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FOREWARD

Death is the most unwelcome element, even at the ripe age, in anybody’s life. It is more
so, when it occurs at the prime age / when a person is in service. It takes a long time for the
grief stricken family members to recover from the shock of the demise of their beloved one.
They are even unaware of the procedure for claiming the terminal benefits leave alone to claim
any welfare measures offered by the Bank to the legal heirs of the deceased employee.

Bank has devised a number of schemes to the family members when an employee expires
while in service. To avail the welfare measures, the application has to be made within the
stipulated period. In order to enlighten the available schemes and to enable the bereaved family
members to apply for the welfare schemes on time, we have compiled this booklet which is in
two parts. The first part explains the welfare schemes applicable to the bereaved family and
the second part contains the application forms and checklist.

The booklets are supplied to the Regional Offices. Whenever ROs come across the
news of the sad demise of an employee, The Regional Head is advised to send a booklet to the
concerned branch with instructions to the Branch Head to personally visit the family and
handover the booklet. Branch shall also help the family in error free submission of the
applications. The schemes, where the authority is delegated to the Branch Head, have to be
sanctioned immediately. Wherever Central Office approval is required, RO has to ensure that
the applications are obtained and forwarded with process note / due recommendations within
the stipulated time so that the families do not lose the benefits of the scheme on account of late
submission. We are supplying a few booklets only to each Regional office as we pray that the
necessity may seldom arise.

We wish a long and healthy life to all our employees.

(D.K.JAIN)
Mumbai GENERAL MANAGER
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Staff Circular No.5785
dated 16-09-2011

UNION BANK EMPLOYEES’ DEATH RELIEF FUND

Bank has established DRF with the specific objectives of rendering financial assistance by
way of ex-gratia payment to

a)  The member’s nominee/s in the event of the member’s death during the period of his
service in the Bank;

b)  The member, in the event of that member becoming physically challenged due to serious
illness, accident or otherwise, resulting in loss of employment.

1. Amount of Financial Assistance /Ex-gratia :

The amount so payable shall be Rs.3,00,000/ with effect from 30.06.2011. The Board of
Administrators will review the amount from time to time, depending upon the availability of
the funds.

2. Membership :

1. Employees who were in service at the time of introduction of the scheme i.e. 01.01.2003
on payment of subscription from the date of introduction of scheme. Employees who

have joined the bank after 01.01.2003 are also eligible for Death Relief Fund Membership
on payment of subscription from the date of joining in the bank.

1. Membership of the Fund shall be open to all permanent employees of the Bank and to
the permanent part time employees on scale wages, but excluding employees in temporary
or contract service or on deputation from other organizations.

iii. ~ Membership is irrevocable so long as a member continues to be an employee of the
Bank. On his cessation in the Bank’s employment, he will automatically cease to be a
member of the Fund.

iv.  In case, a member fails to remit the amount continuously, for a period of 6 months, he
shall cease to be a member of the fund.

V. Monthly Subscription of Rs. 125 p.m. shall be recovered from the salary.

vi.  When a person ceases to be an employee of the Bank on account of superannuation,
voluntary retirement, resignation, compulsory retirement, dismissal or termination, the
contribution made by them towards the fund will not be refunded.




_2_

3. Nominee of a Member :

1.

1v.

V1.

A member shall nominate a nominee/nominees in order of preference to receive in case of
his death while in service, such sum of money which is payable to him from and out of
the Fund under the Rules.

All such nominations shall be made in Union Parivar.

Nomination so made can be changed by a member only on similar document under his
signature and duly submitted to the Administrators.

On the death of a member, who has made a nomination, the full amount payable to him in
accordance with the Rules, shall be paid to his nominee and such payment shall be a
good discharge to the Administrators against any demand which may be received from
anyone claiming through the said member or otherwise.

Nomination made as aforesaid shall be and remain in full force and effect until the nominee’s
death or until his nomination or appointment has been revoked.

On the death of a member while in service of the bank, not survived by a nominee, any ex
gratia payable to the member shall be paid to the following persons :-

(A) In case of a married employee, to the following in the order of preference.

(B)

a. Widow or widower
b. Son/s
c.  Unmarried Daughter/s

d. Father or Mother

In case of an unmarried employee, to the following in the order of preference.
a. Father or Mother
b.  Brother/s
c.  Unmarried Sister/s

4. Disbursement of DRF:

(1)

(i)

(iii)

A Nominee /Member/ Specified person requesting for DRF under the rules shall make an
application to the Branch Manager/Departmental Head, in the prescribed format .

On receipt of the application form from the nominee/specified person, the Branch Manager
/Department Head shall verify the documents (death certificate if nomination is already
available and legal heir certificate if nomination is not available) produced and satisfy him
on the following points.

a) The applicant is eligible under the rules.
b) The application is within the scope of the rules.
The Branch Manager/Departmental Head will make payments to the Nominee/Specified

person by debiting “POB Account-Dept. of Personnel-C.O.” At their end and apply online
in Union Parivar. All relevant papers must be retained at the Branch/RO.

(66>
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UNION BANK OF INDIA
MANPOWER PLANNING & RECRUITMENT DIVISION
HUMAN RESOURCE MANAGEMENT DEPARTMENT, CENTRAL OFFICE
UNION BANK BHAVAN, 239, VIDHAN BHAVAN MARG NARIMAN POINT, MUMBAI- 400021.

Staff Circular No.5425 Date : 08.09.2007

To
All Branches / Offices

Revised scheme for payment of ex-gratia amount in lieu of appointment on
compassionate grounds and appointment of dependents of deceased employees on
compassionate grounds effective from 31st July 2004

» Compassionate appointment in exceptional cases, if applied for within 12 months
from date of death of employee.

»  Ex-gratia amount in lieu of compassionate appointment, if applied for within 6 months
from date of death of employee.

»  Ex-gratiaamount under pre-mature retirement due to total incapacitation, before attaining
55 years of age.

»  Ex-gratia amount in the range of Rs.2.00 lacs to Rs.8.00 lacs.

Attention is invited to Staff Circulars No.5236 and 5255 dated 29.12.2005 and 23.02.2006
respectively, under cover of which we had circulated scheme for payment of ex-gratia amount
in lieu of appointment on compassionate grounds to dependents of deceased employees /
employees seeking premature retirement on medical grounds, approved by the Board of

Directors, effective from 21.12.2005.

2. Based on Government directives, the Board of Directors, in its meeting dated 25.08.2007
has adopted revised scheme for payment of ex-gratia amount in lieu of appointment on
compassionate grounds and appointment of dependents of deceased employees on
compassionate grounds effective from 31st July 2004. The revised Scheme is enumerated
in Annexure L.

3. The dependent (including widow) should submit request for payment of ex-gratia amount
as per Annexure II.

4. Incase of eligible Employee who has sought premature retirement due to total incapacitation
for work, the applicant should submit his request as per Annexure III along with a Certificate
from a Government recognised Hospital/Civil Surgeon in support of his/her 100% disability
with specific recommendations of the concerned Branch Manager/Department Head. The

Bank’s Medical Officer will vet such certificate.

B
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5. The dependent (including widow) should submit request for compassionate appointment
as per Annexure IV, only where an employee :

» dies while performing his official duty as a result of violence, terrorism,
robbery or dacoity; or

» dies within five years of his first appointment or before attaining the
age of 30 years, whichever is later, leaving a dependent spouse and/or
minor children.

6. A copy of the Death Certificate should be obtained along with the application duly verified
with the original certificate and attested by the Branch Manager/Department Head.

7.  Applications received complete in all respects, should be forwarded to Human Resource
Management Department, Manpower Planning & Recruitment Division, Central Office through
the Regional Office concerned (in case of employee of Central Office through the Departmental
Head concerned) promptly.

8. The existing scheme for grant of ex-gratia in lieu of compassionate appointment to
dependents of deceased employees / employees seeking premature retirement on medical

grounds circulated vide Staff Circulars No.5236 dated 29.12.2005 and 23.02.2006 respectively,
stand rescinded.

9. All applications for grant of ex-gratia amount in lieu of appointment on compassionate
grounds to dependents of deceased employees/employees seeking premature retirement on
medical grounds if any, pending as on 25.08.2007 and all applications for compassionate
appointment / payment of ex-gratia pending as of 31.07.2004 i.e. the date on which the existing
model scheme was circulated by IBA, will be dealt with in accordance with the revised scheme.

10. All are requested to take a careful note of the above and ensure compliance.

DEPUTY GENERAL MANAGER (HRM)

Encl.: Annexures I to I'V.




ANNEXUREI
UNION BANK OF INDIA
Revised scheme for payment of ex-gratia amount in lieu of appointment on

compassionate grounds & appointment of dependents of deceased employee on
compassionate grounds effective from 25.08.2007

1. Background

A Scheme for appointment of dependents of deceased employees on compassionate grounds
to be uniformly implemented by Public Sector Banks was advised by the Banking Division,
Government of India, on 12.9.1978. Appointments could be made against specific existing
vacancies or in expectation of vacancies. Written tests prescribed for regular recruitment to
such posts were waived in these cases. The Government has modified/relaxed the provisions
of the Scheme from time-to-time.

