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MINISTRY OF LABOUR AND REHABILITATION
(Department of Labouwr and Employment)
NOTIFICATION

New Delhi, the 16th September 1972

G.8R. 412(E).—In exXercise of the powers conferred by sub-gection (1) of
gection 156 of the Payment of Gratuity Act, 1972 (39 of 1972), the Central
Government hereby makeg the following rules, namely:—

1. Short title and commencement.— (1) These rules may be called the Payment
of Tratulty (Central) Rules. 1972.

(2) These rules shall come inlo force on the 16th September, 1972.

2. Definitions,—1In thesge rules, unless there is anything repugnant in the subject
of context—

(8) “Act” means the Paymeni of Gratuity Act, 1972;

(b) “appellate authority” means the Central Government or the authority
specified by the Central Government under sub-section (7) of section 7;

(¢) “Form” meang a form appended to these rules;
(@) “nomination” means nomination made under sectlon 8&;
(e) “section” means a sectlon of the Act.

(1115)
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3. Notice of opening, change or closure of the establishment.—(1) Within thirty
days of the rules becoming applicable Lo an establishment, a nolice in Form ‘A
shall be submitted by the employer to the controlling authority of the area.

(2) A nolice In Form ‘B’ shull be submitted by the employer to ihe controllingg
authority of the ares within ihirty days of any thange in the name, address,
employer gor nature of business.

(3) Where an employer intendg io close down the business he shall submil a
notice in Form ‘C' to the controlling authority of the area at least sixty days betore
the intended closure.

4. Display ol Notice.—(1) The employer shall display conspicuously a notice
at or near lhe main entrance of the establishment in bold letters in English and In
a laneuage understood by the mujority of the employees gpecifying the name of the
officer wilh designation authorised by the employer to receive gn his behalf notices
under the Act or the rules.

(2) A fresh notice ghall be displayed immediately after the notlce referred to
in sub-rule (1) becomes illegible or reguires a change.

5. Form of notice under proviso to sectiom 2(h) ({l).—(1) A notice under the
proviso 1o sub-clause (ii) of clause (h) of section 2 shall be in Form D and sent in
iriplicate hy {he employee to the employer, who shall, after recording its receipt
on one copy thercof, return the copy to the employee and gend the second copy to
the controlling authority of ihe area.

(2) An employee may withdraw the notice referred to in sub-rule (1) by glving
another notice in iriplicate in Form 'E’ io the employer, who shall follow the same
procedure as in sub-rule (1).

6. Nominations.—(1) A nomination ghall be in Form ‘F’ and submlitted in
duplicale by personal service by the employee, dffer taking proper receipt or by
gending through registered post acknowledgement due to the employer,—

(i) in the case of an employee who is already in employment for a year cor
more on the date of commencement of these rules, ordinarily, within
nincty days from such date, and

(ii} in the case of an employee who compleles one year of service afler ihe
date of commencement of thege rules, ordinarlly, within thirty days of
ihe completion of one year of gervice:

Provided that nomination in Form ‘F’ shall be accepted by the employer afler
the speciticd perlod, if filled wilh reasonable grounds for delay, and no nomination
s0 accepted ghall be invalid merely because it was filed after the specifled period.

(2) Within thirty days of the rcceipt of a nomination in Form ‘F' under sub-
rule (1), the employer shall get the service particulars of the employee, as mentioned
in ithe torm of nomination, verifieq with reference {o the records of the establish-
meni and rcturn {o the employee, after ohtainlng s receipt thereof, the duplicate
copy ¢f the nomination in Form ‘F' duly attested either by the employer or an
officer authorised in this behalf by him. as a {oken of recording of the nomination
Ly the employer and the other copy of the nomlnation ghall be recorded.

(3) An employee who has no famlly at {he time of making a momination shall,
within ninely days of acquiring a family submit in the manner specified in sub-rule
(1), a fresh nomination, as required under sub-section (4) of section 6, in duplicate
i Form ‘G’ to the employer, and thereafler the provisions of sub-rule (2) shall apply
mutatis mutandi as if it was made under sub-rule (1).

(4) A notice of modification of a nomination, including cases where s nominec
predeceases an  employee, shall be submitted in duplicate in Form '‘H' to the
employer in the manner gpecified in sub-rule (1), and thereafter the provisions of
suh-rule (2) shall apply mutatis mutandis as if it was made under sub-rule (1).

(3) A nomination or a fresh nomination or a notice of modification of ngmination
shall be slgned by the employee or, if illiterate, shall hear his thumb Impressjon,
in {he presence of two witnesses, who shall also sign a declaration to thal effect
in the nomination, fresh nomination of notice of modification of nomination, as the
case may be.
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(U) A nomination, fresh nomination or notice of modilicalion of nominalion
shall take effect from the dale of receipt thereof by the employer.

7. Application for gratuily.-—(1) An employee who is eligible for payment of
graluily under Lhe Act, or any person authorised in writing, to act on his behalf,

shall apply, ordinarily within thirty days from the date the grafuity became pay-
able, in Form ‘I' to the employer;

Provided that where the date of supcrannuation or retiremen! of an employe:

1s known, the employee may apply 1o the employer before thirty days of the datz
of superannuation or retirement.

(2) A nominec of an employee who Is eligible for payment of graluity under
the second proviso to sub-section (1) of Section 4 ghall apply, ordinarily within

thirty days from ihe dale the gratuity became payable to him, in Form ‘I to the
employer:

Provided thaf an application in plain paper with relevant particulars shall also

be accepted. The employer may obtain such other particulars as may be deemed
necessary by him.

