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Chapter 1
ORGANISATION
1.1 Introduction

1.1.1  Themagjor restructuring of the Accounting formationsin Department of Atomic
Energy wasimplemented under the Scheme of Departmentalisation of Accountsw.e.f
October 1,1976 vide Ministry of Finance, Department of Economic Affairs Order
No. F.1(15)-B(A/cs) 76 dated August 26, 1976. Thereafter, corporatisation of Nuclear
Power Board as Nuclear Power Corporation of IndiaLtd with effect from 1.10.1987,
separation of P&AO functions in respects of VECC, Kolkotta, GSO, Tarapur from
BARC and introduction of DDO functionsat RMP, Mysore and NZSP at Pazhayakayal
have also significantly influenced the working of the accounting formations. The
comparison of strength of Accounting formations at the stage of departmentalisation
and as of today reflects that as against 26 Pay and Accounting Units including the
Principal Accounts Office and 5 Unitswith Cheque Drawing and Disbursing Officers,
the accounting activities are now being managed by twenty two Pay & Accounts
Offices and eight cheque Drawing & Disbursing Offices /Sub Pay offices.

1.1.2  Thelnternal Inspection Wing was organised asanintegral part of the Scheme
with a mandate to ensure that initial records are maintained properly, uniform
procedures are adopted in the matter of payment and accounting, corrective measures
wherever necessary are initiated promptly and qualitative improvements are brought
out in accounting. Further, the Internal Inspection was expected to investigate areas
of economy for appropriate action and also provide feed-back information on the
Accounting formations of the Department as an aid to management functions.

1.1.3  With the multifold increase in outlays on social sector schemes for
development of infrastructure at desired pace, Projects of considerable value have
been taken up in the recent past for implementation. To facilitate the execution of the
Project, enhanced powers have been delegated to the Ministries. In the emerging
scenario where the volumes of activitiesinvolving multiple agencies are consistently
rising, the Internal Inspection Wing hasarole of Identifing the risk prone schemes/
programmes and planning Audit of the Units/Divisions which have lesser controls
and are prone to systemic failure. The exercise would involve the use multiple or a
mix of techniques of physical inspection, performance evaluation, statistical analysis,
process review, risk analysis etc.

1.2 Organization

1.2.1  Inaccordancewiththeprovisionscontainedin paral.3.1 of the Civil Accounts
Manual, the Secretary, Department of Atomic Energy isthe Chief Accounting Authority.
This responsibility is discharged by him through and with the assistance of the
Additional Secretary, who in turnisassisted by the Chief Controller of Accountswith
J. Controller (F&A) / Deputy Controller of Accounts in charge of the Inspection
Wing. A chart reflecting the organisational set-upisgiveninAnnexurel. Thesanctioned
strength of the Internal Inspection Wing is given in Annexure 1. The Flow Chart of
Accountsin the Department is shown in Annexure-111.

1.2.2  Eachinspection party shall generally consist of oneor two Accounts Officer/
Assistant Accounts Officers, one Assistant Accountant and one UDC. The risk based



Performance Audit would be conducted by the Sr. Accounts Officer/Accounts Officer
assisted by two Assistant Accounts Officers.

1.2.3  J. Controller (F&A)/ Deputy Controller of Accounts/Accounts Officer shall
supervise the working of the inspection parties and for this the percentage of
supervision is to be fixed with due regard to the nature of the Unit inspected and
quantum of work involved.

1.24  The interna inspection shall normally be conducted by locally inspecting
various units and offices and by ‘on-the-spot’ verification of accounts records. The
work of local inspection parties shall be co-ordinated by a Headquarters Section.

1.25 The Headquarters Section constituted with one Accounts Officer and one
Assistant Accounts Officer with necessary supporting staff is primarily responsible
for co-ordinating the work of the various inspection parties. Similarly, the Accounts
Officer , IIW Branch Office, Hyderabad would also carry out similar duties with
regard units covered by the Branch Office. The other functions of the Headquarters
section are to:

(@)  Preparation of tour programme of the inspection parties; revision thereof
if any, and sending intimations to units.

(b) Assistance to the J. Controller (F&A)/ Deputy Controller of Accounts in
vetting and issuing the reports within the stipulated period.

(c)  Preparation and submission of draft report for approval of DCA /Jt. Controller
(F&A) /| CCA, DAE before issue.

(d)  Pursuing the inspection reports until all points are settled.

(e) Submission of monthly status report to the Chief Controller of Accounts
regarding outstanding inspection reports/paras.

(f)  Preparation of annual performance appraisal of the internal inspection for
submission to the Controller General of Accounts/ Compendium of Important
Observations made by 11\W during the course of the year for circulation amongst
Unit Heads/Autonomous Bodies.

(g9 Keeping the code books up-to-date.
(h)  Keeping the Manual of internal inspection up-to-date.

(i)  Supplying copies of all office orders and general circulars issued by the
Government of India and the Controller General of Accounts to the inspection
parties on field work.

(J)  Compiling and rendering dataregarding the budgetary requirementsof Internal
Inspection Wing.

(k) Examination of cases specifically marked to Internal Inspection Wing for
comments.

(1) Maintenanceof al filesand file index register.

(m) Handling establishment matters connected with the staff of the Internal
I nspection Wing.

(n)  Maintenance of Calendar of Returns.



1.2.6 The Assistant Accounts Officer/Accounts Officer in charge of the inspection
party shall maintain an attendance register wherein all staff members of the inspection
party shall mark daily attendance. The inspection party shall observe the working
hoursand holidays of the respectivefield Unit under inspection. The attendance register
shall be placed before the Accounts Officer/Deputy Controller of Accounts/ Jt.
Controller (F&A)/ Chief Controller of Accounts during supervision.

1.2.7 No member of the inspection party shall remain absent from duty without prior
permission from Headquarters. In case such prior permission can not be obtained due
to unavoidable circumstances, areport of the same shall be made to the Headquarters
as soon as possible for taking necessary action. All applications for regular or casual
leave shall be sent to the Headquarters for sanction.

1.3 Jurisdiction

1.3.1 The Offices of the Principal Accounts Office, all Pay and Accounts
Offices, the Sub Pay Offices as well as the offices of the Drawing and Disbursing
Officers of the Department shall come within the jurisdiction of the Internal
Inspection Wing besides institutions under the DAE receiving grants or loans less
than Rs.25 lakhs and the grants or loans are less than 75% of the total expenditure
of the ingtitutions. The list of Pay and Accounts Offices and Sub-Pay Offices, etc.
is furnished as Annexure-1V.



Chapter 2
OBJECTIVES AND FUNCTIONS
2.1 General

The objective of theinternal inspection isnot merely to point out omissions and
defectsin accounting system, but also to extend all possible assistanceto various
Units of the Department to ensure uniform financial and accounting procedures
in the matter of payment and maintenance of various accounts. The success of
the scheme would lie in its ability to ensure the adoption of sound procedures,
regularity and accuracy of accounts, and offering suggestions in the areas of
economy in Government expenditure to ensure better financial disciplinein the
conduct of Government transactions. In terms of recent Ministry of Finance
Orders, the Internal Inspection Wing shall also carry out risk based performance
review of theidentified schemes/ projectswith aview to ensurethat the intended
schemes are executed to achieve the objectives set out in the proposals with
utmost economy and without time over-run.

2.2 Scope of internal inspection

2.2.1 @) The Internal Inspection Wing shall be responsible for test checking the
initial accounts records, subsidiary register maintained in the accounting
formation of the Department as also of the executive offices with a view to
ensure that the rules and regulations are followed correctly, and systems and
procedures regarding accounting and financial matters are adequate. The
internal inspection shall, inter-alia, cover checking of all accounts records
including those relating to fund accounts, loans and advances and records
pertaining to purchases, civil works, review of the installation and operating
efficiency of expensive egquipments and machinery, and examination of records
pertaining to physical verification of stores equipment, tools and plant. In
addition, all the relevant records maintained by the Administration will also
be inspected. Independent physical verification of stores/cash shall not be
undertaken by the inspection party.

b) The scope of work of Internal Inspection Wing stands widened to include
performance review of the identified scheme/project, based on criteria of
budgetary allocation, existing internal controls of monitoring and evaluation,
release of funds and their utilization. Detailed instructions in this regard are
incorporated in Chapter 8.

2.2.2 Noinspection party shall undertake any investigation which isnot strictly within
the scope of internal inspection. In no case, specia investigation of any kind
shall be undertaken at the instance of administrative authorities, even though no
extratimeisrequired, without the prior approval of the Headquarters. Similarly,
the inspection party shall not undertake any enquiry or investigation on itsown
or on a complaint received from the public. All such cases shall be referred to
the Head quarters for instructions. When any enquiry or investigation is
conducted on the specific instructions of the Headquarters, such enquiry or
investigation shall strictly be confined to the recorded factsonly. It shall however,
be appropriate in such cases not to confine the examination to the particular
case only but to scrutinise a few more cases of that kind to ensure that the
irregularity isnot of ageneral nature. The results of the enquiry or investigation
shall be included in the inspection report and the attention of the Head of the
Unit shall beinvited to the relevant para thereof separately.
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The inspection work should be entrusted to trained and competent staff who
should be able to examine the accountsintelligently and in proper perspective
in addition to exercising prescribed checks. Special attention is, therefore,
necessary in selecting and training staff deputed for inspection work. Internal
audit is perhaps the only area in which one wing of the Department is in
touch with the various wings and executive offices functioning under the
Department at various places and at different levels. From this point of view,
the image presented by the internal audit wing should be wholesome and
purposive.