In May 1982, Government permitted banks to modify the Scheme so as to extend the benefit
of compassionate appointment even to the dependents of those who demit office on medical
grounds subject to certain provisions in this regard.

The Supreme Court of India in a landmark judgement concerning Shri Umesh Kumar Nagpal
vs. State of Haryana and others (JT 1994(3)SC 525) has laid down the following principles :

> ".....Asarule, appointment in the public services should be made strictly on the basis of
open invitations of applications and merit. However, to this general rule, there are some
exceptions carved out in the interests of justice and one such exception is in favour of the
dependents of an employee dying in harness and leaving this family in penury and without
any means of livelihood. The whole object of granting compassionate employment is
thus to enable the candidate to tide over the sudden crisis. The object is not to give a
member of such family a post much less a post for post held by the deceased. What is
further, mere death of an employee in harness does not entitle his family to such source
of livelihood. The Government or the public authority concerned has to examine the
financial condition of the family of the deceased, and it is only if it is satisfied, that but for
the provision of employment, the family of the deceased will not be able to meet the
crisis, that a job is to be offered to the eligible member of the family."

»  Compassionate employment can only be offered in posts in Class III and IV.

»  Compassionate employment cannot be granted after a lapse of a reasonable period which
must be specified in the Rules.

The Government had advised all the public sector banks in August 1996 to keep the above
principles in view while deciding compassionate appointments in the banks.

Notwithstanding the objective of the Scheme, over a period of time, banks have been facing
several difficulties in administering the Scheme, some of which are mentioned here below :

(a) Building up of excess manpower due to appointment on compassionate grounds in
supernumerary positions.

(b) Compulsion to appoint dependents despite their not possessing the minimum academic/
technical qualifications required on the job in the emerging competitive and technological
environment when business models and strategies are undergoing constant change.

CEOD
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(c) Litigations for employment of dependents, even from those who have opted for pension
and who take voluntary retirement on medical grounds.

(d) Practical difficulties in determining indigent condition of the family of the deceased
employee.

2. Objective

It is the principles laid down by the Supreme Court, in its judgement in Shri U.K. Nagpal vs.
State of Haryana and others, that the object of any scheme for appointment on compassionate
grounds is not to give a member of the deceased employee's family a post, much less a post
for a post held by the deceased, but to provide relief to the family of a deceased employee to
tide over the sudden crisis brought about by his/her premature death. The relief envisaged
could be of a nature which would provide the distressed family immediate succour and financial
assistance to recover from the unexpected deprivation of the income of the sole bread-winner
of the family.

Keeping this in perspective and with a view to bring about a balance between the business
objectives of banks and their social obligations towards the families of employees dying in
harness, a Scheme is being proposed for grant of ex-gratia amount to the family of the deceased
employee in lieu of appointment on compassionate grounds with certain exceptions as provided
under para 4 (B).

3. For the purpose of the proposed Scheme, "employee" would mean and include only a
confirmed regular employee who was serving full time or part-time on scale wages, at the time
of death/premature retirement and does not include any one engaged on contract/temporary/
casual/part-time on consolidated wages or any person who is paid on commission basis.

4(A). The Scheme for grant of ex-gratia will be applicable in following cases:

(i) Employee dying in harness (other than due to injury sustained while performing official
duty as a result of violence, terrorism, robbery or dacoity).

(i) Employee dying due to injury sustained while performing official duty within or outside
office premises (other than due to violence, terrorism, robbery or dacoity and excluding
travel from residence to place of work and back).

(1) Employee seeking premature retirement due to incapacitation before reaching the age of
55 years.

4(B). The Scheme of Compassionate Appointment will be applicable in following cases :

(1) Employee dying while performing his official duty, as a result of violence, terrorism,
robbery or dacoity;

(i) Employee dying within five years of his first appointment or before reaching the age of 30
years, whichever is later, leaving a dependent spouse and/or minor children.
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5. Ex-gratia Payment

(a) Inthe cases as in para 4(A), ex-gratia amount will be paid to the family of the employee if
eligible and if requested for within six months from the date of the death of the employee.
The family shall be in indigent or penurious circumstances. "Family" for this purpose
would mean and include spouse, wholly dependent children (son, including legally adopted
son/unmarried daughter including legally adopted unmarried daughter). In case of unmarried
employee, parents who are wholly dependent on the employee will constitute "family".

(b) Ex-gratia may be granted to the family of the employee in the manner and subject to the
ceilings specified below, if the monthly income of the family from all sources is less than
100% of the last drawn salary (net of taxes) of the employee to enable the family to
maintain to decent standard of living after the death of the sole bread winner.

Calculation of monthly income

1) Terminal Benefits
a. Provident Fund
b. Gratuity
c. Leave Encashment
d. Any other amount paid under Bank's Scheme(s)

SUB-TOTAL (A)

(2) Liabilities

Loans taken from Bank and/or other Financial

Institutions with the prior approval of the Bank

SUB-TOTAL (B)

(3) Net corpus of Terminal Benefits (C=A-B)
(4) Investments :

Deposits

NSCs

PPF

LIC policies

Others

SUB-TOTAL (D)
(5) Details of movable property, if any, held and monthly income
derived there from.
(6) Details of immovable property, if any, held and
monthly income there from.
(7) Monthly income of the family from all sources :

1) Monthly interest at the Bank’s maximum term deposit
rate on the net corpus of Terminal Benefits (C).

11) Monthly income from investments (on items mentioned
against (4) supra).

ii1) Monthly income from movable & immovable property
(on items mentioned at (5) & (6) supra).

iv) Monthly income of dependent family members.

v) Any other monthly income.

Total Monthly income of the family
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(c) If the total monthly income of the family arrived at as above is less than 100% of the last
drawn gross salary (net of taxes) of the employee, ex-gratia amount as under will be
payable.

(i) The cadre-wise ceiling on ex-gratia amount payable will be as follows :

Category Minimum Amount Maximum Amount
Officers Rs.4.00 lacs Rs.8.00 lacs
Clerical Staff Rs.3.00 lacs Rs.7.00 lacs
Subordinate Staff Rs.2.00 lacs Rs.6.00 lacs

(i) In case the monthly income of the family as calculated above is less than 100% of the last
drawn gross salary (net of taxes) of the employee, an ex-gratia amount calculated @ 100%
of the last drawn gross salary (net of taxes) for each month of remaining service of the
employee (i.e. upto the age of superannuation in terms of extant service rules/conditions) at
the time of his death/incapacitation subject to the cadre-wise ceiling mentioned under (i)
above, will be payable.

(i) In case of death of an employee performing official duty within or outside the office
premises (excluding travel from residence to place of work and back) due to dacoity/robbery/
terrorist attack, the family is also eligible to receive, additionally, the one-time monetary
compensation in terms of extant government guidelines depending on the cadre of the
employee.

(d) Incase of an employee seeking premature retirement due to total incapacitation for work,
the ex-gratia is payable only if all the extant provisions for such retirement are fully
satisfied and the retirement has been approved by the competent authority specified
therefor.

(e) While dealing with proposals for grant of ex-gratia as above, in cases where disciplinary
action had been taken/was pending against the employee dying in harness or the deceased
employee was involved in financial irregularities, embezzlement of funds, committing
frauds etc., the Bank will continue to abide by the guidelines issued by the Government
of India requiring consideration and decision in each case by the Board of the Bank.

(f) The ex-gratia amount in eligible cases will be paid within 3 months of receipt of application,
complete in all respects.

(g) The Scheme will come into force with retrospective effect from 31.07.2004 and all
applications pending as on 31.07.2004 shall be considered in accordance with the revised
scheme. Any application disposed off prior to 31.07.2004 and any order passed thereon
shall not be reopened.
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6. Appointment on Compassionate grounds

(a) In cases covered by Para 4(B), appointment on compassionate grounds may be offered
to one among the next of kin of the deceased employees.

(b) The appointment shall be made only in the clerical and sub-staff cadre.

(c) Application for employment under the scheme from eligible next of kin should be received
by the bank, at the earliest, in any case not later than 12 months from the date of death of
the employee.

(d) The appointments made shall conform to the guidelines of the Government of India
contained in Banking Divisions letter nos. F.5/4/77-IR, dated 12.09.1978; F.No.5/4/77/
IR, dated 27.12.1978; F.No.18/11/88-IR, dated 30.03.1990; F.No.18/11/88-IR, dated
30.05.1990; F.No.18/11/88-IR, dated 08.10.1991; F.No.18/11/88-IR, dated 03.08.1993;
F.N0.18/139/95-IR, dated 07.08.1996 and F.No.18/80/97-IR, dated 19.02.2002.

(e) Since penury and want of any means of livelihood should alone decide the need for
employment, as observed by the Supreme Court of India, the appointment made under
this scheme should also conform to the guidelines contained in IBA's circular No.PD/
CIR/76/532/813, dated 23rd August, 1996.

(f) The Scheme shall come into force with retrospective effect from 31.07.2004 and all
cases of death occurring after 31.07.2004 in the circumstances as in Para 4(B) may be
dealt with according to this scheme.

7. Competent Authority

The Competent Authority for sanction of ex-gratia amount will be the General Manager (HRM)
and that for granting of compassionate appointment will be the Chairman & Managing Director
(in his absence, the Executive Director).