(3) A legal heir ot an employee who is eligtble for payment of gratuity under
the secuod proviso Lo sub-section (1) of Section 4 shall apply, ordinarily within one

year {rom the date the gratuity berame payvable o him in Formm ‘K’ to the
cmplovear.

(4) Where gratuity becomes payable under the Act before the commencement
of these rules, the periods of limitation specified in sub-rules (1), (2) and (3)
shall be deemed to be opcrative from the date of such commencement,

(3) An application for paymeni of gratuity filed after the explry of the periods
specified in this rule shall algo be entlertained by the employer, it the applicant
adduces sufficient cause for the delay in preferring his claim, and no elalm for

gratuaity under the Act shall be invalid merely because the claimant failed to present
his application within the specified period. Any dispute in thig regard shall ba
referred to the controlling authorily for his decision.

(6) An application under this rule shall be presented to ithe employer either by
personal service or by registered post acknowledgement due.

8. Notice for payment of gratuity.— (1) Within fifleen days of the receipi of
an apglication under rule 7 for payment of gratuity, the employer shall—

(i) if the claim is found admissible on verification, issue a notice in
Form L’ to the applicant cmployee, nominee or legal heir, as the
case mav be, specifying the amounti of gratuity pavable and fixing

a date, not being later than the thirtielh day after the date of receipt
of the apgplication, for payment thereof, or

(ii) if the claim for gratulty is not found admissible, issue a notice in
Form ‘M’ to the applicant employee, nominee or legal heir, ag the

case may be, specitying the reasons why the claim for gratuity is
not considered admissible.

In either

cagse a copy of the notice shall be endorsed to the controlling
authority. .

(2) In case payment of gratuily is duc to be made in the employer’s office, the
date fixed for the purpose in the notice in Form ‘L’ under clauge (1) of sub-rule (1)
shall be re-fixed by the employer, if a written application in this behalf is made

by the payee explaining why il is not possible for him to be present in person on
the date specifled.

(3) If the claimant for gratuity is a nominee or a legal heir, the employer
may ask for such witness or evidence us may be deemed relevant for establish-
ing hig identity or maintainability of his claim ag the case may be. In that case
the time limit specified for issuance of notices under sub-rule (1) shall be opera-
tive with efTect from the date such witness or evidence as the case may be called
for by the employer ig furnished to the employer,
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(4) A notice in Form ‘L’ or Form ‘M’ shall be served on the applicant either
by personal service after laking receipt or by registered post wilh acknowledge-
ment due. ‘

(5) A notice under sub-section (2) of section 7 shall be in Form T..

9. Mode of payment of gratmity.—The gratuity payable under the Act shall

be paid in cagh or, if so desired by the payee, in Demand Draft or bank cheque
to the cligible employee, nominee or legal heir, as the case may be.

Provided that in case the eligible employce, nominee or legal heir, as the
case may be, so desires and the amount of gratuity payable is Jess than onc
thousand rupees, payment may be made by postal money order after deducting
the postal money order commission therefor from the amount payable:

Provided further that intimation about the details of payment shall also be
given by the employer to the controlling authoritv of the area.

10, Application to controlling authority for direetion.—(1) If an employer

(1) refuses to accept & nomination or to entertain an application sought to
be flled under rule 7. or

(ii) issues a notice under sub-rule (1) of rule 8 either specii‘yiniz1 an amount
of gratuity which is considered by the applicant less than what is
payeble or rejecting eligibilily to payment of gratuity, or

(iii) having received an application under rule 7 fails to issue any notice
ag required under rule 8 within the time gpecifled therein,

the clalmant employee, nominee or legal heir, ag the case may be, may, within
ninely days of the occurrence of ithe cause for the application, apply in Form ‘N’
to the controlling authority for issuing a direction under sug-section (4) of
section 7 with as many extra copies as are the opposite party:

Provided that the controlling authorily mav acceot any application under this
sub-rule, on sufficient cause being shown by the applicant, afier the exypiry of the

specifled period.

(2) Application under sub-rule (1) and olher documents relevant to such an
application shall be presented in person to the controlling authority or shall be
sent by registered post acknowledgement due.

11. Procedure for dealing with application for direction.—(1) On receipt of
an application under rule 15 the controlling authority shall, by issuing a notice
in Form ‘Q’, call upon the applicant as wcll as the employer to appear hcfore
him on a specifled date. lime and place. either by himsclf or through his autho-
rized representative together with all relevant documentiy and witnesses, if any.

{2) Any person desiring to act on behalf of an cmployer or employee, nominee
or legal heir. as the case may be. shall present to the controlling authority a letter
of authority from the employer or the person concerned, sz the case may be.
on whose behalf he seeks to act together with a written statement explaining
his intercst in the matter and praying for permisgion so to act. The controlling
authority shall record thereon an order either according his approval or specify-
ing, in the case of refusal to grant the permission prayed for, the reagons for
the refusal.

©3) A party appearing by an authorised representative shull be bound by the
acts of the representative.

(4) After completion of hearing on the datc fixed under sub-rule (1), or after
auch further evidence, examination of documents, witnesses, hearing and enquiry,
ps may be deemed necessary, the controlling suthority shall record his finding
ng to whecther any amount is payable to the applicant under the Act. A copy
of the finding shall be given to cach of the parlies.