Duties of internal inspection

Aninspection party should conduct ageneral review of all the accountsrecords
maintained by an office since the last inspection or in case of new unit, since
the formation of the office. Apart from the general review, it shall also conduct
adetailed check of accounts records of one month in ayear to be selected by
the Chief Controller/Deputy Controller in charge of internal inspection. The
percentage of bills/vouchers/ cases etc. other than those pertaining to the
accounts records of the selected month to be checked in detail in internal
inspection as part of the general review of the accounts of an office, will be
|eft to the discretion of the Head of the Internal Inspection Wing. The duties
of the Internal Inspection Wing shall inter-alia include the following :

Study of the accounting procedures prescribed for the Department with a
view to ensure that they are correct, adequate and free from any defects or
lacunae.

Watch over the implementation of the prescribed procedures and the orders
issued from time to time.

Scrutiny and check of payments and accounting work of the accounting units.
Investigation of important areas in accounting and other connected records.

Co-ordination with other Ministries and Controller General of Accounts
regarding internal audit procedures.

Periodical review of all accounts records.

Pursuance/settlement of objectionstaken in test audit notesissued by Statutory
Audit and other matters relating to Statutory Audit.

To examine and report on points of irregularities brought to its notice by the
Principal Accounts Office, Pay & Accounts Offices.

Scrutiny of purchase , stores and works procedures in the office inspected,
so as to ensure that they are free from any defects or lacunae.

Checking of procedures in regard to disposal of assets / write off cases to
ensure that adequate procedure exists for scrapping/condemning and the
sameis followed.

Checking the procedure for allotment of flats/premises to the officials/
private parties for residential/commercial purposes and ensuring adequacy
of arrangements for recovery of rents/dues as per Government orders issued
from time to time.
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Scrutiny of general office management procedures adopted by the Heads of
Officelocally where they havefinancial and accounting implicationsso asto
suggest tightening up of administrative and financial control, savings in
expenditure or streamlining of accounting.

Examine the items of receipts, correctness of costing/frequency of revision/
method of valuation.

Special featuresin the department

Financial powers of the Government of India, are exercised in matters
concerning the Department (except in so far as they have been delegated in
the Department) by the Member for Finance, Atomic Energy Commission
who is ex-officio Secretary to the Government of Indiain the Department of
Atomic Energy in financial matters. The scheme of “Associate Financial
Adviser” or “Integrated Financial Adviser” referred in Government of India,
Ministry of Finance, Department of Expenditure O.M.No. F. 10(29).
E(Coord)/73 dated 6.10.1975 is not applicable to this Department. Internal
Financial Advisers attached to Units are responsible for initial financial
clearance of proposals, preparation and allocation of the budget and budgetary
control of expenditure on projects. Orders on the subject are contained in
Annexure-V, V-A, and V-B.

Details of the payment and accounting arrangements with the additions and
alterations under the Scheme are shown in Annexure-VI

All Pay and A ccounts Officerswho are rendering monthly accountsare placed
in account with the respective branches of the State Bank of India. As per
paral.4.1. of Civil Accounts Manual, Recelpts and Payments of the Govt of
Indiaare handled by the Reserve Bank of Indiaor the Public/Private sector
Banksnominated for the particular Ministry/Department by RBI onthe advise
of Controller General of Accounts, whilein respect of the Sub Pay Officers
who are cheque drawing Drawing & Disbursing Officers, the Pay & Accounts
Officer under whom they are working shall authorise letters of credit
periodically on the banks to which these Sub-Pay Officers are accredited.
The Pay & Accounts Officers and Sub-Pay Officers shall make payments,
after pre-check against hills presented to them by drawing cheques on the
respective branches of the State Bank of India/ nominated Banks. In regard
to personal claims of staff, the Pay & Accounts Officers and Sub-Pay Officers
shall also function as drawing officers. However, the functions relating to
preparation, pre-check and passing of bills on the one hand and drawal of
cheques and disbursement on the other, are to be done by different officers.
Payment towards share capital, loans and grants-in-aid to Public Sector
Undertakings, autonomous bodies and educational institutions shall be made
by the Pay & Accounts Office, DAE.

Settlement of claims from the Department of Supply in respect of payments
made by them against DGS & D contracts on behalf of the Department shall
be effected by the Pay and Accounting Units attached to the Directorate of
Purchase & Stores, Department of Atomic Energy by cheque/demand draft.

Payments on account of advertisements published on behalf of the Department
are adjusted by Directorate of Audio Visua Publicity (DAVP) against the
final expenditure head for which provisions are placed at their disposal.

Settlement of claimstowards customs duty relating to materials and equipment
procured through the Directorate of Purchase & Stores of the Department
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shall be made by issue of cheques by the Pay and Accounting Units of the
Directorate of Purchase & Stores. For thispurpose, Personal Deposit Accounts
shall be opened with the Customs Department at Bombay and Madras against
which these dues shall be charged and recoupment arranged on monthly basis.

It has been decided that the Department of Atomic Energy should be treated
on the samefooting asastatutory authority vide Government of India, Ministry
of Works, Housing & Supply Office Memorandum No. Pur-1(63) dated
March 19, 1956 which is reproduced asAnnexure VIl. Consequently it is not
obligatory for the Department to utilisethe services of the Directorate General
of Supplies and Disposals for making purchases. For effecting the purchases
of the Department in awell-regulated manner the Directorate of Purchase &
Stores has been organised.

The powers vested in the Ministry of Works, Housing and Supply in the
matter of execution of works are deemed to have been vested with the
Department of Atomic Energy in relation to the works of the Department of
Atomic’Energy. For execution of works detailed procedures have been
drawn and revised from time to time. The latest revision issued vide DAE
OM No.7/4(1)/98-SUS/Vol .l11/4212 May 31, 2006 is reproduced as
Annexure V11l with all it'samendments. However, subject to the observance
of the special procedure detailed in the said O.M. the rules contained in the
Central Public Works Department Code, Central Public Works Department
Manual, the Central Public Works Account Code and other relevant codes
shall be followed mutatis mutandis.

General checksto be exercised

The Internal inspection parties shall inter-alia exercise the following checks
during inspection of accounts record of various accounting units :

All accounts records required to be maintained are maintained in the
prescribed forms, and the accounts are compiled accurately and in correct
manner.

Payments are made in accordance with the rules and orders governing them
and the arithmetical calculations are correct. The Govt. of India vide order

placed in Annexure | X has authorized payments of claims and receiptsto be
remitted by ECS/ RTGS in select Citiesto begin with. The inspection teams
besides reviewing the progress made by the units in the direction shall also
observe deficiencies, if any, in reconciliation of the receipts/ payments.

Final claims of Government servants are correctly paid in time and
overpaymentsif any, are dealt with promptly to regularise the same.

Recoveries/deductions made from the bills are in order.
Pay fixations are correct.
All payments and receipts are fully accounted for.

All transactions are accounted for under the correct heads of account and the
classification is checked by the AAO/AO to the extent prescribed.
No unauthorised head of account is operated in the Classified Abstract/
Consolidated Abstract.



(viii)

(ix)

)
(xi)

(xii)

(xiii)

(xiv)

(xv)

(xvi)

(xvii)

Various broadsheets, objection books and calendar of returns are maintained
properly the broadsheets are closed regularly every month, and the differences
between broadsheet and ledger figures analysed and steps taken to clear them
expeditiously.

The balances outstanding under various debt, deposit, suspense and remittance
heads are reviewed at periodical intervals and steps taken to clear the same
as expeditiously as possible.

Interest wherever required has been correctly calculated and accounted for.

GPF/CPF accounts are maintained properly and reconciled with the prescribed
broadsheets; no missing debits/credits and unposted items are kept outstanding
for unduly long periods and the annual accounts are closed and statement of
accounts issued to the accounts holders by the due dates.

Separate PBRs are maintained in respect of officials covered by the New
Pension Scheme introduced w.e.f 1.1.2004 and their contributions at
appropriate rates under tier | and optional contributions under tier 11 against
appropriate orders as and when issued by the Government aong with the
Matching Govt contribution (@ 10% of tier 1) are duly remitted to the Trustee
Bank by the Pay & Accounts Officer /IDDO/CDDO quoting Permanent
Pension Account Number (PPAN) till the Permanent Retirement Account
Number is alotted by NSDL. In respect of subscribers whose details were
included in the legacy data pertaining to the transfer of balances on 31.3.2008,
NSDL will allot PRAN based on the legacy data sent to them. After passing
the bills P& AO/DDO/CDDO will upload the data relating to the contributions
(Employees/govt.) into NPSCAN and tally the figures with that booked under
Receipts Awaiting Transfer (RAT) . After completing the upload Transaction
ID would get generated to facilitate entries of minus credit under RAT.