8. The ex-gratia relief / compassionate appointment under the above Scheme is not an
entitlement but may be granted at the sole discretion of the Bank looking into the financial
conditions of the family and in deserving and eligible cases only.

9. The Board of the Bank reserves its right to substitute, amend or vary from time to time
any provision of the Scheme mentioned above.

sekskoskok




UNION BANK OF INDIA

CHECK LIST OF DOCUMENTS/CERTIFICATES TO BE FORWARDED ALONGWITH

APPLICATIONS FOR EX-GRATIAAMOUNT IN LIEU OFAPPOINTMENT
ON COMPASSIONATE GROUNDS/FOR PAYMENT OF EX-GRATIAAMOUNT
UNDER PREMATURE RETIREMENT DUE TO TOTALINCAPACITATION
FOR WORK/FOR COMPASSIONATE APPOINTMENT

(For Regional Office)

EX-GRATIA AMOUNT IN LIEU OF APPOINTMENT ON COMPASSIONATE GROUNDS

1. Application by the dependent as per Annexure I.

2. Incase any member of the family is earning, Income Certificate from his/her employer to
be forwarded. In case any family member is having business/profession, declaration of
monthly income to this effect to be forwarded duly verified by the forwarding authority.

3. Certified copy of the death certificate. (RO should not keep the proposal pending for
want of Death Certificate)

4. Certified copy of the last salary slip of the deceased employee.

PAYMENT OF EX-GRATIAAMOUNT UNDER PREMATURE RETIREMENT DUE TO TOTAL

INCAPACITATION FORWORK

1.  Application by the employee as per Annexure II.

2. A Certificate from a Government recognised Hospital/Civil Surgeon in support of his/her
disability.

3. A certificate from the bank's Medical Officer with specific recommendations to accept
the said application under the scheme in view the disability of the employee.

4. Certified copy of the last salary slip of the employee.

EX-GRATIAAMOUNT IN LIEU OFAPPOINTMENT ON COMPASSIONATE GROUNDS

1. Application by the dependent as per Annexure III.

2. All the relevant certificates/mark sheets/Caste Certificates of the applicant.

3. The OBC Caste Certificate should invariably include Non-Creamy Layer Clause.

4. Incase any member of the family including applicant is earning, Income Certificate from
his/her employer to be forwarded. In case any family member including applicant is
having business/profession, declaration of monthly income to this effect to be forwarded
duly verified by the forwarding authority.

5. Certified copy of the death certificate. (RO should not keep the proposal pending for
want of Death Certificate)

6. Certified copy of the last salary slip of the deceased employee.

DETAILS OF DISCIPLINARY ACTION

1.

The details of Disciplinary Action taken, pending against the employee should be provided
as per Annexure- I'V.

(74)
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ANNEXURE 111

UNION BANK OF INDIA

Process Note for appointment on compassionate grounds
(For Regional Office)

FROM TO
THE REGIONAL HEAD, THE DY. GENERAL MANAGER (HRM)
REGIONAL OFFICE, HRM.D., M.P. & R.D.
CENTRAL OFFICE
Our Ref.: Date :
Please find enclosed the application dated of
Shri./Smt. for appointment on compassionate ground.

The details of the deceased employee as well as applicant are as under :

Date of receipt of application
form at Branch :

Date of receipt of application
form atRO:

(I) PERSONAL DETAILS

PARTICULARS OF
DECEASED EMPLOYEE APPLICANT
1 Name
2 Employee No. XXX
3 Designation XXX
4 Last posting XXX
5(a) Date of Birth
5(b) Age
6 Date of Death XXX
7(a) Date of Joining XXX
7(b) Length of Service XXX
8 No. of Dependents
9(a) Pension Optee YES / NO # XXX
9(b) Monthly Pension Bank Rs. XXX
Defence Rs. XXX
10 Service Record Whether Satisfactory : XXX
YES / NO #
If not satisfactory,
Submit Annexure IV
11 Educational Qualification*® XXX
12 Post applied for XK
13 Category* GEN /SC /ST /OBC GEN /SC /ST /OBC**

# Strike out, which is not applicable.
* Please attach all the relevant certificates/mark sheets/Caste Certificate.
**The OBC Caste Certificate should invariably include Non-Creamy Layer Clause.

dI) FINANCIAL DETAILS

(1) Terminal Benefits
(1) Provident Fund
(i) Gratuity
(i) Leave Encashment
@) Any other amount paid under Bank’s Scheme (s)
(including DRF/ Amount released towards 50% Housing
Loan, etc.)

SUB-TOTAL (A)

(75)
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(2) Liabilities
Loans taken from Bank and/or other Financial Institutions with the
prior approval of the Bank :

@

(i)

(iif)

SUB-TOTAL (B)

(3) Net corpus of Terminal Benefits (C=A-B)

(4) Investments :

(i Deposits

(i) NSCs

(i) PPF

(@iv) LIC policies

(v) Others

SUB-TOTAL

(5) Details of movable property, if any, held and monthly income
derived there from.

(6) Details of immovable property, if any, held and monthly income
there from.

(7) Monthly income of the family from all sources :

(vi)  Monthly interest at the Bank’s maximum term deposit rate on the net
corpus of Terminal Benefits (C).

(vi)  Monthly income from investments (on items mentioned
against (4) supra).

(vii)  Monthly income from movable & immovable property
(onitems mentioned at (5) & (6) supra).

(ix)  Monthly income of dependent family members.

(x) Any other monthly income.

Total Monthly income of the family

Certified for correctness of details given above.

REGIONAL HEAD




1)
2)

3)

4)

ANNEXUREIV
UNION BANK OF INDIA

Details of Disciplinary Action concluded/
Pending/contemplated against the employee

(For Regional Office)

Name of the employee
Employee Number

Disciplinary Action taken & concluded against the employee in his/her service in the
Bank (if more than once the employee was imposed with penalty, give details of each of
those penalties imposed)

* Nature of misconduct (Major/Minor)

e Penalty imposed

Disciplinary Action pending against the deceased employees at the time of
his death/VRS :

e Nature of misconduct (Major/Minor)

* Penalty contemplated

Certified for correctness of information/ details provided hereinabove.

Date : REGIONAL HEAD/FIELD GENERAL MANAGER




UNION BANK OF INDIA

Process Note for Ex-gratia (death of employee)

(For Regional Office)

FROM

THE REGIONAL HEAD,
REGIONAL OFFICE,

TO

THE DY. GENERAL MANAGER (HRM)
D.O.PKHR. M.P. & R.D.
CENTRAL OFFICE

Ref. No. Date :
Please find enclosed the application dated
Shri./Smt.

for payment of Ex-gratia amount in lieu of appointment on

compassionate grounds. The details of the deceased employee are as under :

Date of receipt of application
form at Branch :
Date of receipt of application
form at RO :
(I) PERSONAL DETAILS

1 Name of the deceased employee

2 Employee No.

3 Designation

4 Last posting

5 Date of Birth

6 Date of Death

7 Date of Joining

8 No. of Dependents

9 Pension Optee YES / NO *

10 Monthly Pension Bank Rs.

Defence Rs.
11 Category
12 Last drawn Gross Salary (net of taxes). Rs.
(Please attach the attested copy of salary slip)
13 Service Record (Attach Separate sheet Whether Satisfactory: YES / NO *
if required) If not satisfactory, provide details
as per Annexure I'V

# Strike out, which is not applicable.

(II) FINANCIAL DETAILS

(1) Terminal Benefits

@)

(ii)
(iif)
(i)

Provident Fund
Gratuity
Leave Encashment

Any other amount paid under Bank’s Scheme (s)
(including DRF / Amount released towards 50% Housing

Loan, etc.)

SUB-TOTAL (A)




0.

(2) Liabilities
Loans taken from Bank and/or other Financial Institutions with the
prior approval of the Bank :

@

(i)

(1)

SUB-TOTAL (B)

(3) Net corpus of Terminal Benefits (C=A-B)

(4) Investments :

(i) Deposits

i) NSCs

(i) PPF

(@iv) LIC policies

(v) Others

SUB-TOTAL

(5) Details of movable property, if any, held and monthly income
derived there from.

(6) Details of immovable property, if any, held and monthly income
there from.

(7) Monthly income of the family from all sources :

@) Monthly interest at the Bank’s maximum term deposit rate on the net
corpus of Terminal Benefits (C).

(1) Monthly income from investments (on items mentioned
against (4) supra).

@)  Monthly income from movable & immovable property
(on items mentioned at (5) & (6) supra).

@iv)  Monthly income of dependent family members.

) Any other monthly income.

Total Monthly income of the family

(III) DETAILS OF THE DEPENDENT

1

Name of the applicant

2

Relationship with the deceased employee

Certified for correctness of details given above.

