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Acronyms and Abbreviations 
 
The following acronyms and abbreviations have been used in this document: 

 
 

ACRONYM DESCRIPTION 

CRA Central Recordkeeping Agency 

PFRDA Pension Fund Regulatory and Development Authority 

UPS Unified Pension Scheme 

NPS National Pension System 

PRAN Permanent Retirement Account Number 

CG Central Government 

Pr.AO Principal Accounts Office 

PAO Pay & Accounts Office  

DDO Drawing & Disbursing Officer 
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Background: 

 

The Unified Pension Scheme (UPS) provides assured pensionary benefits to eligible Central 

Government employees subject to fulfillment of the conditions prescribed under the UPS 

Notification, UPS Rules and PFRDA Regulations. However, certain subscribers may cease service 

or fall under specific circumstances where they do not qualify for UPS benefits. Such cases include: 

 

1. Resignation (other than technical resignation) 

2. Technical Resignation/Absorption (before completion of 10 years of qualifying service) 

3. Dismissal or Removal from service 

4. Pending Departmental or Judicial Proceedings (as per UPS Rules) 

5. Superannuation (before completion of 10 years of qualifying service) 

 

In such situations, the subscriber is not entitled to receive UPS pensionary benefits. Instead, the 

subscriber becomes eligible to receive the value of the Individual Corpus (IC) accumulated under 

UPS as a lump sum payment. Where such a subscriber dies before receipt of the Individual Corpus 

payout, the eligible nominee(s) may claim the Individual Corpus amount.  

 

To operationalize this process, Form C1 has been introduced as the prescribed claim form through 

which eligible subscribers or nominee(s) can submit a request for release of the Individual Corpus. 

The form captures claimant details, KYC information, bank account details, employment 

information and the necessary certifications required for processing the payout.  

 

This document explains the Standard Operating Procedure (SoP) for processing C1 Request 

for Subscriber who is not eligible to claim UPS Benefits, initiated by the Subscriber online 

and verified by DDO and authorised by PAO.   

 

The Subscriber who is not eligible to claim UPS Benefits can initiate the C1 Request by the following 

two methods:  

 

A. Online Mode – The eligible Subscriber can initiate the shifting request on their own through 

the e-NPS portal. Detailed steps for the same are provided below. 

 

B. Offline Mode - Eligible Subscriber submits C1 Form to the respective nodal office. The office 

would process the shifting through CRA transaction website. Form C1 can be downloaded by 

clicking on https://www.npscra.proteantech.in/ups.php 

 

 

  

https://www.npscra.proteantech.in/ups.php
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A. Online Mode: Steps to initiate C1 Request by Subscriber 

 

C1 Request Initiated by Subscriber who is not eligible to claim UPS Benefits 

 

1. The Subscriber needs to go to the link https://enps.nsdl.com/eNPS/NationalPensionSystem.html and 

click on One Time Switch to NPS under the Unified Pension Scheme (UPS) menu. 
 

 
Figure 1 

 

2. The Subscriber needs to provide his/her PRAN and DOB details and enter the captcha and click on verify 

PRAN. 
 

https://enps.nsdl.com/eNPS/NationalPensionSystem.html
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Figure 2 

 

3. A One-time password (OTP) will be sent on either Mobile number or Email ID of the Subscriber, which 

has been registered in CRA. The Subscriber will be required to enter the correct OTP in the given box. 

Please refer to below given figure 3 & 4 
 

                                                          
                            Figure 3                                                                                                                  Figure 4 

  

4. Subscriber will be provided with below screen where in the exact “Reason for initiating C1 Request” is 

required to be selected. 
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Figure 5 

 

5. Out of available options such as Superannuation (before 10 years), Resignation (Other), Technical 

Resignation, Dismissal/Removal the subscriber will have to select any one and Click on Submit 
 

 
Figure 6 

 

6. After clicking on ‘Submit’ button, ‘Contact Details Verification’ screen will be displayed to the Subscriber. 

At this stage, Subscriber needs to verify his/her Contact details. The subscriber will be allowed to 

modify/edit contact details (Mobile No. and Email ID) at the time of initiation of UPS Claim request. Mobile 

number and Email ID will be verified through One Time Password (OTP). 

• For Mobile Number verification, One Time Password (OTP) will be sent on Mobile Number entered. The 

subscriber needs to enter OTP at the designated place to verify Mobile Number. 