Foreign service contributions, wherever necessary are recovered correctly
and monitored by the P& AOs.

Loans and advances and grant-in-aid are correctly paid and overpayments, if
any, brought to the notice of authorities concerned for appropriate action.
Utilisation Certificates are received for the grants in due time and in case of
default further grant payments are restricted.

Receipt scrolls/payment scrollswith challansand paid cheques are received
intime from the primary bank branches, checked properly as per instructions
and the discrepancies, if any, pointed out promptly.

Payments made by the cheque drawing DDOs are in accordance with the
rules and orders governing them, their arithmetical calculations are correct
and the recoveries/ deductions made from bills are in order. The lists of
payments are sent every week to the PAO concerned and properly accounted
for by the PAO. The vouchers are to be preserved by the DDO.

The weekly accounts of receipts realised and remitted by the DDOs with
duplicate copies of challans, are received from them and checked properly
with the bank scrolls.

(xviii) The instructions regarding reconciliation of figures under the heads Public

(xix)

Sector Bank Suspense and RB Deposits are duly followed by P& AO/ Pr.AO.

The instructions regarding reconciliation of expenditure and revenue receipt
figures are followed.



(xx)  Thereis no undue delay in the finalisation of pension cases.

(xxi) The instructions for the maintenance and review/ closure of cash book,
contingent register, stock and stores accounts, log books Register of
Valuables / Challans and other accounts records are duly observed.

(xxii) Purchases are made as per rules and orders governing them, where lowest
guotations are not accepted, the reasons therefore are recorded.

(xxiii) Surplus / obsolete and scrap materials are periodically identified and action
for disposal isinitiated following the prescribed stores procedure and Exercise
of Financial Power (DAE) Rules.

(xxiv ) Advance payments to the Suppliers are accounted for and adjusted promptly.
Discrepancies/shortcomings in the supplies are reported promptly for
rectification and claims of Insurance etc. are lodged in due time.

(xxv) Temporary Advances drawn for contingent payments are settled promptly
observing the guidelines issued vide O.M No. DAE/IIW/103:01/Vol.I1/707,
dated 23.3.83 reproduced as Annexure-X

(xxvi) Works procedure, CPWD manual and codes,CVC guidelines and other
relevant provisions are duly observed while awarding and executing works
contracts/ consultancy contracts.

(xxvii)Check of sanctions and verification of Service Books forming part of
administration isensured. Duplicate service books are issued to the employees
and periodical updation is done as per Govt. orders.

(xxviii) Recovery of long term advances and interest thereon is made in due time
following the prescribed procedure.

(xxix) Separate accounts of Fixed Assets,consumables, library books and assets of
artistic / historic value of the Government are kept in form GFR-40,41,35
and 42 interms of GFR 190(2).

(xxx) Physical verification of fixed assets and consumablesis done at least oncein
a year and the result thereof/discrepancies is recorded for investigation/
appropriate action by competent authority in terms of GFR 192 (1) and (2)
following the procedure laid down in GFR 192(3).

(xxxi) Documents crucial for claiming refunds of deposits (made by the Department)
from Electrcity Boards/Govt. Agencies and also records relating to allotment
of land / licences for various purposes in original are retained and verified
regularly by the Unit heads or their authorised representative periodically
and records of verification are produced for verification to Internal Inspection
Wing.

2.6 Checking of receipts

2.6.1. While the departmental authorities are primarily responsible to see that all
revenue or other debts due to Government are correctly and properly assessed,
realised through authorized means and credited to Government account, it
would be necessary for internal inspection to see that adequate regulations
and procedures have been prescribed in the Department to secure an effective
check on coallection and accounting of all revenue receipts and refunds and
that such regulations and procedures are being followed correctly. It would
also be necessary to ascertain the nature of checks exercised by the
departmental authorities to ensure prompt detection and investigation of
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2.8

irregularities, leakage or loss of revenue due to double refunds, refunds with
reference to fraudulent and forged vouchers/challans or other types of
omissions or commissions in the process of collection of revenues or in
ordering refunds.

In the internal audit of revenue receipts, the internal inspection party should
inter-alia ensure the following by such test checks as may be considered
necessary.

That the demands are raised promptly in the manner required by the Law or
Act of Parliament and that no amount due to Government is left outstanding
in its books without sufficient reasons.

That the collections and refunds are accounted for regularly and properly
under the appropriate heads of accounts and that no sums are credited to
Government by debit to a suspense head; credit must follow and not precede
realisation.

That proper safeguards exist to ensure that there is no wilful omission or
negligence to collect revenues or to arrange for refunds, wherever due.

That double refunds, fraudulent or forged refund orders or other losses of
revenue through fraud, default or mistake are promptly brought to light and
investigated.

That all revenue receipts collected are promptly remitted to the bank and that
the receipts as per the records are reconciled with those booked in Government
accounts on the basis of receipted challans, in accordance with the procedure
laid down in Chapter | of the Civil Accounts Manual.

Receipts in printed form GAR-6 are issued in a consecutive order for all
moneys received.

Receipts are not appropriated for departmental expenditure unless
specifically permitted by the competent authority.

That stock account of receipt books is being maintained.

That the number of receipt books shown as received agrees with the indent/
actual supply.

That the closing bal ance as per stock account isphysically verified periodically
as prescribed and a certificate to that effect is recorded under dated signature
of the officer concerned.

Quantum of check:

The records to be scrutinised in internal inspection and the quantum of check
to be exercised shall be as decided by the Chief Controller of Accounts from
time to time.

Period and periodicity of Internal Inspection.

Depending upon the size of the organisation, i.e. its financial and other
activities, internal inspection is being carried out for 10 to 30 working days
in respect of the Accounts of PAO/Cheque Drawing Drawing & Disbursing
offices annually, in respect of Sub-Pay offices the duration ranges from
5to 7 working days.

10
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321

322

3.23

324

3.25

3.2.6

Chapter 3

PROCEDURE FOR INTERNAL INSPECTION

General

The internal inspection staff should generally be conversant with the rules,
regulations, norms, standards, delegation/ re-delegation of financial powers
to the subordinate authorities, issued from time to time, in terms of various
Government of India/ Departmental orders. The Internal Inspection Wing of
the Department of Atomic Energy by and large conducts the post-audit of
records, and reports to the Chief Controller of Accounts.

Guiddinesfor Internal Inspection

The internal inspection of accounts of all the accounting formations of the
Department shall be carried out keeping in view the guidelines prescribed in
the DO letter No. CCA/DAE/IIW/74/82 dt. May 26, 1982 addressed to all
the heads of Units by the Additional Secretary reproduced as Annexure XI.

The Headquarters section shall maintain financial year wise records of the
inspection carried out. Every year, before the end of January the particulars
of all Units due for inspection during the ensuing financial year, are to
identified and annual plan for internal inspection of all the Unitsfor the ensuing
financial year is to be drawn in form IIM -1 to ensure that each unit is
inspected at least once in a period of 12 months. The approval of the Chief
Controller of Accounts shall be obtained for the annual plan before the end
of January.

The Headquarters section shall, based upon the approved annual plan, prepare
a detailed quarterly programme [IM -2 for the Units to be inspected during
the following quarter, two months in advance. This quarterly programme
shall also be got approved by the Chief Controller of Accounts. A copy of the
programme shall be sent to Director of Audit so as to facilitate drawal of
programme at their end without the dates clashing with the programme of
[TW.

The Units to be inspected as per the quarterly programme shall be intimated
at least one month in advance, so that all the accounts books and other relevant
records are kept ready to facilitate smooth working of the inspection party.
The list of records shall be sent to the Units along eith the intimation letter.

Requests for postponement of inspection shall be considered only in
exceptional circumstances. All such requests are to be agreed to only with
the approval of Chief Controller of Accounts. In cases where requests for
postponement are not received from Head of the Unit and the departmental
officials fail to produce the records on the scheduled date of inspection, the
Accounts Officer/ Assistant Accounts Officer in-charge of the inspection party
shall ascertain the reasons for non-production of records in writing from the
Pay & Accounts Officer/Sub Pay Officer concerned and the position shall be
brought to the notice of the Headquarters.

The programme, as approved, shall not be altered by the Accounts Officer /
Assistant Accounts Officer in-charge of the inspection party without prior
approval of the Headquarters. If any change is considered inevitable and
there is not enough time for getting the approval from Headquarters, the

11
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3.2.8

3.29

change may be carried out and the Headquarters informed of the same
promptly.

The members of the inspection party shall conduct themselves in such a way
which enables them to achieve the twin objectives of maintaining healthy
cordial relations with the staff and officers of the unit as well as obtaining
their full co-operation for the smooth and efficient working of the party. The
Accounts Officer/Assistant Accounts Officer who heads the inspection party
on arrival at the Unit should introduce himself and also his staff to the Pay &
Accounts Officer concerned. If any difficulty is felt by the staff in obtaining
the records information etc. the matter should be reported to the Accounts
Officer/Assistant Accounts Officer in charge of the inspection party who will
take up the matter with the Pay & Accounts Officer or any other officer as
may be considered necessary.