REGIONAL HEAD




UNION BANK OF INDIA

Process Note for Ex-gratia (Premature retirement on medical grounds)
(For Regional Office)

FROM TO
THE REGIONAL HEAD, THE DY. GENERAL MANAGER (HRM)
REGIONAL OFFICE, HRM.D., M.P. & R.D.
CENTRAL OFFICE
QOur Ref.: Date :
Please find enclosed the application dated of
Shri./Smt. for payment of Ex-gratia amount under

Premature Retirement due to total incapacitation for work. The details of the deceased employee
are as under :

Date of receipt of application
form at Branch :
Date of receipt of application
form at RO :
(I) PERSONAL DETAILS

1 Name

2 Employee No.

3 Designation

4 Last posting

5 Date of Birth

6 Date of Joining

7 No. of Dependents

8 Pension Optee YES / NO *

9 Monthly Pension Bank Rs.

Defence Rs.
10 Category
11 Last drawn Gross Salary (net of taxes). Rs.
(Please attach the attested copy of salary slip)
12 Service Record (Attach Separate sheet Whether Satisfactory: YES / NO *
if required) If not satisfactory, provide details
as per Annexure I'V

# Strike out, which is not applicable.

(II) FINANCIAL DETAILS

(1) Terminal Benefits
@) Provident Fund
(i1) Gratuity
(1)  Leave Encashment
@iv)  Any other amount paid under Bank’s Scheme (s)
(including DRF/ Amount released towards 50% Housing
Loan, etc.)

SUB-TOTAL (A)




0.

(2) Liabilities
Loans taken from Bank and/or other Financial Institutions with the
prior approval of the Bank :

@

(i)

(1)

SUB-TOTAL (B)

(3) Net corpus of Terminal Benefits (C=A-B)

(4) Investments :

(1) Deposits

i) NSCs

(i) PPF

(@iv) LIC policies

(v) Others

SUB-TOTAL

(5) Details of movable property, if any, held and monthly income
derived there from.

(6) Details of immovable property, if any, held and monthly income
there from.

(7) Monthly income of the family from all sources :

@) Monthly interest at the Bank’s maximum term deposit rate on the net
corpus of Terminal Benefits (C).

(i1) Monthly income from investments (on items mentioned
against (4) supra).

@)  Monthly income from movable & immovable property
(on items mentioned at (5) & (6) supra).

(iv)  Monthly income of dependent family members.

v) Any other monthly income.

Total Monthly income of the family

Certified for correctness of details given above.

REGIONAL HEAD




FLOW CHART
(For Regional Office)

ANNEXURE VI

Name of deceased
Employee

Employee No.

Designation

Last posting

Date of intimation of
scheme to the dependents

Date of handing over the
formats of application to
the dependents

Date of receipt of
Applications formats duly
filled in from the
dependents at RO

Date of submission of
formats to the
Central Office




UNION BANK OF INDIA
(For Regional Office)

Guidelines for payment of Gratuity to legal heirs when nomination is not made.

In case, the branch does not have the nomination form for gratuity on its record the

procedure to be complied with for settlement of claims from legal heirs of a deceased employee
1s detailed as under :

I.

II.

If Legal heirs are known to our Bank Officer and certificate to that effect can be
produced :-

Submit certified True Copy of Death Certificate.

Submit letter of Indemnity Bond as per Annexure. Indemnity Bond should be duly
stamped as per Stamp Act in force in your State. It need NOT be signed before Magistrate/
Notary Public.

Submit Certificate from Branch Manager/In-charge that Indemnity Bond is duly stamped
as per Stamp Act in force in your state.

Submit duly attested letter from our Bank Officer stating that he knows the deceased
employee and his legal heirs and that the letter of Indemnity Bond boars genuine signatures
of all legal heirs.

Submit confirmation letter from Branch Manager/In-charge stating that signatures of legal
heirs & sureties are genuine and that legal heir and sureties together are good for the
amount of gratuity.

Application by legal heir (as per enclosed form).

If legal heirs are/not known to our Bank Officer and a letter as above can NOT be
produced.

Submit certified true copy of Death Certificate.

Submit Affidavit as per Annexure B and Indemnity Bond as per Annexure C. Both
Affidavit and Indemnity Bond should be on non-judical stamp papers as per stamp Act

in force in your state AND both Affidavit and Indemnity Bond should be executed
before Judical/Metropolitan Magistrate/Notary Public.

Submit Certificate from Branch Manager/In-charge that Affidavit and Indemnity Bond
are duly stamped as per Stamp Act in force in your state.

Submit confirmation letter from Branch Manager/In-charge stating that legal heir and
sureties together are good for amount of Gratuity. Please note that the Bank Employees
and relatives of claimants may stand as sureties.

Submit Application by legal heir (as per form enclosed).

(83>
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SCHEME FOR PAYMENT OF EX-GRATIA FOR ADJUSTMENT OF
HOUSING LOAN OF DECEASED EMPLOYEES

Bank has in place Staff Housing Loan Scheme at Concessional rate of interest for Award Staff
and Officers who have been confirmed & completed 2 years of service, to support them to
have their own shelter. It is observed that in case of untimely death of staff members while in
service, major portion of the terminal benefits goes towards adjustment of outstanding housing
loan, resulting in undue financial hardship to the surviving family members. This scheme aims
to reduce the burden of the surviving family members of deceased staff member to a certain
extent by way of granting ex-gratia from Staff Welfare Fund for adjustment of the Housing
Loan Account.

1. Applicability :
The scheme will be applicable to all full time employees of the Bank but not to those

appointed on contract or stipendiary basis. Employees who were on Permanent part-time
basis drawing scale wages of 1/3™ and above will also be eligible under this scheme.

2. Scope :

The scheme provides for adjustment of outstanding housing loan account of deceased
staff members.

3. Amount:

On and from 01.07.2003 the ex-gratia amount will be to 50% of the balance outstanding
in staff housing loan or Rs.2.00 lac, whichever is less. Staff housing loan will include the
balance outstanding in Additional Housing L.oan at Commercial Rate of Interest but will
not include loan granted to staff members under Union Home or any other scheme of the
Bank. However, the dependent of deceased subordinate staff members including PTS
will be eligible to receive ex-gratia to the extent of balance outstanding in Staff Housing
Loan Account or Rs.2.00 lacs, whichever 1s lower.

4. General Conditions :

i.  An application in writing as prescribed under the scheme will be submitted by the
nominee of the deceased employee to the Branch Manager/Chief Manager,
Departmental Head where the employee was working.

ii. The nominee to the Provident Fund/Gratuity Fund will be the nominee for the purpose
of this scheme also.

iii. Application will be scrutinized by the Branch Manager/Chief Manager/Departmental
Head and it will be sanctioned by the Competent Authority.

TR
LY,




1v.

V.

Vil.

After sanction of the application, the Branch / Office, where the employee was last
working will debit Expenditure a/c — staff welfare expenses-Scheme for payment of ex-
gratia for adjustment of staff housing loan of deceased employees and credit the amount
to the staff housing loan account / additional housing loan account at commercial rate of
interest as the case may be with the branch where the accounts are maintained.

The details of approval accorded by the competent authority for payment of ex-gratia
under this scheme will be recorded in a register containing the following details

Name of the Staff P.F. No. Designation
Date of | Appln. for Nature of Whether the
Death Ex-gratia submitted by relationship with applicant is a
the deceased nominee for
employee PF/Gratuity Fund
Amount outstanding in Total amount Amount of Date of
ex-gratia payment
approved
Staff hsg. loan Addl.hsg.
Principal | Interest | loan

The records of sanction/payment will be properly maintained for audit purposes.
The Internal Auditors will, in their reports, make specific comments regarding compliance.

The payment of ex-gratia will be reported in the Annexure-II — to Profit & Loss A/c.
every half year. It should be ensured that the total of all payments under Staff Welfare
Expenses (Code No0.3107) including all other schemes reported in the Annexure-II to
Profit & Loss A/c. tallies with the balance reported under Expenditure A/c - Staff Welfare
Expenses as at the end of every half-year.




. Competent Authority :

Employees working in the Branch

Branch Manager/Chief Manager of the branch concerned.

Employees working in
administrative offices

Chief Manager (P&D) in case of R.O./Z. O./
N.R.O./ EGM.O.

Employees working in CO

Chief Manager (HRM) in case of Central Office.

Employees working in Branches
Accounts Section

DGM/AGM/ In charge of the section

Employees working in In charge of Office
Audit Office
Employees working in Staff Principal/Vice Principal

Training College

Employees working in Staff
Training Centers

Chief Manager heading the Training Centre.
In case there is no Chief Manager at the particular Centre|
Principal/Vice Principal, Staff Training College, Bangalore)




FINANCIALASSISTANCE TO CHILDREN OF DECEASED EMPLOYEES
TO CONTINUE EDUCATION

Applicability :

The scheme will be applicable to all full time employees of the bank including permanent

subordinate employees but not to those appointed on contract or stipendiary basis.

Scope :

Financial assistance will be provided to children of those permanent employees who died
while in service on or after 01.04.2006. i.e. the launching date of this scheme.

Amount : Rs. 2000/- per child per annum or claim whichever is less.

General Conditions :

The Financial assistance will be provided only to those children of deceased employee
who are pursuing either 10+2 or 12+ 3 / 4 level of study at the time of the death of the
employee 1.e. financial assistance will be provided to complete the remaining academic
years of study between first year of 10+2 level study (11th standard) to last year of 12+3/
4 level study. The financial assistance will be given for a maximum of 6 academic years
1.e. Eleventh, Twelfth, 1st, 2nd, 3rd, 4th years of Degree/Diploma courses.