(5) If the employer concerned fails to appear on the specified date_ of hearing
aftor due service of notice without sufficlent cause, the controlling authority ma

proceed to hear and determine the application ex-parte. If the applicant fails
to appear on the specified date of hearing without sufficient cause, the controlling

nulhority may dismiss the application:
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i ig s i ing shown
Provided that an order under this sub-rule may, on good cause be i
within thirly days of the said order, be reviewed and the‘_apprll(,atior;3 rﬁ-hgartg
after giving not less than fourteen days’ notice to the opposite party of the da

fixed for re-hearing of the application.

12. Place and time of hearing.—The sittings of the controlling authority shall
ke held al such timeg and at such places as he may fix and he shall inform the
parlics of the same in such manner as he thinks fif.

13, Administration of ocath—The conlrolling authority may authorige a clerk
of his office to administer caths for the purpose of making affidavils.

14. Summoning and attendance of witnesses~-The controlling authorily may,
al uny sltage of the proceedings beforc him, cither upon or without an application
by any of the parties involved in the proceedings before him, and on such terms
ag may aBPear to the controlling authority just, issue summons to any merson
in Form ‘P’ either to give evidence or to produce documents or for both purposes
on a specified date, time and place.

15. Service of summons or netice.—(1) Subject to the provisions of sub-rule
(2) any notice, summons, rrocess or order issued by the controlling authority
may be served either nersonally or by registered post acknowledgement due or

in anyggg}))er manner as prescribed under the Code of Civil Procedure, 1908 (Act
Dof 1 .

(2) Where there arc numerous pcrsons as partieg to any proceeding hefore
the controlling authority and such persons are members of any trade union or
association or are represented bv an authorised person, the gervice of notice on
the Secretary, or where there is no Secretary, on the principal officer of the
trade union or assoclation. or on the authorised person shall be deemed to be
service on such persons,

16. Maintenance of records of cases by the controlling authority.—(1) The
controlling authority shall record the particulars of each case under scction 7,

in Form ‘Q and at the time of pasging orders shall sign and date the particulars
Bo recorded.

(2) The controlling authority shall, while passing orders in cach cage, also
record the findingg on the merits of the case and flle it together with the memo-
randa of evidence with the order sheet.

(3) Any record, other than a record of any order or direction, which is re-
quired by thege rules to be signed by the controlling authority, may be signed
om behalf of and under the direction of the controlling authority by any subordi-
nate officer appointed in writing for this purpose by the controlling authority.

17, Direction for payment of gratuity.—If a finding is recorded under sub-rule
(4) of rule 11 that the applicant iz entitled to payment of gretuity under the
Act, the controlling authority shall issue g notice to the employer concerned in
Form ‘R’ specifying 1the amount payable and dirccting payment thereof to the
applicant under intimation to the controlling authority within thirty days from
the date of receipt of the notice by the employer. A copy of the notice ghall
he endorsed to the applicant employee, nominee or legal heir, as the ¢ase may he,

18. Appeal.—(1) The Memorandum of appeal under sub-section (7) of gection
7 of the Act shall be submitted to the appellate authority with a copy thercof
to the opposite party and the controlling authority either through delivery in
person or under registered post acknowledgement due.

(2) The Memorandum of appeal shall contain the facts of the rase, the decision
of the controlling authority, the grounds of appeal and the relief sought.

(3) There shall be aprended tn the Memorandum of appeal a certified copv
of the finding of the controlling authority and directlon for payment of gratuity.

{4) On receipt of the copy of Memorandum of appeal, the controlling authorily
shall forward records of the case 1o the appellate authority.



(3) Within 14 days of the_rec.eipt of the copy of the Memorandum of appeal,
the opposite dparty shall submil his comments on each paragraph of the memorasn-

dum with additional pleas, if any, to the appellate authority with a copy to the
nppellant,

(68) The appellate authority shall record its declsion after giving the parties
to the appeal a reasonable opportunily of being heard. A copy of the decision
shall be given to the parties o the appeal and a copy thereof shall be gent
lo the controlling authorily returning his records of the cass.

(7} The conirolling authority shall, on receipt of the decision of the appellate

authorlty, make necegsary entry in ihe records of the case maintained in Form
'R under sub-rule (1) of rule 16.

(8) On receipt of the decision of the appellate authority, the controlling
authorily shall, if required under that decision, modify his direction for payment
of gratuily and issue a notice to the employer concerned in Form ‘S’ specifying
the modifled amouni payable and directing payment thereof to the applicant,
under intimation to the controlling suthority within fifteen days of the rceeint
of the notice by the employer. A copy of the notice shall he endorsed to the

amplicant employee, nominee or legal heir, as the case may be and to the appel-
late authority.

19. Application for recovery of gratuity.—Where an employer fails to pay the
gratuity due under the Act in accordance with the notice by the controlling
authority under rule 17 or rule 18, as thc case may be, the employee concerned,
hls nominee or legal heir, as the case may be, 1o whom the gratuity is™ payable
may apply to the controlling authoritv in duplicate in Form ‘T° for recovery
thereof under section 8 of the Act.

20. Display of abstract of the Act and rnles.—The employer shall display an
abstract of the Act and the rules made thereunder in English and in the language
understood by the majority of the emplovees at a consbicuous place at or near
the main entrace of the establishment.
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TForar A7
[See sub-rule (1) of rule 3]
Notice of Opening

I. Nameandaddress of the Establishment
2. Nameand designation of the Employer .
7. Number of persons employed
4. Maximum nuwmber of persons employed on any

day during the preceding twelve months with

date, . . . . , . .
5. Number of employees covered by the Act.
6. Natyre of Industry
7. Whether Seasona]
8. Date of opening

9. ztails of Head Office/branches.
(a) Name and Address of the Had Office

(b)Y Names & addresses of other branches in
India. . . . . .