Headquarters Section shall maintain a register for selection of months for
detailed audit separately for each financial year. Where the programme and
the selected month of internal inspection has been approved by the Chief
Controller of Accounts, the Accounts Officer/ Assistant Accounts Officer-in-
charge of the Inspection party shall conduct the detailed audit of the selected
month in addition to the other items of programme approved.

Guidelines for reporting of losses.

Any loss or shortage of public moneys, departmental revenue or receipts,
stamps, stores etc., held by, or on behalf of Government which is discovered
in an office shall be immediately reported by the subordinate authority to the
next higher authority and Accounts Officer. All cases involving loss of Govt.
money arising from erroneous or irregular issue of cheques or irregular
accounting of receipts and circumstances leading to the loss will also be
reported to the Department of Atomic Energy/Controller General of Accounts
so that they could take steps to remedy defects in rules and procedures, if
any, connected therewith, which might have facilitated the occurrence of the
act/ event.

3.2.10 Guiddinesfor internal audit of Grantee | nstitutions.

The following checks shall be exercised while inspecting the Grantee Institutions :-

1
2.

The conditions attached to the utilisation of grant have been or being fulfilled.

If no time limit has been fixed by the sanctioning authority, the grant is spent
upon the objects specified in the sanction within a reasonable time (normally
within one year from the date of issue of the sanction).

Any portion of the amount whichisnot ultimately required for expenditure
upon the specified objects is surrendered promptly.

Unspent balance of one year is not utilised in the subsequent year without
obtaining the sanction of the competent authority.

Whether the grant meant for execution of a particular work or scheme has
actually been executed.

The unspent balance of the grant or the unutilised grant, not refunded have
remained unspent or unutilised for satisfactory and valid reasons and the unspent
balance left over is commensurate with the part of work or scheme yet to be
executed.

12



10.

11.

12.

13.

14.
15.

16.

17.

18.

19.

20.
21.

The objectives of the scheme for which grants-in-aid was disbursed by the
Government have been attained and that there was no wasteful expenditure.

That the system of receipt and payment of amount, cheques and bills, banking
and custody of each, verification of cash balances, and recording of cash
transactions are adequate.

That there is satisfactory system for calling for tenders and that there is no
defect in the execution of the contract agreement.

The system of receipt and issue of stores is satisfactory and necessary records
are properly maintained.

There is no wasteful, extravagant or unnecessary expenditure or loss of cash
or stores due to inadequate safeguards.

Scrutiny of agenda and minutes of the meetings of Executive Committee or
Board of Management and reports of the reviewing committee do not indicate
any irregular feature.

That the accounts of the grantee are complete, and duly supported by the
relevant vouchers and payees receipt.

There is no undue delay in submission of the accounts by the grantee.

To see that a register in form GFR 19 is maintained by the grantee units for
permanent and semi-permanent assets and the same are physically verified,
reconciled with the book value and depreciation is proposed as per
Government Orders.

Assets acquired wholly or substantively out of Govt. grant, would not
without the prior approval of the government be disposed or encumbered
or utilised for the purpose other than those for which grant is sanctioned.

Progress reports at necessary intervals have been furnished to the Govt. and
to see that they do not contained any unusual feature.

Audited statement of Accounts have been submitted to the Government.
Accounts are maintained on accrual basis.

Machinery or equipment purchased from grant is not lying idle and if so it
may be commented upon. It should be ensured that the equipment is fully
utilised.

Certificate of utilisation of grants has been furnished to the Govt.

Whether any interest on the grants has been earned, if so, whether it has
been adjusted towards further installment of the grant.

In addition to the normal expenditure audit, including checking of individual

transactions with a view to detect cases of improper, extravagant, wasteful or
uneconomical expenditure, audit should also be conducted with a view to examine
how far the agency is adequately discharging the financial responsibility in regard to
various schemes undertaken by it.

(@

ITISTO BE SEEN THAT :

whether the schemes on which expenditure is incurred are really being
executed and are economically viable.

13
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34
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Test check of the accounts or the returns submitted by the grantee to see that
the conditions were actually fulfilled.

The test check referred to above is conducted normally in the office of the
sanctioning authority. It should be seen that before sanctioning grants-in-aid,
the sanctioning authority has satisfied itself that proper arrangements exist
for the scrutiny of the accounts of the grantees and that rules have been framed
to ensure that grants are utilised by the grantees for the purpose for which
they are intended and that unspent balances are refunded to Government
after the close of thefinancial year. Fresh grants are sanctioned only on receipt
of UCs against the earlier grants.

Amount has not been unnecessarily drawn in advance of the requirement to
avoid lapse of funds.

Whether there is any serious avoidable delay due to inefficient handling,
planning and coordination of thework in the process of expenditure of scheme
resulting in increase in the total cost of the scheme or any loss of revenue due
to delayed execution or holding up the scheme.

Whether there is any wasteful expenditure including that resulting from lack
of coordination amongst the several aspects of the scheme such as staff having
been engaged long time before the procurement of the machinery etc.

Whether there has been any waste due to some of the facilities e.g. building,
equipment, staff etc. on which expenditure has been incurred under the scheme
proving unnecessary or going unutilised.

How far the physical targets have been achieved within the estimated time.
How far the final purpose or projects of the expenditure have been achieved.
Supervision by DCA/JC(F&A)/CCA

J. Controller (F&A)/ Deputy Controller of Accounts/Accounts Officer shall
directly supervise the working of the inspection party. For this purpose the
percentage of supervision, subject to a minimum of 30% be determined with
dueregard to the nature of the Unit inspected and the volume of work involved.
Where necessary, the Chief Controller of Accounts may himself supervise
the working of an inspection party.

Documents needed for internal inspection

A list of records to be examined during internal inspection shall be prepared
and sent to the concerned Pay & Accounts Office/Sub Pay Office/Office of
the DDOs to be inspected along with the notice of inspection vide para 3.2.4
so that these are kept ready before the arrival of the inspection party. The
accounts records generally maintained in the Pay & Accounts Offices/Sub-
Pay Offices and Departmental Heads of Offices are listed in Annexure XII.
These accounts records shall be made available by the Pay & Accounts Officer/
Sub-Pay Officer/ DDO promptly to the inspection party on the day of their
arrival.

3.4.2 The following records shall be made available to their field inspection parties

@

by the Headquarters Section before commencement of internal inspection of
the office concerned:

Files containing inspection reports of previous year in respect of which
objections are still outstanding.

14
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351

352

353

354
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3.5.6

List of objections treated as settled at the Headquarters subject to verification
during next inspection.

Any other important points requiring investigation on the spot by inspection
parties.

Drill for internal inspection

As soon as the inspection party visits the Units, it shall acquaint itself with
the working and activities of the Unit. The Accounts/Assistant Accounts
Officer in-charge of the inspection party shall obtain all auditable accounts
records listed in the annexure to the notice of inspection vide para 3.4.1 and
also send arequisition for al the paid vouchers pertaining to the month selected
for detailed check / auditable accounts records other than those included in
the Annexure to the notice of inspection. If the records are not made available
in reasonable time or there are other difficulties in obtaining the records, the
matter shall be brought to the notice of the / Deputy Controller of Accounts/
X. Controller (F&A)/Chief Controller of Accounts telephonically.

Before commencement of inspection the inspecting Accounts/Assistant
Accounts Officer shall alocate duties to the members of the inspection party
including himself in form 1IM- 4 . This allocation shall be noted by each
member of the party. After the completion of the inspection, each member of
the party (including the inspecting Accounts/Assistant Accounts Officer) shall
certify that the work allocated has been duly completed by him.

As inspection progresses, objections shall be communicated on daily basis
to the Pay & Accounts Officer/Sub-Pay Officer/ DDO as the case may be,
through preliminary memos which should be numbered serially. These
objections should be brief, precise and to the point. They shall only seek
confirmation/information and not suggest any conclusion or pre-disposition
on the part of the inspection party. Asfar as possible, the inspecting Accounts/
Assistant Accounts Officer and the party shall try to get all information through
accounts and other connected records and obtain explanation on the spot by
personal discussions so that objection memos are minimal and normally
returned to the party duly replied within three days. The replies to the
objections shall be carefully examined and if they are to the satisfaction of
the Accounts/Assistant Accounts Officer, objections shall be dropped,
otherwise they shall be included in the inspection report.

Soon after the inspection commences, the Accounts/Assistant Accounts
Officer shall review objections in the old inspection reports which are still
outstanding and verify compliance, where promised. The old objections not
settled shall receive his persona attention, as it is most important to ensure
speedy settlement of all outstanding objections.

Where on receipt of satisfactory reply from the Unit, objections were treated
as settled by Headquarters subject to verification of compliance at the time
of next inspection, the inspecting Accounts/Assistant Accounts Officer shall
verify compliance and record his remarks against each item in the list of such
objections brought from the Headquarters vide para 3.4.2. In case compliance
with the objections stated to have been made is not in order, the objection
shall be included in Part | of the current inspection report vide para 3.7.5.