Those children who are pursuing study in 10th standard at the time of death of employee
will also be eligible to receive financial assistance for 10+2 and 12+ 3 / 4 level study.
However, those children who are studying in nursery to ninth standard at the time of
death of employee will not be eligible for the benefit of this scheme.

The financial assistance will be restricted to 2 children only.

The child/children of the deceased employee should pass the qualifying examination
every year so as to be eligible for the financial assistance.

While claiming the financial assistance every year , the spouse/child/children of deceased
employee will be required to submit the copy of mark sheets of last year examination
passed and proof of further continuation of study i.e. Bonafide certificate / Fee receipt
issued by school/ college.
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e The payment under the scheme will be by way of reimbursement of expense already

incurred on the tuition fees, term fees examination fees, admission fees, and cost of text
books, etc.

e  (Capitation/Donation will not be eligible for reimbursement. The scheme will also not
cover amount paid towards hostel fees. Optional fees, refundable deposits, caution money
deposits coaching fees etc.

e  Along with the application the spouse /children of the deceased employee should submit
the original bills/receipt evidencing payment of tuition fees, school fees, cost of text
books etc.

e  The spouse/child/children of the deceased employee should submit an application on a
yearly basis for claiming reimbursement.

e  The ward/s of the decease employee should pass the qualifying examination every year
so as to be eligible for financial assistance. Failure in the qualifying examination or detention
in the same class leads to ineligibility. However on being considered for promotion to the
higher class the ward/s will become eligible for being covered under this scheme.

The claims under the scheme will be entertained by the Branch Head/ Departmental Head
where the deceased employee was last employed or by the branch head with whom the legal
heir of the deceased employee maintain their account. The details of approval accorded by the
competent authority should be recorded in a register containing the following details.

Name of the P.F. | Designation | Application Application
Deceased Employee No. Submitted By | Received on

Name of the | Class/Standard | Academic year for Type of School/college fees
ward of study which reimbursement | of which eimbursement
is sought is sought for
€@
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Amount reimbursement
sought for

Amount Approved

Date of Payment

The records of sanction/ payment will be properly maintained for audit purpose. The internal/

Auditors will, in their reports, make specific comments regarding compliance.

The payment under this scheme will be debited to Expenditure Account-Staff Welfare Measure-
Scheme for providing financial assistance to the children of deceased employees for their

academic pursuits.

Group Personal Accident Policy :

e Bank has a Group Personal Accident policy covering unfortunate death or total permanent
disability due to accident for all employees of our bank.

*  As per the condition of the policy, the event (death / permanent disability) has to be
reported to the Insurance Company in written form, within one month of happening of

the event.

»  The application form along with Police Panchnama, Death certificate, Postmortem Report
has to be submitted by the legal heir to Regional office, who in turn shall forward the
same to Personal Administrative Division, Dept. of PHR with their recommendation.

*  Branches / Offices may refer Staff Circular no. 5826 dt. 14.02.2012 for the operational

guidelines under the Policy.
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APPLICATIONS

Family Pension

1.a)
1.b)

1.c0)

Application for grant of Family Pension

Letter of undertaking for recovery of excess payments made
on account of pension settlement.

Certificate of re-marriage / Marriage

Provident Fund

2.

Gratuity
3.a)
3.b)
3.0)
3.d)
3.e)

Application of refund of Provident Fund.

Application for Gratuity by a Nominee Form-J

Application for Gratuity by a legal heir Form-K

Letter of Indemnity when the legal heirs are known to Branch officials
Affidavit when legal heirs are not known to the Branch officials

Letter of Indemnity when the legal heirs are not known to Branch officials

Death Relief Fund

4,

Application form

5. Application for Ex-gratia in lieu of compassionate appointment /

Application for Ex-gratia due to total incapacitation for work. /

Application for grant of compassionate appointment.

6. Application for payment of ex-gratia for adjustment of staff housing loan
of deceased employees.

7. Application for financial assistance to children of the deceased employee
for academic pursuit.

8. Application under Personal accident benefit scheme.
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UNION BANK OF INDIA

FORM - 4

(Application for grant of Family Pension
On the death of the Employee/Pensioner).

The Dy. General Manager (P),
Department of Personnel
Union Bank of India

Central Office
Mumbai 400 021.

Sir,

Annexure —VI to SC. No0.4220
Date 20.10.1995

I regret very much to inform you of the said demise of my husband/wife Shri/Smt.
on . The relative death certificate is enclosed.

1. Details of the applicant

A. Full Name
1) Widow/Widower
i1) Son/Daughter
i)  Guardian if the deceased person is

B. S.B. A/c. No.(Individual).

survived by minor child or children

: Branch :

Zone :

2. Name & age of the surviving widow/widower and children of the deceased
employee/pensioner.

Sr. No.

Name

Relationship with the
deceased person

Date of birth by
Christian era

Occupation,
if any

3. Details of the deceased employee/pensioner

1) Full Name
i)  PF Number




i)  Designation :
iv)  Branch/Dept. last worked & Zone :
v)  Date of death

vi)  Pension payment order number
4. Enclosures

1. Passport size photographs of the applicant duly attested.

2. Certificiate(s) of age (attested copies) showing the date of birth of the children.
The certificate should be from the Municipal Authorities or from the head of the
recognized school, if the child is studying in such school.

5. Indicate whether family pension is admissible:
from any other source Military or State
Government and /or a public sector undertaking/
autonomous body/local fund under the Central
or State Government.

Signature attested

Signature of left hand thumb
Impression of the applicant in
case of illiterate

Br. Manager/Departmental Head
Date :

Full residential Address :

Witness :

1. Name:

Address

Signature

2. Name:

Address

Signature




LETTER OF UNDERTAKING FOR RECOVERY OF EXCESS PAYMENTS
MADE ONACCOUNT OF PENSION SETTLEMENT

To

The General Manager (P),
UNION BANK OF INDIA,
Department of Personnel,
Terminal Benefits Division,
Pension Fund Section,
Central Office,

Mumbai- 400021.

Dear Sir,

I have been sanctioned Pension / Family Pension as per Staff Circular No.5690 dated
27th August 2010 under Union Bank of India (Employees’) Pension Regulations, 1995. As per
the said circular, I am eligible to get the commutation/ arrears on my pension. I understand that
you are agreeable to release such commutation / arrears of pension subject to my furnishing
letter of authority / undertaking authorizing you to make recoveries of excess payments made
if any to me while giving the commutation / arrears of pension.

Accordingly, I hereby irrevocably authorize you to make any recoveries / adjustments. out of
my future pension, if it is revealed at any time that I have been paid pension wrongly.
I undertake to repay the amount immediately on demand, in lump sum. This undertaking /
authority is irrevocable and binding upon me / my legal heirs/ nominees as well.

Yours faithfully,

Place :

Date: Signature

Name of the pensioner: ...........ccccceevveerncneeenne
/ Family pensioner
Pension Payment Order No. ......ccccccceeevniieenn.

Employee’s P. F. NO. @ oo
Telephone / Mobile NoO........cccovviiiiiiiiiiiieeee.
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UNION BANK OF INDIA

(For Family Pension)

Form No.13

CERTIFICATE OF RE-MARRIAGE/MARRIAGE

I hereby declare that I have not got re-married and I undertake to report such an

event promptly to the Pension Disbursing Authority/Union Bank of India.

(Applicable only for widow/widower recipient of
family pension and to be furnished only once)

Or

I hereby declare that I am not married/I have not got married during the past

six months.
(To be submitted by widowers and unmarried daughters
once every six months in May and November)

Signature :
Name of the
Pensioner :

Place : P.P.O. No.

Date :

I certify to the best of my knowledge and belief that the above declaration is correct.

Signature of a :
Responsible
Officer or a well
Known person

Place : Name :
Date : Designation :
€D
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APPLICATION FOR REFUND OF PROVIDENT FUND
(For Nominees / Legal Heirs)

To Application to be submitted
The Trustees, through Branch Manager/
Union Bank of India Employees' Manager of the Branch/Office
Provident Fund, where the employees last
Provident Fund Section, worked.

CO, Union Bank Bhavan,

239, Vidhan Bhavan Marg,

Mumbai- 400021. Your PF No.
Date :

WHETHER OPTED FOR PENSION : YES/NOT
Dear Sirs,

Consequent upon my Retirement /Resignation /Termination /Death of Mr./Mrs./Miss
w.e.f. / on . I apply for the repayment of my
own contribution plus portion of the Bank's Contribution to which I am entitled / the amount
to which I am entitled under Rule No.23 of the Union Bank of India Employees' Provident
Fund Rules as nominee of the deceased employee, and I request that the payment of the
amount due to me be made by a crossed "Account Payee" cheque drawn in my favour. The
relevant particulars in relation to my claim is given below :-

01. Full Name of the Employee

02. Designation

03. Branch /Office where employee last worked :
04. Date of appointment in Bank's Services

05. Date of Leaving Bank's Services

06. Tenure of Service in the Bank

07. Reason for leaving Bank's Service : Retirement /Resignation /
Termination /Death

08. Full name of the Nominee

09. Residential address of the applicant /
Nominee preferring the claim

10. Relationship of the Nominee to employee :
11. Marital status of the employee

12. Marital status of the nominee




_2-
13. Non-refundable withdrawal against PF
Accumulation availed (Write YES /NO)

14. Mention document enclosed evidencing
date of Death of employee (in case of death)

15. Whether Opted for Pension (write Yes/No):

I declare that all particulars stated in the statement above are true and correct to the best
of my knowledge and belief.

