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Bank of India 
Head Office 

Human Resources Department 

Terminal Benefits Division 

Branch Circular No.:10 
Sub-Subject: General/ 

Sub : Human Resources/2015-16/ 

Ref : HO:HR:TBD:BMW: Date:01.02.2016 

CIRCULAR TO ALL BRANCHES / OFFICES 

Subject : Benefits available to Retirees 

We draw the attention of retired employees to Annexure I, Clause 6 of Branch 
Circular No.108/81 Ref. No.HO/HR/TBD/ dated 05.01.2015 wherein it is mentioned 
as under :- 

" All retired employees can get a copy of the Bank's quarterly magazine 
"TAARANGAN" by applying to the Editor "Taarangan" , C/o. Head Office. A soft 
copy of the "Taarangan" is also available for the retired staff on "Bank of India Alumni 
link available on Bank's website www.bankofindia.co.in". 

2. It has now been decided as under :- 

" All retired employees can request for print copy of the Bank's Quarterly 
Magazine `Taarangan'. However, Print copy is subject to availability only. A 
soft copy of the `Taarangan' has been made available for the retired staff on 
'Bank of India Alumni' link available on the Bank's website 
www.bankofindia.co.in.  Alternatively, they may send e-mail to the Editor, 
Taarangan 	for 	providing 	a 	soft 	copy 	on 	e-mail 	ID 
HeadOffice.Taarancianabankofindia.co.in.  A retired employee can register 
himself online to get access to 'Bank of India Alumni'. This link 'BOI Alumni' 
also gives information about the retired staff who are members of this link, the 
staff retiring in the next month from all Zones of the Bank, and some other 
useful information." 

3. All the Banks Branches / Offices are advised to henceforth refer to this 
Circular while dealing with the benefits available to the retired employees. 

(R.N. Kar) 4.,  •  oi• t 

••• •r 	• ....AA- Chief General Manager (HR) 
* 	_ C 

sror- 
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Gratuity and Pension 

Superannuation or retirement: Age of Retirement: As per existing guidelines the 

employee will retire on last day of the month in which they complete 60 years. 

Further, if employee’ s date of birth is 1st of the month, he/she will retire on the last 

day of the preceding month on attaining age of 60 years. 

 

Gratuity under BOI Gratuity Rules: Quantum @ one month pay for every completed 

year of service maximum 15 months pay.  Provided  if the employee has completed 

30 years or more additional gratuity at half month’ s basic pay for each year of 

service in excess of 30 years.(Pay includes basic pay, including stagnation 

increment, PQP, Increment component of FPP) 

 

Gratuity Payment under Gratuity Act, 1972: We have now been advised by the 

Indian Banks' Association that the Payment of Gratuity Act, 1972 has since been 

amended by an Act of Parliament. In terms of this amendment, the ceiling on amount 

of gratuity payable under Section 4 of the Payment of Gratuity Act, 1972 has been 

raised from Rs.3,50,000/- to Rs. 10,00,000/- with effect from 24.05.2010. (Ref. 

Branch Circular No.104/34 dated 14.06.2010) Exempted from Income Tax.  

As per gratuity Act, 1972, the amount of Gratuity is required to be paid within a 

period of 30 days from the date it becomes due.  The same is payable even in the 

absence of written request from such eligible employee.  Delay beyond such 

specified time attracts interest at 10% p.a. for such delayed period of settlement.  

 

Pension: Employees joined on or after 01.04.2010 will be covered under New 

Pension Scheme and not under BOI Employees’ Pension Regulation 1995. 50% of 

Average of last 10 months drawn ‘ Pay’  reckoned for Pension in terms of Bipartite 

settlement. 

Note:  Pay for the purpose of PF & Pension shall mean Basic pay including 

Stagnation increment, PQP, increment component of FPP and Officiating Allowance 

(reckoned only for Additional Pension and Commutation).  

Calculation of Basic Pension Formula: 

Average of Last 10 months drawn ‘ Pay’      X  No. of years service (max.33) 

                               2        33 
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Pension Regulations: Maximum service counted for full pension is 33 Years. 

 

Superannuation Pension: Granted on attaining the age of Superannuation:   

Minimum 10 years of service.  

 

Pension on Voluntary Retirement: Granted to those who have completed 20 years of 

service and take voluntary retirement.  Additional 5 years notional added to the 

qualifying service (max.33 years) provided it does not take beyond the date of 

superannuation.  

 

Invalid Pension : Minimum 10 years of service, payable to an employee who retires 

on account of any bodily or mental infirmity which permanently incapacitates the 

employee from service. 

 

Compassionate Allowance: Payable to employee who is dismissed or removed or 

terminated from service; only in deserving cases will not be less than the minimum 

pension Maximum two third of the pension admissible otherwise payable to the 

employee.  

 

Premature Retirement Pension: Minimum 10 years of service payable to those who 

retire from the service on account of orders of the bank to retire prematurely 

 

Compulsory Retirement Pension: Payable to those who are retired compulsorily from 

service as penalty; not less than two third and not more than full pension to which 

the employee is otherwise entitled.  

 

Commutation: Maximum up to 1/3rd of the Basic Pension can be commuted. 

Commuted Value =  @ 1/3rd Basic Pension  X  Factor corresponding to age 

next birthday as on the date of application for commutation X 12 

After commutation monthly pension will be reduced by the amount of commutation 

but DA is payable on the full pension. After 15 years from date of commutation, 

commuted pension will be restored. 
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Commutation Table: COMMUTATION VALUES FOR A PENSION OF Rs.1 p.a. on 

next birthday for value expressed as number of year’ s purchases  

Age  C/Value Age  C/Value Age  C/Value Age  C/Value 

17 19.26 35 16.92 53 12.35 71 6.60 

18 19.20 36 16.72 54 12.05 72 6.30 

19 10.11 37 16.52 55 11.73 73 6.01 

20 19.01 38 16.31 56 11.42 74 5.72 

21 18.91 39 16.09 57 11.10 75 5.44 

22 18.81 40 15.87 58 10.78 76 5.17 

23 18.70 41 15.64 59 10.46 77 4.90 

24 18.59 42 15.40 60 10.13 78 4.65 

25 18.47 43 15.15 61 9.81 79 4.40 

26 18.34 44 14.90 62 9.48 80 4.17 

27 18.21 45 14.64 63 9.15 81 3.94 

28 18.07 46 14.37 64 8.82 82 3.72 

29 17.93 47 14.10 65 8.50 83 3.52 

30 17.78 48 13.82 66 8.17 84 3.32 

31 17.62 49 13.54 67 7.85 85 3.13 

32 17.46 50 13.25 68 7.53   

33 17.29 51 12.95 69 7.22   

34 17.11 52 12.66 70 6.91   

 

Illustration:  Suppose Basic Pension is Rs.300/-  

- Commuted Pension is 1/3rd i.e. Rs.100/- 

- Commutation Value = 12 X 9.81 * X 100 = Rs.11,772/- 

* At the time of Superannuation Age next birthday is 61. 

 

Family Pension: 

i) In the event of death while in service or after retirement pension shall be 

payable to the spouse / dependent at the following rate if the date of 

cessation is on or after 01.11.2007. 
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Ordinary Rates  

Pay  upto Rs. 7090/-                  30% of pay minimum Rs.1779/- p.m. 

From  Rs. 7091 to Rs. 14180       20% of pay minimum Rs.2186/- p. m.  

Above Rs. 14180/- 15% of pay minimum Rs.2841/- and   

maximum Rs. 5930.00 

 

iii) a)   In case of an employee who dies after completion of 7 years of 

enhanced service  

b)   Higher family pension equal to 50% of pay last drawn by deceased 

employee or twice the ordinary rate of family pension whichever is less, 

payable, family pension is payable at twice the ordinary rate of family 

pension  OR 50% of pay last drawn by the employee at the time of 

retirement whichever is less.  The maximum period for which higher family 

pension will be payable is 7 years or till the deceased employee would 

have attained 65 years of age it occurs earlier. 

 

Contributory Provident Fund (CPF) 

1. In respect of employees opting for contributory P/F Scheme bank will 

contribute sum equal to 10% actual basic pay and allowance ranking for 

provident fund  

2. Voluntary PF may be made in multiples of Rs. 5/- contribution to VPF 

should commence from April every year.  PF+VPF can only be withdrawn 

as per the provisions of NRWPF Scheme 

3. Award staff is eligible to contribution to PF after confirmation in service 

4. Employees joining the bank on or after 29.09.95  will be governed under  

Pension Regulation  

 

Retention of provident fund by Ex-employee: As per rule no. 8 of PF Rules :   Our 

ex-employees are permitted to retain their PF , upon cessation , for a period of 3 

years maximum, in a separate Retention Account, for which they are not only eligible 

to get the interest benefit applicable to the members of PF but are also allowed to 

withdraw the amount so retained, together with interest accrued thereon, in 6 half 

yearly installments, subject to the fact that each installment is ranging between 10% 
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to 50% of the closing balance of previous half year.  The period of three years being 

counted from the date of cessation and not from date of such retention account is 

opened.   

It has now been decided to allow part withdrawal even during the half year in the 

Retention Account of an Ex-Employee.  Needless to mention that the amount of such 

withdrawal should necessarily be between 10% to 50% of the balance preceding 

half-year and the same should be forwarded through the branch, on prescribed 

Performa.  It is incumbent upon the ex-employee to timely submit the application to 

open a Retention Account and transfer the balance in the same with accrued interest 

thereon.  (Reference HO Circular IOM No. HO:TBD:MMP :100 dated 17.05.2005) 
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Summary of Benefits 

Benefits available on Superannuation or VRS as per Service/ Pension Regulations 

a) Own P.F. Contribution Plus Bank’ s P.F. Contribution + Voluntary contribution ( 

in case they are CPF Optees) 

b) Own P.F. Contribution + Voluntary contribution (in case they are Pension optees) 

c) Gratuity will be calculated under BOI Gratuity Fund Rules 1975- No ceiling on 

gratuity payment.  

1) Gratuity payable under BOI Gratuity Fund Rules 1975 –  No ceilings on 

gratuity payment. Gratuity payment beyond Rs.10, 00,000 will be taxable. 

2) Gratuity payable under payment of Gratuity Act 1972- Maximum amount 

is Rs.10 Lacs. Entire amount of Gratuity payable under Gratuity Act, 1972 

is exempted from Income Tax. 

d) Commutation value of Pension (Maximum Allowed –  1/3rd of Basic Pension) - in 

case they are pension optees.  

e) For Pension optees in addition to the Commutation Value of Pension, monthly 

pension will be paid to them (i.e. Basic Pension after commutation + D.A. Relief 

of full Basic Pension).  

f) In case, the pension optees do not wish to avail Commutation value of pension, 

they will be paid FULL PENSION. 

g) Encashment of balance privilege leave—maximum 240 days- The payment is 

subject to deduction of appropriate income tax, if any. 

h) Refund of Savings portion under GSLI Policy No. 610637. 

i) In case the retiring Award Staff is the member of BOI Staff Benevolent Scheme 

Financial Assistance under the scheme will be available to the spouse / nominee 

of the staff concerned on his/her demise upto completing 65 years of age.  

j) Medical assistance under BOI Retired Employees’  Medical Assistance Scheme 

provided they become a member of the scheme on their 

Superannuation/Voluntary Retirement (after completion of 30 years’  service or 

55 years of age) within 6 months from the date of cessation (Spouse of the 

retired employees will be covered under the scheme provided they are not 

gainfully employed).  

Benefits –  Rs.3000/- p.a. domiciliary expenses on declaration basis per welfare year over 

and above this, Rs. 7000/- per annum (Max. Rs. 3500 per person) - Reimbursement of Medi-

claim Insurance Premium.  
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Bank of India 
Head Office 

Retail Banking Department 

Branch Circular No.: 110/011 Sub: Advances/Retail Loans/ 2016-17/011 

Sub-Subject: Star Pensioner Loan/0-1 

Date: 	01.04.2016 Ref : RBD:ST:2015-16:11 

CIRCULAR TO ALL BRANCHES / OFFICES 

Master Circular 
Star Pensioner Loan Scheme 
------------------------------ 

Please refer to Branch Circular No. 109/11 dated 01.04.2015 issuing updated Master 
Circular on Star Pensioner Loan scheme. 

2. We now enclose a comprehensive Annexure incorporating the revision / modifications 
undertaken in the scheme since issuance of last Master Circular. 

3. Branches shall also carefully go through the Branch Circular on Personal Loan Scheme 
and its modifications from time to time, since guidelines/instructions under Personal Loan 
Scheme is to be complied with, except to the extent of scheme specific guidelines of Star 
Pensioner Loan Scheme. Revised guidelines under Personal Loan Scheme include improved 
guidelines for obtention of Credit Information Report, Banks commitment to customers as per 
BCSBI, implementation of recommendations of Committee on Customer service in 
banks(Damodaran Committee) etc., 

4. Branches are advised to input MIS (Scheme) Code 418 under Free Code 3 of ACM-V 
of Finacle while opening accounts under the scheme to monitor the performance of the scheme 
from time to time. 

5 	In view of the attractive features of the scheme, Zones/Branches are expected to provide 
wide publicity to the scheme amongst the existing pensioners and tarqet employees, especially 
those on the verge of retirement to open their accounts with the Bank. 

