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Sub:  Strict Compliance of Instructions regarding processing pension cases and disbursement of
Pensionary Benefits through e-Pension Portal — reg.

Madam/Sir,

In accordance with the initiative to enhance digital governance, Kendriya Vidyalaya Sangathan
implemented the online e- Pension portal with effect from 01.04.2023 which expedited the processing of
pension cases and ensured timely disbursement of retirement benefits. KVS (HQ) has issued numerous
letters dt. 31.12.2024, 11.04.2025, 19.09.2025, 28.10.2025, 21.11.2025 and 23.12.2025, where in detailed
instructions have been issued regarding processing of pension cases and disbursement of pensionary
benefits i.e. Commutation, Gratuity, Leave Encashment & NPS Gratuity under Payment of Gratuity act,
1972 cases through the e- Pension portal.

However, it has been observed that despite clear & repeated instructions, some regional offices are
not strictly adhering to the prescribed timelines. Due to non- compliance, avoidable delays are oceurring in
processing of some pension cases as well as disbursement of retirement benefits, causing inconvenience to
retiring employees and other stakeholders.

The copies of the aforesaid letters are enclosed with this letter for strict compliance of the
instructions contained thereon. All Regional Offices are again directed to ensure strict compliance of the
instruction contained in the above-mentioned letters. It is reiterated that any undue delay in the processing
and transmission of PPO’s and uploading/transmitting leave encashment cases will be viewed seriously by
the competent authority of KVS and appropriate action may also be imitated against the concerned erring
official/unit.

This issues with the approval of the Competent Authority of KVS.

Yours sincerely,
Q_,Q
—=X "';o/,"r »é

(Satya Narain Gulia)
Joint Commissioner (Fin.)

Copy to:-
I. The Assistant Commissioner (Estt. 1) & (Estt. [11), Kendriya Vidyalaya Sangathan (HQ) New Delhj

for information & similar action.

2 The Awttrank (Drntilowey CIT @), LI Mae Yequeak \or up\oc.dfad/

Wit tane on Wt webyive. Joint Commissioner (Fin.)
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The Deputy Commissioner/Director
Kendriya Vidyalaya Sangathan
All Regional offices/ZIETs

Sub:- Implementation of e-pension portal w.e.f. 15.04.2023.

Madam/Sir,

This is in continuation to this office letter of even no. Dated 14.03.2023 on
the subject cited above vide which all the Regional offices were requested to login
to the e-pension portal and to obtain hands on experience by following the
iteratives required by the portal.

It is expected that all the stake holders (staff of ROs/ZIETs/KVs) have
obtained familiarity and functionality of e-pension portal. The response of stake
holders was encouraging one.

It has been decided that the system wil be functional on Real Time basis for
processng of pension cases w.e.f. 15.04.2023. In this regard, following points have
to be kept in mind:

e Present system of processing of Pension cases along with documents,
Service Book and Personal File will continue till further order.

e PPO No. and File No. are auto generated.

o Pensioner has liberty to open account in any Nationalised bank. This
may also be informed to prospective pensioners.

e The documents/Service Book to be uploaded in the Portal are to be
scanned and uploaded as pdf.

¢ The process of digital signature of Pension File is presently not active
due to certain technical reasons which will be made functional within a
short span of time. Until such time, the duly signed Printout (through




manual process/system generated) may be forwarded to the Indian
Bank for disbursement of pension at indian Bank, CpPPC Chennai, T
Nagar Building 2™ Floor, No.7, Prakasam Salai, Chennai- 6000017
{Email: cgpc@indianbank.co.in, Contact: 0445030401/02, Landline:
0415@28}.59851}

e« The pensioner has to submit 2 Life Certificate 1O Indian Bank
only.(visiting branch of Indain bank/video conferencing OF other e-
mode available).

¢ The Pension papers/Notesheets generated through system should also
move along with physical file, while obtaining approval of pension
Sanctioning Authority. For the time being calculation etc. should also
be checked.

All the Test Data available in the system will be deleted on 14.04.2023.
it will be pertinent to mention that e-pension portal is now fully functional.
However,any suggestion for betterment/upgradation of the Portal shall be

appreciated.
Yours sincerely,
(Sanjay Kumar)
Deputy Commissioner (Fin.)
Copy to:

1. The Chief Manager, Indian Bank, Delhi- with the request to erase all the data

available in e-pension portal by 14.04.2023 except User ID. o

-

e

Deputy Commissioner (Fin.)
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fRI: Disbursement of Pension Commutation and Gratuity' amount directly to the KVS units/ Pensioner
through e-Pension portal - reg.