I hereby authorize you to recover against the credit of my Provident Fund Cheque all outstanding
dues that are payable by me to the Bank.

Signature /Thumb impression of the
Employee /legal heir of the deceased

(TOBEFILLED IN BY THE BRANCH /OFFICE WHERE THE EMPLOYEE LAST WORKED)

We have verified the information furnished overleaf and confirm its correctness. The employee
has availed of the following loans/and the present outstanding thereof are as follows :
(IFTHERE ARE NO RECOVERIES AGAINSTANY OF THE BELOW MENTIONED OUTSTANDING
DUES HEAD, THEN PLEASE WRITE NIL THERE — AGAINST)

1. Housing Loan
2. Clean Loan
3. Festival Advance
4. Excess Salary
5. Advance against T.A. Bills
6. Advance salary /L.F.C. Advance
7. Other Loans & Advance (specify)
WE RECOMMEND THE RELEASE/PAYMENT OF PE. DUES
FOR UNION BANK OF INDIA
BRANCHMANAGER/MANAGER
DATE": BRANCH/OFFICE




APPLICATION FOR GRATUITY BY A NOMINEE FORM 'J'

The Managing Director,
UNION BANK OF INDIA
MUMBALI — 400021.

Dear Sir,

(Name of the employee) who was an employee of your establishment and died on the
Gratuity is payable on account of the death of the aforesaid employee while in service / superannuation of the aforesaid
retirement or resignation of the aforesaid employee on
years of service/total disablement

employee on

I beg to apply for Payment of Gratuity to which I am entitled under Sub-section (I) of Section 4 of the
Payment of Gratuity Act 1972 as a Nominee of late

Applications to be submitted through the
Branch Manager/Departmental Head of
the Branch/Office where the deceased
Employee has last worked.

after completion of

of the aforesaid employee due to accident or disease while in service with effect from the

Necessary particulars relating to my claim are given in the statement below :

10.

I1.
12.

13.

14.

15.

16.

STATEMENT

Name of the applicant nominee

Address in full of the
applicant nominee

Marital status of the applicant
Nominee (unmarried/married
widow/widower)

Name in full of the employee
Marital status of the employee

Relationship of the nominee
with the employee

Total period of service
of the employee

Date of joining of the employee

Date and cause of termination
of service of the employee

Department/Branch where the
employee last worked

Post last held by the employee

Total wages last drawn
by the employee

Date of death and evidence witness
as proof of death of the employee

Reference No. of recorded
nomination, if available

Total Gratuity Payable to
the employee

Claimed Share of Gratuity

Basic +




_D.

2. Ideclare that the particulars mentioned in the above statement are true and correct to the best of my knowledge
and belief.

Payment may please be made in Crossed or Open Bank Cheque.

4.  Asthe amount payable is less 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 deducting Postal Money Order
commission therefrom.

Yours faithfully,

Signature or Thumb Impression of
Applicant Nominee
Place :

Date :
(FOR THE USE OF THE BRANCH/OFFICE WHERE THE DECEASED EMPLOYEE LAST WORKED)

We have verified the above information and confirm its correctness. The Deceased Employee, has availed of
the following Loans and the amount presently outstanding there against are :-

A. CLEAN LOAN : Rs.
B. HOUSING LOAN : Rs.
C. FESTIVAL ADVANCE/SALARY ADVANCE : Rs.
D. ADVANCE AGAINST T.E. BILLS : Rs.
E. OTHER LOANS AND ADVANCES (SPECIFY) : Rs.

F.  ANY OTHER DUES (SPECIFY)

Last Salary Paid for

Deduction from salary :
P.E. PF.Loan Hsg.Loan FestAdv. Conv. Loan Clean Loan Other Deduction Total Deduction

Rs.

We recommend the release/repayment of Gratuity Dues.

NAME OF THE BRANCH/OFFICE :

DATE :

(Signature of the Branch Manager)

I, the Nominee of Shri/Smt./Kum.
hereby authorise you to effect the recoveries of all dues of the Bank from the terminal benefits payable to
Shri/Smt./Kum.

(Signature of the Nominee)




APPLICATION FOR GRATUITY BY A LEGAL HEIR FORM 'K'

The Managing Director, Applications to be submitted through the
UNION BANK OF INDIA Branch Manager/Departmental Head of
MUMBALI — 400021. the Branch/Office where the deceased

employee has last worked.

Dear Sir,

I beg to apply for Payment of Gratuity to which I am entitled under Sub-section (I) of Section 4 of the
Payment of Gratuity Act 1972 as alegal heir of late
(Name of the employee) who was an employee of your establishment and died on the
without making any nomination. The Gratuity is payable on account of the death of the aforesaid employee while in

service / superannuation of the aforesaid employee on the retirement or
resignation of the aforesaid employee on the after completion of
years of service/total disablement of the aforesaid employee due to accident or
disease while in service with effect from . Necessary particulars relating to my claim are
given in the statement below :
STATEMENT
1. Name of the applicant legal heir
2. Address in full of the
applicant legal heir
3. Marital status of the applicant
legal heir (unmarried/married
widow/widower)
4. Name in full of the employee
Relationship of the applicant
with the employee
6. Religion of both the applicant
and the employee
7. Date of Joining and total period
of service of the employee
8. Department/Branch where the
employee worked last
9. Postlast held by the employee
10. Total wages last drawn Basic Sp. Allce D.A. Total
by the employee :
11. Date and cause of termination
of service of the employee
(death or otherwise)
12. Date of death of the employee and
evidence/witness in support thereof
13. Total Gratuity Payable to
the employee
14. Percentage of Gratuity claimed
15. Basis of the claim and evidence/
witness in support thereof
qod>




_0 .
2. ldeclare that the particulars mentioned in the above statement are true and correct to the best of my knowledge
and belief.

Payment may please be made in Open or Crossed Bank Cheque.

4.  Asthe amount payable is less 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 deducting
Postal Money Order commission therefrom.

Yours faithfully,

Signature or Thumb Impression of
Applicant Legal Heir
Place :
Date :
(FOR THE USE OF THE BRANCH/OFFICE WHERE THE EX-EMPLOYEE LAST WORKED)

We have verified the above information and confirm its correctness. The Deceased Employee, has availed of
the following Loans and the amount presently outstanding there against are :-

A. CLEAN LOAN : Rs.
B. HOUSING LOAN . Rs.
C. FESTIVAL ADVANCE/SALARY ADVANCE : Rs.
D. ADVANCE AGAINST T.E. BILLS . Rs.
E. OTHER LOANS AND ADVANCES (SPECIFY) : Rs.

F.  ANY OTHER DUES (SPECIFY)

Last Salary Paid for

Deduction from salary :
P.E. PF.Loan Hsg.Loan FestAdv. Conv. Loan Clean Loan Other Deduction Total Deduction

Rs.

We recommend the release/repayment of Gratuity Dues.

NAME OF THE BRANCH/OFFICE :
DATE :

(Signature of the Branch Manager/Dept. Head)

I, the Legal Heir of Shri/Smt./Kum.
hereby authorise you to effect the recoveries of above dues from the terminal benefits payable to
Shri/Smt./Kum.

(Signature of the Legal Heir)




[ Single Indemnity for all benefits as mentioned hereunder ]

ANNEXURE-A To be stamped as per
Stamp Act in your State

LETTER OF INDEMNITY to be taken before

Payment of Salary, Bonus, Provident Fund/Gratuity
Fund, etc., to legal heirs of deceased Bank employee,
when Bank Officers give a letter stating that he/they
know/s the deceased and his legal heir/s and that the
Letter of Indemnity bears the genuine signature of all the
Legal heirs.

To :

In consideration of your agreeing to pay and /or paying me/us

(insert here names of all

legal heirs/representative of the deceased)
the sum of Rupees
being the salary/bonus/gratuity/provident fund due to Mr./Mrs./Miss

a deceased employee of Union Bank of India, last worked at
Branch without production of Letter of Administration or Succession Certificate or
other legal representation to his/her estate and on the strength of my/our representation
that I am/we are the only surviving legal heir/s/representatives of the said
late Mr./Mrs./Miss

who died on , without leaving a will and that I/we am/are solely entitled to the
same, I/we the undernamed person/s :

Full Name Age Relationship Permanent Address
with the
deceased
1.
2.
3.

as Principals




LETTER OF INDEMNITY (CONTD.)

and I/we the undersigned :-

Full Name Age Permanent Address

as sureties

do hereby for myself/ourselves and my/our heirs, legal representative/s, executors and
administrators jointly and severally AGREE AND UNDERTAKE to indemnify you and your
successors and assigns and keep them indemnified against all claims, demands, proceedings,
losses, damages charges and expenses which may be raised against or incurred by you by
reason or in consequence of your having agreed to pay/or paying me/us the said sum as
aforesaid.

