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1. (a) Retiree details are added on Kritagyata

1. (b) Retiree account gets created on Kritagyata.

1. (c) Retiree gets SMS with login credentials to his/her 
online account of Kritagyata.

2. (a)
Retiree fills up online forms for Personal Information, 
Nomination Details, Bank Details, Checklist, etc after 
logging into his/her account on Kritagyata. 

2. (b) Retiree submits the online application to the HOO.

2. (c)

Retiree prints out the forms auto-generated from the 
Application (Form-1, Form-A, Form-3, Form-5, and 
Undertaking), duly signs them (wherever applicable) 
and submits the ink-signed paper forms to the HOO. 

3. (a) The Service Book of the Retiree is scanned by an SKO. 

3. (b)
The scanned copy of the Service Book is uploaded 
by the SKO from his/her login and forwarded to the 
HOO online on Kritagyata for Verification. 

S.O.P for processing Superannuation Pension cases online on Kritagyata 
due to the introduction of the availability of Pay Fixation Sheet and scanned 
copy of the Service Book 

Step 1: Retiree Addition (by DDO / HOO / DH to HOO)

Step 2: Retiree Online Form Fill-Up (by Retiree) / (by HOO  
on behalf of  Retiree) 

Step 3: Uploading of Scanned Service Book [by Seva Kendra Operator 
(SKO)] (**Can be done only after the Retiree has submitted his/her 
forms online to HOO)
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4. (a) Service Book is downloaded/viewed online and its 
correctness is checked. 

4. (b)

• If the scanned service book is found to be correct: 
It is verified using the verify and accept option. 

• If the scanned service book is found to be incorrect 
(having issues): 
It is returned online to the SKO (Seva Kendra 
Operator) with suitable corrections to be made (as 
remarks) using the appropriate option.

5. (a) SSKO downloads the verified service book copy of the 
Retiree from his/her login in Kritagyata. 

5. (b) SSKO prepares the Pay Fixation Sheet of the Retiree 
based on the verified service book copy.

5. (c) SSKO uploads the Pay Fixation Sheet of the Retiree 
and forwards it to the HOO for Verification.

Step 4: Service Book Verification (by HOO / DH to HOO) 
(**Can be done only after scanned service book has been uploaded 
and forwarded to HOO)

Step 5: Pay Fixation Sheet Upload [by Special Seva Kendra Operator 
(SSKO)] (**Can be done only after scanned service book has been 
verified at the HOO Level)
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Step 6: Pay Fixation Sheet Verification (by HOO/DH to HOO) 
(**Can be done only after scanned service book has been verified 
earlier at the HOO Level) 

Step 7: Service Verification (by HOO/DH to HOO) 
[**Can be done only after Step 1 (Retiree Addition) is completed]

6. (a) Pay Fixation Sheet is downloaded/viewed online and 
its correctness is checked by HOO.

6. (b)

• If the Pay Fixation Sheet is found to be correct 
with that of Pay Fixation done in the Service 
Book from time to time: It is verified using the 
appropriate option. 

• If the Pay Fixation Sheet is found to be correct but 
the Pay Fixation done in the Service Book is found 
to be wrong: the HOO will accept and verify 
the Pay Fixation Sheet as uploaded by SSKO, 
but will upload/re-upload  Service Verification 
Certificate(SVC) document which should also 
contain the remark that Pay Fixation Sheet should 
be considered for payment of pension with sign and seal 
of HOO. The Pay Fixation Sheet along with SVC 
should be merged in this case and a single PDF file 
to be uploaded – (Step 7). 

• If the Pay Fixation Sheet is found to be incorrect 
(having issues): 
It is returned online to the SSKO (Special Seva 
Kendra Operator) with suitable corrections to be 
made (as remarks) using the appropriate option.

7. (a)
The Service Verification Certificate (SVC) of the 
Retiree is prepared in a specific 
format and printed. 

7. (b) The SVC is signed (with official seal) by the HOO. 

7. (c)

N.B: 
If the Pay Fixation Sheet document is found to be 
completely correct during Verification, but there are 
issues in the Service Book already verified, then:
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a. The already uploaded SVC of the Retiree must 
be deleted (If already uploaded). 

b. The SVC document to be re-uploaded should 
also contain the Pay 
Fixation Sheet with the sign and seal of HOO and 
declaration that it should be considered for payment of 
pension [As explained in 6(b)].  

[Refer to Annexure-I as attached at the bottom for a 
sample format of the SVC 
to be uploaded for such cases] 

9. (a) Fill up the online Working Sheet of Form-7 for the 
Retiree with the relevant data.

9. (b) Generate the Calculation Sheet for the Retiree based 
on the submitted Working Sheet data.

9. (c) Check if everything is correct in the Calculation Sheet.

9. (d) If found correct, then save the Calculation data as 
Draft.

9. (e) Fill up the Form-7 Checklist with appropriate data.

9. (f) Save the Checklist data as Draft.

9. (g)

Fill up the online form for Form-8 of the Retiree 
with relevant data. If any recoveries are to be made, 
those can be specified in this form itself using the 
appropriate option available.

9. (h) Save the Form-8 data as Draft.

Step 8: Forms Verification (by HOO/DH to HOO) 
[**Can be done only after Step 2 (Retiree Online Form Fill-up) is 
completed] 
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Step 10: Send to DoP (by HOO) 
[**Can be done only after Step 9 (Fill-up Form-7 and Form-8) is 
completed]

10. (a) The pension case can be forwarded online to the PPO 
Issuing Authority (DoP) using the appropriate option. 

10. (b)

Once submitted, the auto-generated copies of Form-
7 and Form-8 must be printed, and duly signed and 
sealed by the HOO for sending them in the physical 
form to DoP. 

N.B: 
The following 4 scenarios can exist while forwarding 
the pension case online to DoP: 

• Scenario #1: 
In case the Service Book of the Retiree is not 
uploaded by the Seva Kendra Operator, then 
the pension case can be forwarded online to 
DoP, provided that the Physical Copy of the 
Service Book is sent to DoP along with the 
Pension Papers of the Retiree. 

• Scenario #2: 
In case the Service Book of the Retiree is already 
uploaded and forwarded to the HOO by the 
Seva Kendra Operator, then the Service Book 
Verification (Step 4) must be completed first; 
otherwise, the case cannot be forwarded online 
to DoP. 

• Scenario #3: 
In case the Service Book of the Retiree has been 
verified by HOO, but the Pay Fixation Sheet 
has not been uploaded by Special Seva Kendra 
Operator  (SSKO), then the pension case will be 
allowed to get forwarded online to DoP. 

• Scenario #4: 
In case the Service Book of the Retiree has been 
verified by HOO, and the Pay Fixation Sheet 
has also been uploaded by Special Seva Kendra 
Operator (SSKO), then the Pay Fixation Sheet 
Verification (Step 6) must be completed first; 
otherwise, the case cannot be forwarded online 
to DoP.
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**** Please note that for all forms (except Scanned Service Book), The Head 
of Office is required to take print out and ink-sign them. These forms (Form7 
and Form8) along with forms (Form 1, A, 3, 5, Undertaking) submitted by 
Retiree are to be sent by post to the DOP.

Annexure – I 
Sample format  

of  
Service Verification Certificate 

(SVC) 

(For scenarios where Pay Fixation Sheet is found 
correct and already verified scanned Service 
Book is found to contain fixation errors)
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