6. 	Please go through the circular carefully and note to keep it updated based 	on 
instructions issued from time to time. 

e\-21 
(R. C. Baliarsingh) 

GENERAL MANAGER 
Encl: Annexure I & II 

NK O/: • 
SO?, 
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Annexure I 

STAR PENSIONER LOAN SCHEME 

                      

   

Target 
Customers 
(Eligibility) 

- Regular pensioners 
- Family pensioners drawing regular monthly pension through the 

branch. 
Retired employees (other than dismissed/compulsorily retired) of 
our Bank drawing pension from Bank. 

- Pensioners who are getting pension through Treasury/Defense 
Pension Disbursing Office (DPDO) directly to the credit of their 
Savings Accounts with our branches are also eligible, subject to 
conditions. @ 
@The Pensioners copy of Original PPO to be lodged with the 
Branch. 
@Duplicateariplicate of the stamped undertaking as per Annexure 
II to be submitted to the treasury /DPDO and acknowledged copy 
to be kept on branch records.  

In case of regular pensioners, nominee/legal heir entitled to family 
pension will be the co-borrower. In case of family pensioner, legal heir 
will be co-borrower. 
Demand/Term Loan/Overdraft (reducible as per repayment schedule) 

   

   

     

 

2.  

 

Co-borrower 

  

 

3.  

 

Advance- 
Type 

 

4.  

 

Purpose Unsecured / Clean  

a. To meet marriage expenses of Son/Daughter or a near relative 
dependent on the applicant. 

b. Medical expenses incurred/to be incurred for Self/Spouse/ 
Son/Daughter or near relative dependent on the applicant. 

c. Education of self/spouse/children/near relatives. 
d. Repairs/renovation/extension of existing house/flat (where 

Equitable Mortgage charge over the property cannot be created in 
favor of the Bank and the proponent has not raised loan against 
such property from any Bank/FI/NBFC, etc.). 

e. Any other Personal Expenses of bona-fide nature as approved by 
the Bank. 

Secured Advances  

a. Repayment of existing Housing Loan from other 
Banks/Fls, etc.; 

b. Purchase of Consumer Durables/Computers/ 
Professional Equipments, etc. 

[In case of clean/unsecured loan, an undertaking to be obtained 
from the borrower stating that the loan has been utilized for the 
purpose declared. In case of secured advances, appropriate 
proof/bills/receipts for expenses incurred  to be obtained.] 

     

     

     

     

     

     

                      

‘..14G 
up,-;  t 
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5. 	Quantum of 
Advance 

(Same limit 
for both 
secured 8, 
unsecured 
loans) 

a) Regular Pensioner/ Family Pensioner where PPO is held at 
Branch- Max. Rs. 5,00,000/- 
b) Pensioners who are getting pension through Treasury/ Defense 
Pension Disbursing Office directly to the credit of their Savings 
Account with our Branch- Max. Rs. 3,00,000/- 
c) *Family 	Pensioner who is getting pension through 
Treasury/Defense Pension Disbursing Office- Max Rs. 1,50,000/- 

6.  

7.  

*In case of family pensioners the loan tenure should not exceed 
the age of ceasing / stopping of pension as per Pension Payment 
Order. 	 

Calculation of For secured and unsecured loans  15 months net pension (Gross 
Quantum of Income Less Income Tax and EMI of other loan , if any) 
Advance 	[Proponent/borrower may be sanctioned more than one loan (i.e. 

two accounts — one for secured and other for unsecured/clean 
loan) under the scheme, depending upon eligibility]. 

Authority for deviation regarding calculation of 	ZLCC and above. 
Quantum of Advance 

8. Overdraft 	Overdraft facility up to 3 months "Net Pension" Maximum Rs.50000/-
Facility to all can be granted. (Net Pension means amount being credited to Pension 
Pensioners 	Account Less EMI for any loans granted at the Branch). 

Pensioner who avails OD facility could also avail loan under Star 
Pensioner Scheme, subject to combined limit (OD + Loan) not to 
exceed 	maximum 	limits 	prescribed 	under 	Star 	Pensioner Loan 
Scheme. 
The facility is available to all pensioners maintaining Pension 
Payment Account with the Branch (i.e. Pensioner should be 
drawing pension from the branch i.e. branch should be holding 
PPO). 

9.  Margin i) No specific margin to be insisted upon for clean/unsecured 
advances. 

ii) Suitable margin for Secured Advances in consonance with 
requirement of security. 

10 Age No specific age limit however, 
For loan over Rs.1 lac age at the end of repayment period not to 
exceed 75 Years. 

'» 	For Repayment period beyond 75 years (Age): Max. loan limit 
Rs. 1.00 lac 

11. Repayment 1. For Clean/Unsecured Advances : 
Repayment in 36 equated monthly installments (EMIs) w.e.f. one 
month after first disbursement. Sanctioning authority may consider 
longer repayment period up to 60 months at its discretion. 

2. For Secured Advances  : 
Maximum 60 EMIs w.e.f. one month after first disbursement. 

3. In case of Overdraft accounts: 
Drawing Limit to be reduced as per sti •ulated repa ment schedule. 
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Net 	take 
	

The net take home pension after deduction of loan installment 
home 	 should be at least 40% of the pension amount. 
Pension 

ROI will be linked to MCLR w.e.f 01.04.2015. 
Present Rate of Interest (till 31.03.2016):  2 % over base Rate. 

1) In case of availability of liquid collateral security over 25% of the 
loan amount — interest concession to be extended @ 1bps for 
1% security Max. 100 bps.) i.e if collateral security offered is 30% 
of loan limit, ROI concession of 0.30 % will be offered. 

2) In case of availability of liquid collateral security up to 25% of the 
	 loan amount: NO concession in Rate of Interest. 

14 
	

Authority to consider/approve concession in rate of GMLCC and above. 
interest 

12.  

13.  Rate of 
Interest:(For 
clean/secure 
d)-Floating 
ROI, p.a at 
monthly rests 

Penal Interest 

Security in 
brief 
(For secured 
loans) 

Personal 
Guarantee 

Processing 
Charges 
(Exclusive of 
Service Tax) I 

Penal Interest @ 2% per annum over and above applicable rate would 
be leviable on the overdue amount I defaulted installments.  
As per terms of sanction such as :- 
a) Equitable/Legal Mortgage of commercial/residential property/ flat 

valued by approved valuer for not less than 150% of quantum of 
loan. 

b) Collateral Security in the form of Pledge of Gold/Gold Ornaments, 
National Savings Certificates,KVP, Bonds, Assignment of LIC Policy 
with adequate surrender value, at least equal to loan amount 

c) Pledge of Demat Shares, Units etc. of market value not less than 
200% of the amount of the loan. 

d) Hypothecation charge over assets purchased out of bank finance, 
	wherever applicable. 
A third party guarantee including that of other pensioners drawing 
regular pension through the branch can be taken. Collateral security in 
lieu of the personal guarantee for the amount of loan can also be 
accepted.  

a. No processing charge for Senior Citizens 
(60 years & above) 

b. For others — one time @ 2% of loan amount Min. Rs.500 and 
Max. Rs.2,000/- 

17.  

18.  

15.  

16.  

Delegation of Powers to permit concession/ waiver I GMLCC and above at Head 
of processing charges 	 Office.  

Clean /Secured Advance (Rs. In Lacs)  
II 	III 	I IV and above 	SZLCC to 	GMLCC an 

NBGLCC 	above 
0.75 
	

1.50 	2.50 	5.00 	10.00 	 FP  
Note: The scheme is available to all Branches for lending by the respective delegates. 
Requirement of obtaining ZO clearance after sanction of 20 accounts has been 
discontinued vide BC 108/203 dated 03.02.2015. However zonal Office to strengthen 
Post Sanction Review System (PSRS) at the Zonal Office to ensure orderly growth of 
quality retail credit.  

Credit Rating 	I  Not applicable for Star Pensioner Loan Scheme. 

Delegation 

21.  

19.  

20.  
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22.  Proposal 
Processing/ Loan 
disbursement 

23.  Documentation 
[as per terms of 
sanction] 
Common for all 
Loans : [1 to 6] 

Optional: [7 to 9] 

All Retail Loans proposals to be invariably processed and 
disbursed through CAPS system as direct account opening of 
retail loan accounts in Finacle system is blocked. 
*VSAT branches are presently exempted from compulsory 
processing through CAPS. 	  

1 Application cum Proposal (As per Star Personal Loan 
Scheme). 

2 D.P. Note, installment letter etc. (as per nature of 
advance). 

3. Statement of Assets & Liabilities in respect of 
applicants/guarantor(s) as per Star Personal Loan 
Scheme. 

4. An undertaking from the pensioner that he/she will not shift 
pension account to any other Bank/Branch during the 
currency of the loan without NOC from the Bank. This letter 
should be obtained in duplicate and original forwarded to 
the concerned Treasury Office/Employer for 
registration/noting, Acknowledge copy to be kept on 
record. [ Annexure II] 

5. Mandate letter to debit the S/B or other deposit accounts 
into which pension is credited, for recovery of the loan 
installment/ amount 

6 A NOC from legal heirs entitled for family pension for 
recovery of loan installment/amount from their account in 
which family pension amount is credited, if necessary. 

7. L —515 and L-516 
8. Guarantee Letter, if applicable. 
9. Charge on Principal/Collateral Security proposed 

(Hypothecation/pledge/lien etc.) Equitable/Legal mortgage 
of the property, wherever applicable.  

Note : In addition to above, duly acknowledged sanction letter and undertaking 
that the loan has been utilized for the declared purpose/appropriate 
proof/bills/receipts (in respect of secured advance) to be obtained. It is of utmost 
importance to obtain appropriate and correctly executed security documents 
before disbursing the advance. 

24. 	Post Sanction 	For Housing Purpose — Yearly. For others - Waived 
Inspection 
Finacle Code/CCIS The Accounts are opened under Finacle Code 601(Star Personal 
Scheme Code 	Loan —DL) and 602 (Star Personal Loan —TL). 

While opening the accounts under CCIS Scheme Code 418 to be 
mentioned for monitorin• the •erformance of the scheme. 

26. 	Review 	of Accounts sanctioned under the scheme to be reviewed in a 
Accounts 	 statement form on Annual basis as under:- 

i. Review of accounts covered under CCIS — 3 statements to 
be as per the guidelines prevailing in this regard from time 
to time. 

ii. Review of accounts other than those reviewed as per Para 
(i) above :- Accounts, which are standard assets as on 
31st March each year should be reviewed by respective 
dele•ates. Individual Review Proposals for Accounts in 

4 

25. 
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other categories (Sub-Standard/DoubtfuVLoss) should be 
submitted to respective Zonal Manager for sanction 

27.  KYCI Due diligence As applicable to Star Personal Loan Scheme to be exercised. 
28.  Time line for disposal of applications 15  working working days from the date of receipt of 

Is_.ompieted application. 
29.  Disclosure 	of As per Master Circular on Star Personal Loan Scheme. 

Information 	on  
charges: 
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Annexure II 

(Stamp duty as applicable to that of an agreement to be paid) 

To, 
Bank of India 

Branch 

Dear Sirs, 

In consideration of Bank of India, a body corporate constituted under the Banking 
Companies (Acquisition and Transfer of Undertakings) Act, 1970 having its Head Office at 
Star House, C-5, G-Block, Bandra Kurla Complex, Bandra (East), Mumbai - 400 051 and a 
Branch office amongst other places at 	 (hereinafter referred 
to as the "Bank" which expression shall include its successors and assigns) having 
granted/agreed to grant me a loan of Rs. 	(hereinafter referred to as the "said Loan") 
under the Bank's Star Pensioner Loan Scheme, I/We hereby confirm, agree, declare and 
undertake that : 

1. I am a retired employee of 	 (hereinafter referred to as 
the "Employer"), drawing a monthly pension of Rs. 	as on date (hereinafter 
referred to as "Pension" which expression shall include such higher amounts of 
Pension and other amounts payable by the Employer to me from time to time), which 
is being disbursed by my Employer/Treasury at 	 (Treasury) by crediting 
to my 	Account No. 	 (said Account) with your Branch, for which I 
have given irrevocable and standing instructions to my Employer/ Treasury. 

2. I shall not give any instructions to my Employer/ Treasury for payment of my Pension 
directly to me or give any instructions for crediting my Pension to any other Bank or 
Financial Institution, till the entire dues payable by me to the Bank under the said Loan 
are repaid in full to the Bank's satisfaction and NOC is issued by the Bank in this 
regard. I also agree and undertake not to commute the pension and obtain such 
amounts during the currency of the said Loan except with the written permission of the 
Bank and even in such cases I shall advise the Employer to credit such amounts 
directly to the said Account to enable the Bank to adjust/appropriate it towards my 
dues under the said Loan. 

3. Without affecting my liability to make repayment of the said Loan together with interest 
and other amounts, in accordance with the repayment schedule fixed by the Bank, the 
Bank shall be entitled to adjust and appropriate the monies available in the said 
Account or any other Account of mine with you or any of the branches of the Bank 
towards the repayment of the amounts due under the said Loan. In this connection I 
hereby declare and confirm that once the Pension is credited to the said Account by 
the Employer/Treasury, it shall lose the character of Pension and the amounts 
thereafter will be treated as monies in any other normal account liable to Banks lien, 
attachment, set off and appropriation by the Bank. 

