T. 64.

JAMAICA

PERIOD OF SERVICE

INSTRUCTIONS

1. This form is to be used by all Government Departments, Corporations, Parish Councils, and Government Institutions. It is to be prepared in respect of each permanent officer and employee whose Salary us paid from provision within the Annual Estimates.

2. The Remarks column should be utilized for noting an promotion, regarding, transfer, stopped increment, punishment, censure, etc.

3. Head 2 – Date of birth to be supported by birth certificate, declaration of age or other suitable available evidence

4. Head 3 – Taxpayer Registration Number (TRN) and Head 4 – Nation Insurance Scheme Number (NIS) ) must be supported by a certified copy 

5. Salary includes salary, personal allowance, duty pay, house allowance (or value of free quarters) and any other emoluments paid by Government. The particulars of Salary should be stated in detail, showing the nature of any house allowance or payment

6. Any period of temporary service, prior to and continuous with permanent appointment should be shown in the record of service. It should be stated in the Remarks column, whether the temporary employment was in a vacancy or vice an Officer on leave or seconded.

7. Each entry on this form must be initialled by the Head of Department concerned

8. A copy of this form, certified by the Head of Department must accompany the pension form on retirement.

	Head 1. Name (in full) 
	
	Head 2. Date of birth
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	[Day]

	

	Head 3. Tax Payer Registration Number (TRN)
	
	Head 4. NIS
	

	

	Head 5. Date of permanent Appointment to Public Service 
	

	

	Title of Office
	
	Salary
	

	


	RECORD OF SERVICE



	Date
	Rank or Title
	Department
	Scale of Salary, etc.
	Vacation Leave, (full, half, or no pay)
	Head and Item, Salary etc, paid
	Remarks

Authorities, C.S. File No., etc)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


I certify that the particulars of Service Pay, etc. Furnished in respect if this Officer are correct to the best of my knowledge and belief.

	

	Head of Department