AR,

The Pension of Kendriya Vidyalaya Sangathan Pensioners retired with effect from 01.04.2023 is
being processed and paid through e-Pension Portal developed by Indian Bank. At present, there are 3000
(Approx.) Pensioners who are receiving Pension through e-Pension portal of Indian Bank. But, the
payment of Retirement Benefits of the Pensioners is still released through respective KVS units.

During our discussion for issue of ID card and payment of Commutation and Gratuity amount
directly to the KVS unit/Pensioner through e-Pension portal, it was mutually agreed that Indian bank will
propose modalities in e-Pension portal. Indian Bank vide its e-rnail dated 04.12.2024 proposed the
required changes in e-Pension portal and also informed about opening of separate bank accounts for
Gratuity and Commutation for ease of reconciliation.

I this regard, it is informed that the nodalities and the proposal of Indian Bank and issue of
Fensioners (D card through portal have been agreed to by the Competent Authority of KVS. However,
payment will be released to KVS units/Pensioners on 15% of the month (in case of holiday, on next working
day) in respect of Commutation/Gratuity sanction orders transmittad upto 10" of the month. Similarly,
: the payment will be released to KVS units/Pensioners on 25 of the month in respect of the remaining
Commutation/Gratuity sanction orders transmitted upte 20" of the month as discussed and agreed to in
the meetings held with Indian Bank officials from time to time. The KVS will remit the funds on 10" and
20" of the rmonth for disbursement of payment to KVS units/Pensioners as per aforesaid modalities.

In view of the above, you are requested to confirm the abave for further necessary action for
opening of a Bank Account as Competent Authority of KVS has already accorded the approval for opening
of a saving Bank Account in Mehrauli Institutional Area branch of Indian Bank. The confirmation of issua
of Pensioner :D card through the portal may also be sent to this offica, '

ol -
(T ARTA0T <
?g‘tﬁ Jﬂ{iﬁ
uﬁfihfiiﬁ
-

L v, cTewe da, aeRiel SR 67, 2 ariE §ug, &€ e - 1100016 /

-

Y T (f)




e ey we (37,

KENDRIYA VIDYALAYA SANGATHAN (HQ)
18, VAT &/18, Institutional Area,

srte st fifg ani/Saheed Jeet Singh Marg

¢ feeft-110016/ New Delhi-110016.
w7 ./Phone no, : 26561153, 26858570,

ww—ma..““‘""“ N %H/Fax 26514179
¥y P viirss FaAT8E/Website: www.kvsanqathan.nic.in
No.F.110230(Misc.)2025-KVS(HQ)P&I SRS ' Dated:11.04.2025
E-mail only

To

The Deputy Commissioner/Director,
Kendriya Vidyalaya Sangathan
All regional Offices/ZIETs.

Sub:- Confirmation to release Gratuity amount and Commutation amount -
Reg.

Madam/Sir,

As you are aware that the lump sum amount of commutation and
DCRG in respect of those cases which are processed through E- Pension
Portal, will now be paid/ remitted by KVS HQ directly in the account of the
concerned retired employees(lump sum amount of Commutation) and
concerned unit of KVS (DCRG amount) as already intimated/explained in
the recently FO meeting held on 19.03.2025 through Virtual Mode.

2. This will be applicable for all the cases (including revised cases)
for which e-PPO is generated through E-Pension Portal on or after
01/04/2025 irrespective of the date of retirement of the employee, For
example, if an employee retired voiuntarily on 31/07/2024 and 2-PPQ s
generated through E-Pension Portal on or after 1st April, 2025 in this case ,
then lump sum amount of Commutation and DCRG will be pald directly by
HQ in the account of the retired employee/ concerned unit as explained
above.

3. In view of the above, it is intimated that lump suim amount
of commutation and DCRG will not be paid by the Regional Offices
and ZIETs for such cases. This may be noted for strict compliance
to aveid the over payment on account of jump sum commutation
and DCRG.

4. The requirement of funds for commutation and DCRG for such
Cases will not be entertained by the KVS, HQ. However, the leave
encashment @amount is to be paid to the retired emplayees by the
concerned RO/ZIET as per the existing practice.
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In this regard the details of lump sum amount of commutation and

DCRG to be disbursed through €-pension portal in respect of all pensioners

whose PPO have been digitally signed and transmitted through e-pension
portal up to 10% of the April is enclosed.