Number of employees

T,
2.

3,
1 verify that the informarion furnished above is true to the best of my knowledge & belief.

Signature of the Employer

Place
with name and designation.

Date

The Controlling Authority
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Form ‘B’

[See sub-rule (2) of rule 3]
Notice of Change

Name and Address of the Establishment,

Take notice that following changes have taken place with effect from .......occ0ovuns in the
particulars furnished by me in notice dated .............. on Form ‘A’
Neame -—
Addreass :—
Name of the Employer .—

Nature of Business :—

Place Signature of the Employer with
name and designation.

Date

To

The Controlling Authority,
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Form *C’
[See sub-rule (3) of rule 3]
Notice of Closure

Take notice that it igintended to close down the establishment with effect from ....... ....
The other details arc furnished below:—

1. Name & Address of the egtablishment

2. Name and address of the Head Office, if anv.
3. Name & designation of the emiployer
4. Number of persons in employment

5.  Number of employees entitled to gratuity

6. Amount of Gratuity involved.

Place Signature of the Employer with
name and designation.
idate

The Controlling Authority,
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Form ‘D'

[See sub-rule (1) of rule 5]
Notice for excluding husband from family

From—

1. Name of the female employee

2. Name or description of esteblishment where
employed. . . .

Post held with Ticket or Serial No., if any.

3.
4. D:partmant/Branch/Section wherc employed .
5. Permanent addreys
Take notice that I, Shrimati ........... .. .. .o v desire to exclude my husband
Shri.... ...... .. ... from my family for the purposes of the Payment of Gratuity Act,
1972,
Place Signature/Thumb impression of the
employee.
Date
Declaration bv wirnesscs
The above notice was signed/thumb impressed before me.
Name in full and full Signature of witnesses
address of witnesses.
I. I.
2, 2.
Place
Date
Ta
The Controlling Authority (through the employer)
(Name and address of the employer here),
For use by the smplover
Received and recorded in this establishment.
Reference No. Signature of the employer or an officer
authorised in this behalf by the employer.
Date
To

1. (employee)

2, The Controlling Authority.

— T —_—

No1g.—Strike out the words not applicable.
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Form ‘E’

F

[See sub-rule (2) of rule 5]
Notice of withdrawal of notice for excluding husband from family
1. Name of the female employee

2. Nuame or description of establishment wheie
employed . . . . .

2. Post held with Ticket or Scrial No., 1if any.
4. D:purtmerfBranch/Section where employed

5. Pcrmanent address

Talke notice thar I, Shrimati ... ... .., ... vt , hereby withdraw the notice
dated .. ...... o, ., whereby Texchided my husband Shri L. from my family
for the purposes of the Payment of Gratujty Act, 1972, 'The earlicr notice was recorded upder
your reference No...... e odated L.

Place Signature/ Thumb impression of the employee-

Date

Declaration by witnesses
The above notice of withdrawal was signed/thumb impressed before me.

Name in full and full Signature of witnegsses
address of witnesses

1. I,
z. 2.
Place
Date
To

The Controlling Authority (through the cmployer)
(Name and address of the employer).

For wuse by the aemployer

Reccived and rccorded in this establishment.

Reference No. Signature of the employer or Officer
authorised,

Darte Seal or rubber stamp of the establishment,

Ta

1. (Employee)
2. The Controlling Authority,

No rE-—Strike out the words not applicable,
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ForMm ‘F’
[Sas sub-rule (1) o! rule 6]
Nomination
To

(Glve hete name or description of the
establishrent with full addtess).

I, Shri/Shrimati/Kumari ... .. e e e e e

whose particularg are given in the statement below, hereby nonmnate the person(s) mentioned helow
to receivethegratuity payable after my death ag algothe gratuitystand ngtomy ereditinthe even!
of my death before that amount has become payable, or having become payable hag not been paid
and direct that the s aid amount of gratuity ghall be paid in proportion indicated agair the name(s)

of the nominee(s).

2. I hereby cerify that the person(s) mentioned is a/are member(s) of my family within the
meaning of clause (h) of section 2 of the Payment of Gratuity Act, 1972.

3. [ herchy declare that T have no family within the meaning of clause (h) of section 2 ofthe
s2id Act.

4. (3) my father/mother/parents is/are not dependent on me.
(b) My husband’s father/mother/parents is/are not dependent on my husband.,

5. I have excluded my hugband from my family by a notice dated the =——————— tathe
so1trolling authority in terms of the proviso to clauge (h) of section 2 of the said Act.

5. Noninttion mide herein inval dates my previous nomination.

Noniinee(s)
Name in full with full address of Relation-  Ageof Proportion by which
nomines(s) shipwith nominee the gratuity willbe
the ghared
employee
(1) (2) €)) (4)
1.
2.
3.

S0 on.
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Sratement

1. Name of employee in full,

2. Sex

3. Religion

4. Whether unmarried/married/Widow/
widower. . . . .

5. Department/Branch/Section where
employed . . . . .

6. Post held with Ticket or. Serial No., if any.
7. Date of appointment.

8. Permanent addregs

Village. Thana Subdivision.
Post Office Digtrict State
Place .
Signiture/ Thumb {mpression of the employes.

Date

Declaration by witnesses
Nomination signad/thutob impressed before me.

Name in full and full address Signature of witnesses

of witnesses
1.
2.
Place

Date

Certificate by the employer
Cert'fied thatthe particalars of the above nomination have been verified and recorded in this
establishment.