• For Email ID verification, One Time Password (OTP) will be sent on Email ID entered. The subscriber needs 

to enter OTP at the designated place to verify Email ID. 
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• If Mobile Number and Email ID are pre-verified, then green tick mark will be displayed. The subscriber 

needs to click on ‘Proceed’ button after verifying the details. Please refer to Figure 7.   
 

 
Figure 7 

 

7. Once email id and contact details are verified, KYC Details Confirmation’ screen will be displayed to the 

subscriber. The subscriber needs to select any one of the options and complete eKYC process. As the 

subscriber has selected option “Aadhaar”, he/she needs to enter his/her Aadhaar Number. Further, the 

subscriber needs to click on check box to accept the terms and conditions and click on “Generate OTP” 

tab. Please refer below Figure 8 with Option “Aadhaar”. 
 

 
Figure 8 

 

On clicking “Generate OTP” tab, the subscriber will receive an OTP from UIDAI (Aadhaar) on Mobile 

Number registered with Aadhaar. The subscriber needs to enter OTP and click on check box and then 

click on “Confirm” button. 
 

8. After KYC completion, registered bank account details of the subsciber will be fetched. The subsciber will 

be given an option to edit bank account details. Bank Account No., Bank IFS Code and Name of the 

Subscriber will be verified through online Bank Account Verification (Penny drop facility). On successful 

verification, the subscriber will be allowed to proceed further. In case Bank Account Verification fails, 
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subscriber should ensure that the name in Bank Account and CRA records is same. If there is difference 

in name, same should be updated either in bank records or in CRA records. 
 

 
Figure 9 

 

  
Figure 10 

 

9. Once the subscriber clicks on the ‘confirm’ button, the document upload page will be displayed where in 

the subscriber needs to upload the following documents  

• Copy of proof of Bank Proof 

• Joint photograph with Legally wedded spouse 

• Specimen signature of the subscriber 
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Please refer the screen below regarding document uploads (Figure 11). 
 

 
Figure 11 

 

10. Once all the required details are filled in (as mentioned above), a declaration window will pop-up. The 

Subscriber is required to read & submit declaration by opting selection of the declaration and then click 

on “Submit” option. 
 

 
Figure 12 

 

11. In order to digitally sign the online generated form, the subscriber will be provided with two different 

options to select from, i.e. either “OTP Authentication” or “Aadhaar based eSign”. On successful OTP 

Authentication / eSign, One Time Switch Request will get initiated in CRA system. 
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Figure 13 

 

The process for submitting a One Time Switch Request using OTP Authentication or eSign is explained below  

 

Process for submission of UPS Claim request using OTP Authentication :-  

• Two distinct One Time Password (OTPs) will be sent on Mobile Number and Email ID registered in CRA 

Records for authentication.  

 

Process for submission of UPS Claim request using eSign :-   

• One Time Password (OTP) will be sent on Mobile Number registered with Aadhaar.   

• eSign will be successful only if name of the Subscriber as per CRA records and name of the Subscriber as 

per UIDAI (Aadhaar) records matches 100% and Active Mobile Number is registered with UIDAI. 
 

12. In case, if the subscriber selects OTP authentication, they will receive unique OTPs on their registered 

mobile number and email ID. The subscriber must enter the correct OTPs in the respective fields to 

proceed. Please refer to below given figure 14 & 15 
 

 
Figure 14 
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Figure 15 

 

13. After successful OTP Authentication, C1 Request will get initiated, and an Acknowledgement Number will 

get generated. 

 

At this stage, option is provided to Subscriber to download digitally signed online Form. 
 

 
Figure 16 
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Verification of request by DDO (initiated by Subscriber) 

 

1. On successful initiation of the C1 Request by subscriber, the same will be available to view to mapped 

DDO for verification procedures. 

 

DDO user (hereafter termed as Verifier) is required to login into the CRA system (https://cra.nps-

proteantech.in/CRA/) using the User ID and password. 

 

The DDO User needs to select “Unified Pension Scheme” menu and click on sub-option “Subscribers not 

eligible to Claim UPS Benefits” 

 

https://cra.nps-proteantech.in/CRA/
https://cra.nps-proteantech.in/CRA/
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Figure 17 

 

2. The verifier needs to select “Verify” option. After selection, the verifier needs to enter either PRAN, Ack 

Number or the Date Range. In case if date range is entered, all pending requests will appear for 

Verification. (The difference between the From and To Date cannot be greater than 15 days). 
 

