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EMPLOYEES’ TRUST FUND BOARD - PAYMENT OF CLAIMS
General Instructions

1. A member is entitled to withdraw ETF balance on termination of employment. However,

(i) A claim for refund of contributions cannot be made while being employed, in respect of the same institution under another
member number terminating the previous employment within a short period or crediting contributions under another
member number transferring to another Institution controlled by the same employer.

Employees’ Trust Fund Board has the right to request the member to submit whatever documents in proof of termination of
employment.

If you have worked in several institutions, you can get certified the application from the last institution, and submit the
application along with a document ( a copy of B Card, a copy of the letter of Appointment, Salary slip) confirming the service for
the previous institutions which have not closed down business. An application in respect of the Institutions closed down business
shall be completed as per the instructions No. 4 and hand over the same. VI-A applications for estates and institutions previously
employed with the PF letter must be certified separately by each employer and submitted simultaneously.

4. In the event the Employer has closed down business, member shall fill Part I of this application form. In addition, the Sheet of

Personal Details and Indemnity letter along with a copy of the National Identity Card shall be certified and forwarded by the
Grama Niladhari and the Divisional Secretary in the member’s area. It is compulsory to submit a document (a copy of the letter
of appointment / a copy of B Card / Salary slip / a statement of Accounts of Employees’ Trust Fund issued by the Central Bank)
for the proof of employment.

Instructions for the completion of Claim Application

XN AW

11.

12.

13.

14.
15.
16.

17.
18.

Write the member’s name in English block letters in Paragraph 1 (i) in the 1st page.
Any change of address after submission of the application should be notified to the Board.
State a telephone number to contact you easily.

Submit a photo-copy of the National Identity Card certified by the last Employer along with the application.
At the event of changing the name after marriage, submit the certificate of marriage as a proof. If name changed in another way,

submit a copy of the part which depicts the change of name in Column 13 of the Birth Certificate.

. In case of any difference in name in National Identity Card, in the application and in the Statement of Accounts of Employees’

Trust Fund, it shall be certified by the Employer in a letter.

The dates of commencement and termination of service at all places of work (EPF Nos.) included in the application shall

compulsorily be mentioned.

Details of Bank account shall compulsorily be included into the application. A photocopy bearing the name of Bank, Branch,

Account No. of the Bank account clearly shall be attached. (A statement of Accounts shall be included for current accounts and

for the accounts for which Passbooks are not used.) The Branch of Bank in the copy attached shall be identical to the branch of

bank in the application.

If you don’t have a Bank account, open a bank account in your name at any branch of a Bank convenient to you before

submitting the application and include the details in the application. (It shall not be a Commercial Institution none other than a

Bank.)

(1) If there is any difference between the names in the bank account and the National Identity Card, it shall be get certified by
the bank before submitting the application. Otherwise, a letter of request shall be attached to the application as to make
payments in the name mentioned in the National Identity card.

(i) At the event of submitting several applications, all applications shall bear the details of the same Bank account. If bank
details have been altered, applicant’s usual signature shall be placed to confirm the same.

(iii) If there are no any transactions made in your bank account during the period of last 6 months, make sure that the account
is in operation before mentioning the bank details in application.

Member shall place his /her thumb impressions and signatures on the application in the presence of the Employer.

If the Employer does not possess an official Rubber stamp, employer shall submit a letter for the proof.

It is more suitable to present the applicant personally at every instance to hand over the application. If the application is handed

over by another person, a copy of the applicant’s National Identity Card shall be brought.

It is suitable to bring the National Identity card and Passbook at the event of handing over application.

Completed Claim application may be handed over to the Head Office or Regional Offices of this Board.