4. That in addition to Bank's right of general lien or similar right to which you as banker 
are entitled by law, Bank shall have the right at any time or times and without prior 
notice to me to combine/consolidate said Account and all or any of my accounts and/or 
set off/appropriate any credit balance due to me under the said Accounts and/or in 
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respect of moneys kept by me on term deposit or deposits whether on maturity or 
before maturity thereof, at any one or more of your branch/branches against the 
outstanding debit balances under the said Loan and/or under other advance account/s 
with you or any of your Branches or against any liabilityfies incurred or to be incurred 
by me whether such liability(s) be actual or contingent, primary or collateral, joint or 
several and whether as principal Borrower or guarantor. 

5. This undertaking shall also be binding on my heirs, executors and administrators and 
the Bank need to release any amounts from my said Account or other Accounts of 
mine to me, my heirs, executors and administrators only if there is any balance therein 
after adjusting the entire amounts due and payable to the Bank under the said Loan 
and/or any other liability of mine. In the event of any shortfall, the Bank shall also be 
entitled to proceed against me and/or my estate/legal heirs for recovery of balance 
amounts if any due under the said Loan and/or any other liability. 

6. This undertaking shall be in addition to the other loan and security documents 
executed/to be executed by me in favour of the Bank in connection with the said Loan. 
I agree and undertake to execute this undertaking in duplicate, the original of which 
shall be with the Bank and the duplicate shall be submitted by me to the 
Employer/Treasury for their registration/noting and their acknowledgement in this 
regard shall be submitted to the Bank. 

Executed at 	 on this the 	 day of 	 
20 

(Signature of the Borrower) 
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Bank of India 
Head Office 

Human Resources Department, 
Industrial Relations Division. 

Branch Circular No. 110/39 Sub: Human Resources / 2016-17/ 2 

Sub-subject : Staff matters/ C 
Ref : HO:HR:IR: 
	

Date: 	I I , oS. 2c. I . 

CIRCULAR TO ALL BRANCHES / OFFICES 

Encashment of Privilege Leave to Officers/ 
Award Staff members retired compulsorily 
as a major penalty/punishment 

Please refer to Branch Circular No. 95/58 dated 04.08.2001advising the 
decision that an Officer who has retired compulsorily as a penalty consequent 
upon proceedings of disciplinary action would not be entitled to a facility of 
encashment of balance of Privilege Leave available to his credit at the time of 
such compulsory retirement. 

2. The matter was deliberated at length at the Managing Committee meeting 
of the Indian Banks' Association wherein it was decided to permit encashment of 
PL for compulsory retired officers / employees. The matter, thereafter was put up 
before the Board for necessary approval. Accordingly, we are pleased to advise 
that the Board, in its meeting held on 28th  March, 2016, has accorded its 
approval for encashment of Privilege Leave, as otherwise due, w.e.f. 30th  April, 
2015 in respect of only such Officers/employees who are "Compulsorily Retired" 
by way of penalty/punishment on or after 30th April, 2015. 

3. Please importantly note that the Officers/employees awarded with 
penalty/punishment of 'Removal from Service' or 'Dismissal' are NOT entitled for 
encashment of leave. 

4. Please note to bring the contents of this Circular to the notice of all staff 
members working in the Branches / Offices under your jurisdiction. 

(R.N. KAR) 
GENERAL MANAGER (HR) 

zAlrnIcirculars\br cir crs-plencashment2016 doc 
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4
0, 
	Bank of India 

Head Office 
Branch Circular No. : 110/ 43,,,  
Sub-Subject : Staff General 7 7 
Ref : HO:HR:IR:SD:02 

Human Resources Department, 
industrial Relations Division. 

Sub : Human Resources 12016-171 a 
Date: ah,  o_cjczi. 

CIRCULAR TO ALL BRANCHES / OFFICES 

Introduction of provision for availment of Leave 
Travel Concession within a period of two months 
from the date of superannuation. 

As per extant rules there is no provision in Service Regulation to extend the 
LFC span for the Officers after their superannuation. Further to this, it is pertinent 
to mention that in terms of Regulation 38 of Bank of India Officers' Service 
Regulations, 1979, all leave to the credit of an Officer shall lapse on resignation, 
retirement, death, discharge, dismissal or termination. 

2. It is observed that the Officers are finding it difficult to avail their LTC in the 
last block of service before their superannuation (presently 60 years of age) due to 
business exigencies, completion of the task assigned to them or for any other 
reasons beyond control. Hence, the Board in its meeting dated 28.03.2016 has 
approved that where an Officer is not able to avail his LTC on or before his 
retirement, he/she should be allowed to carry forward his/her LTC for a period of 
two months  beyond his/her superannuation and the retiree may be allowed to 
avail of the facility within that period as per the existing rules relating to the serving 
Officers of the Bank. In exceptional circumstances, for genuine reasons, the LTC 
may be permitted to be carried forward upto three months  beyond the date of 
superannuation. The other modalities are annexed herewith. 

3. Please note to bring the contents of this Branch Circular to the notice of all 
concerned working in your Branch/Office 

(R.N. Kar) 
General Manager (HR) 
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Sr. 
No. 
1 

Competent Authority 

Officers 	posted 	in 	Branches 	/ 
Zones 

Zonal Manager 

2.  Officers posted in NBG / Zonal 
Manager 

GM NBG 

3.  Officer posted in LCB DGM LCB 
4.  Officers posted in Training Colleges Principal of Training Colleges 
5.  Officers 	posted 	in 	Zonal 	Audit 

Offices 
DGM Audit 

6.  DGM LCB/ AGM / DGM (Principal 
STC) / DGM Audit / Executives in 
Scale VI posted in HO 

GM-HR 

7.  Officers posted in HO (Scale — I, II,  
III, IV & V) 

DGM (HR) {has to be recommended by 
Departmental Heads} 

8.  Executives 	in 	the 	Scale 	of 	VII 
posted in HO/ NBG GMs 

Executive Director— HR 

9.  Exceptional 	Circumstances 	in 	all 
cases 

GM — HR 

..2/- 

ANNEXURE 

TERMS AND CONDITIONS/MODALITIES FOR AVAILMENT OF LFC AFTER 
RETIREMENT: 

The following provisions has to be implemented/ followed / complied with regard to 
availment of LTC after superannuation - 

01. PROVISIONS  

(i) Where an Officer is not able to avail LTC in the last block of service before 
his superannuation (which at present is 60 years of age) for any reason, 
LTC may be permitted to be carried forward for a period of two months 
beyond their superannuation and the retiree may be allowed to avail of the 
facility within that period as per the existing rules relating to the serving 
Officers of the Bank. In exceptional circumstances only, for genuine 
reasons, the LTC may be permitted to carried forward upto three months  
from the date of superannuation. However, in case two leave travel 
concessions are outstanding as on the date of superannuation, only one 
LTC shall be allowed to be carried forward beyond superannuation. 

(ii) The pre-condition will be declining of leave by the Sanctioning Authority due 
to business exigencies or any other reasons beyond control. Thereafter, the 
Officer has to necessarily take approval of the respective Competent 

Authority with regard to carry over of the LTC span beyond superannuation 
as indicated in para (iii) below. 

The Competent Authority to permit the carry over of LTC beyond 
superannuation will be the following Officers. Such carry over may be 
permitted due to denial of leave owing to official exigencies or any other 
genuine reason as be found fit and proper by the Competent Authority — 
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..2.. 

In other words, the pre-conditions for availment of LTC beyond superannuation 
would be — 

(a) Application for LTC must be made ONE MONTH in advance, prior to 
superannuation. 

(b) Leave must be declined by the authority owing to business or 
administrative exigencies. 

(c) Carry over of LTC beyond superannuation must be approved by the 
Competent Authority before date of superannuation. 

(iv) The Officer should plan his LTC atleast one month in advance. 

(v) It has to be ensured by the Officers while availing the benefit of this facility 
to complete their inward and outward journey within the prescribed period of 
TWO MONTHS. In any case journey should not be extended beyond two 
months. 

(vi) The mode or class of travel by which a retired Officer may avail leave travel 
concession shall be the same as he was entitled to as an Officer, on the last 
date of his service in the Bank. 

(vii) The LTC after superannuation may be availed from the last place of posting 
(headquarter) or from a place where the Officer has settled down after 
superannuation to the designated place in India. However, the retiree 
Officer has to come back to the same centre from where he has started his 
journey and the entitlement will be calculated accordingly. 

(viii) This facility will be available only to the Officers retiring on normal 
superannuation. 

(ix) There will not be any Encashment of LTC or Privilege Leave after 
superannuation. Since the privilege leave in the account of any Officer is 
either encashed or lapsed on superannuation, there is no question of grant 
of leave encashment with the facility of leave travel concession after 
superannuation. 

(x) The facility of leave travel concession after superannuation shall not be 
extended to such retired Officers on whom Regulation 20(3)(iii) of Bank of 
India (Officers') Service Regulations, 1979 has been invoked and who 
shall be deemed to be in service only for the purpose of continuance and 
conclusion of the disciplinary proceedings initiated against them. 

..3/- 
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02. PROCEDURE FOR AVAILMENT OF LTC AFTER SUPERANNUATION: 
The procedure for availment of LTC by the retired Officer will be as follows - 

(i) The relative LTC bill must be submitted by the Officer at the concerned 
Branch / Office within 15 days of completing the return journey undertaken 
by him / his family members under the LTC facility and not later than three 
months  of his date of superannuation. In case the Officer fails to do so, his 
LTC claim will be treated as lapsed and no reimbursement of travelling 
expenses shall be made to him. 

(ii) Where, prima facie, the bills presented against availment of LTC after 
superannuation appears to be disputed or discrepant or found to be false or 
fraudulent, the LTC claim will be treated lapsed and no reimbursement of 
travelling expenses shall be made to him. 

(iii) No advance payment for purchase of Tickets will be granted to any Officer 
in any case. 

(iv) In case of Air Journey, the present rule of easy fare will be applicable in all 
the cases. 

(v) The aforesaid benefit of extension for availment of LTC will be available to 
the Officers and their family members. It is to be noted that no extension 
more than TWO MONTHS will be granted either to the officer or their family 
members, in any circumstances. 

We may mention that with introduction of this provision there will not be any 
additional financial implication on the Bank. 

EFFECTIVE DATE : 

The above benefit has been extended to the Officers retired on superannuation (at 
present 60 years of age) w.e.f. 28.03.2016. 

TAX IMPLICATION 

The tax liability on the LTC after superannuation, if any, shall be borne by the 
retiree Officer. 

iv
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ffiffiffiaff&
sirr arqi#fa EilFr-r

INTER.OFFICE MEMORANDUM

Renewal of Group Health lnsurance Policy for our
employees for the period from 01.10.2019 to 30.09.2020
Pol icy No.5001 002819P 1 1 1 086429

We refer to the captioned Group Health lnsurance Policy issued by United lndia
lnsurance Company for the period from 01 .10.2019 to 30.09.2020.

2. Of late we have been receiving various queries from employees. ln this
connection, we advise that the lnsurance Company has modified / changed certain
terms and conditions of the aforesaid Group Health lnsurance Policy. The indicative list
of modified terms and conditions are as under :-

(l) Claim Procedure

A Claims in case of cashless
facility

TPA must be informed

1. ln the event of planned
hospitalization

At least 72 (Seventy Two) hours prior
to the insured person's admission to
network provider / PPN hospital
Toll Free No.1 800220456

2. ln the event of emergency
hospitalization

Within 24 (Twenty Four) hours of the
insured person's admission to
network provider / PPN hospital

B Claims in case of
reimbursement

TPA must be informed

1. ln the event of planned
hospitalization

At least 48 (Forty Eight) hours prior to
the insured person's admission to the
hospital

2. ln the event of emergency
hospitalization

Within 48 (Forty Eight) hours of the
insured person's admission to the
hospital

t"l€rro,, qftTq
q6rqiels fhe General Manager,
qsF{ Q.rqtctq Head office
qRq {iqrq{ FpItt Human Resources Dept.

s{tqltrc {{"1 q}M, lndustrial Relations Division

The General Manager
All HO Departments

The General Manager
National Bankinq Group

The Zonal Manager
AllZones
H.R. Department

The Dy. General Manager,
LCB/Zonal Audit Offices

The Principal
Staff Trainino Colleqes

qrl fuai+ Psls : 9th December, 2019

:#R+lfuruvay/ \

,, {,#E's{ *
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(il) Time limit for submission of documents :

Sr.
No.

Type of Claim Time limit for submission of
documents to TPA

1. Where cashless facility has
been authorized

lmmediately after discharge

2. Reimbursement of
hospitalization and pre-
hospitalization expenses
(limited to 30 days)

Within 30 (Thirty) days from date of
discharge from the hospital.

3. Reimbursement of post
hospitalization expenses
(limited to 90 davs)

Within 30 (Thirty) days from the
completion of post hospitalization
treatment.

(lll) Applicable GST must be inclusive of all types of bills.

(lV) Room charges Rs.5,000/- per day as defined in 1.2.1 (A) of Group Health
lnsurance Policy.

(V) ICU charges Rs.7,500/- per day as defined in 1.2.1(B) of Group Health
lnsurance Policy.

3. The above mentioned Group Health lnsurance Policy for employees is made
available on Star Desk in PDF Format with the name "Group Health lnsurance Policy
for employees for the period 2019-2020 issued by united lndia lnsurance Company"
under the below mentioned link :-

lmportant Links--- HR -- HR All Documents

4. Please bring the contents of this IOM to the notice of all employees working in
the Branches / Offices under your jurisdiction.