Signature of the employer/officer authoriged

Employer’s Reference No.,if any ]
Designation

Date
. Name and address of the establishment or
rubber stamp thereof.

Acknowledgement by  the employee
Received the duplicate copy of nomination in Form ‘F’ filed by me and duly certifed by the
emplover.

Date Signature of the employee

Nole.— Striks ogt the words/peragraph not applicable.
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Form G’

[See sub-rule (3) of rule 6]

Fresh Numination

(G ve here name or d= cr pt'on of the establishment with full address)

I, Shr /Shr mat: vhose particulars are

(Name in full here)

given imthe .tatement below, have acquired a farly w.th'n themesan ngol cluvsie (h, of sect’on(z,
of the Puyment of Gratuity Act, 1972 w.th effect from the —— (date here}——n the mann r
mdicated below and therIfore nowinate a fresh the person(s menticned belowtorecevethe gratur y
payable after my death as also the gratuity stand ng 1o my ctedit n tle event of my death before
that amount has become payable, or having become payable has not been pa‘d and d rect that the

sad 2mount ot gratuity shallbe pad n propeottion ndicatee uaparstibe nime(s ol the
1NOMinee(s).

2. Thereby certify the person(+) nominated is a/aie member(s) of my famrly w th ntl (mean ng
of elause (h) of sect.on 2 of the sa d Act.

3. (a) My father/ nother/patents 1s/ate not dependent on me.
(b) My busband’s father/mother/parents s/are not dependent on my husband,

4. Thave excluded my husband from my farmly by anotice dated the .

tothe
controlling authority in terms of the prov so to clev<e (h) of Sect on  of the sa d.

Nominee(s)

Nainemfull vith falladdress of Relation- Ageof Proportion by which
nominee(s)

Qh}‘]p wth qominee rthe gratulty will be
the.

sharcd
employec
(1) (2) (3 (4)
1.
2,
3.
50 on

Manner of acquiring a <family”

(H:ro give dztals a3 to how a family was acquired, i.e., whether by marriage or parents being
rendered dependent or through other process hike adoption),
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Statement

. Nume of the employee in full
2. Sex
3. Religion

4. Whether unmarried/ married/ widow/ widower

&, Department/ Branch/ Section where
employed

6. Post held with Ticket No. or Serinl No.. if any

7. Date of appointment

R, Permanent address

Village Thana Subdivision
Post Offic: District State
Place.......

Signature/thumb impression of the amployee.

Declaration by witnesses
Fresh nomination signed/thumb impressed before me.

Name in full and full addresses Signature of witnesses
of witnesses

Certificate hy the employer

Certifjed that the particulars of the above nomination have been verified and recorded
in this establishment,

Employer’s reference No., if any.
Signature of the employer/officer authorised
Dagte,,...... cgignation=

Name and address of the establishment o) 1ubber stamp
thereof,

Acknowledgment by the employec
Received the duplicate copy of the nominution in form filed by me on duly certified by

the employer.

Date.. ..., Signature of the employec,

Nore :—Strike  out words and paragraphs uno! applicable,
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Form ‘H°
[Sea sub-rule (4) of rule 6]
Modification of nomination
To
(Give here name or description of the establishment with full address)
[. Shri/ Shrimati/ Kumari e
(Name in full here)

whose particulars arc given in the statement below. hereby give notice that the nomination
filed bymeon .............. and recorded under your reference ... ... .iiiiiiaans
(date)

No............ dated. ........... shall stand modified in the following manner —

(Here mve details of the modifications intended)

Statement
1. Name of the employee in full
2. Sex
3. Religion

4. Whether unmarried/ married/ widow/widower
5. Department/ Branch/ Section where employed

6. Post held with Ticket No. or Serial No.,
if any
7. Date  of appointment

8. Address in full

Place. ... .. Sigaature/ thumb impression of the employee,

Declaration by witnesses

Modification of nomination signed/ thumb impressed before me.

Name in full and address Signature of witnesses
of witnesyes ‘
| S ) S
2. 2o e
Place. ... ..

Date. ..
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Certificate by the employer

Certified that the above modifications have been recorded.

Employer’s reference No., Signatyre of the employer/ officer authorised
if any,
Designation

...... : Name and address of the e¢stablishment or
rubber stamp thereof,

Acknowledgement by the employee

Received the duplicate copgv of the notice for modification in Form H flled by me on
uly certified by the employer.

.......... Signature of the employee,

NoTE :—Strike out the words not applicable.
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Form I
‘ESM sub-rule (1) of rule 7)
Application for gratuity by an smployee
To

(Give here name or description of the establishment with full sddregs)

Sir/ Gentlemen,

I beg to apply for payment of gratuity fo which T sm entitled upder sub-section (1)

of section 4 of t]iu: Payment of Grotuity Act. 1972 on sgccount of my superannustion/

retirement/ resignation after completion of not less  than flve  yesrs of comtincus service/

total disablernent due to accident/ rotal disablement due to disease with eflect  frem the
Necessary particulars relating to my appointment in the establishment

are given in the Statement below.

Staternent
t. Name in full
2, Address in full

3. Department/ Branch/ Section where last
employed

4. Post held with Ticket No, or Serial No
if any

. Date of appointment
. Date und cause of termination of yervice
. Total period ofservice

. Amount of wages last drawn

oo N R A

. Amount of gratuity claimed
2. T was rendered totally disabled as a result of

(here give the details of the nature of disease or accident)

The evidences/witnesses {n support of my tota] disablement are as follows =—
( Here give details ),

3. Payment may please be made in cash/open or crogsed bank cheque,

4. As the amount of gratuity payable is less than Rupees one  thousand. I shall requeat
you to arrange for payment of the sum due to me by postal Money Order at the  sddress
inentioned above after deducting postal money order commission therefrom.