 
Figure 18 

 

3. After submitting necessary details, the request initiated by the Subscriber will be displayed. 
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Figure 19 

 

4. On clicking ‘Accept/Reject’ button, all the details as entered by the Subscriber will appear on the screen 

in various tabs commencing with “Subscriber Details Tab” to “Document Upload” tab. 

 

➢ Subscriber Details 
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Figure 20 
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Figure 21 

 

➢ Office record and Subscriber Bank details: 
 

 
Figure 22 
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➢ Employment and Service Details: 
 

 
Figure 23 

 

➢ Document Upload: 
 

 
Figure 24 
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5. The DDO is required to check all the details as entered by the Subscriber. Nodal office shall ensure 

authenticity and correctness of details, which have been entered by the Subscriber. In case the DDO 

observes any discrepancy in details, the request may be cancelled. If all details are verified, the request 

may be submitted further.  
 

 
Figure 25 

 

6. The DDO shall be further redirected to eSign webpage for eSigning the Online C1 Request. The DDO User 

needs to enter his/her Aadhaar details and subsequently enter the OTP (Received on Aadhaar linked 

mobile number of DDO User). 
 

  
Figure 25 
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Figure 26 

 

7. On successful Verification of OTP, the system generated message will appear as “Request is Pending at 

Nodal Office”. The DDO shall download the eSigned C1 Form and maintain it for records. 

 

 
Figure 27 

 

Authorization of request by PAO (initiated by Subscriber) 
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1. On successful Verification of the C1 Request by Request by DDO, the same will be available to view to 

mapped PAO for Authorisation procedures. 

 

PAO user (hereafter termed as Authoriser) is required to login into the CRA system (https://cra.nps-

proteantech.in/CRA/) using its unique User ID and password. 

 

The PAO needs to select “Unified Pension Scheme” menu and click on sub-option “Subscribers not 

eligible to Claim UPS Benefits” 
 

 
Figure 28 

 

2. The PAO User needs to select “Verify” option. After selection, the User needs to enter either PRAN, Ack 

Number or the Date Range. In case if date range is entered, all pending requests will appear for 

Authorisation. (The difference between the From and To Date cannot be greater than 15 days). 

 

 
Figure 29 

https://cra.nps-proteantech.in/CRA/
https://cra.nps-proteantech.in/CRA/
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3. On clicking submit button, the request Verified by the DDO will be displayed. The PAO User needs to click 

on Approve/Reject hyperlink to take the appropriate action on the said request. 
 

 
Figure 30 

 

4. On clicking Approve/Reject, the C1 Request details as verified by DDO user will be displayed on the screen 

under various tabs from “Subscriber Details to Documents Upload”. PAO needs to verify all the details 

and click on Accept, if all the details as entered and verified by DDO are accurate and further eSign the 

said request. 
 

 
Figure 31 
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8. The PAO shall be further redirected to eSign webpage for eSigning the Online C1 Request. The PAO User 

needs to enter his/her Aadhaar details and subsequently enter the OTP (Received on Aadhaar linked 

mobile number of the PAO User). 
 

 
Figure 32 

 

 
Figure 33 
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Figure 34 

 

9. On successful Verification of OTP, the system generated message will appear as “Request is Pending for 

Processing at NPS Trust”. The PAO shall download the eSigned C1 Form and maintain it for records. 
 

 
Figure 35 

 

Once the acknowledgement ID is authorized by PAO User, the request will be available to NPS Trust for 

onward Verification and Authorisation. On successful Authorisation of request by NPS Trust, C1 Request will 

be processed in the CRA system and amount will be credited to beneficiary bank account as per the current 

settlement timelines. 
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B. Offline Mode: Steps to initiate C1 Request by DDO 

 

C1 Request Initiated by DDO for Subscriber who is not eligible to claim UPS Benefits 

 

Subscriber is required to fill up the “Form C1” and submit to the DDO to initiate the Withdrawal 

request Offline. The form is available to download on the following webpage:  

 

https://www.npscra.proteantech.in/ups.php 

 

 

 

 

 

 

*********************************** 

 

https://www.npscra.proteantech.in/ups.php