Assistant

d: \kiranvnbskpal\iom\allzones. gmis_modifi etioninpoiiGy.doq

.t
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1 

 

 

Annexure- A 

Navigation to Apply for Provident Fund on Superannuation  

 

Hit search Button 

 

Please update the details such as address, pin code, email id and Mobile 

Number 
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2 
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3 

 

Please submit the application 
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4 

 

After submitting print the application form and hand over the same to the 

Branch/Department Head for onward submission to Zonal Office/Head Office. 
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1 

 

Annexure- B 

Navigation to Apply for Gratuity on Superannuation  

 

 Hit search Button 

 

Please update the details such as address, pin code, email id and Mobile 

Number 
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2 

 

Please submit the application 
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3 

 

After submitting print the application form and hand over the same to the 

Branch/Department Head for onward submission to Zonal Office/Head Office. 
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Ref No – F_________ 
ANNEXURE – F-1 

APPLICATION FORM FOR FAMILY PENSION 

To, 

The Trustees 
Bank of India Pension Trust, 

Mumbai. 

 

Dear Sir, 

   Request for Family Pension 

 I regret to inform you that Shri / Smt. ___________________________________ who was  employee 
of the Bank died on ________________________.   

 

 After his / her death, I am the first / next family member being wife / son / daughter of 

deceased employee eligible for family pension. 

 
 I therefore request you to grant me family pension as per Bank’s Pension Scheme, 1995. 

 

 I submit the required particulars as under :- 

 (fill the applicable column) 

 

 (i) Full Name of the Applicant  
  (a) Widow / Widower   : _________________________________________ 

  (b) Unmarried Son  

       (not over 25 years)   : _________________________________________ 

  (c) Un married Daughter    

       (not over 25 years)   : _________________________________________  
  (d) guardian in case of minor /   

       physically & mentally                  : _________________________________________ 

       handicapped child     

 

 (ii) Date of Birth (Family pensioner) : _________________________________________ 

  
(iii) Whether employed / not employed  : _________________________________________ 

 

            (iv)       Savings Bank A/C No.                     :                

 

 I hereby declare that : - 

i. I have not again married / remarried 

ii. I have been appointed / not appointed by the Bank on compassionate grounds 
 

I submit herewith ;-  

(a) A certified copy of death certificate of the pensioner 

(b) A certified copy of Birth Certificate / School Leaving Certificate 

(c) Latest Passport size photograph of self (two) 

(d) Latest Passport size photograph of the next family member eligible for family 
pension 

(e) Other relevant documents establishing identity such as photocopy of election 

identity card, PAN Card etc. 

(f) In case of family pension for son or daughter who are physically crippled or suffering 

from disorder or disability of mind-certificate from the Doctor approved by the Bank 
to the effect that the disability or handicap is of such a nature as to prevent him / 

her from earning livelihood, stating exact mental or physical condition of a child 

(such certificate is to be produced every three years to the Bank). 

 

Yours faithfully, 

 
 

         Signature / Thumb impression 

Witness : (X)       of the applicant / legal guardian 

(1)   Signature  :____________________________ 

       Name  :____________________________ 
       Address  :____________________________ 

 

(2)   Signature  :____________________________ 

       Name  :____________________________ 

       Address  :____________________________ 
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Ref No – F_________ 
ANNEXURE – F-2 

(To be submitted in duplicate) 
     ORIGINAL   

 
 

I. FAMILY PENSIONER’S PROFILE 
 

 (1) Full Name of Applicant : Mr./Mrs./Ms. 
(in block letters) 

  

 (2) Sex-Male / Female :  

 (3) Identification Marks  :  

 (4) Date of Birth of Applicant :  

 (5) Permanent Address of Applicant :  

     

     

  E-mail ____________________________  State                             PIN 

  Tele No.             Mobile No           

 (6) Branch from where pension 
Payment is desired 

: Branch 
Zone 

 (7) 15 digit Savings Account Number :                

 (8) Relationship with the Deceased Pensioner 
(Widow / Widower / Son / Daughter) 

:  

 (9) Marital Status of the Applicant : Unmarried / Remarried 

II.  Family members (only Sons 
/ Daughters) 

Relationship with 
Deceased employee 

Date of Birth 
DD        MM               YY 
 

 (1) _____________________________ __________________________ _____________________________ 

 (2) _____________________________ __________________________ _____________________________ 

 I hereby declare that above information is true and correct.  Should you 
however require any documentary evidence, I shall produce the same on demand. 
 
 
       _______________________________________ 

       (Signature / Thumb Impression) 
Date : ________________________       of family pension applicant 

 

FOR OFFICE USE ONLY 
 

III. PERSONNEL DATA OF THE DECEASED EMPLOYEE  
 (1) Full Name (in block letters) :  

 (2) Date of Birth :  

 (3) Date of Joining Bank’s service :  

 (4) Date when retired (if applicable) :  

 (5) Date of Demise  :  

 (6) Name of Branch from where retired / 
ceased to be in service 

:  

 (7) Category at the time of Retirement / 
Death 

: Officer / Clerk / Substaff  
(full time / part time) 

 (8) Provident Fund Account No. :  

 
 
 

Sign. / Thumb impression of ___________________ Attested 
 
 

Chief Manager / Manager (P.F No.                 .) 
_________________________ Branch 

 

Affix latest 
Passport size 
Photo of the 

applicant 
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Ref No – F_________ 
ANNEXURE – F-2 

(To be submitted in duplicate) 
      DUPLICATE  

 
 

I. FAMILY PENSIONER’S PROFILE 
 

 (1) Full Name of Applicant : Mr./Mrs./Ms. 
(in block letters) 

  

 (2) Sex-Male / Female :  

 (3) Identification Marks  :  

 (4) Date of Birth of Applicant :  

 (5) Permanent Address of Applicant :  

     

     

  E-mail ____________________________  State                             PIN 

  Tele No.             Mobile No           

 (6) Branch from where pension 
Payment is desired 

: Branch 
Zone 

 (7) 15 digit Savings Account Number :                

 (8) Relationship with the Deceased Pensioner 
(Widow / Widower / Son / Daughter) 

:  

 (9) Marital Status of the Applicant : Unmarried / Remarried 

II.  Family members (only Sons 
/ Daughters) 

Relationship with 
Deceased employee 

Date of Birth 
DD        MM               YY 
 

 (1) _____________________________ __________________________ _____________________________ 

 (2) _____________________________ __________________________ _____________________________ 

 I hereby declare that above information is true and correct.  Should you 
however require any documentary evidence, I shall produce the same on demand. 
 
 
       _______________________________________ 

       (Signature / Thumb Impression) 
Date : ________________________       of family pension applicant 

 

FOR OFFICE USE ONLY 
 

III. PERSONNEL DATA OF THE DECEASED EMPLOYEE  
 (1) Full Name (in block letters) :  

 (2) Date of Birth :  

 (3) Date of Joining Bank’s service :  

 (4) Date when retired (if applicable) :  

 (5) Date of Demise  :  

 (6) Name of Branch from where retired / 
ceased to be in service 

:  

 (7) Category at the time of Retirement / 
Death 

: Officer / Clerk / Substaff  
(full time / part time) 

 (8) Provident Fund Account No. :  

 
 
 

Sign. / Thumb impression of ___________________ Attested 
 
 

Chief Manager / Manager (P.F No.                 .) 
_________________________ Branch 

 

Affix latest 
Passport size 
Photo of the 

applicant 
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ANNEXURE F-3 
 

(TO BE FILLED BY THE BRANCH / OFFICE) 
 

BANK OF INDIA 
 

________________________________ ZONE 
WORKSHEET FOR FAMILY PENSION CASES ONLY 

 
I. Ex-staff : Shri / Smt. ____________________________________________________________ 
(Surname)             (First Name)               (Middle Name) 
 
Category : Officer / Clerk / Sub staff (Full time / Part time) 1/3 or 2/3 or 3/4) 

Date of Death : __________________________ PF Account No.:___________________________ 

Last working date : ________________ Grade :______________ Qualification:___________________ 

(Attending Office) 

Total service in Bank ___________________________ Years______________________ Months 

Less Non-Qualifying service ____________________  Years _____________________ Months 

Service qualifying for Pension ___________________ Years _____________________ Months  

 

II.   Details of Emoluments Actually Drawn / payable for  
the month prior to the date of retirement / death 
-----------------------------------------------------------------------  

 

   ALLOWANCES DRAWN   

Last 
Month / 

Year 

Basic Pay 
(Including 
Stagnation 

Increments)(Rs.) 

Special Pay 
(Only For 

Award Staff) 
(Rs.) 

Graduatio
n Pay / 

PQP 
(Rs.) 

Fixed 
Personal 

Pay 
(Rs.) 

CCA reckoned 
for PF Award 

Staff only 
(Rs.) 

Officiating 
Allowance  
 

(Rs.) 

Actual 
Salary 
Drawn @ 

      

Payable for 
the last 
month @@ 

      

TOTAL       

@ As per last salary slip  ; @@ Basic pay, etc payable on full month basis (notional)  

III.       C E R T I F I C A T E 
We certify that, 
 
(1) The employee has opted for Pension 
(2) No disciplinary action was pending / initiated / contemplated against the 

employee at the time of Retirement / Death 
(3) The information given in the sheet is verified and found correct. 

 
Branch Recommendation endorsed  Verified & Recommended _____________  

       Chief Manager / Manager  

Zonal Manager      Name _______________________________  

______________________Zone   ________________________________Branch  

PF  No.____________________   PF No._______________________ 

Date :        Date : 

      Branch Seal : 

 

REF.NO.  F - 
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Ref No – F_________ 
ANNEXURE F-4  

 
Declaration regarding non-marriage / re-marriage 

To be submitted by surviving spouse at the time of 
Initial disbursement and thereafter once in six month 

As of May and November 
---------------------------------------------------------------------   

 
The Assistant General Manager / 
The Chief Manager / Manager 
 
_____________________________ Branch  
 
 

My Pension Account 
 
 I am / will be drawing Family Pension through your Branch.  As required under 
the Bank of India (Employees’) Pension Regulations, 1995 I hereby declare that till date 
I am, after the death of my spouse, not re-married.  Further, in case I get remarried at 
any future date, I undertake to advise you / the Pension disbursing Branch 
immediately. 
 
 

                ______________________________  
                         Signature / Thumb 

Impression 
Place : 

______________________________ 
Name of the Pensioner 

Date : 
 

 
Certificate from Branch Officer 

 
 
 I hereby certify that to the best of my knowledge and belief the above 
declaration made by ____________________________________ signed in my presence is 
correct. 
 
 
 

__________________________   
(Signature of Bank Officer with 

P.F. No---------------.) 
 
 
Place :      Name: _______________________________________ 
 
Date :      Designation : _______________________________  
 
 
[ Note : This certificate is to be retained at the Branch and the Branch to inform the 
Head Office, Terminal Benefits Department to STOP the Pension, if the Family 
pensioner  declares that he/she has got married, which renders him/her ineligible to 
draw family pension ] 
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Ref No – F_________ 
ANNEXURE F-5 

 
Certificate of Non-marriage to be submitted 

by unmarried Daughter / Son  at the time of 
Initial disbursement and thereafter once in six month 

As of May and November 
 

 
 
The Assistant General Manager / 
The Chief Manager  
 
_____________________________ Branch  
 
 
 I hereby declare that I am not married. 
 
 I undertake to immediately advise the pension disbursing Branch in case I get 
married at any future date. 
 
 
 

_______________________________    
Signature / Thumb Impression 

 
Place : 
 
        
 ____________________________ 
Date :          Name of the Pensioner 
 

 
The Assistant General Manager / 
The Chief Manager  
 
__________________________ Branch  
 
 
 I hereby certify that to the best of my knowledge and belief the above 
declaration made by ___________________________________ signed in my presence is 
correct. 
 
 

 
___________________________   

(Signature of Bank Officer with 
P.F No.------------------.) 

 
 

Place :      Name : _____________________________________ 
 
Date :      Designation : _______________________________  
 
 
[ Note : This certificate is to be retained at the Branch and the Branch to inform the 
Head Office, Terminal Benefits Department to STOP the Pension, if the Family 
pensioner  i.e the Son / daughter declares that he/she has got married, which renders 
him/her ineligible to draw family pension ] 
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Ref No – F_________ 
ANNEXURE F-6 

 
 

Non-employment / Re-employment Certificate 
 

 
 
 I, Shri / Smt. _________________________________________ (Pension Ref. 
No._______________ / Ex-gratia No.___________________) hereby declare that I am not 
employed / re-employed under Government / Public Sector Undertakings / 
Autonomous Body.  I further declare that I am not employed / re-employed or 
absorbed in a Central / State Government / Corporation Undertakings or in an 
Autonomous Body.  In the event of my employment / re-employment I shall intimate 
the Bank as required in Pension Regulation No.40 (1) (b) / 50. 

 
 
Signature  

Date     : 
Name     : 
Pension Reference   :  
Address    : 
 

______________________________________________________________________________ 

 
Certificate from Branch Officer 

 
 
 I hereby certify that to the best of my knowledge and belief the above 
declaration made by ____________________________________ signed in my presence is 
correct. 
 
 
 

__________________________   
(Signature of Bank Officer with 

P.F. No---------------.) 
 