Yours faithfully.

Signatyre/Thumb impression ot the
Place : applicant employee,

E t—
(1) Strick out the words not applicable,
(2) Strick out paregraph or paragraphs not applicable,
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ForM ‘T
[See sub-rule (2) of rule 7]

Application for gramry by a nomines

To
(Give here the name ot description of the establishment with full address).

Sir/Gentlemen,

I beg to apply for payment of gratuity to which T am entitled under sub-section (1), of section 4
of the Payment of Gratuity Act, 1972 as anominee of Late. .. ..., ... ... iiiiiiiiannan.

» (name of the emplogee)

who was an employee of yoUr. ... .. ittt s i establishment and died on
the ... ......... The gratuity is payable on account of the death of the aforessid employee
while in service/superannuation of the dforcsaid employec on.......... Jretirement  or resig-
natlon of the aforesaid employece on ............ after eompletion of years of service/total
dlsablement of the aforesaid employee due to accident or disease while in service with effect from
he,........... . Necessary particulars relating to my cleim are given in the statement below.

Statement

1. Name of applicant nominec ,
2. Addregs in full of the applicant nominec

3. Marital statuy of the applicant nominee
(Unmarried/married/widow/widower)

4. Name in tu]l of the employee

Martial status of employee

. Relationship of the nomince with the employee
Total pariod of service of the employee

Date of appointment of the employec

9. Date and cause of termination of service of the
employee | . . . . .

ro, Department/Branch/Section  where the em-
ployee last worked . . . .

11. Post last held by the employce withTicket or
Serial No,, if any . . . . .

12. Total wages last drawn by the employee

13. Date of death and evidence/witness as proof
of death of the employee . . .

14. Reference No. of recorded nomination if
avajlable | . . . . . .

13. Total gratuity payable to the employees
16. Share of gratuity claimed

2. I declare that the particulars mentioned in the above Statement are true and correct toth
best of my knowledge and belief, ¢
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3. Payment may pleasc be made in cash/crossed or open bank cheque.

4. Asthe amount payable is less than Rupees one thousand, I shall request you to i range for
payment of the sum due to me by postal Money Order at the address mentioned ebove after de-
ducting postal money order commission thereform,

Yours faithfully,
Signature/Thumb. Impression of
applicant nominee,

Place :

M

Date ;

NoTe.—(1) Strike out the words not applicable,
(2) Strike out the paragraph or paragraphs not applicable,
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FORM ‘K’
[Sea sub-rule (3) of rule 7]

Application for grasuity by a legal heir
To
(Gave here the nume or description of the establishment with full address)

Sit/Cront{emen,

I'beg to apply for payment ot gratuily to which I am entitled under sub-section (1), of section 4

of the Payment of Gratuity Act. 1972 as a legal heir of Jate..................... ool
(Name of the employec)
*who was an employee Of YOUT. ... .. ... oenie ettt iiaarenrenas establishment and
died on the . ........ ... without making any nomioation. The gratuity is payable on account
of the death of the aforesaid employee while in service/superanmuation of the aforesaid employee on
the ............ retirement or resignation of the aforesaid employce anthe ... ......,. after
completion of...... yeats of serviee/total disablemer.? of the aforesaid cmployee due to accident
or desease while in service with cffect from the .. .......... Necessary particulars relating to

mwy claim are given in the Sratement below,

Statement
1. Name of applicant legal heir

2. Address in full of applicant legal heir

3. Marital status of the applicant legal heir
(unmarried/married/widow/widower)

4. Name in full of the employee

5. Relationship of the applicent with the em-
ployec . . . . . .

* 6. Beligion of both the applicant and the em-
ployee . . . . . . .

7

Date of appointment and total period of service
ol the employee . . . . .

%. Lrepat.ment/Branch/Section where the em-
ployee worked last

9. Post last held by the employee with Ticket or
Serial No_, ifany. . . . . .

10, Total wages lasl drawn by the employee .

11. Date and cause of términation of service of the
employee (death or otherwise)

12, Dute of death of the employee and evidence/
witnéss in support thereof . . .

13. Total gratuity payable to the employee ,
14. Percentage of the gratuity claimed

15. Pagis of the doim and cvidence/witness jn
support thercof, . . . .

2. T declare that the parlicalarg mentioned in the shove Statement sre true and correcttothe
hest of my knowledge and helicf,
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3. Payment mey please be made in cash/open or crossed bank cheque,

4- As the amount payable is lesy than Rupees one thousand, I shall request you to arrange for
payment of the sum due to me by postal Money Order at the address mentioned above, after de-
ducting postal money order commission therefrom.

Yours faithfully,

Signature/ Thumb {mlgrension of applicant
Place: legal heir,

Date:

NoTB:~-Strike out the words not applicable.
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e
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Form ‘L’

e S ey et Y]

[ Sae clause (i) of sub-rule (1) of rule §]
Notice for paymemt of gratuity
To
(Name and eddress of the applicant employee/nominee legal heir.

You are hereby in formed as required under clause (i) of sub-rule (1) of rule 8 of the Payment

of Gratuity (Gentral) Rules, 1973 that usum of Rs. ........ ... (Rupees
pﬂyable ta you as gratuity/as your share of gratuityin terms of nomination made by............
on i .. and recorded in this ........ .. . 0 iviin..n e as o legal heir of
.............................. ............an employee of this e
catabllahmcnt '

3, Please call ar
(Here specify place)
at ol for collecting your payment in cashfopen or crossed cheque.