Theinspecting Accounts/Assi stant Accounts Officer before treating objections
in the previous inspection reports as settled shall obtain written reply/
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explanation for each objection from the Unit and place the same on record
If any objections from the previous inspection reports are treated as settled
by the inspecting Accounts/Assistant Accounts Officer based on the replies/
discussions with the Head of the Unit, he shall record brief reasons for

dropping these objections. In no case an outstanding objection shall be treated
as settled merely by recording “discussed and dropped”.

When an objection of a procedural nature ( such as non-maintenance of a
record, non-obtaining of a certificate relating to a personal claim) is
outstanding in one or more previous inspection reports and the irregularity
has continued during the period covered by current inspection, the outstanding
objection in the previous report(s) may be removed and a para included in
the current inspection report mentioning that the irregularity was pointed out
in the earlier inspection report.

All registers, accounts books and other records checked during the inspection
of an unit shall be stamped and initialed with date by the inspecting officer
concerned after the last entry in token of examination.

Finalisation of material on each objection shall not be postponed till the final
stage of internal inspection, as this is likely to lead to accumulation of
unverified data and it may not be possible to include al the objectionsin the
inspection report due to shortage of time towards the close of inspection.

Guidelines for detection of defalcations and fraud.

The process of audit detailed in this manual should be taken only as a guide
tointelligent audit and in no case isto be considered as limiting the scope of
the auditor’s duties. In fact, the efficiency of internal audit depends, largely
on thoroughness and resourceful ness of the auditor. Even an apparently minor
defect or irregularity might conceal a potential fraud or misappropriation
which may come out through intelligent probe. An illustrative list of
irregularities which are likely to conceal potentia frauds is given below for
guidance.

Erasures, over writings, interpolations, alterations, tampering of figures and
unattested correctness in figures, pass orders etc., in account books and
registers, bills presented for payment, invoices, hills, receipts, cash books,
stock books, challans.

Removal of pages from account books and registers.
Error in totaling in bills.

Delay in disbursement of money drawn from bank to payees (including money
recovered against court attachment, undisbursed salaries etc.).

Non-availability of challansin support of remittance of entriesin cash book.

Persistent delay in submission of payees stamped receipts, suppliers invoices
and countersigned detailed bills to audit.

Signing office copies of bills in full, difference between the entries in the
office copies and fair copies of hillsin regard to name of payee, endorsement
etc. or absence of office copies.

Failure to cancel sub-vouchers or paid invoices.

Non-reconciliation of departmental figures with those of PAO.
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Xi)

xii)

xiii)

Xiv)

Entries in important records like cash book, stock accounts etc. not being
attested.

Absence of proper periodical scrutiny of cash book, stock book, contingent
register, surprise checks of cash by the Head of office or the authorised
gazetted officer.

Payments made on duplicate invoice, absence of proper reference in invoices
to entry in stock book.

Tamperings in totals and carry-forward of totals, especially in Cash Book
and Stock Books.

Tampering of figuresin Challans.

Note: Fictitious entries of remittances in cash book will be brought to light during
the verification of credits for remittances for the selected month with corresponding
month’s bank scroll.

3.7
371

3.7.2

3.7.3

3.74

3.75

Results of internal inspection

As a general rule, trivial matters and routine errors of omissions and
commissions which can be and have been set right on the spot need not be
mentioned in the report. Irregularities which have been settled but which are
important enough to be brought to the notice of higher authorities shall,
however find a place in the report,

The money value of an objection or the approximate value calculated from
the data on hand shall duly be taken into account in considering their
importance for inclusion in the inspection report. Such money value of an
objection shall always be mentioned in the report in order to bring out the
significance of an objection.

A Test Audit Note containing minor irregularities duly signed by the inspecting
Accounts Officer or the Assistant Accounts Officer shall be issued on the
spot to the Pay & Accounts Officer/Sub-Pay Officer/ DDO whose office is
inspected, after obtaining necessary acknowledgement. A test audit note does
not requireareply indetail, but it shall be verified at the time of next inspection
that adequate notice was taken of it.

Objections shall be based on clear documentary evidence. It is not sufficient
to quotetherule or order violated but actual or possible effect of such deviation
on the finances of Government shall be explained clearly.

The results of inspection shall be compiled and handed over to the Sr.
Accounts/Accounts Officer for finalization of inspection report in form
[IM -6.

The inspection report shall be divided into two parts; Part | containing a list
of objections from the previous inspection reports still outstanding and
Part 1l containing the results of current inspection. Part Il of the inspection
report (i.e. results of current inspection) shall first deal with accounts, such
as cash book irregularities, advances outstanding, non- realisation of revenues,
defects in the maintenance of stores accounts, physical verification of stores,
machinery and equipment lying idle etc., then shall follow paras on financial
matters, such as irregular purchases of stores, faulty implementation of
schemes etc. The concluding portions of the report shall consist of paras
relating to personal claims such as pay fixation, reimbursement of medical
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charges, travelling allowance, house rent allowance, verification of service
books and leave accounts and non-production of records. There shall not be
any mixing up of comments and the observations shall be so arranged as to
avoid confusion and to present a clear picture of the accounts of the Unit
inspected.

When important initial records such as cash books, challans, folios, registers
of stationery and dead stock, stores ledgers, equipment register etc. are not
maintained properly, the inspection party, besides mentioning technical
deficiencies and shortcomings in the maintenance of these records shall make
a probe to see if the defective maintenance or the non-maintenance indicates
any misappropriation or embezzlement of Government money/stores.

The inspection report of a Pay & Accounts Office shall not be a mere recital
of defects noticed here and there but shall depict the state of health of the
office with particular reference to the following aspects:

Timely submission of accounts.

Completeness of accounts.

Keeping the balances under Suspense heads low with full analysis thereof.
Reconciliation with bank scrolls and monthly/ weekly statements.

Completion of the ledger accounts and broadsheets maintained for provident
fund, loans and advances and other debt, deposit and remittance heads and
agreeing the same with the figures in the compiled accounts.

Prompt finalisation of pension cases and provident fund final payment cases.
Quality of pre-check.

Post-check of vouchers of cheque drawing DDOs.

Draft of inspection report

The report shall be brief. A lengthy report as compared to the material it
contains, throws unnecessary burden in vetting besides creating difficulties
for the administrative authority in examining and furnishing replies. Brevity
shall be achieved by economy of words and avoidance of repetitions, though
every point of importance shall be included. Individua irregularities of small
monetary value or of little significance or objections not involving financial
points shall be included in the Test Audit Note vide para

The language used shall invariably be polite and inoffensive. The bonafides
of the officers concerned shall not be questioned even by inference. The
effectiveness of an audit objection is very likely to be reduced rather than
enhanced by the use of strong words. Mention of the names of the individual
officers shall also be avoided except in the case of personal claims. The facts
and conclusions, if properly stated, shall speak for themselves. There shall
be no reference to responsibility being fixed for any irregularity; it is for the
administrative authority to take action in the matter.

Every paragraph shall bear a distinct heading and deal with a specific point.
It shall first give statement of facts, next the rules or orders infringed and the
nature of irregularity or omission and lastly action necessary for regularisation.
The main paragraphs may be divided into convenient sub-paras but a uniform
system of numbering shall be adopted throughout the report.
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3.9.2

@)

(b)

(©

(d)

The amounts of overpayments or other irregular payments shall be worked
out to the extent feasible during the inspection itself and not left out to be
calculated by the office inspected and intimated to Headquarters, later on.
The full financial implication of each objection or approximate value thereof
calculated from the data on hand, shall be brought out in the inspection report
to stress the significance and gravity of the objections.

Abbreviations shall on no account be used and particular care shall be taken
to give the correct quotation of the rules and orders. Dates shall be given in
full. If the inspection report contains references to letters and orders of the
Heads of the Department or other authorities which are not available in the
Headquarters, al such references shall invariably be supported by copies of
or relevant extracts from the letters or orders taken from the departmental
offices.

The objections outstanding in the previous reports shall not be repeated in
the current report. In such a case the present position of the objection may be
given in the Part | of the report. If it becomes necessary to mention in the
current report, an objection similar to the one already mentioned in a previous
report, specific reference shall be given to the relevant para of the previous

report.

The observations raised by the Inspection team shall be discussed personally
by the inspecting Deputy Controller of Accounts/Accounts Officer with the
Head of the Unit inspected on the last day of the inspection. In cases where
no supervision by Deputy Controller of Accounts/ Accounts Officer has been
provided, theinspection report shall be discussed and finalised by the Assistant
Accounts Officer himself. Also, the comments of the Head of the Unit, if any,
shall be suitably incorporated in the report with further remarks wherever
necessary.