 
Place :      Name: _______________________________________ 
 
Date :      Designation : _______________________________  
 
 
[ Note : This certificate is to be retained at the Branch ] 
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Terminal Benefits Division issues BANK’S PENSION BOOK to the retired employees 
and the same is sent to the Pension Paying Branch and not at his / her residential 
address. Pensioners are expected to collect the same from the branch from where 
he / she is drawing pension. In case the same is not received within 1 month from 
the date of retirement, branch may send an e-mail to the Terminal Benefits 
Division.  
 
The book contains all the information about the pensioner such as Full Basic 
Pension, commutation amount, family pension etc. All the pensioners are, 
therefore, advised to ensure that Page 4 of the pension book is completed by 
affixing Joint Photograph with spouse (and not two separate photographs) and get 
the same authenticated by the Branch from where the pension is being drawn. 

 

 
 

Grievance redressal for retirees 
AGM, TBD is designated officer. 
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Ref No S ____________                                                                         ANNEXURE S- 1 

 

 

 

 
 

 

 

PENSIONER’S PROFILE (Please submit in duplicate) 

(PLEASE FILL UP IN BLOCK CAPITALS)                     ORIGINAL 

 

I. (1) Full Name __________________________________________________________________________ 
                        (FIRST NAME)              (MIDDLE NAME)                   (SURNAME)     

 (2) Sex. Male/Female ______________________________________________________________ 

 (3) Identification Mark (if any)  

______________________________________________________________ 

 (4) Date of Birth   -   -      PAN NO.             

 (5)  Date of Joining Bank service ______________________________________________________________ 

 (6) Date of Ceasing to be in service  ______________________________________________________________ 
 (7) Mode of cessation from service Superannuation /VRS/Compulsory/any other_________________  

 (8) Category at Retirement Officer (Scale Grade)___________ / Clerk / Sub-ordinate Staff 

 (9) Provident Fund Account No.        

 (10) Permanent Address  

 

 

E-mail address:- 
 

_____________________________ 

 

 

 

                                         City  

State ___________________________   PIN Code  

  Tel No.             M O B I L E           

 (11) Branch / Office of last posting  ___________________Branch ________________________ Zone 

 (12) Branch from where pension 

payment is desired 

__________________________________________________ Branch 

__________________________________________________ Zone 

 (13) Savings Bank A/C No.(15 Digit)                

  (The Pension account can be opened jointly with the Spouse with instructions of Former or Survivor )  

 (14) Have you obtained Commercial 

Employment 

Yes/ No. If “Yes” please state date of Permission by the 

Competent Authority  
_____________________________________________________________ 

 (15) If “No” do you intend to take up 

Commercial Employment? 

Yes/ No. If “Yes” please give reference of your application for 

Permission from the Competent Authority  

_____________________________________________________________ 

 (16)   If was on Sabbatical leave for _____________ years  from ___________  to ___________  

 
II. 

 
PERSONAL DATA OF THE SPOUSE :- 

 (1) Full Name ______________________________________________________________________________________ 

                              (FIRST NAME)                   (MIDDLE NAME)                    (SURNAME) 

 (2) Relationship with the Pensioner Wife / Husband 

 (2) Date of Birth   -   -     Pan No.           

 (3) Identification Mark (If any visible) ______________________________________________________________ 

 (4) Permanent Address ______________________________________________________________ 
______________________________________________________________ 

______________________________________________________________ 

III.  PARTICULARS OF FAMILY MEMBERS OTHER THAN SPOUSE (Family as defined under Regulation No.2 (o) of 

Bank of India (Employees’) Pension Regulations, 1995 

Name Relationship Date of Birth 

(1)____________________________________ _____________________________ ______________________________________ 
(2)____________________________________ _____________________________ ______________________________________ 

(3)____________________________________ _____________________________ ______________________________________ 

I declare that the above information is true and correct.  Should you however require any documentary 

evidence, I shall produce the same on demand. 

 
 

Date:           Signature 

Note : Please enclose 2 passport sized Self and 2 joint photographs of the pensioner with the spouse. 

 

 

 

 
Pensioner’s  

Joint Photograph 
with Wife  
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Ref No S ____________                                                                         ANNEXURE S- 1 

 

 

 

 
 

 

 

PENSIONER’S PROFILE (Please submit in duplicate) 

(PLEASE FILL UP IN BLOCK CAPITALS)                DUPLICATE 

 

I. (1) Full Name __________________________________________________________________________ 
                        (FIRST NAME)              (MIDDLE NAME)                   (SURNAME)     

 (2) Sex. Male/Female ______________________________________________________________ 

 (3) Identification Mark (if any)  

______________________________________________________________ 

 (4) Date of Birth   -   -      PAN NO.             

 (5)  Date of Joining Bank service ______________________________________________________________ 

 (6) Date of Ceasing to be in service  ______________________________________________________________ 
 (7) Mode of cessation from service Superannuation /VRS/Compulsory/any other_________________  

 (8) Category at Retirement Officer (Scale Grade)___________ / Clerk / Sub-ordinate Staff 

 (9) Provident Fund Account No.        

 (10) Permanent Address  

 

 

E-mail address:- 
 

_____________________________ 

 

 

 

                                         City  

State ___________________________   PIN Code  

  Tel No.             M O B I L E           

 (11) Branch / Office of last posting  ___________________Branch ________________________ Zone 

 (12) Branch from where pension 

payment is desired 

__________________________________________________ Branch 

__________________________________________________ Zone 

 (13) Savings Bank A/C No.(15 Digit)                

  (The Pension account can be opened jointly with the Spouse with instructions of Former or Survivor )  

 (14) Have you obtained Commercial 

Employment 

Yes/ No. If “Yes” please state date of Permission by the 

Competent Authority  
_____________________________________________________________ 

 (15) If “No” do you intend to take up 

Commercial Employment? 

Yes/ No. If “Yes” please give reference of your application for 

Permission from the Competent Authority  

_____________________________________________________________ 

 (16)   If was on Sabbatical leave for _____________ years  from ___________  to ___________  

 
II. 

 
PERSONAL DATA OF THE SPOUSE :- 

 (1) Full Name ______________________________________________________________________________________ 

                              (FIRST NAME)                   (MIDDLE NAME)                    (SURNAME) 

 (2) Relationship with the Pensioner Wife / Husband 

 (2) Date of Birth   -   -     Pan No.           

 (3) Identification Mark (If any visible) ______________________________________________________________ 

 (4) Permanent Address ______________________________________________________________ 
______________________________________________________________ 

______________________________________________________________ 

III.  PARTICULARS OF FAMILY MEMBERS OTHER THAN SPOUSE (Family as defined under Regulation No.2 (o) of 

Bank of India (Employees’) Pension Regulations, 1995 

Name Relationship Date of Birth 

(1)____________________________________ _____________________________ ______________________________________ 
(2)____________________________________ _____________________________ ______________________________________ 

(3)____________________________________ _____________________________ ______________________________________ 

I declare that the above information is true and correct.  Should you however require any documentary 

evidence, I shall produce the same on demand. 

 
 

Date:           Signature 

Note : Please enclose 2 passport sized Self and 2 joint photographs of the pensioner with the spouse. 

 

 

 

 
Pensioner’s  

Joint  Photograph  
with Wife  
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Ref No S ____________ 
ANNEXURE S-2 

(TO BE FILLED BY THE BRANCH / OFFICE) 
 

 
TO BE SENT TO TERMINAL BENEFITS DIVISION, HR DEPT. HEAD OFFICE  

THROUGH YOUR ZONAL OFFICE  

(Please use for all categories of Pensions EXCEPT Family Pension) 

I. SERVICE PARTICULARS OF THE EMPLOYEE (PENSIONER) 
(A)   Full Name _____________________________________________________ 
(B) Category: Officer / Clerk / Spl.Asst. /Substaff (Full Time / Part Time) 
(C) Date Of Birth ______________________   
(D) Date Of Joining ________________ (As________________) If Part Time, Date Of Joining As 

Part Time ___________ Scale wages 1/3, 1/2, 3/4, etc./ converted to full time 
___________ 

(E) Educational Qualifications ______________________________ 

(F) Date Of Promotion ______________________ 
(G) Mode Of Retirement: Superannuation / Voluntary Retired under VRS 2000, Scheme 
(H) Date Of Retirement: (Last Day Of Employment):______________ 
(I) Total Service In The Bank:_______Years _________Months _______ days 

Less Non- Qualifying Service: _______Years _________Months  ( Unauthorised leave, if any) 

Less Sabbatical Leave, if any : _______Years _________Months 

 Service Qualifying For Pension:_______Years _________Months ____ days 
       

II. LAST 10 MONTHS EMOLUMENTS DRAWN 

   ALLOWANCES DRAWN   

Month 
/ Year 

Pay 
cut 
by 

NPNA 

Basic Pay 
(Including 
Stagnation 
Increments) 

(Rs.) 

Special Pay 
(Only For 

Award 
Staff) 
(Rs.) 

Graduation 
Pay / PQP 

 
 

(Rs.) 

Fixed 
Personal 

Pay 
 

(Rs.) 

CCA 
reckoned for 

PF Award 
Staff only 

(Rs.) 

Officiati
ng 

Allowan
ce  

(Rs.) 

        

        

        

        

        

        

        

        

        

        

TOTAL        

III.           C E R T I F I C A T E 
(Strike off what is not applicable) 

(1) As per our records, the employee has sought / has not sought Bank’s permission to 
take up commercial employment. 

(2) As per our records no disciplinary action is contemplated / pending / initiated against 
this employee. 

(3) We certify that the employee has exercised a valid option in favour of Pension and is 
eligible to draw Pension under the Bank of India (Employees’) Pension Regulations, 
1995. 

VERIFIED AND RECOMMENDED  BRANCH RECOMMENDATIONS ENDORSED  
 
SIGNATURE :_________________________  SIGNATURE :_________________________ 
(CODE No.)___________________________  (CODE No.)___________________________ 
AGM / CHIEF MANAGER     C.M./A.G.M. /D.G.M. / Z.M.  
BRANCH :____________________________  ____________________________ZONE 
Date :               Date :  
 

 

REF NO. 
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Ref No S ____________ 
 

ANNEXURE  S-3 
 

APPLICATION FOR COMMUTATION OF PENSION 
 
The Assistant General Manager,             Date :_________ 
BANK OF INDIA  
HEAD OFFICE: 
Terminal Benefits Division, HR Department 
Star House, 3rd floor, (West) wing,  
C-5, “G” Block, Bandra-Kurla Complex,  
P.B. No.8135, Bandra (East), Mumbai – 400 051. 
 
Dear Sir, 
  Bank of India (Employees’) Pension  Regulations, 1995 
  Commutation of Pension & Nomination for commutation/pension 
   -----------------------------------------------------  

1. Please refer to my option letter dated ___________________ exercising option for 
Bank of India (Employees’) Pension Regulations, 1995  

 
2. I hereby apply for commutation of my pension to the maximum permissible 

under Pension Regulations, 1995. 
 

3. I hereby nominate the person / persons mentioned below who is / are 
members of my family, and confer on him / them the right to receive, to the 
extent specified below, any amount of pension / commuted value of pension in 
the event of my death without receiving the pension/commuted value of 
pension which having become admissible may remain unpaid upon my death. 

 

Name & address of 
nominee/ s 

Relationship 
with the 
pensioner 

Age (date of birth 
in case of minor) 

Amount of the share of 
pension / commuted value 
of pension payable to each 

    
 

    
 

Dated this ____________________day of _____________20______ 
 

Place : 
      Signature ____________________________ 
 
      Full Name __________________________ 
        
      Address ____________________________ 
         

           ______________________________  
  
        PF A/c.No.______________________ 
Note : 

(i) The share of the pension / commuted value of pension should cover the whole amount. 
(ii) In case the nominee is minor, his / her share should be payable to the legal Guardian 

appointed by the Competent Court. 

 
Name of witness       Signature of Witness 
 
(1)  __________________________________    _________________________ 
 
(2) ___________________________________    _________________________  
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LIST OF CENTRAL HOLIDAY HOMES (UPDATED AS ON 18.11.2017) 
 

SR. 
NO.  

NAME OF THE 
HOLIDAY HOME  

ADDRESS  ALLOTING AUTHORITY  NO. OF ROOMS 
AVAILABLE  

1  AGRA  Hotel Ashish Palace,  
Tourist Complex Area, 
Fatehabad Road, Agra – 
282001  
Tel : 0562-2230032/ 
2330403 Fax: 2330404  

Z.O. Agra Zone  
L.I.C. Building, 1st floor, 
Sanjay Palace, Agra – 
282002  
Tel: 0562-2527014, 
2521324  

3 A.C rooms with  
double bed  
Extra bed for 
Rs.125/-  

2  ALIBAG  Hotel Sahyadri,  
Near Sarkhel Kanhoji Angre 
Nagar, Veshvi, Alibag, 
Raigad 402 209  
Tel: 02141-26404-06  
Fax: 02141-26415  

Z.O. Mumbai South  
Zone (H.R.D.)  
70/80 M.G.Road, Fort 
Mumbai  
Tel: 22703543/44/ 
22674857, 22623656 
Extn.2531,2612, Fax No. 
22612912  

4 A.C rooms with 
double bed  
2 Adults + 2 children 
upto 12 years of age 
are allowed per 
room.  
For extra person 
Rs.100/- per day.  