3. Amount payable shall be sent to you by postel Money Order at the sddress given in vour
applicarion after deducting the postal money order commission. as desized by you. by

Brief statement of celculatior.

-

. Total period of service of the employee concerned :—

2. Wages last drawn :

3. Proportion of the admissible gratuily payable in terms of nominetion/as a lega] heir:

4. Amount payable:

Place: Signature of the employer/Authorised Officer

Date: Name or description of establishment or
rvbber stamp thercof.

Copy to the Controlling Authority.

Norr:—Strike out thc words not applicable,
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Form ‘M?
[See clause (ii) of gub-rule (1) of rule 8]

Notice rejecting claim for payment of grapuigy

To
(Name and address of the applicant employee/nominee legal heir),

You are hereby informed as rC% red under clause (ii) of sub-rule (1) of rule § of the Payment
of Gratuity (Central) Ru,lcs, 1972 t glou.r claim for payments of gratuity as indicated on your
application in Form . ... under the gaid rules is not adm:smb]e for the reasons stated below

Reasons

(Here specify the reasons)

Place : Signature of the employer/
Authorised Officer,

Date:

Name or description of establishrent

or rubber stamp there of.

Copy to the Controlllng Authority,

NorE.~-Strike out the words not applicable.
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Form ‘N*
[See sub-rule (1) of tule 10]
Applicarion for direciion

Before the Controlling Authority under the Pavment of Gratuity Act, 1972,

Application Date
LBTWEEN
(Narne in full of the applicant with full address)
AND
(Name in full of the employer coneerned with full address)

The applicant is an employec of the above-mentios ed vmployer/a nominee of late
in employee of the above -mentioned employer/a legal heir of late
in employee of the above-mentioned employer, and is entitled to payment of gratuity under section
4 of the Payment of Gratuity Act. 1972 on account of his own/aforesaid ecmployee’s superany-

ation On...........o.... /his own retirement/aforsaid employces’ resignation
(date)
143 | I, after completion of .. .......... years of continuous service/his own/aforexaid
(date)
employees’ total disablement with effect frem..... e (date) due to accident/desease

death of aforesaid employee on. ...

2, The apolicant submitted an application under rule of the Payment of Gratuiiy Act, 1972

on the but the above-mentioned employer  refused to entertain
it issued anotice dated the ....... ... undercaluse ................ of sub-rule of rulc. ... ..
offeringan amount of geatuity which is less than my due/issued anotice datedthe ., .. .., undcT
clause...... of sub-rule............ of rule,....... .rejecting my cligibility to paymen,

or gratuity. The duplicate copy of the said notice is enclosed.

3. The applicant submits that there is a dispute on the matter (specify the disputed.

4. The applicant furnishes the necessary particulars in the annexure hertto and prays that
the Controlling Authority may be plaeased to determine the amount of gratuity payable to the

petitloner and direct the above -mentioned employer to pay the seme to the petitioner.

5. The applicant declares that the particulars furnished in the annexure bereto are  frie
and correct to the best of his knowledge and belief,

Date—
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1o,

II.

I2.

13.

4.

5.

6.

17.

T8,

eriy -

[ParT II—

Rt T T —— .

ANNEXURE

Name in full of applicant with full address

Basis of claim
(Death/Superannuation/Retirement/Resignation /Disablement of employee-)

Name and address in full of the employee

Marital status of the employee unmarried /
_married /widow/widower)

Name and address in full of the employer

Departmenf/Branch/Section where the em-
ployee was last employed (if known)

Post held by the employee with
Ticket or serial No.. if any
(if known)

Date of applointment of the employee
(if known)

Date and cause of termination of service of
the employee (superannuation / retitement /
regignation /disablement/death),

Total pariod of service by the employee,
Wages last drawn by the employee
If the employee is dead, date and cause thereof

Bvidence/witness in support of death of the
employee

If a nominee, No. and date of recording of
nominsation with the employer.

Evidence/witnesy in support of being  legal
heir if a legal heir,

Total gratuity payable to the emplovee (if
known

Percentage of gratuity payable to the applicant
as nominee/legal heir

Ampount of grafuity claimed by the applicant,

Place— Signature/Thumb impression of the applican

Date—

NoTe.—Strike out the words not applicable,
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ForMm O’
[See sub-rule (1) of rule 11]
Notica for appearance before the controlling authority.

From : The Controlling Authority under the Payment of Gratuity Act, 1972,

To
(Name and address of the employer/applicant)
Whereas  Shri—. ... ..ottt e , an employee under you/a
nominee(s) legal hciris) of ShI .. . i an employee
under the above-mentioned employer, has/have filed an applicarion under sub-rule (1) of rule 10

of the Payment of Gratuity (Central) Rules , 1972 alleging that-—
[A copy of the said application is enclosed]

Now, therefore , you are hereby called upon to appear before me at either
personally or through a person duly  (place)
authorised in this behalf for the purpose of answering all materlal questions relating to
the application on the .. .. ....... day of 19 at.......... *0” clock in  the forenoon/
afternoon in support of / to answer the allegation : ; and es the day fixed for your appearance is
appointed for final disposal of the application, you must be prepared to produce on that day all
the witness upon whose evidence. and the documents upon which you ntend to rely in support of
your allegation/defence,

Take notice that in default of your appearsnce on the day before mentioned the applicantion
"will be dismissed/heared and determined in your absence.