Despatch of draft inspection report to the Headquarters

A copy of the draft inspection report together with the documents listed in
para 3.9.2 below and other working papers shall handed over by the Assistant
Accounts Officer in-charge of the inspection to the Sr. Accounts/Accounts
Officer. The Accounts Officer shall invite the attention of the important
paragraphs included in the draft inspection report, which with advantage,
may be brought to the notice of Chief Controller of Accounts or taken up
with the Head of the Unit concerned in advance before the issue of the
inspection report.

The following documents shall invariably accompany the draft inspection
report:

Distribution of work amongst the members of inspection party in 1IM -4 vide
para 3.5.2.

Information sheet in form [1M-5 duly completed in all respects and signed by
the Inspecting Assistant Accounts Officer/Accounts Officer.

List of service books checked along with the list of service books of persons
who are due to retire during the next five years.

A statement showing inter alia details of sanction, filesin respect of grant-in-
aid checked during the course of internal audit.
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3.10

A copy of the Test Audit Note, if any, delivered to the office inspected vide
para 3.7.2.

Processing of inspection reports at the Headquarters.

3.10.1 The Headquarters section shall maintain a Control Register of inspection

3102
@

(b)
©
(d)

(€
®

(9)

(h)

(i)
()

Reports for receipt and issue of inspection reports. On receipt of
draft inspection report, initial entries in the register shall be completed.
Simultaneously the actual dates of inspection shall aso be noted and attested
by the Assistant Accounts Officer (Headquarters).

Where an inspection party has suggested increase/decrease in the number of
working days for the future inspection of any Unit, the case shall submitted
to the Chief Controller of Accounts for his orders. If any increase/decrease is
agreed to, the fact shall be noted in the Control Register of Internal Inspection
in the remarks column. The Control Register of Inspection Reports shall be
reviewed from timeto timeto ensure that all the inspection reportsarereceived
within three days from the last day of inspection. Where the inspection reports
are not so received, reasons therefore shall be ascertained from the inspection
party. The cases of delay in submission of inspection reports shall be brought
to the notice of the Chief Controller of Accounts on 5th of each month.

Sr Accounts/ Accounts Officer shall see that :

al the documents listed in para 3.9.2 have been duly received and the report
iscompletein all respect.

there are no blanks and omissions of any data, adequate reference or date.
the captions of various paras are correct.

Part | of theinspection report (list of objections outstanding from the previous
inspection reports) has been correctly drawn up.

adequate reasons have been recorded for each objection treated as settled.

vouchers received from the Pay & Accounts Officers have been duly returned
and the dates of their return indicated.

there are no anomalies, ambiguities or misconstruction of sentences and
financial implications of objections have been correctly brought out, where
necessary.

the objections are based on facts and not merely on presumptions and
apprehensions and relevant rules or orders infringed have been quoted, where
necessary.

the inspection report has been discussed with the Head of the Unit;

al filesrelating to the inspection reports of previous years have been received
back.

3.10.3The draft inspection report shall be finalised after allowing a month’s time

to the Unit to respond to the observations. Clarifications/replies, if any,
furnished by the units, shall be taken into account and the report shall be
couched in polite language covering all points of financial significance. The
inspection reports as cleared by the Deputy Controller of Accounts shall be
submitted to the Chief Controller of Accountsfor his approval. After approval,
the report shall be forwarded to the Head of Unit under a covering letter
addressed by the Chief Controller of Accounts/ / Jt. Controller (F&A)/ Deputy
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Controller of Accounts wherein the points of importance contained in the
report are highlighted. Copies of the inspection reports are also to be endorsed
to the Internal Financial Adviser/ Finance & Accounts Officer and the Pay &
Accounts Officer/Sub-Pay Officer/ DDO concerned.

3.10.4 The Control Register of Inspection Reports shall be submitted to the Deputy

311
3111

Controller of Accounts on the 15th of each month with a report indicating
the number of inspection reports outstanding at the beginning of the previous
month, the number of draft inspection reports received during the month, the
number of inspection reports issued during the month and the number of
inspection reports outstanding at the end of the previous month.

Pursuance of inspection reports at the Headquarters

The Pay & Accounts Officer or the Sub-Pay Officer or DDO whose Officeis
inspected is expected to furnish para-wise replies to the inspection report
through his controlling officer, where necessary within 6 weeks from the
date of issue of the inspection report. Unusual delays shall be brought to the

notice of the next higher administrative authority. The progress of settlement
of objections shall be watched through regular reviews and reminders for
para-wise repliesto an inspection report shall beissued at periodical intervals.
Complete review of the Outstanding paras shall be carried out on half yearly
basisand suitableletters shall beissued by the Sr. Accounts/ Accounts Officers,
to the concerned Head of Accounts of the Unit and a copy thereof shall be
marked to Head of the Unit. where necessary, demi-official letters at
appropriate levels shall also be issued. Normally a report shall be settled
within six months from the date of issue.

3.11.2 AnObjection Book in prescribed Form shall be maintained at the Headquarters

3.12

for entering therein objections having money value. The progress of recovery
or sanction to the write-off of the loss shall be watched through the Objections
Book. It shall be the personal responsibility of the Sr. Accounts/ Accounts
Officer to ensure that no objection required to be noted in the objection
Book is omitted and the prompt and vigorous action is taken to settle finally
the outstanding objections at the appropriate level.

Settlement of Objections at the Headquarters

3.12.1 Objections of routine nature relating to initial records i.e. cash book, stock

register, log books, overtime allowance register, service books etc., where
the office has accepted the point of view of Internal Inspection and has
intimated that necessary compliance can be verified during the course of
checking all such records at the time of next inspection, may be treated as
finally settled.

3.12.2 Specific objections pointing out overpayments, short and non-realisation of

Government dues, irregular payment of grants, non-utilisation of costly stores,
equipment and machinery, irregular purchases and other serious irregularities
where the office concerned has furnished satisfactory reply, may be treated
as settled subject to verification at the time of next inspection. All such
objections should be abstracted by the dealing assistant of the Headquarters/
Branch Office on a separate sheet of paper with the last column “ Remarks of
Inspecting Officer”. This abstract shall be given to the inspection party along
with other records at the time of next inspection for on the spot verification
vide para 3.4.2. Such objections shall also be treated as settled for the purpose
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of Control Register of Outstanding Inspection Reports /paras and Objection
Book.

3.13 Review of progress of internal inspection.

3.13.1 The Headquarters section shall submit the following reports to the Chief
Controller of Accounts:

Monthly : On 15th of each month to the Chief Controller of Accounts.

Report | : will show the progress of inspection programmes completed and inspection
reports issued and pending.

Report 11 : This Report will show the position of outstanding inspection reports/paras
pending with P& AO/ Sub-Pay Officer and DDOs.

Annua : Annual Appraisa report on the performance of Internal Inspection Wing
highlighting the important points noticed and action taken thereon shall be submitted
to the Secretary on 15th May through Chief Controller of Accounts and also to the
Controller General of Accounts.

3.14 Preservation of Inspection Reports.

The Controller General of Accounts vide letter No. G.2501 4/1 03/82-
MF.CGA/ inspection 137-1412 dt. 29.7.1985 hasfixed the preservation period
of the inspection reports of the internal audit as Five Years from the date of
completion of inspection subject to the following conditions:

(1) All paras of inspection reports have been settled.

(2) Statutory audit for the period covered by Inspection Report has been done.
(3) Oneyear has lapsed after settlement of the paras of the inspection report.
(4) Next internal audit has taken place.

3.13.2 A compendium of important observationsshall also be compiled and circulated
to Heads of Accounts of the Units annually.
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Chapter 4

DETAILED AUDIT OF INITIAL AND SUBSIDIARY ACCOUNTS

RECORDS
General

The procedurefor detailed audit of theinitial and subsidiary accounts records
of the departmental officesis set forth in the following paragraphs. The most
common records and procedure which have to be scrutinised in internal
inspection areindicated in this chapter. The checks envisaged in this Chapter
areonly illustrative and not exhaustive. These instructions should, therefore
be read in conjunction with the special instructionsfor the local inspection of
the offices that may be issued in this behalf by the Chief Controller of
Accounts.

Registers
In examining the various registers, it shall be seen in general that :
The register under scrutiny is maintained in the prescribed form.

Theregistersare page numbered and a certificate of page counting isrecorded
by aresponsible officer on the first page.

All the columns provided therein are correctly filled in.
The transactions recorded therein are entered in chronological order.
There is no evidence of tampering with the entries of pages of the registers.

There are no over writings, erasures, etc., and al corrections are neatly made
by drawing a line through the erroneous entry and inserting a fresh entry
under proper attestation.

Each register is kept upto-date and is reviewed / closed by the appropriate
authority at regular intervals as provided in the rules.

Register of cheques drawn

It shall be seen that

Theregister ismaintained in proper Formviz. CAM-10 (Para2.3.5 of CAM)
All the cheques drawn are serially entered in their chronological order.

All entries are attested by cheque drawing officer.

The totals of the amounts of cheques drawn are correctly struck and agree
with those shown inthe compiled accountsrendered to the Principal Accounts
Office.

The date of encashment of the cheques are noted against the relevant entries
and an abstract of uncashed cheques to the end of the month is prepared.