3  AMRITSAR  Hotel Lawrence  
6, Lawrence Road, Amritsar 
143001.  
Phone:0183-2400105/6/7  
Fax: 0183-2401982  

Z.O. Amritsar Zone  
Hall Bazar, Amritsar 
143001.  
Tel: 0183-5099336/ 
5099344  

3 double bedded AC 
Room.  

4  BENGALURU  Shree Adiga Residency,  
Situated at No.32, 1st Main 
Road,  
Gandinagar, Bangalore – 
560 009.  
Ph. (080)-40434043  
E-mail :  

Z.O. Karnataka Zone  
11, K.G. Road,  
Bangalore –560009  
Tel: 080-
22959410,22959401  

5 A.C Business 
Executive rooms , 2 
Adults + 2 children 
(below 10 years) per 
room  
Rs.100/- for extra 
bed.  
Complimentary 
Breakfast  

5  NEW DELHI  Hotel Crest Inn  
4/27, W.E.A. Saraswati 
Marg, Karol Bagh,  
New Delhi – 110005  
Ph.: 011- 25760224-25-26  
Fax.011-45063633  

Z.O. New Delhi  
Jeevan Bharati Bldg.  
124, Connaught Circus, 
New Delhi  
Tel:011-28844093  
23319231  

6 A.C Deluxe 
Double rooms.  
25% discount on 
room services & 
restaurant food.  
Rs.150/- for extra-
bed.  

6  GOA (Goa Zone)  Hotel Orion  
Nova Cidada Complex, Alto 
Porvorim,  
Panaji – 403521.  
Tel: 0832-2416091  
Fax – 0832-2412700  

Z.O. Goa Zone  
Dempo House, P.B.291, 
Campal,  
Goa 403001  
Tel:0832-2404428/30/31  

5 A.C rooms, 2 
Adults plus 2 
children upto 12 
years allowed in one 
room charge. 
Complimentary bed 
tea/Breakfast for 4 
persons  

7  JAIPUR  Hotel JAG Niwas  
D-190/B, Jagdish Marg, 
Banipark, Jaipur - 302016  
Tel. 0141-4011004/2202233  
Mob. 9950220069  

Z.O. Jaipur Zone Star 
House, Jawahar Nagar, 
B-4, Sector 2. Jaipur, 
Rajasthan – 302004.  
Tel.No.0141-2656234  
Fax No. 0141–2656223/4  

3 A/C double bed 
rooms with 
complimentary 
break-fast. Extra 
single bed without 
any charges.  
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SR. 
NO.  

NAME OF THE 
HOLIDAY HOME  

ADDRESS  ALLOTING AUTHORITY  NO. OF ROOMS 
AVAILABLE  

8  KODAIKANAL  M/s C.V.N. Cottages,  
17/398 Fern hill Road, Opp. 
Hotel Tamil Nadu, Next to 
Velliappan Theatre,  
Kodaikanal – 624 101  
Tel: 04542- 
241497/8/243512  

Z.O. Coimbatore Zone  
324 Oppanakara Street,  
Coimbatore 641001  
Tel: 0422-2392813/ 
2397221  

5 cottages / 5 rooms  
2 Adults with 2 
children or 3 Adults 
allowed in a room.  

9  MOUNT ABU  Hotel Sudhir, Near Old Bus 
Stand, Rajendra Marg, 
Mount Abu,  
Rajasthan – 307 501.  
Tel: 02974 235311  
Fax:02974 235120  

Z.O. Jaipur Zone Star 
House, Jawahar Nagar, 
B-4, Sector 2. Jaipur, 
Rajasthan – 302004.  
Tel.No.0141-2656234  
Fax No. 0141 – 
2656223/4  

3 Non-AC rooms.  
(2 adults and two 
children below 12 
years will be allowed 
in one room)  

10  MANALI  Manali Co-op. Housing 
Society Ltd. Chichoga Estate  
Village – Chichoga, Manali -
175131 (HP)  
Tel: 01902 252417/253271  

Z.O. Chandigarh Zone  
SCO 181-182,  
Sector 17C  
Chandigarh 160017  
Tel: 0172-2671506/7/8/9  

16 rooms  
2 Adults plus 2 
children upto 12 
years allowed in a 
room.  

11  MUNNAR  Hotel Ayur County Resorts 
Ltd., Chinnakanal, Munnar 
685 618  
Tel: 04868- 249318 – 20  
Fax: 04868- 249218  

Z.O., Kerala Zone  
Kaloor Towers, Kaloor, 
Cochin, PIN 682017  
Tel: 0484-2349442/ 
2349557  
Fax:0484-2349720  

2 bed rooms  
25% discount on 
food & beverages.  

12  OOTY  Mahalaxmi Inn,  
Near ATC Theatre,  
Bombay Castle  
Ootacamund 643 001  
Nilgiris – Tamil Nadu  

Manager, Coonoor Br.,  
P.B. No.27, Mount Road,  
Coonoor-643102, 
Nilgiris-Tamil Nadu  
Tel: 0423-2231971/0472  
Fax:0423-2231971  

16 rooms  
2 Adults per room 
allowed  

13  UDAIPUR  Hotel Meera  
6, Meera Marg, Udaipur, 
Rajasthan 313001  
Tel: 0294 –
2527554/2524857  
Fax - 2561756  

Z.O. Jaipur Zone Star 
House, Jawahar Nagar, 
B-4, Sector 2. Jaipur, 
Rajasthan – 302004.  
Tel.No.0141-2656234  
Fax No. 0141 2656223/4  

3 AC rooms  
2 Adults 2 Children 
below 12 years or 
total 3 adults.  

14  KOLKATA  Hotel Neeranand Regency,  
1, Ashu Biswas Road, 
Chakraberia (S), Near Bank 
of Baroda ATM, Kolkata – 
700 020.  
Tele. 033 2485 0622/23 / 
9831633473  

Z.O. Kolkata Zone  
Personnel Deptt  
5 B.T.M. Sarani, Kolkata  
Tele -033-22310292  
Fax -033 -22104375  

3 AC deluxe Rooms  

15  CHENNAI  Hotel Royal Regency,  
26/27, Poonamalee High 
Road Periamet, Chennai 
600 003  
Tel: 044-25611777  
Opp.to Egmore Railway 
Station  

Z.O. Chennai Zone,  
Old No.17, New No.30, 
Errabalu Street  
Chennai – 600001  
Tel: 044-66777502/ 
66777555  

5 AC rooms with 
double bed  
2 Adults plus 2 
children below 11 
years allowed in a 
room. With 
complimentary 
break-fast.  
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SR. 
NO.  

NAME OF THE 
HOLIDAY HOME  

ADDRESS  ALLOTING AUTHORITY  NO. OF ROOMS 
AVAILABLE  

16  PURI  Shakuntala Palace,  
Gopal Ballav Road,  
Sea-Beach, Puri - 1  
Tel: 06752-233378/9  
Fax : 06752-224924  

Z.O. Bhubaneshwar 
Zone, 1/1D, Jayadev 
Vihar, Nayapalli, 
Bhubaneshwar.  
Tel: 0674-2559243/ 
2559257  
Fax: 0674-2559247  

6 A.C rooms  
20% discount on 
food.  
2 children below 12 
years are permitted 
without extra 
charge.  

17  TIRUPATI  Hotel Kesava Residency  
18-3-60/1C, Tirumala 
Byepass Road, Near Alipiri 
Police Station  
TIRUPATI -517501.  
Tel. 0877-2233458/658  

Sr. Manager (HRD)  
Zonal Office,  
Hyderabad Zone.  
Tel. 040-23317302  
Fax. 040-23315173  

4 AC rooms with 
double bed, 2 Adults 
plus 2 children 
below 12 yrs. per 
room allowed. 
Complimentary 
tea/coffee. Extra bed 
at Rs. 150/- per day.  

18  MYSORE  Shree Guru Residency  
2249,2249/I, New No.10, 
10/I, Jhansi Laxmi Bai Cross 
Road, Devraj Mohalla, 
Mysore, Pin-570 001  
Tel : 91-821-
2424600/666/300/4400  

The Branch Manager,  
Mysore Branch.  
Karnataka Zone.  
Tele-0821-2430147  
Fax. 0821-2443913  

6 AC rooms  
With complementry 
breakfast.  
For extra person 
charges Rs.300/- 
per day.  

19  PUNE  Hotel Ashray  
Near Laxminarayan Theatre, 
Parvati Road,  
Near Swargate ST Stand,  
PUNE 411009.  
Tel. 020-24425468/69  

Z.O. Pune Zone.  
1162/6, Shivaji Nagar, 
University Road, Near 
observatory, Pune 
411005  
Tel: 020-25535421/25535433  
Fax-020-25511200  

3 double bedded AC 
rooms.  
Complimentary 
breakfast for 2 
persons.  
Extra bed Rs. 300/-  

20  DARJEELING  
(Agreement expired 
on 30.06.2017)  

Norlha Home Stay  
35/4, Hill Cart Road, Krishna 
Villa, West Point, Darjeeling 
– 734 101.  

Z.O. Siliguri  
Tel:0353-2641098 / 
2641718  
Fax:0353-2642985  

4 (double bed) 
Rooms – (extra bed 
charges) 
Complimentary 
morning tea  

21  SHIRDI  The Pilgrim’s Inn, Shirdi,  
MTDC Ltd., Shirdi,  
Tal. Rahata,  
Dist. Ahmednagar,  
Maharashtra Pin 423109  
Tel (02423)-255194 to 97  
Fax. (02423)-256103  

Z.O. Mumbai North 
Zone. 2nd floor,  
BOI Building; S.V. Road, 
Opp. Natraj Market; 
Malad (W)  
Mumbai 400064  
Tele. No.(022)  
28827771/5771  
Fax (022)-28825578  

3 Non-AC rooms –  
2 three bedded;  
1 four bedded.  

22  MAHABALESHWAR  Hotel Madhuban  
Lake Road, Mahabaleshwar 
412806  
02168-260213/261731  

Z.O. Pune Zone.  
1162/6, Shivaji Nagar, 
University Road, Near 
observatory, Pune 
411005.  
Tel: 020-25535421/5433, 
Fax -020- 511200  

2 Double bedded 
rooms.  
Complimentary 
Breakfast/tea for 2 
persons.  
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SR. 
NO.  

NAME OF THE 
HOLIDAY HOME  

ADDRESS  ALLOTING AUTHORITY  NO. OF ROOMS 
AVAILABLE  

23  HYDERABAD  Hotel Tourist Palace,  
5-1-718/2, Kushal Chamber, 
Bank Street, Kothi, 
Hyderabad – 500095.  
Tel. No.040-66668686/9494  

Zonal Office, Telangana 
Zone, PTI Building, II 
Floor, 10-1-1199 /2, A.C. 
Guards, Hyderabad, 
Telangana. 500 004.  
Tel: 040-23315263  

4 AC rooms with 
double bed  
2 Adults and 2 
children upto 12 
years of age 
allowed. 
Complimentary 
breakfast for 4 
persons. Extra Bed 
Rs. 250/-  

24  DWARKA  Hotel Dewang  
Opp. Circuit House, 
Hospital Road,  
Dwarka – 361335  
Tel. 02892-234071/236180  
Mob.09824402132  

Z.O. Ahmedabad Zone.  
Tel : 079-25353118 / 253 
51461  
Fax- 079-25350452  

2 Non-AC Rooms  
2 Adults plus 2 
children below 12 
years permitted in a 
room.  

25  BHUBANESHWAR  Hotel Residency 24 X 7  
13/W, Ashok Nagar,  
Bhubaneshwar –751009.  
Tel.0674-2536044,2533703  

Sr. Manager (HR)  
Zonal Office, 
Bhubaneshwar  
Tel. 0674-2559257 , 
Fax.0674-2559247  

4 double bedded AC 
rooms.  

26  DALHOUSIE  Hotel Super Star  
Subhash Chowk,  
Dalhousie (H.P.)– 176304  
Tel : 01899-242181  
Fax – 01899 - 240747  
Mobile : 9418380291  

The Sr. Manager (HR)  
Ludhiana Zone  
Personnel Deptt.  
R-579 Model Town, 
Ludhiana  
Tel: 0161-2408163  
Fax-0161-2410648  

2 double bedded 
rooms  
2 Adults with 2 
Children below the 
age of 12 years.  
Extra bed charges 
Rs.100/- per bed  

27  KATRA  Hotel Bhawani’z Paradise 
(Ginger) Also known as 
B.V.P.K. Hotels Pvt. Ltd  
Jammu Road, Katra 
(Vaishnodevi),  
J&K - 182 301  
Tel : 01991-234000/234601  
Fax : 01991-234600  

The Sr. Manager (HR)  
Amritsar Zone  
H.R. Department  
Tel 0183-5099336  
Fax – 0183-2210456  

5 deluxe rooms  
25% discount on 
food.  

