DDO offices. 

 

• Once the NOC received from DDO, Treasury unit level shall be able to add recovery 

lines/NSD details as per NOC. 

• Search the Auto-Generated GPF/DCRG Bill number in Bills Search page and Click 

Update to update the bill. 
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• Check Bill line amount details and compare with AG Authorization PDF. 

• Select the Bill line and click Add recovery line button to add recovery details based 

on recoveries mentioned in NOC. 

• Attach the required documents and proceed the bill up to payment level from draft 

status. 

 

• The respective Treasury shall validate the generated bill against the authorizations 

from AG and submit the bills for 3 level approval process, then complete the audit 

and payment processes. 

 

• Manual Authorization Register also maintained in treasury, to track DCRG (81-

Register) and GPF bills. 
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• In the Auto Generated bills, Bill initiator shall add the recovery lines in the bill as per 

NOC/Recovery details shared from DDO. 

• Select the recovery HOA details with recovery amount, so that the Net Amount in 

Bill lines and Bill amount will be reduced (Invoice Amount-Recovery Amount is Net). 

 

• Check Beneficiary details in beneficiary tab. 

• Then check the beneficiary details and add the NSD details (whenever requires as per 

NOC) in Beneficiary tab of the bill. 

o Beneficiary Type as Non Statutory Deduction and select the Beneficiary 

Code as per NSD Master for the NSD beneficiary. 

• For Nominee as Beneficiary, Raise an incident with DCRG_GPF Death case/Nominee 

format. 
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• To check Nominee Beneficiary Code, Run the DCRG_GPF Nominees Details Report 

Enabled under Functional Administrator – Treasury → Treasury Admin Reports. 

 

• The report will show DDO Code wise Employee Number cum GPF Number to find 

the Nominee Beneficiary Account details with Beneficiary ID for respective 

Nomination types. 

• Treasury has to mention this Beneficiary Code in the Death cases format excel.  
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• Check Save button to save the bill. 

 

• Attach the required attachments like DCRG/GPF Authorization and other necessary 

documents. 

• Select the approval group and check the approval hierarchy. 

 

• Click forward to submit the bill for approval process. 
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• Login with Verifier/Approver and Open the notifications page. 

 

• Open the Bill Approval Pending notification. 
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• Click Continue Action URL. 

 

 

• Verify the attachments, bill line/recovery lines and beneficiary details. 

• Then approve the bill to complete the approval process. 

 

• After Approval then from Approver login forward the bills to the treasury for audit 

and payment process. 
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• For e-Authorization Data without Employee ID, a WebADI will be enabled to 

respective treasury for mapping the Employee ID against the PPO no. in case of 

DCRG Authorizations or GPF Number for GPF Authorizations for bill generation. 

• Treasury has to pass the bills before the expiration of Authorizations. Authorization 

validity: 

o GPF – 6 Months 

o DCRG - 1year. 

 

• Pensioner ID also be created and mapped to the Place payment of Pension Treasury 

requested by employee at the same time of GPF/DCRG bill generations. 

• Respective Pension Disbursing Treasury/Pension Pay Office shall do the First 

mustering visit for the newly created Pensioner ID and proceed further. 

• On e-Authorization of CVP from AG, CVP authorization entry will be created for 

pensioner. 

• Then, shall proceed the Regular Pension for the pensioner on monthly basis. 
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2.4: Pension and CVP Activities in Treasury. 

• Pensioner ID also be created and mapped to the Place payment of Pension Treasury 

requested by employee in the Proposal Request. 

• Notification of New Pensioner ID and CVP Entry creation has been sent to the 

Treasury Admins. 

 

• Respective Treasury Unit shall do the First pension visit for the newly created 

Pensioner ID and proceed further. 

• If any Bank details correction it shall be done after the First Pension visit completed. 

 

• Check Category, Sub-category and OP with Pensioner Bank details. Then Select the 

Double Pensioner flag and the Unit which the pensioner has to be mapped and submit 

the First pension visit for approval process. 

• For Late First Pension visit, which need to give first pension bill then select Calculate 

arrear as “Yes” else select as “No”. 
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• Login with Verifier and Open the First Pension visit entry pending for Verification 

Notification. 

 

• Verify the First Pension visit entry. 
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• Login with Approver and Open the First Pension visit entry pending for Approval 

Notification. 

 

• Approve the First Pension visit entry. 
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• First Pension visit entry will be created. 

 

• Go to Pensioner Profile to View/Update the basic details (AADHAR, Email, Phone 

no. Address, Bank Details), PPO authorizations, Service details of the Pensioner ID. 
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• Commutation Authorization entry created against the pensioner can be viewed in 

commutation entry page. 

 

• Add the Pensioner in respective Bill group through Pension Bill processing. 
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• In case, pensioner First visit is later than DOR+1 month, and need to calculate and 

give first pension arrear, then after adding bill group, select the pensioner and do 

calculate arrear. 

• On completion of calculate arrear, system calculates the arrear amount to be paid 

from the DOR+1 day to last day of Previous month of muster. Eg. Emp. got retired in 

31-Jan-2022 and Visit the treasury on 20-Jan-2023. From 01-Feb-2022 to 31-Dec-2022 

will be calculated for first pension arrear. From Jan-2023 onwards after complete first 

pension bill, shall proceed as Regular Pension.  

• In case the pensioner request FA, then Unit level user need to do FA sanction entry 

in Pension manager for the requested Pensioner. 

• It will be added to request Month Regular Pension based on the Festival Type or shall 

run as Festival Advance Supplementary run. 
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2.5: AG Erratum/Return Activities in Treasury. 

 

• AG Authorized the Proposals, and DCRG/Pension/CVP is being proceed in 

respective treasuries. 

• In case there is any change or wrong details found in AG authorizations, treasury 

user has to cancel the generated draft bill and send back to AG as Erratum/Return 

process. 

• No erratum for GPF. Only return process. 

• Go to Return for AG Authorization and search the employee for whom the 

erratum/return has to send back to AG. 

• Click Create Button and Select the Return Classification. 

 

 

 

• Then Select return type Either Erratum or Return. 

• Then select the AG reference number (Authorization no.) as in list of values. (No need 

to type manually) 

• Select Reason for return and then add the correct data of wrong field. For eg. Reason 

is change in Treasury for DCRG then Click Add row and select TREAGRA column 

and input correct Treasury/PAO name in Field Value. 
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• Once click on save the add row and save button will be disabled. 

• Once data saved, complete the 3 level IVA process and approve the AG 

erratum/return entry. 

• Then the Erratum/Return details will be sent to AG for reauthorizations or correct 

the data. 

• Then Correct Authorizations will be received from AG and send to correct treasuries.  
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Open and Closed Issues for this Deliverable 

 

Open Issues 

Process 
Id 

Issue Responsibility Target Date Impact 
Date 

          

     

     

     
 
 
 

 

Closed Issues 

ID Issue Resolution Responsibility Completion  
Date 

Remarks 
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