All self chegues shown to have been drawn are taken promptly to the receipt
side of the cash book.

Accounts Officer’s Check Register:

It shall be seen that:

it is maintained in Form CAM-15.

it is maintained personally by the Accounts Officer.
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3. the total daily issues and encashments of cheques and the balance of unpaid
cheques at the end of each month as shown in it are compared with the
total of cheques outstanding as per the list of outstanding cheques.

4, it is also seen that the balance at the end of the each month is independently
tallied with the amount outstanding under the Suspense Head “ PAO Cheques”.

45 Sock register of cheque books
It shall be seen that :

1 a stock register of cheque books/forms in Form CAM-1 is maintained to
keep an account of receipts, issues and balance of cheque books/ forms.

2. the cheque books are kept in the personal custody of the Pay & Accounts
Officer/Sub-Pay Officer/ Drawing & Disbursing Officer.

3. every six months, in April and October, stock taking of the cheque books is
done by an officer other than the officer in-charge (cheques) and a certificate
of physical count is recorded by him in the stock register.

4. similar stock taking is to be done whenever there is a change of the officer
in-charge of the cheque books.

5. the information about cheque book to be used is being sent to the bank in
the prescribed form attached with the chegque book before the cheque book is
brought into use.

6. the correct type of cheque forms are used by cheque drawing DDOs as laid
down in para 1.5 of CAM.

7. in case of loss of any cheque, the bank has been informed in time so as to
avoid any payment.

8. time-barred cheques are cancelled and fresh chegues issued in lieu thereof,
wherever necessary.

4.6  Safecustody of Cheque Books verification etc.:

Internal Inspection team should see that the procedure prescribed in Civil Accounts
Manual (Appendix 3 to Chapter 1 of Para 1.4.3) for safe custody of cheque booksis
followed by the cheque drawing PAOS/DDOs. It should be specifically seen :-

1 that cheque books on receipt have been carefully examined by the DDO and
a certificate of count of number of forms contained in each book has been
recorded.

2. that all the cheques in the cheque book are being affixed with the code number
of the bank on which the cheques are to be drawn, before the book is brought
into use.

3. that the cheques are not signed unless required for immediate encashment or
delivering to the persons concerned.

4. that amounts of cheques are written both in words as well asin figures.

that the cheque books have been kept in the safe custody of DDO under lock
and key.

6. that the stock register of cheque books in the prescribed form is maintained
by the DDO.

24



4.7

4.8

that the periodical verification of cheque books has been conducted by an
officer other than the officer-in-charge (chegues) and a certificate of physical
count is recorded by him in the stock register.

that time-barred cheques are cancelled and fresh cheques issued in lieu
there of, wherever necessary.

that the register of daily account of chegque forms used during the day is
maintained properly and all columns have been completely filled in and
attested by the DDO.

Sock register of receipt books

Checks similar to those given vide para 4.5 for checking the stock account of
cheque books are to be exercised.

Register of valuables

In the case of offices which receive a sufficient number of valuables such as
bank drafts/cheques/postal orders etc. it shall be seen that these valuables are
noted in aregister of valuables maintained for the purpose. The register shall
be examined to see that:

the register is maintained in Form CAM-16.

each valuable received is entered in the register on the day of its actual receipt
and its daily total is entered in the cash book as a single entry.

full particulars of each valuable are recorded in the register.

proper and complete reference of remittance into bank is shown against each
valuable.

there has been no undue delay in the remittance of valuables into the bank for
credit to Government account.

the register is closed every fortnight and the bank drafts/cheques for which
the corresponding challans are not forthcoming are investigated.

Register of requisition of bank drafts
it shall be seen that:
the register is maintained in Form CAM-12 as prescribed.

all the requisitions for obtaining the demand drafts are entered in the register
serially and chronologically.

the receipt of the draft from the bank and their despatch to the payee is
promptly noted in the register.

there is no undue delay either in respect of the draft from the bank or their
despatch to the payees.

the acknowledgements of the payee are watched regularly and necessary
action taken to obtain the acknowledgements wherever required.

whenever the demand drafts are received back, being time barred, for issue
of fresh demand draft, the full particulars thereof are noted against the original
entry.

the entries in the register are authenticated by a responsible officer.
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4.10 Register of PSB - Suspense

(i)

(i)

(iii)

(iv)

v)

(vi)

It shall be seen that:

the register in Form CAM-17 is maintained by each Pay & Accounts Officer/
Sub-Pay Officer who is placed in account/holds a letter of credit with a
Public Sector Bank as prescribed.

the total of the days payments/receipts scrolls (excluding discrepant items, if
any)are posted in the register.

the monthly net-payments/receipts worked out in the register are tallied with
the net payment /recei pt derived from the monthly statements of disbursements
and receipts received from the concerned bank.

the clearance made from PSB suspense by the Principal Accounts Office
with reference to the figures reported monthly by the RBI/CAS Nagpur should
also be noted in the register and balance outstanding under PSB suspense
worked out. The balance outstanding under PSB suspense should be analysed
into item wise details (instruction circulated under CGA’ sOM N 0.G25014/
19/79/ inspection/680 dt. 8.12.82.)

Payment Scrolls - P.A.O. Cheque Register
It may be verified whether -

main scrolls in duplicate along with paid cheques/challans were received in
PA.O. from the Focal Point Bank daily; the scrolls were numbered serially
and none of the scrolls were missing;

that the daily payment scrolls were checked in accordance with para 1.9.2
of Civil Accounts Manual. The duplicate copy of the scrolls were returned to
the Focal Point Bank by PA . O. within 24 hours after verification and getting
the errors amended by way of error scroll, wherever necessary in terms of
para1.9.3 ibid.

that all the paid chegques were obtained from the F.P. Bank by personal contact
if necessary , credit certificates were obtained from the F.P .Bank in lieu of
missing challans;

the entries in the register of daily memo of cheques delivered tally with
payment scrolls /paid cheques, and date of encashment has been noted in
relevant columns of the register and alist of outstanding cheques prepared;

that total amount of outstanding cheques at the end of each month tallies
with the balance outstanding under ‘8670-Cheques and bills';

that acheck register inform CAM - 15 was maintained by the P.A.O. separately
for cheques drawn and, creditable to minor heads; * PAO cheques and
‘Departmental Chegues * as laid down in para 2.6.4 and para 3 . 5.2 of the
Civil Accounts Manual . In thisregister, totals of daily issues and encashment
of cheques and the balance arrived at should be compared with the total of
the cheques outstanding as per list of outstanding cheques. It should also be
seen whether the PA.O. has independently tallied the balance so arrived at
with the amounts shown as outstanding , under the Suspense head ‘PAO
Cheques and ‘Departmental Cheques exhibited in the accounts . If any
difference existed whether action was taken to analyse it for ensuring prompt
clearance.
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(viii)

(ix)
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(k)

(i)

that bank scrollsin respect of receipts and disbursements are posted in the
cheque/Challan register. daily/Receipt scrolls should be reconciled with
the weekly account of challans received from the D.D.O.

that the procedure for reconciliation of bank scrolls (as laid down vide
para2 . 1to 2.9 of chapter 2 of Manual of Bank Reconciliation) is being
followed;

that alist of time barred chegquesis prepared at the end of each month. Where
a payment occurs against a time barred cheques , the matter may be
investigated to ensure that no double payment takes place by issue of afresh
cheque;

that following checks are exercised by PA.O. in respect of payment Main
Scrolls/Date-wise Monthly statementsreceived from the Focal point Bank:-

cheques received in support of Main scrolls are linked with entriesin form
CAM-19;

paid cheques included in the main scroll correspond to cheques issued by
the PAO/SPO/ DDO and are not time- barred;

amount of paid cheques tally with the amount shown in the main scrolls.
in respect of receipts, the scroll correctly relates to PAO/SPO/DDOs,
Amount of challan correctly relates to PAO/ SPO/DDO.

arithmetical accuracy of totals of payments/ receipt, scrollsis verified;

each discrepant item is noted in the register and action initiated to rectify the
discrepancy . The discrepancies may be got amended within 24 hours by
personal contact with the Focal Point Bank;

on receipt of the date - wise monthly statement, daily totals are checked with
reference to main scrollsand entered in theregister . If amountsin the monthly
statements differ from the amount of the scrolls or for any day main scroll
has not been received or items of main scrolls has not been included in the
monthly statement or totals have been incorrectly struck, those were settled
by personal contact with the Focal Point Bank;

a register of discrepancies noticed in the monthly bank statement was
maintained;

it may be verified whether amount credit/ debit to the head ‘8658 —PSB
Suspense’ reconcileswith the amount of payments/ receipts as shown in the
date wise monthly statement after taking the discrepant items into account;

it may be verified whether the PA .O. was receiving date wise monthly
statements from the Focal Point Bank on scheduled datesii.e. by the third of
the following month and whether the discrepancies are got settled by the 7th
of the following month;

that the PA.O. received 4 copies of Date wise Monthly Statement (DMS)
from the F.P. Bank by thethird of the following month ; that he verified DMS
obtained from the Focal Point Bank ; that thereafter verification was recorded
onitbytheP.A.O.; that the DMS was verified for part of amount; that the
duplicate and quadruplicate copies of DMS duly verified were returned to
the Focal Point Bank within three days of their receipt; that the duplicate
copies were forwarded to the Principal Accounts Office so as to reach that
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(i)