28  PANCHMARHI  Hotel Saket  
Patel Road Near SBI  
Panchmarhi  
M.P.– 461881  
Tel. 07578-2521165/252317  
Mobile:9425310465  

The Sr. Manager (HR)  
Bhopal Zone  
Arera Hills, Bhopal  
Tel - 0755-4277564/ 
2571984  
Fax – 0755 -2553779  

Two Double Bedded 
AC Rooms  

29  GOA (MSZ)  Hotel Orion  
Nova Cidada Complex, Alto 
Porvorim,  
Panaji – 403521.  
Tel: 0832-2416091  
Fax – 0832-2412700  

The Sr. Manager (HR)  
Mumbai South Zone  
H.R. Department,  
70/80 M.G.Road, Fort, 
Mumbai  
Tel: 
22703543/44/2674857/2
623656  
Extn.2531,2612, Fax No. 
22617903  

4 AC rooms  
Complementary 
Morning tea & 
breakfast for 4 
persons. 2 Adu;t 
with 2 children upto 
6 years of age. Extra 
person will be 
charged Rs. 500/-.  
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NAME OF THE 
HOLIDAY HOME  

ADDRESS  ALLOTING AUTHORITY  NO. OF ROOMS 
AVAILABLE  

30  DIGHA  Hotel Kanchan International  
Mini Holiday Home , Plot 
No.62,  
New Digha Township, Dist. 
Purbha Midnapore (W.B.)  
Tel. : 03220-266461/462  
9732938727  

The Sr. Manager (HR)  
Kolkata Zone  
Personnel Deptt, 5 
B.T.M. Sarani, Kolkata  
Tel.033-22310292  
Fax.033.22104375  

2 AC rooms  

31  GANGTOK  
(Kolkatta)  

Hotel Marigold  
31-A, National Highway,  
Gangtok 737101.  
Tel.03592-201254/55  

The Sr. Manager (HR)  
Kolkata Zone  
Personnel Deptt, 5 
B.T.M. Sarani, Kolkata  
Tel. 033-22310292, 
Fax.033-22104375  

3 double bedded 
Rooms  

32  GANGTOK 
(PATNA)  

Hotel Marigold  
31-A, National Highway,  
Gangtok 737101.  
Tel.03592-201254/55  

The Sr. Manager (HR)  
Patna Zone  
H.R. Department  
Tel. : 0612 2506510, Fax 
– 0612 -2223178  

Three Rooms  

33  DAMAN  Hotel Princess Park  
Devka Beach, Nani Daman 
396210  
Tel No. 0260 – 2254323/ 2250900  
Fax No. 0260 – 2250800  

Sr. Manager (HR)  
Z.O. Ahmedabad  
Tel. 079-25351461  
Fax. 079-25350451  

Three rooms  

34  NATHDWARA  Hotel Maharaja Inn, 
Rampura, Nathdwara 
(Rajasthan) - 313 301  
Tel. No.02953-230221/133  
Mob. 9799081161 / 9772065540  

Sr. Manager (HR)  
Z.O. Ahmedabad  
Tel. 079-25351461  
Fax. 079-25350451  

2 Rooms (One AC 
and one Non-AC) 2 
adults + 2 children 
are allowed to stay 
in a room.  

35  DARJEELING 
(PATNA)  

Hotel Hill Grand Himalaya  
Bokshi Jhora Hill,  
Bloom Field Dali, Below Hill 
Cart, Darjeeling 734101.  

The Sr. Manager (HR)  
Patna Zone  
H.R. Department  
Tel. : 0612-2506510  
Fax - 0612 -2223178  

Two Rooms  

36  UJJAIN  Hotel Grand Tower  
1, Vikram Marg,  
Near Clock Tower, Freeganj,  
Ujjain - 456010.  
Tel. 0734-2553699/2553700  

The Sr. Manager (HR)  
Ujjain Zone  
H.R. Deptt. 18, Shanku 
Marg, Freeganj,  
Ujjain - 456001  
Tel. 0734-2513066/ 2510466  
Fax – 0734 - 2515793  

2 AC rooms  

37  MUSSORIE  Hotel Darpan  
Kulri, Mussorie  
Tel. 0135-2632483/2631183  

The Sr. Manager (HR)  
New Delhi Zone  
H.R. Department  
Tel:011-28844093  
Fax – 011 - 23317365  

Five rooms  

38  NAINITAL  Hotel Lake View  
Talital, Nainital – 263001  
Tel. 05942-236489/235632  

The Sr. Manager (HR)  
New Delhi Zone  
H.R. Department  
Tel:011-28844093  
Fax – 011 - 3317365  

Three rooms  
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39  NEW DELHI 
(RANCHI)  

Hotel Alfa Continental  
1335, Sangtrashana 
Paharganj, Opp. BOI 
Paharganj Branch  
New Delhi – 110055.  
Tel. 011-
23561306/07/23589935  
Mobile - 9811533522  

The Sr. Manager (HR)  
Ranchi Zone  
Pradhan Towers, Main 
Road, Ranchi- 834001  
Tel. : 0651-
2331150/1270,  
Fax: 0651-2330138  

Three AC Rooms  
2 Adults and 2 
Children below the 
age of 10 years. 
Extra bed Rs. 100/-.  

40  MATHERAN  Dell Bungalow  
Sharlot Lake Lane  
(Behind West End Hotel)  
Near Police Station  
Acharya Atre Marg,  
Matheran -410 102  

The Sr. Manager (HR)  
Mumbai South Zone  
H.R. Department  
70/80 M.G.Road, Fort, 
Mumbai  
Tel: 22703543/44/ 
22674857/2623656 
Extn.2531,2612  
Fax No. 
22617903/22625985  

7 rooms  

41  NAINITAL 
(LUCKNOW)  

Hardingley Cottage  
Above India Hotel  
Near Hydel Guest House,  
Nainital (Uttaranchal)  
Tel. 05942-237824  

The Sr. Manager (HR)  
Lucknow Zone  
Star House, Vibhuti 
Khand, Gomti Nagar  
Lucknow – 226010.  
Tel. : 0522-
2721492/2721503  
Fax : 0522-2721511  

3 rooms  

42  SAPUTARA  Bank of India Holiday Home  
Near Bus Stand, Saputara  
Dist. Dang - Gujarat  

Sr. Manager (HR)  
Zonal Office, 
Ahmedabad  
Tel. 079-25351461  
Fax : 079-25350451  

3 double bedded 
rooms.  

43  MOUNT ABU  Hotel Sudhir, Post Box 
No.50,  
Rajendra Marg, Mount Abu,  
Rajasthan – 307 501.  
Tel: 02974 235311  
Fax:02974 238259  

Sr. Manager (HR)  
Z.O. Ahmedabad  
Tel. 079-25351461 Fax. 
079-25350451  

4 Air cooled bed 
rooms –  
(2 adults and two 
children below 12 
years will be allowed 
in one room)  

44  KANYAKUMARI  Vivekanandpuram,  
Kanyakumari - 629702.  
Tel. 04652-246261,246250  
Fax. 04652-247177  

Sr. Manager (HR)  
Z.O.Coimbatore  
Tel. 0422-2392813  
Fax. 0422-2390806  

3 double bedded 
rooms.  

45  HARIDWAR  Hotel Ganges Rivera  
Delhi By Pass Road, Opp. 
Ganga River  
Haridwar (Uttarakhand)  
Tel. 01334-240940  
Fax. 01334-240942  
Mob. 9358189261/263  

Sr. Manager (HR)  
Ghaziabad Zone.  
Tel. 0120-2404137  
Fax. 0120-2403782  

5 Double bedded AC 
Rooms.  
Pick-up and drop 
services from Bus-
stand/Rly. Station.  

46  ACHARE (DIST. 
SINDHUDURG)  

Zing n Swing Resort  
At-Post Achare, Off Mumbai 
Goa Highway, Dist. 
Sindhudurg  
Tel. 02365-246248  

Sr. Manager (HR)  
Ratnagiri Zone  
Tel. 02352-221755  
Fax. 02352-226145  

2 AC Cottages for 3 
persons. One way pickup 
or drop facility from 
Kankavali Station. 
Complementary morning 
tea/coffee.  
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47  GURUVAYUR  Nandini Tourist Home Pvt.L  
P.O. Box No.6, East Nada,  
Guruvayur, Thrissur Dt.  
Kerala – 680 101  
Ph. 487-2552455/54/53  

Sr. Manager (HR)  
Kerala Zone.  
Tel.0484-2349557  
Fax.0484-2349720  

2 AC Suits.  

48  PORT BLAIR  Mrs. Khurshid Begum 
(located in Port Blair Branch 
premises), Ward No. 6, 
Church Lane, Phoenix Bay, 
Near Carmel School, 
Andman & Nicobar.  
Port Blair 744102.  
Tel. – 03192 234400  
Mob. 094342 87262  

Z.O. Chennai Zone,  
Old No.17, New No.30  
Errabalu Street  
Chennai – 600001  
Tel: 044-66777502/4  
66777555  

Three A/c double 
bedded rooms and 
one common 
kitchen.  

49  PUDUCHERRY  Hotel Nadaradjane Inn  
178 Lal Bahadur Sastri 
Street, Puducherry 605001.  
Tel. 0413-2228183  
Mob. 09443294472  

Z.O. Chennai Zone,  
Old No.17, New No.30  
Errabalu Street  
Chennai – 600001  
Tel: 044-
66777502/66777555  

2 Double A/c rooms.  
Complimentary 
breakfast.  
Extra Bed : Rs. 
300/-  

50  TRIVANDRUM  Hotel Horizon  
Thiruvananthapuram 
695014.  
Tel. 0471-4055555,2326888  
Fax. 0471-2324444  

Z.O., Kerala Zone  
Kaloor Towers, Kaloor, 
Cochin, PIN 682017  
Tel: 0484-2349442/ 
2349557  
Fax:0484-2349720  

2 Double bedded 
AC rooms. (Rs. 4.  
400/- for extra bed).  

51  BODH GAYA  Hotel Shashi International  
Near Bhutan Temple, 
Mastipur,  
Bodhgaya 824231  
Tel. 0631-2200459  
Mob. 94302 01308  
Email : 
info@hotelshashi.com  

The Sr. Manager (HR)  
Patna Zone  
H.R. Department  
Tel. : 0612-2506510  
Fax - 0612 -2223178  

2 double bedded AC 
Rooms  
Complimentary 
Tea/Breakfast  
Food at 
concessional rate.  

52  GANPATIPULE  
(Ratnagiri)  

Bank of India Staff Co-
operative Credit Society Ltd. 
Near Mahalaxmi Hall, At & 
Post Ganpatipule, Dist. 
Ratnagiri.  
Phone No.: 02537-235448.  

Sr. Manager (HR)  
Ratnagiri Zone  
Tel. 02352-221755  
Fax. 02352-226145  
[  

2 AC Rooms.  

53  LONAVALA  Dream Holidays  
Plot No.130, Shankar Nagar 
Road, Tungaarli,  
Lonavala 410401.  
Mob.9767756117  

The Sr. Manager (HR)  
Mumbai South Zone  
H.R. Department  
70/80 M.G.Road, Fort, 
Mumbai  
Tel: 22703543/44/ 
22674857/2623656  
Extn. 2531,2612  
Fax No. 22617903/ 
22625985  

3 AC Rooms.  
Complimentary 
morning tea.  
Extra Person 
Rs.300/-  
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54  KANHA  Mahua Hotel’s Pvt Ltd  
TF-2, Johnsons Tower,  
Narmada Road, Gorakhpur  
Jabalpur, M.P 482 001  
Phone No.: 0761-
4082727/4012727  

Chief Manager(HR)  
Khandwa Zone  
HR Department  
Tel No.:0761-
2248182/2248381  

3 AC rooms  

55.  RAMESHWARAM 
(Coimbatore)  

Geetha Delux, 
Rameshwaram, 33, New 
Street, Rameswaram – 623 
526  

Z.O. Coimbatore Zone  
324 Oppanakara Street,  
Coimbatore 641001  
Tel:0422-2392813 / 
2397221  

4 AC Rooms  

56  MAHABALESHWA
R  
(MSZ)  

Hotel Madhuban  
Lake Road, Mahabaleshwar 
412806 Dist. Satara, 
Maharashtra. 412 806.  
Tel. 02168-260213/261731  
95216860213/61731.  

Z.O. Mumbai South  
Zone (H.R.D.)  
70/80 M.G.Road,  
Fort Mumbai  
Tel: 22703543/44  
22674857, 22623656 
Extn.2531,2612  
Fax No. 22612912  

2 Double bedded 
rooms.  
Complimentary 
Breakfast/tea for 2 
persons.  

General Guidelines :  
1. Please contact respective Allotting Authority for further details / availability of rooms.  
2. Allotment on first-come-first basis and not more than 4 days at a time on day-to-day basis.  
3. Room rent Rs.100/- per day per room.  
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YOGA FOR GOOD HEALTH 
 
Yoga has a complete message for humanity, it has message for the human body, 
it has a message for the human mind ,and it has also a message for the human 
soul. 
 
BEFORE PRACTICING YOGA YOU SHOULD BE AWARE OF THIS - 
 

 The early morning is the best time to perform asanas. Yoga should be 
practiced in late morning by seniors as muscles need relaxation.  

 It is to be kept in mind that after lunch up to four hours no asanas or 
pranayama should be practiced.  

 Many a time, it is asked whether the asanas have to be performed in the 
solitude or in the open air?  Otherwise ,what should the people of the 
cities do? Clean air is definitely better and hygienic but while doing asanas 
we should avoid artificial air. The place chosen should be such that the 
disturbance is minimum.  

 Normally it is asked how long should one avoid the practice of asanas 
after being surgically operated for piles or alsars? For this purpose ,one is 
advised to consult his teacher.  