You are requested to confirm the Bank
payment of lump sum amount of

relevant coloumn of Excel Sheet

Account number and
commutation and Gratuity under the

Yours faithfully,

—-’%H{w |
(Sanjay Kumar)
Deputy Commissioner (Fin.)
Encl: As above.
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The Deputy Commissioners/Directors
All Regional Offices/ZIETs,
Kendriya Vidyalaya Sangathan,

Sub: Disbursement of Leave Encashment through e-Pension portal by the Pension portal —reg.

Madam/Sir,

=

i A

With reference to the subject, it is to inform that the Competent Authority of KVS has decided to disburse
the Leave Encashment directly to the retirees through e-Pension Portal by the Pension Disbursement Authority i.e,
indian Bank. The above process will commence from 01.10.2025 i.e employees retiring on or after 30.09.2025 will
get Leave Encashment directly through e-pension portal maintained by Indian Bank. The processing of Leave
; Encashment will be done as per the procedure mentioned helow: '

Processing of Leave Encashment through e-Penision portal:

i The concerned RO/ZIET/Estt. (1) & Estt. (Ill) (for KVS (HQ)) shall calculate and sanction Leave Encashment

amount in each eligible case as per the prevailing practice and rules.
ii. The copy of the sanction order shall be marked to the Finance Section (for Regional Offices/ZIETs) and

pension Section (for KVS (HQ)). Thereafter, the concerned dealing hand of the Finance/Pension Section will
initiate the process by feeding/uploading the necessary information and Sanction order of the Leave
Encashment on e-Pension portal for approval of payment by the competent Authority.

iii. All the cases of Leave Encashment must be approved latest by 20t of every month. The Leave Encashment
amount for the cases approved up to 10" will be paid by Indian Bank on 16% and similarly for the cases
approved between 11" to 20™, the Leave Encashment amount will be paid on 26" of every month (except
Holiday) directly to the retirees. The above process will run in parallel like for commutation & Gratuity
cases.

iv. It may be noted that Leave Encashment cases can only be processed through e-Pension portal after creation
and transmission of PPO of the concerned Pensioner (GPF)/Gratuity Sanction order for NPS subscribers.
Necessary changes/updation in this regard have already been made by the Indian Bank on e-Pension Portal.

v. If the amount of Leave encashment is withheld, the same can be paid to the Pensioners after issuing
supplementary order of withheld Leave Encashrnentand processing of the same through Leave Encashment
module in the portal.

vi. For CPF cases, the payment of Leave Encashment will be done manually and will NOT be processed

through e-Pension portal.

All concerned must ensure the compliance of the aforesaid instructions and to bring this to the notice of concerned
officials under your jurisdiction for disbursement of Leave Encashment through e-Pension portal, properly.

Yours sincerely.

e
-t

\ '.j T -- -
7 .:-'#[ GI/C{ /,&5 (Sanjay Kumar)

i Copy to: L S Deputy Commissioner (Fin)
| 1. The R&GR Dept., Indian Bank, Parliament Streel, N. D'- 110001 - for information.
2. The Branch Manager, Indian Bank, Katwaria Sarai, New Delhi — 110016 — for information.
3 A
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Hindi version follows.

_ The Asstt. Comm., Estt. -I/ Estt. 111, KVS (HQ), New Delhi — for information and necessary action.-
M The Asstt. Comm., (IT Cell) with/the request to upload the letter on KVS Website.
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fed: Processing and Transmission of PPOs on or before 10" of the month — reg.

Eeyl/eed,

This is in reference to the earlier letters dated 31.12.2024 & 19.09.2025 of this office,
wherein it was informed that disbursement ofCommutation, Gratuity & Leave Encashment amount
will be paid on 16™ (for PPOs transmitted upto 1 0 of the month) and on 26" (for PPOS transmitted

upto 20™ of the month) for pensioners retired in previous month.

As you are aware (hat Leave Encashment is now being processed through e-Pension portal
for the Pensioners retiring on or after 30.09.2025. Leave Encashment can be processed only after e-
PPO is (ransmitted so, in partial modification to the above said letters it has been decided to curtail
the PPO transmission date to 1o of the succeeding month, so that Leave Encashment can be
pmcesscd through the portal latest by 20" of the succeeding month of the retirement. All other
informationiwork flow will remain the same.

Therefore, all the KVS units (l(V.fRO!ZIETH-IQ) are hereby requested to take utmost care
and ensure timely processing of Pension cascs and retiral benefits of the retirec.