Signed, Sealed and delivered by the above-named on this day of 200

(Signature)
(All heirs of the deceased)

(Signed and Delivered By the above-named)

(Signature)

(Sureties)




[ Single affidavit for all the benefits as mentioned hereunder ]

ANNEXURE —-B

(On Non-judicial Stamp Paper of adequate
value as per the Stamp Act in your State)

DRAFT OF AFFIDAVIT to be taken before payment of Salary, Bonus, Gratuity,
Provident Fund etc. to legal heir/s of deceased Bank employee when a letter from Bank
Officer/s stating that he/they know the deceased and his legal heir/s and that the letter of
indemnity bears the genuine signature of all legal heirs and sureties is not produced.

I/We
do
Hereby solemnly and sincerely affirm/swear and state as follows :

1.  Mr./Mrs./Miss
died on at . I/we state that I/we have requested Union Bank
of India / Trustees of Union Bank of India Provident / Gratuity Fund to pay to me/us the
salary/bonus/Provident Fund/Gratuity due to the deceased Mr./Mrs./Miss

as follows.
Account/Claim Amount
1. Salary
2.  Bonus
3. Provident Fund
4.  Gratuity

The declaration is being made to enable the Bank/Trustees to settle my/our claim in respect of
above accounts/matters/Terminal Benefits.

I/we the undernamed person/s, am/are, the only heir/s legal representative/s
surviving the deceased :

Name Age Relationship with Permanent Address
deceased




AFFIDAVIT (CONTD.)

I/We further declare that :-

i)

The deceased died without leaving a "Will" OR the deceased has left a will
dated being his/her last and only will and testamentary disposition
whereby the claimant mentioned herein have been bequeathed with the amounts
shown hereinabove. (Applicable only where obtaining of a Probate from a Court of
Law is not compulsory).

i)  Apart from the persons mentioned in the application/claim Form submitted by us to
the Bank and whose names are stated hereinabove the deceased has not left any
other legal heir/s legal representatives.

) The amount coming to the share of minor legal heirs shall be utilized by me/us for
the benefit of the minor/s.

Signature of all legal heirs
Solemnly affirmed at Before Me
Dated :
(SEAL)

(Signature & Seal of
Judicial/Metropolitan Magistrate)




(Single indemnity for all benefits as mentioned hereunder)

ANNEXURE-C To be stamped as per
Stamp Act in your State

DRAFT OF THE INDEMNITY BOND to be taken before
Payment of Salary, Bonus, Provident Fund/Gratuity
Fund etc., to legal heirs of deceased Bank employee,
when a letter from Bank Officer/s stating that he/they
know the deceased and his legal heir/s and that the
Letter of Indemnity bears the genuine signature of the
Legal heir/s is not Produced.

In consideration of UNION BANK OF INDIA/Trustees of Union Bank Employees' "Gratuity/
Provident Fund" (herein after called "the Bank"/"the Trustees" having agreed to pay and
paid the undersigned Mr./Mrs./Miss
the amount of Rs. (Rupees ) Salary, Bonus,
Provident Fund, Gratuity dues payable to Mr./Mrs./Miss
an employee of Union Bank of India the strength of representation made by the said Mr./Mrs./
Miss (who died on ) that he/she/they is/
are solely entitled to the same without insisting on succession certificate/probate/
Letter of Administration or other legal representation of the estate of the said deceased,
I/We the undersigned

Full Name Age Relationship Permanent Address
with the
deceased
L.
2.
3.
as Principals
and I/we the undersigned :-
Full Name Age Permanent Address
L.
2

as sureties




INDEMNITY BOND (CONTD.)

Themselves, their heir/s, executors and administrators jointly severally do hereby covenant
from time to time and at all times hereafter to save defend and keep harmless and indemnified
the Bank/Trustees its/their successors and assigns of from and against all actions, suits,
proceedings, accounts, expenses, losses, claims and demand for or in respect of the said
monies on the part of any persons or firms claiming under or in the right of the said (Name of
the deceased)

and from against all costs, damages and liabilities in connection therewith.

Signed and delivered by the withinnamed
(Signature)

(Name)

As Principals
(And)

(Name)
(As Sureties)

this day

of in the presence

(SEAL) NOTARY/JUDICIALMAGISTRATE




Annexure V to Staff Circular
No0.3397 dated 16-02-1989

APPLICATION FOR EX-GRATIA BY NOMINEE
UNDER THE RULES OF THE DEATH RELIEF FUND

The Administrator, DRF Membership No. :
Union Bank Employees' Death Relief Fund, Employee No. :

Salary Section,

CENTRAL OFFICE

APPLICATION TO BE SUBMITTED THROUGH THE BRANCH
MANAGER/DEPARTMENTAL HEAD OF BRANCH/OFFICE
WHERE THE DECEASED EMPLOYEE HAS LAST WORKED

Dear Sir,

I beg to apply for payment of ex-gratia to which I am entitled under Rule 3
read with Rule 9 of Union Bank Employees Death Relief Fund, as a nominee of
late who was a member of the fund and
died on . Necessary Particulars relating to my claim are given in
the statement below :

STATEMENT

1. Name in Full

2. Address

3. Department/Branch/Section where last employed
4. Post held

5. Date of Appointment

6. Date of death of the employee and evidence/
witness in support thereof

7. Month of payment of first monthly contribution
8. Month of payment of last monthly contribution

9. Nominee/Legal Heirs




Annexure V to Staff Circular
No0.3397 dated 16-02-1989

I  Ideclare that the particulars mentioned in the above Statement are true and correct to the
best of my knowledge.

Yours faithfully,
Signature Signature / Thumb Impression
of the Branch Manager/Departmental Head of the Applicant's Nominee
Place :
Date :

(For the use of Branch/Office where the deceased/disabled employee has last worked)

We have verified the above information and confirm its correctness.
We certify the genuineness of the signature of the nominee.

We also certify that
— The Applicant is eligible under the Rules.
— The Application is within the scope of the Rules.

Signature of the Branch Manager/Departmental Head

Name of the Branch/Department

Place :

Date :




UNION BANK OF INDIA

FORMAT OF APPLICATION FOR GRANT OF EX-GRATIAAMOUNT
IN LIEU OF APPOINTMENT ON COMPASSIONATE GROUNDS
(To be submitted by the dependent including widow of the deceased employee)

The Dy. General Manager Date of Receipt of application
Union Bank of India - by branch

Human Resource Management Department - by RO

Manpower Planning & Recruitment Division - by CO

8th floor, Union Bank Bhavan, - Date of disposal

239, Vidhan Bhavan Marg, at CO

Nariman Point,

Mumbai - 400 021.

Through : Branch Manager / Departmental Head
Branch / Office

APPLICATION FOR EX-GRATIAAMOUNT

Dear Sir,
1. 1, regret to inform you that my husband/
(state relation), who was working at Branch / Office,
expired on . He/she was survived by the following :
SI. Name Age / Educational Whether Marital
No. Relationship qualification employed status

2. Other details :

1) Terminal Benefits
a. Provident Fund
b. Gratuity
c. Leave Encashment
d. Any other amount paid under Bank's Scheme(s)

SUB-TOTAL (A)

AT
A1




0.

(2) Liabilities
Loans taken from Bank and/or other Financial
Institutions with the prior approval of the Bank
(1)
(ii)
(iii)

SUB-TOTAL (B)

(3) Net corpus of Terminal Benefits (C=A-B)

(4) Investments :
(1) Deposits
@) NSCs
(i) PPF
(iv) LIC policies
(v) Others

SUB-TOTAL (D)

(5) Details of movable property, if any, held and
monthly income derived there from.

(6) Details of immovable property, if any, held and
monthly income there from.

(7) Monthly income of dependent family members.
(Attach a photocopy of salary slip, if employed)

(8) Any other monthly income.

(9) Last drawn Gross Salary (net of taxes).
(Please attach the attested copy of salary slip)

3. Irequest you to consider my case for ex-gratia amount as provided in the scheme.

SIGNATURE OR THUMB IMPRESSION OF THE APPLICANT
Date :

Place :
Residential Address :
(with Tel.No.)




UNION BANK OF INDIA

FORMAT OF APPLICATION FOR EX-GRATIA BY THE EMPLOYEE WHO HAS SOUGHT
PREMATURE RETIREMENT DUE TO TOTAL INCAPACITATION FOR WORK

The Dy. General Manager

Union Bank of India

Human Resource Management Department
Manpower Planning & Recruitment Division
8th floor, Union Bank Bhavan,

239, Vidhan Bhavan Marg,

Nariman Point,

Mumbai - 400 021.

Date of Receipt of application
- by branch
-by RO
-by CO
- Date of disposal
at CO

Through : Branch Manager / Departmental Head

Branch / Office

APPLICATION FOR EX-GRATIA AMOUNT UNDER

PREMATURE RETIREMENT DUE TO TOTAL INCAPACITATION FOR WORK

Dear Sir,

1. I am suffering from

Civil Surgeon.