 Normally one should restart the practice of asanas after six months or so 
that the affected parts and muscles would be strong enough to bare the 
pressure. A man of normal health should practice asanas for 45 minutes 
daily and pranayama for 15-20 minutes daily. 
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 ASANAS 
 1. SITING SURYA NAMASKAR IN CHAIR 

 
 
2. SURYA NAMASKAR  
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IMPORTANCE OF SURYA NAMSKARA 
 
1. Strengthens the body 
 
2. Improves posture  
 
3. Improves muscle tone 
 
4. Improves functions of internal organs 
 
5. Helps cope with insomnia 
 
6. Helps relax our mind 
 
7. Improves flexibility 
 
8. Improves blood circulation  
 
9. Helps burn excess fat  
 
10. Helps build mental focus  
 
KAPALBHATI 
 
 

 
 

KAPALBHATI 
SHOULD BE 
DONE IN A 
LIMITED 
MANNER  

BY PEOPLE WHO ARE 
AFFECTED BY HYPER 

TENSION 

PEOPLE WHO ARE 
DIABETIC PATIENT 

PEOPLE WHO ARE 
SUFFERING FROM 

ALSARS/BILE 
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BENEFITS 
 
1. This is very useful in asthma, cold and constipation 
2. Liver and spleen are made strong and efficient through its practice 
3. This makes respiratory rhythm constant 
 
EYE EXERCISES 
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BENEFITS 
 
1. Strengthens nerves related to eyes  
2. Eyes ailments are cleared through this practice  
 
ABOUT TRATAKA 
 

 Trataka is a simple but powerful practice. (Central Fixation )  

 Trataka means 'to Gaze steadily at a fixed point' 

 Trataka is a process of Concentrating the Mind and curbing its oscillating 
tendencies 

 There are two forms of the practice. 

 External Trataka – Gazing  Steadily 

 Internal Trataka - Inner Visualization 
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Steps involved in Trataka:

 

 

1 
• Sit down in a Comfortable Position 

2 
• Place  Candle or a lamp at distance of one Meter 

3 
• Use a dark room  & Make  sure the Flame does not flicker 

4 
• Gaze at he flame as long as possible without Blinking /  Straining Eyes    

5 
• Stop when  the eyes begin to water or tire  3 / 5 Minutes 

6 

 

•  Practice Visualization with closed eyes  
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BREATHING EXERCISES  
 

 
 
BENEFITS  
. Helps improve lungs capacity and maintain the health of respiratory system 
 

Asanas: 
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UTTANPADASANA 
 

 
 
 
 
 
 
 

TECHNIQUE 
Take supine position with legs together, hands together by the side of the body palms 
resting on the ground raise both the legs together slowly up to 30 degree angle ,after 
few seconds raise to 45 degree angle ,after few seconds raise to 60 degree angle and 
maintain it therefore few second .while returning stop at 45 degree or 35 degree angle 
finally bring both the legs on the ground 
 

BENEFITS AND LIMITATIONS 
 

This asana is very beneficial for those suffering from diabetes, constipation, indigestion 
and nervous weakness. 
 
People suffering from lumber spondylitis and muscle pull should not practice it. 
 

ANULOM VILOM 
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Changing Mindsets, Improving Business Performance 
 

What My Family Should Know 
 

Ready Reference:          
 
Name:     Mobile / Phone (Self) :       

 
  Name Office 

address 
Residence 

address 
Mobile / 
Contact 
number 

A Family Doctor  
 
 

   

B Specialist 
Doctor (if any) 

 
 
 

   

C Tax Consultant  
 
 

   

D Insurance Agent  
 

 
 
 

  

E Stock Broker  
 

   
 
 

 
 
Documents Details: 

  Number Expiry date 
A Passport  

 
  

B Driving license 
 

  

C Credit Cards / ATM 
Cards 
 

  

D Club Membership 
Professional  
 
Others  
 

  

E Vehicle Details 
 

  

F Income Tax PAN No. 
 

  

G Aadhaar Card  
 

  

H Others 
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Changing Mindsets, Improving Business Performance 
 

Location of Important Documents 
Personal Will 
 

 

Spouse’s Will 
 

 

Insurance Policies 
 

 

Invest. Papers 
 

 

Property Records 
 

 

Birth Certificate 
 

 

Marriage Certificate 
 

 

Domicile Certificate 
 

 

Important Agreements 
 

 

Other Important Papers 
 

 

 
Insurance - LIC Policy Details 
Sr. 
No. 

Name/ 
Nominee 

Policy No./ 
Issuing Office 

Amt. 
Insured 

Issue Date/ 
Maturity Date 

Table & 
Term 

Premium Remarks 

1. Nominee-  Through Mr/Ms.  
 

 Date of last 
payment  
 
Date of 
Maturity 

   

2. Nominee-   Through Mr/Ms.  
 
 

 Date of last 
payment  
 
Date of 
Maturity 
 

   

3. Nominee-   Through Mr/Ms.  
 
 

 Date of last 
payment  
 
Date of 
Maturity 
 

   

 
Mediclaim Policy Details 

Sr. 
No. 

Name & Type 
of Policy 

Policy No./ Previous 
Policy No. 

Amt. 
Insured 

Issue Date/ 
Maturity Date 

Premium Remarks 

1. Floater 
Policy 
 

  
 

   

2.  
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Changing Mindsets, Improving Business Performance 
 

Vehicle Insurance Policy Details 
Sr. 
No. 

Name/ Vehicle Policy No./ 
Issuing Office 

Amt. Insured Issue Date/ 
Maturity Date 

Premium Remarks 

1. Reg. No.  
 
Model 
Name & No.  
 
Engine No.  
 
Chassis No.  
 
Mfg Yr.  
 
CC- 
 
Nominee-  
 
Agent Name 
& Mobile 
No.  

  Valid till   

2. Reg. No.  
 
Model 
Name & No.  
 
Engine No.  
 
Chassis No.  
 
Mfg Yr.  
 
CC- 
 
Nominee-  
 
Agent Name 
& Mobile 
No.  

  Valid till   

 
FIRE / BURGLARY INSURANCE DETAIL: 
Sr.  Name of the 

Property / 
Nominee 

Policy No./ 
Issuing Office 

Amt. 
Insured 

Issue Date/ 
Maturity 
Date 

Risks 
covered 

Premium 
(Rs.) 

Remarks 

1.  
 
 

      

2.  
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Changing Mindsets, Improving Business Performance 
 

BANK ACCOUNTS: 
Bank Name Branch Type of 

Account 
Operating 

Instructions 
Nominee/s Specimen 

Signature 
 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

FIXED DEPOSIT / RECURRING DEPOSIT / COMPANY DEPOSIT: 
Bank / 
Company 
Name & 
Branch 

Type of 
Dep. 
(SDR / 
FDR / 
RD) 

FDR No. 
 

Date of 
Dep. 
 
 

Fvg. Amt. 
(Rs.) 

Due 
Date 

Op.  
Inst. 

Nominee/s Specimen 
Signature 

Loan/  
OD 

availe
d 
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Changing Mindsets, Improving Business Performance 
 

 
SHARES/UNITS/DEBENTURES/BONDS: Standing in own name or jointly with 
 

Company No. of 
Shares 

Demat A/c. 
No. 

Demat Bank 
details 

Demat 
Statement 
location 

Held Singly / Jointly 

 
 
 

     

 
 
 

     

 
 
 

     

 
 
 

     

 
 
 

     

 
 
 

     

 
 
 
 

     

 
 
 

     

 
 
 

     

 
 
 

     

 
 

LOCKERS 
Bank 

Name & 
Branch 

Locker 
No. 

In the 
Name of 

Code Rent 
(Rs.) 

Rent 
Renewal 

Date 

Nominee Contents 

 
 

       

 
 

       

 
 

       

 
 
 
 

सम्बन्ध-जनवरी २०२० 144 of 149



 
 

 

Changing Mindsets, Improving Business Performance 
 

 
PUBLIC PROVIDENT FUND (PPF)    
Bank Name 
& Branch 

Fvg. PPF A/c. No. Maturity Date Nominee/s 

 
 

    

 
 

    

 
 

    

 
 

Pension A/c. 
Bank Name 
& Branch 

Type of Account & 
Pension A/c. No. 

Operating 
Instructions 

Pension Payment 
Order No. 

Nominee/
s 

Due Date 
for Live 

Certificate 

signature 

 
 

      

 
 

      

 
 

ATM / Debit Card Details 
Sr. 
No. 

Name SB A/c. No. /  Bank 
& Branch 

ATM / Debit 
Card No. 

Issue Date Valid 
Thru  

CVV  
No. 

Remarks 

1.        
2.        
3.        
4.        
5.        
6.        
7.        

 
 

Credit Card Details 
Sr. 
No. 

Name Bank’s Name ATM / Credit 
Card No. 

Valid From Valid 
Thru  

CVV  
No. 

Remarks / 
T-Pin 

1.        
2.        
3.        
4.        
5.        

 
 
PANCARD Details 
Sr. 
No. 

Name Father’s/ Husband Name PANCARD 
No./Issue Dt. 

Contact Details 

1.     
2.     
3.     
4.     
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Changing Mindsets, Improving Business Performance 
 

 
Passport Details 

 

  
Electricity Details 
Sr. 
No. 

Name House Details Meter 
No. 

Customer No. Deposit Rs. Remarks 

1.       
2.       

 
Gas Pipe Line Details 
Sr. 
No. 

Name House Details Meter 
No/Route No 

Consumer 
No/ Khata 
No. 

Deposit 
Rs. 

Remarks 

1.       
 

Gas Cylinder Agency Service Details –  
Sr. 
No. 

Name House Details Consumer 
No. 

IOC Serial 
No. 

Deposit 
Rs. 

Remarks 

1.       
2.       

 
BSNL Land Line Details  
Sr. 
No. 

Name House Details Phone 
No. 

Customer 
ID/Account 
No. 

Deposit 
LL/ Broad 
Band Wi FI 
Rs. 

Remarks 

1.       
 

Driving License Details 
Sr. 
No. 

Name Driving License No. / 
Licensing Authority 

Issue 
Date/CDOI 

Valid Details 
/ Valid From 

Valid Till Remarks/ 
Blood 
Group 

1.       
2.       
3.       

 
Ration Card Details 
Sr. No. Name Ration Card No./Issuing Authority Issue Date Remarks  

 
1.     
2.     
3.     
4.     

 
 
 
 

Sr. 
No. 

Name Passport No. Issue Dt. Expiry Date Issuing 
Authority 

Previous Passport  
Details 
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Aadhaar Card - UID Details 
Sr. 
No. 

Name Aadhaar Card No./  
Enrollment No. 

Issue Date Remarks  

1.     
2.     
3.     
4.     

 
Election Identity Card - Details 
Sr. 
No. 

Name Father’s/Husband’s 
Name 

Identity Card 
No.  

Issue Date 

1.     
2.     
3.     
4.     

 
 

HOUSE PROPERTY: 
  

Property 
Detail & 
standing 
in the 
name of: 

How 
acquired 
(Inherited / 
Loan)  
Bank Loan 
Detail: 
Loan Amt. 
Inst. Amt. 
O/s. Amt. 

Registration 
No. / Share 
Certificate 
No. 

Nominee 
if any              

Property 
Card No. 
and 
valid 
upto 

House 
Tax 
(Rs.) 

Next 
Due 
Date 
of 
House 
Tax  
 
 

Ins. 
Polic
y No., 
Amt. 
& 
Due 
Date 

Risk/s 
covere
d 

Mortg
age 
with 
Bank 
Name 
& 
Branc
h /  
 
Place 
of 
Docs.  

 
 

         

 
 

         

 
 

         

 
 

House Tax Details: 
Sr. 
No. 

Name House Details Census No. Property 
Identificatio
n No. (PIN) 

Constructi
on Sq. 
Mtrs. 

Remarks 

1.       
2.       

 
 

INCOME TAX 
Permanent Account 

No. 
Ward No. and Office 
Address 
 

Last Return Filed File No. 
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WILL: 
 
My will is executed on: _________________ 
 
Copy of the will is kept at: _______________ 
 
 
 
POWER OF ATTORNEY 
 
 Power of Attorney executed for Wife/Son/Others 
 
 My Power of Attorney is 
 
 Deed Executed on: 
 
 Details kept in File No. 
 
 
MY DEBT/LIABILITIES 
 
 

(a) I am guarantor of Mr. 
 

Give complete details: 
 
1. 
 
 
 
 
2. 
 

 
(b) I have borrowed from : 

(Give compete details) 
 
 

(c) Other Liabilities 
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The Zonal Manager/General Manager 

Bank of India 

_________________________________ 

Human Resources Department 

_______________ Zone/Head Office. 

 

Dear Sir, 

Issue of IDENTITY CARDS 

For Retired Employees 

 

 I request reference to HO/ Zonal Office Circular / IOM and hereby apply for 

issue Identity Card to me. 
 

 I give below details about my service in the Bank: 

1 Full Name  

2 Designation  

3 Date of Birth  

4 Date of Joining  

5 Date of Promotion  

6 Date of Retirement  

7 
Mode of Retirement  

Superannuation/ Voluntarily 

 

8 
The last Branch/ Office from 

where retired 

 

9 Personnel No./  

Staff Code No. 

 

10 P.F. No.  

 

11 

Permanent Residential 

Address. 

(Settled at – After 

Retirement ) 

 

12 Residential Telephone No.  

13 Blood Group  

   

 

 

 

Date:                           Yours faithfully, 

 

 

(                                ) 

        

 
 
 

Latest Passport 
size Photo 
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