










Annex 01 

Dues to the Government Report  

I  

Dues to the Government  From  the Institute 

Recovery Amount 
1. Property Loan  
2. Distress Loan  

3. Festival Advance  

4. Special Advance  

5. Special Advance Interest  

6. Excess paid wages  

7. Excess paid allowances  

8. Fines  

9. Recoveries for No pay leaves  

10. Other (..........................................)  

11. Other (..........................................)  

12. Other (..........................................)  
 

II   Deductions to the Pension Department 

1. widows’/widowers’/ orphans’ contributions for daily paid/ training/ apprentice/ 
internship/contract base service periods (As per pension circular no.3/2008 and 2/2013) 

A Initial Annual Salary of  permanent and pensionable post  

B Daily/Casual/etc service period in months  

C W & OP Contribute Percentage of officer belong to(6% or 7%)  

D Amount to be paid to Daily/Casual/ service period for the W& O P 

(Please refer below equation) 
 

E Amount deducted by the institution  

F 
Amount to be paid to permanent service period for the W& O P (if 

not deducted only) 
 

G Amount to be deducted from the gratuity for W & OP(D-E+F)  

 

 

 

 

 

 

 When calculate the interest, calculate the period form the date appointed to the permanent service 

to retirement date and should be multiplied and denoted in respect of the said duration. 

𝑍 = 

(

 
 
 
 
 

initial annual salry  of

 permanant 𝑎𝑛𝑑 𝑝𝑒𝑛𝑠𝑖𝑜𝑛𝑎𝑏𝑙𝑒  𝑝𝑜𝑠𝑡 

12

)

 
 
 
 
 

× 6% 𝑂𝑅 7%(
daily paid service 
period in months

) 

Interest with W & OP contribution (D) = Z + (Z x 4%) 

 



 

Pension contributions (TPS ) to be recovered for the permanent service period further 

2. Pension Contributions (TPS Private/Pirivenas /Special Schools) 
(as per annex 04) 

 

H Amount to be deduct for TPS  

I Amount deducted by the institution  

J Amount to be deducted from the gratuity for TPS  

Government contribution of 60%  and interest in respect of said of 40% from the Public Service 
Provident Fund Award (calculate and display) 

K Government Contribution 60%  

L Amount paid to pensioner 40%  

M Total Contribution (100%)  

 
Attest if charged. 
 

Did government contribution already deducted from the officer? 
 

 Yes  

 No 

N If No Amount to be deducted from the gratuity for 
Provident Fund 

 

 

Prepared and checked as per the personal file of the officer /female officer and the documents 

in possession of the institute.  

Prepared - (subject clerk)   Checked- (head of the branch) 

Signature -     Signature - 

Name       -     Name  - 

 

All the recoveries mentioned above should be charged form gratuity. 

The accuracy is certified hereby 

Accountant 

Name included official stamp 

For those went seconded during service period 

Did pension already deducted from the officer? 

 Yes  

 No 

O If No - Amount to be deducted from the gratuity for 
seconded period 

 

 Total deduction to the pension department ( G+J+N+O)  



Annex 02 

Leave Report 

1. Leave report relevant to the foreign departures during the service period. 

Duration stayed 
in abroad 

 With Pay Approval is 
granted/not 
granted 

 No- Pay Approval is 
granted/not 
granted 

     

     

 

2. Information on the service duration if released on secondary basis 

Duration released on 
secondary basis 

Whether 25% contributions 
recovered or /not  

Cheque No. and date if 
recovered 

   

   

 

3. Information on vacation of post 

 Duration of Vacated of Post  Half Pay  No-Pay 

   

   

 

4. Information on special leaves 

Special leave approved 
duration 

 Half pay  No- Pay 

   

   

 

Prepared - (leave clerk)  Checked- (Head of the Branch/Administrative Officer) 

Signature-    Signature- 

Name -     Name – 

    

I hereby certify all the information mentioned above is accurate as per personal files of the officer/female 

officer. 

 

 

Head of the Institute 

Name included official stamp 

 

(Should be certified by the head of the institute. Actions will be taken to return,if not.) 



Annex 03 

Service Duration Calculation Report in Respect of Pension Computations 

 

 From Until Years Months Days 

1 Permanent and Pensionable service period   
   

2 
Casual/Substitute (Should be computed as per 
Pension Circular 9/2004) 

  
   

3 Training/Apprentice period/ Internship   
   

4 
Contract service duration contributed to the 
approved provident fund 

  
   

5 Gross Service Period 
   

 

6 Total no - pay leaves (as per  annex 01)   
   

7 
1 year No pay leaves that can be set off for all the 
pensioners) in terms of Pension Department 
Circular 9/96, 1/98 

  
   

8 

No pay leaves that can be set off for who have 
more than 30 years’ service period in terms of 
Pension Department Circular 9/96,1/98 and Public 
Administration Circular 4/2010  

  

   

9 Net no-pay leaves [ 6 - (7+8) ] 
   

 

10 Net Service Period   (5-9) 
   

 

Prepared and checked as per the personal file of the officer /female officer and documents in the 

possession of institute.  

 

 Prepared  : (subject clerk)  checked : (Head of the Branch/Administrative Officer) 

 Signature :    Signature         :  

 Name   :    Name  : 
 

 

I hereby admit the above information is accurate as per the personal files of me. 

 

 

................................................. 

 Pensioner: Mr. / Mrs./Miss. 

 Name               :       N.I.C/No: 

…………………………………………………………………………………………………….. 

  

I do hereby certify all the information mentioned above is accurate as per the personal file of the 

officer/female officer. 

 

.................................... 

 Head of the Institute 

(Name included official stamp is mandatory)  

(Should be certified by head of the institute. Actions will be taken to return, if not 



Annex04 

Computations of Widows’/ Widowers’/ Orphans’(W&OP) and PensionContributions 

(TPS)for Private Schools/ Pirivena / Special Schools. 

Name: 

Appointment date: 

Retirement date: 

 

Widows’/Widowers’/ Orphans’Contributions Receipt 

 Year Salary Jan.  Feb March April May June  
July 

 Aug.  Sep  
Oct. 

 Nov. Dec. 

              

              

Amount to be recovered -    percentage: before 01.01.2003 is2% 

Amountrecovered            -     from 01.01.2003 is 6% 

 Further Amount to be recovered- 

    

Pension Contribution Receipt 

Year  Salary Jan. Feb March April May June July Aug. Sep. Oct. Nov. Dec. 

              

              

Amount to be recovered  -     Percentage –before 03.02.2012 is 2% 

Amount recovered          -      from 03.02.2012 is 6% 

Further Amount to be recovered-     

Above mentioned contributions were prepared and checked as per the history sheets and percentages.  

 Prepared - (subject clerk)    Checked- (Head of the Branch) 

 Signature -      Signature         - 

 Name      -     Name     - 
 

 I hereby certify the information mentioned in the above is accurate. 

 

Accountant 

Name included official stamp 

 