Yours sincerely,

____,./""
P o ;?/—7 e
(Sanjay Kumar)
Deputy Commissioner (Fin.)

Copy to:
1. Assistant Gen. Manager, RGR, Indian Bank, Parliament Street, New Delhi-110001 for

information and necessary action.
2. Branch Managet, indian Bank, Mehraull [nstitutional Ared, Katwarla Qarai, Delhi - 110010

for information. /

-

Deputy Commissioner (Fin.)
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a9 Processing and payment of Gratuity to NPS subscribers through e-Pension Portal as per
Payment of Gratuity Act, 1972.

HEICdl/AgIady,

This is to inform that Indian Bank has incorporated the provisions for processing and
payment of Gratuity as per Payment of Gratuity Act, 1972 in the e-Pension Portal for NPS
subscribers of KVS. From 01.12.2025 onwards (employee retiring on or after 30.11.2025), Gratuity
for NPS subscribers will be processed through e-Pension Portal only.

It is therefore requested that all the KVS units under your jurisdiction may be informed to
process the Gratuity payment cases (for NPS subscribers) through e-Pension portal. It may also be
noted that utmost care and timely processing of such cases is required at all level.

[n addition to above, it is also requested that all the KVS units under your jurisdiction may
be directed to obtain nomination in form °F’ (format enclosed) from the NPS subscribers who have
completed one year of service as mentioned under Section 6 of Payment of Gratuity Act, 1972. This
exercise of collection of nomination for 211 NPS subscribers must be completed by 31% December,
2025 under intimation to this office.

This issues with the approval of the Competent Authority of KVS.

Yours sincerely,

—l-"/'
mm ar)

Deputy Commissioner (Fin.)

Copy to:
1. Assistant Gen. Manager, RGR. Indian Bank, Parliament Street, New Delhi-110001 1s
requested to make necessary updations in the NPS Gratuity forwarding letter as per
the attached format.

2. Branch Manager, Indian Bank, Mehrauli Tnstitutional Area, Katwaria Sarai, Delhi - 116016
for information.

3. The Assistant Commissioner (Estt. 1) & (Estt. 1/111) for similar action as mentioned in the

letter.
paill

Deputy Commissioner (Fin.)
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/t‘.pul_\f Commissioner,
Regional Office — Chandigarh, Dehradun, Delhi, Guwahati, Mumbai & Ranchi,

Kendriya Vidyalaya Sangathan

Subject: Non-compliance of KVS (HQ) instructions on timelines for processing and transmission of PPOs
and Leave Encashment cases — regarding.

Madaim/ Sir,

With reference to the subject, it has been observed that despite clear instructions issued by KVS
(HO) vide letier dated 28.10.2025 for processing and transmission of Pension Payment Orders (PPOs) and
uploading/transmitting Leave Encashment cases are not being adhered to by your Regional Office.

&
&
I
11

The instructions of KVS (HQ) issued vide letter dated 28.10.2025 are given below: -

w1, PPOs must be transnitted by the 10th of the month following retirement, and
2. Leave Encashment cases must be approved/transmitted by the 20th of the month following retirement.”

However, scrutiny of records obtained from the Regional Offices & Pension Portal for the month of
; Oclober. 2025 & November, 2025 revealed multiple instances of delay. From the compiled data, it is
f observed that RO Dehradun (01 case) & Delhi (05 cases) have transmitted PPOs ol October month retirees
after the 10th November, 2025, and RO Delhi (05 cases) & Mumbai (06 cases) have not approved/transmitted
L.cave Encashment cases even by the 20th of November, 2025.

RO Chandigarh (04 cases) & RO Ranchi (01 case) have also not transmitted PPOs of retirees of
November month. It has also come to the notice that RO Guwahati has not processed two Pension cases of
i October 2025 even after 10" December, 2025.

Such delays adversely afleet the timely settiement of retiral benefits of employees and also amounts
to non-compliance of the directions issued by KVS (HQ). In view of the above. Regional Offices mentioned
above are directed to furnish the reasonsfexplanation for such delay to this office at the earliest.

I'his issues with the approval of the competent authority.

Yours sincerely,

—af

*,'_.:f'i'.;' - - "‘7
ﬂfﬂjay Kumar)

Deputy Commissioner (Fin.)
Copy to:
I All Deputy Commissioners, Regional Offices — with the request to strictly adhere to the prescribed
timelines for processing and transmission of PPOs and Leave Encashment cases. /

Deputy Commissioner (Fin.)