Given under my hand and seal . this .............. dayof .............. 19

Controlling Authority.

Note : Strick out the words and paragraph not applicable,
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ForM P?
[See rule 14}
Summons

Bfore the Contro’lling Auithority under the Payment of Gratuity Act, 1972

To

(Name and address:

Whereas your attendance is tequired to give cvidence/you are required to produee the docu-
ments mentioned in the list below, on bchalf of
in the

case arising out of the clalm for gratuity b

From
and refarred to this Authority by an application under Section 7. of the Payment of Gratuity Act,
1972. you are hereby summoned to appear personally before this Authority on the day nf~—10

at O clock in the forenoon/afternoon and to bring with you (or to send to this Authority (1te
s4id documenfs.

List of Documenits

2.
3. soon Controlling Authotity,
Dated this day of 19

Note.— (1) The portion not applicatble to be deleted, ) . .
(2) The summons shall be issued in duplicate, The duplicate in to be signed
and returncd by the person served before th date flxed.

¢3) In casethe summons is issued only for producing adocument and not to give ¢vidence
it will be sufficient compliance tothe summons if the documents are caused to be
produced before the controlling authority on the day and hour fixed for the

purpose,
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II.

I2.

4.

15.

16.

17.

18.

19.

20.

113%/5

Form 'Q’
[Sze Sub-rule (i) of rule 16]

Particulars oi application under  section

. Serial No.

. Date of the application

. Name and addregs of the epplicant
.. Name and address of the employer
. Amount of gratuity claimed

, Dateg of hearing

Findings with date

. Amount awarded

. Cost, if any, awarded.

Date of notiga issued for payment of gratuity
Date of appeal, if uny

Decision of the appellate suthority

. Date of Tssuc of Final Notice for pagyment  of

gratuity

Date of Payment of Gratuity by Employer
with mode of payment

Date of Receipt of: application for recov 1v
of Gratuity

Date of Issue of Recovery Certificate
Date of recovery

Other remarks

Signed

Date
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Form ‘R’
(Seerule17)

Notize for payment of gratuity

To

(Name and address of employer)

Whereas Shri/Smtj/Kumari. ............... e i
of ..... b eaee, (. A e , an cmployue
under yoa/ainomnite(e)/logal hcxr(s) oflate. . ... . ... e an employes

un ler you, filed an application under sec. 7 of the Paymcnt of Gratuity Act, 1972 before me;

Ani whereas the application was heard n your presence on and after the hearing I have come
to the finding that the said Shei/Smt./Kumari ............... ... ... .. ..coo... is entitled 1o

apayment of Ra.. . ... .. e e

Payment of Gratuity Act, 1972;
N w, tharefore, [ heteby direct to pay the said sumo! Rs, ..., ...... to Shri /Smt./ Kumar
..... w.thin thirty days of the receipt o

this notice with an intimation thercof to me.

Given under my hand and geal, this ,......... day of., .., ..... 19

Controlling Authority,

Copy to
(Applicant under rule )

{1z i advised to contact ths employer for collecting payment.

MoTe~~Thsz portion not applicable to be deleted.
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Form 'S’
[See Sub-rule (5) of rule 18]

Notice for Payment of Gratuity as determined by Appellate Authority

To

(Name and address of employer)

Whereas anotice wag given to youon ... ....... form ‘R’requiring you to make a payment
of Rg, .. ..... to Shri/Smr,/Kumeri ... ... ... ... as gratuity under

the Pnymcnt of Grntuity Act, 1972,

Whereas you /the applicant went in appeal belore the appellate authorlty, who has decided
thatan amountofRs. .. .... .. isdueto be paid to Shri/SmT./Kumari..... . ............
a5 gratuity duoe under the Payment of Gratuty Act, 1972;

Now, therefore, I hereby direct you to pay thesaid sumof Rs. ... ... ... ... ... to
Shri/Smr./Kumarl ............ ... 000 within 30 days of the recsipt of this

notice with an intimation thereof to me.

Given under my hand andseal. this . ... ... .. dayof....19

Controlling  Authority,

Copy to
1. The Applicant.
He is advised to contact the employer for collecting payruent ,

2. The Appellate Authority.

Note:—The portion not applicabl: to he delsted,
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Form ‘T

(Secrule19)
Application  for recovarv of gratuiry

Y:Tore "hz Controlling Aufhonty under the Payruent of 'Gratuity Act, 1972,

nlication No. Date
Between
(N1m: ‘n full of tha applicant with address)
And

(MName in fullof the eniployer with full address)

The 1991 2111 's 1n ernployee of the above-meutioned enployer/a nom nee of late ..
............................... an euployee of the above-mentioned cmploycr/a legal hel[

of late. ... i e . ., an employee of the above-mentioned em-
ployer, and 701 w:rs plang2] to direct the said employer in your notice dated the ...... .. undet
rule ... of th: Paymnentof Gratuity (Central) Rules, 1972 for paymentof agumofRs... ... ...

as gratuity payable under the Payment of Gratuity Act, 1972.

2. The apg icant submits that the said employer failed to pay the said amount of gratuity to
me ag directed by you elthough I approached him for payment,

3. The appleanttherefore prays that a c..tificate muay be issued under section . ... of said
th Act lor recoveryol the saidsum ot Ry ... .. due to m2 a3 gratulty in terms of your directjon.

Signature/ Thumb mpression of the applicant.
Place :

Date :

Notg :~—Strike out the words not applicabl-,
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