I. Particulars of the Employee :

(name of the decease), which
rendered me totally incapable of doing any work. I had, therefore, requested to Management to permit
me to retire voluntary on medical grounds as per extant rules. Since the management accepted my
request for voluntary retirement on medical grounds w.e.f.
grant of ex-gratia amount. I also enclose a medical certificate from a Government recognised Hospital/

, I am now requesting for

1 Name
2 Employee No.
3 Designation
4 Last posting
5(a) Date of Birth

(b) Age Years Months____
6(a) Date of Joining

(b) Length of Service
7 No. of Dependents
8(a) Pension Optee YES /NO *

(b) Monthly Pension Bank Rs.

Defence Rs.
9 Category GEN/SC/ST/OBC*
10 Last drawn Gross Salary (net of taxes). Rs.
(Please attach the attested copy of salary slip)

* Strike out, which is not applicable.

T




II. Other details :

1) Terminal Benefits
(i)  Provident Fund
(i1)  Gratuity
(i11)) Leave Encashment
(iv)  Any other amount paid under Bank's Scheme(s)

SUB-TOTAL (A)

(2) Liabilities
Loans taken from Bank and/or other Financial
Institutions with the prior approval of the Bank
(1)
(i1)
(i11)

SUB-TOTAL (B)

(3) Net corpus of Terminal Benefits (C=A-B)

(4) Investments :
(1) Deposits
(i) NSCs
(iii) PPF
(iv) LIC policies
(v) Others

SUB-TOTAL (D)

(5) Details of movable property, if any, held and
monthly income derived there from.

(6) Details of immovable property, if any, held and
monthly income there from.

(7) Monthly income of dependent family members.
(Attach a photocopy of salary slip, if employed)

(8) Any other monthly income.

2. Irequest you to consider my case for ex-gratia amount as provided in the scheme.

3. Talso enclose the following documents/certificates in support of my application.

el

SIGNATURE OR THUMB IMPRESSION OF THE APPLICANT
Date :

Place :
Residential Address :
(with Tel.No.)




UNION BANK OF INDIA
FORMAT OF APPLICATION FOR GRANT OF COMPASSIONATE APPOINTMENT

(To be submitted by the dependent including widow of the deceased employee)

The Dy. General Manager
Union Bank of India

Human Resource Management Department
Manpower Planning & Recruitment Division

8th floor, Union Bank Bhavan,
239, Vidhan Bhavan Marg,
Nariman Point,

Mumbai — 400 021.

Date of Receipt of application

- by branch

- by RO

- by CO

- Date of disposal
at CO

Through : Branch Manager / Departmental Head
Branch / Office

APPLICATION FOR COMPASSIONATE APPOINTMENT

Dear Sir,
1. 1, regret to inform you that my husband/ (state
relation), who was working at Branch / Office, expired on
He/she was survived by the following :
SL Name Age/ Educational Whether Marital
No. Relationship qualification employed status
2. Personal Information PARTICULARS OF
DECEASED APPLICANT
1 Name
2 Employee No. XXX
3 Designation XXX
4 Last posting XXX
5(a) Date of Birth
5(b) Age
6 Date of Death XXX
7(a) Date of Joining XXX
7(b) Length of Service XXX
8 No. of Dependents
9(a) Pension Optee YES / NO # XXX
9(b) Monthly Pension Bank Rs. XXX
Defence Rs. XXX

10 Service Record XXX

11 Educational Qualification* XXX

12 Post applied for XXX

13 Category* GEN /SC /ST /OBC GEN /SC /ST /OBC**

* Please attach all the relevant certificates/mark sheets/Caste Certificate.
**The OBC Caste Certificate should invariably include Non-Creamy Layer Clause.

D

N———



3. Details of Family Income

1) Terminal Benefits
a. Provident Fund
b. Gratuity
c. Leave Encashment
d. Any other amount paid under Bank's Scheme(s)

SUB-TOTAL (A)

(2) Liabilities
Loans taken from Bank and/or other Financial
Institutions with the prior approval of the Bank
)
(i)
(iir)

SUB-TOTAL (B)

(3) Net corpus of Terminal Benefits (C=A-B)

(4) Investments :
(i)  Deposits

i) NSCs

(i) PPF

@iv) LICpolicies
(v)  Others

SUB-TOTAL (D)

(5) Details of movable property, if any, held and
monthly income derived there from.

(6) Details of immovable property, if any, held and
monthly income there from.

(7) Monthly income of dependent family members.
(Attach a photocopy of salary slip, if employed)

(8) Any other monthly income.

(9) Lastdrawn Gross Salary (net of taxes).
(Please attach the attested copy of salary slip)

4. Irequestyou to consider my case for compassionate appointment as provided in the scheme.

SIGNATURE OR THUMB IMPRESSION OF THE APPLICANT

Date :

Place :
Residential Address :
(with Tel.No.)




APPLICATION FOR PAYMENT OF EX-GRATIA
FORADJUSTMENT OF STAFF HOUSING LOAN OF DECEASED EMPLOYEES

1 Name of the Deceased Employee :

2 PF Number:

1 Designation :

2 Lastposting :

3 Date of Death : (copy of Death Certificate duly attested to be enclosed)

4 Name of the Applicant : (nominee for PF/Gratuity)

5 Nature of relationship to the Deceased Employee :

1 Branch where Housing Loan Account is maintained :

2 Amountoutstanding in :

3 Amount of Ex-gratia eligible :  (50% of the amount outstanding or Rs.2.00 lac whichever

is lower)

Staff Housing Loan Addl. Housing Loan Total Amount o/s.

Principal Interest as on

I apply for sanction of ex-gratia under the Scheme for Payment of Ex-gratia for Adjustment of
Housing Loan of Deceased Employees. The amount of ex-gratia which will be sanctioned may please
be credited to the Staff Housing Loan Account mentioned above.

Declaration
I hereby declare that the information given in this form is true and correct to the best of my
knowledge and belief. I will refund the amount to the Bank if it is proved that incorrect and false

information was furnished by me. Please accord your sanction under the scheme.

Place : Signature :

Date : Name of the Nominee :

Processing at Branch / Office

Certified that we have verified the particulars given in the application and the documents
submitted by above named Applicant. The applicant is eligible to receive ex-gratia under Staff Welfare
Scheme
- Payment of Ex-gratia for adjustment of Staff Housing Loan of deceased employees.

ACCOUNTANT/RECOMMENDITY AUTHORITY

Sanctioned Ex-gratia of Rs. to Shri/Smt./Kum. nominee
of Late
DATE: BRANCH MANAGER/CHIEF MANAGER/ COMPETENT AUTHORITY

ISET)
A,



BLANK
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APPLICATION FOR FINANCIALASSISTANCE TO CHILDREN OF THE
DECEASED EMPLOYEE FORACADEMIC PURSUIT

Name of the Spouse/Child

Of the deceased employee

Name of the deceased employee

P.F.No.

Branch/Office Code No.

Name of the ward

Class/Standard

Academic year for which reimbursement

is sought

- Tuition Fees

- Text Books

- Details of Bills/Original Receipts enclosed

Declaration
I hereby declare that the information given in this form is true and correct to
the best of my knowledge and belief. I will refund the amount to the bank if
it is proved that incorrect and false information was furnished by me.
Please accord your sanction under the Scheme.

Place:
Signature:
Date: Name of the spouse/ward:

Processing at Branch/Office

Certified that we have verified the application & the documents submitted
by the spouse/ward of the deceased employee. The applicant is eligible to
receive reimbursement under staff welfare Measure- Scheme for proving
financial assistance to the children of deceased employees for their
academic pursuit.

Sanctioned reimbursement of Rs. to

Shri/Smt/Kum.

Date.

BRANCH MANAGER/ CHIEF MANAGER/ CHIEF MANAGER (P&D/HM)
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APPLICATION UNDER ‘UNION BANK OF INDIA EMPLOYEES’
PERSONAL ACCIDENT BENEFIT SCHEME

(To be filled in by the employee/legal heirs of the employee)

Name of the employee :
Date of Joining :

Date of Birth :

Date and Time of Accident :

Nature of duties which the employee was
performing at the time of the accident :

DN B~ W N ==

O  * Nature of injury (full details) :
O  * Nature of disablement :

O - Whether permanent partial disablement :
O - Whether permanent total disablement :

- Whether temporary disablement :
* Expected period of disablement :

In case of death, full name, address, and relation of the legal heir.

The above information is to the best of my knowledge true. I request the Bank to consider
payment of compensation as per “Union Bank of India Employees’ Personal Accident Benefit Scheme.”

(Signature)
* To be certified by a Registered Medical Practitioner.

(To be filled in by the Branch Manager/Officer-in-Charge)

The statement by Shri/Smt./Kum. as above, is true. He/She
was performing the following duties for which he/she was duly authorised by me.

The nature of injury / disablement and the period of disablement have been certified by
Dr. who is a doctor of considerable repute in the locality.

I also certify that at the time when Shri/Smt./Kum.
suffered injury due to the accident, he/she was not under the influence of drinks
or drugs, nor had he/she wilfully disobeyed an order expressly given or to a rule expressly framed for
the sake of security of the employee, nor had he/she disregarded or removed any safety-guard other
device which has been provided for the purpose of securing the safety of the employee.

Branch Manager / Officer-In-Charge
Date :
Place :

Enclosers : 1. Copy of death certificate.

(In case of death)
2. Doctor Certificate
(In case of disability)
3.
4.
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