(i)

(iii)

(iv)

v)

(vi)

(vii)

(viii)

4.12

office by the 8th of the following month whilethe original copieswere retained
by him;

Reconciliation of amounts‘ put through’ and clear ance of P.S.B. Suspense.
It may be verified:

whether in terms of para 3.8.1 of the CGA's Suspense Accounts Manual the
monthly statement of amounts put through are being received by P& AO and
whether the entriestherein are checked with referenceto thefiguresin D.M.S.
aready verified;

whether after verification of the figures of computerized statement of credit/
debit settled with the RBI, CAS, Nagpur by the SBI GAD or link cell of
other Public Banks with the Date-wise Monthly Statement received earlier
from the Focal Point Bank, the Pay and Accounts Office has reconciled the
figures asin its books with the figures appearing in the put-through statement.
Whether a‘Monthly Reconciliation Analysis has been prepared in the form
asper ‘Annexure |’ ibid and whether any difference appearsin Part ‘A’ of the
Analysis. Whether the Focal Point Branch has been asked to ensure the
rectification of the discrepant item appearing in serial (vi) (b) of Part ‘C’ and
transactions other than those appearing in Serial (vi)(a) of Part ‘C’ in the put
through statement of the subsequent month positively and whether the grand
total of Serial (vi)(a) and (vi)(b) is tallied with the closing balance shown
against seria (v) of Part ‘C'.

whether the PAO maintains a“ Register of amounts put through “ Part | &
Part 1l aslaid down in para 3.9.2 of CGA’s Suspense Accounts Manual.

whether the PAO prepares every month a statement of monthly reconciliation
between the amounts as per DMS and those booked under “8658- Suspense
Accounts P.S.B. suspense “ in the prescribed form and whether those are
submitted along with the monthly account format to the Principal Accounts
Office;

it may be seen whether the PA.O. maintains a broadsheet of * PSB-Suspense’
in the prescribed form separately for “ Receipts’ (Debit) and payments (Credit):
and watches the clearance of the balances under this head.

whether in order to have page wise analysis, of the balance under ‘PSB
Suspense’ arecord in form CAM 26 (Abstract of objections) was maintained;

whether DMS and statement of excess re-imbursements in the prescribed
form are submitted to Principal Accounts Office every month.

whether recovery of interest from Banks on delayed remittance of Govt.
receiptsinto Govt. Account and excess/doubl e reimbursement claimswherever
applicable has been made by P&AO.

Cash Book

The cash book is the most important record for internal audit. There shall be
only one cash book for an office and also one disbursing officer who shall be
responsible for the cash of the office and up-keep of the accounts. Cash book
shall be checked in detail for the month selected for detailed audit and
subjected to intelligent scrutiny. Casting and carry overs of monthly balances
shall be checked cent percent. All receipts of cash as shown in the counterfoils
of receipts books, self-cheques drawn in payment of establishment bills and
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receipts from other sources and all payments shall be carefully traced into
the cash book. It shall further be seen that :

The Cash Book is maintained in the form GAR-3.

The pages of the Cash Book are machine-numbered and a certificate of count
has been recorded on the first page before Cash Book is brought into use.

All entries of receipts and payments are made immediately as they occur and
attested by the drawing and disbursing officer.

The cash book is closed regularly and checked completely.

The physical verification of the cash balance is done by the drawing and
disbursing officer at the close of each month and a certificate to that effect is
recorded in the cash book. If the monthly verification has not been done
during the preceding month of inspection, the inspecting Assistant Accounts
Officer shall have it physically verified by the drawing and disbursing officer
in his presence. Such cases shall, however, be rare.

The surprise physical verification of Cash has been conducted at periodical
intervals by an officer other than AAO(Cash).

No money is drawn in anticipation of demands and the permanent advance is
not in excess of the normal monthly requirements.

Moneys received as revenue are remitted in full on the same day or the next
day into the bank for credit to Government account and the expenditure is
not incurred by diverting departmental receipts or the undisbursed pay and
allowances etc.

The official handling cash has furnished security of appropriate amount and
executed a security bond in accordance with the provisions of Rule 275 of
the General Financial Rules.

The analysis of closing balance lying in the cash chest is given at the close of
cash book for each month and does not include undisbursed balances which
are more than three months old.

There is a proper and legally valid acquittance for cash amount disbursed.
All payments are supported by proper vouchers and acquittance for sums
exceeding Rs.5000/- are stamped , where necessary, and the amounts are
disbursed to the persons entitled to receive them.

Irregular advances are not made to staff and suppliers from the cash in hand.

Advances drawn for departmental purposes do not remain unadjusted for
unduly long periods, for want of accounts supported by vouchers or refund,
as may be necessary.

Remittances into the bank are supported by proper challans duly receipted
by the bank. (The challans for the related month should be carefully examined
to see whether there is anything prima facie to doubt their bonafides). The
verification of credits of the selected month’s receipts shall be made with
reference to the bank reconciliation statement.

Adequate arrangements exist for the safe custody of Government money in
accordance with the provisions of note 4 below rule 13 of the R & P Rules.

Government and private moneys are not mixed up and that transactionsrelating
to non - Government money , if any, handled by the Cashier under any special
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orders, are accounted for in a separate set of books and kept entirely out of
Government A/c.

The totals of the cash books, if not checked by the officer-in-charge of the
cash book, are verified by aresponsible subordinate other than the writer of
the cash book who initialsit as correct.

“Accounts Payee” cheques in favour of Government servants and third parties
(being payable only to the payees concerned) issued by Pay & Accounts
Officer after pre-check to drawing & disbursement officers are not being
entered in the cash book and that the delivery and acknowledgement of such
cheques is being watched through a separate register.

Advances paid to the subordinate staff out of office imprest do not remain
unadjusted for unduly long periods.

The subsidiary cash book maintained by the imprest holder also shall be
checked on the lines indicated for the Cash Book.

Register of undisbursed pay and allowances
It shall be checked to ensure that.:

An account of un-disbursed pay and allowances is kept in a register in form
GAR-25asper Rule 92 of R& P Rules.

Entries of the total and particular amount of undisbursed pay and allowances
is made bill wise, serialy and subsequent payments thereof entered inthe
appropriate columns of the register and the cash book, under proper attestation.

An abstract of amounts remaining undisbursed for 3 months is prepared and
the amounts are refunded either by cash or by short drawal from the next bill.

Special Pay to Cashiers
It shall be seen that :-
Special Pay isgranted only by the Head of the Department.

The amount of special pay will depend on the average amount of monthly
Cash disbursements during the previous financial year (Ref. G. 1.0. 9 of
FR9)

That there exists a valid fidelity guarantee for the required amount and the
period for which the special pay has been drawn.

That the Special Pay has been granted from the date of appointment as Cashier
or from the date risk is covered whichever is later.

Establishment check register
It shall be seen that:

Pay & Accounts Officer maintains DDO wise register in Form CAM-24 as
prescribed.

All sanctions for creation of posts are noted in the register in the relevant
columns.

The total No. of persons to whom pay and allowances by P& AO and DDO
are drawn did not exceed the sanctioned number of postsi.e. the number of
persons drawing substantive pay plus number of persons drawing
officiating pay (see also para4.11.4 to 4.11.7 of the Civil Accounts Manual)
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where the sanctioned cadre contains its own leave reserve, no officiating
arrangement is permitted and in such cases the total number of persons for
whom substantive pay or officiating pay or leave salary is drawn does not
exceed the total number of sanctioned posts.

Service books
The service books shall be examined generally to see that:

service book is maintained in duplicate for every Government servant whether
gazetted or non-gazetted. First copy is retained and maintained by Head of
the Office and the second copy is given to the Govt. servant for safe custody.

entries of all events in the official career of a Government servant are made
in hisservice book attested by the competent authority. Entriesin the duplicate
copy are updated in January every year, when the Government servant
hands over the same and the updated SB is returned within 30 days of the
submission.

where the individual is a member to either General Provident Fund or
Contributory Provident Fund, his provident fund account number is noted on
the first page of his service book.

no alteration is made in the date of birth without the sanction of the competent
authority.

entries on the first page of the service book are attested after every five years.
annual certificates of verification of services arerecorded in al service books.

entries of pay in the service books are verified w.r.t. the pay bill .(This should
be ensured by checking a few entriesin the service books with pay bills). The
correctness of the pay and increments allowed to Government servants from
time to time for the period to which the check of service books relates should
also be checked in the service books selected for scrutiny.

fixation of pay of Government servant on first appointment, promotion,
revision of pay scales etc ., should also be checked.

service Books of all Government servants who have put in 25 years of service
or who are due to retire within 5 years from the date of audit shall be
particularly scrutinised to see that:

a) the date of birth is not changed without the sanction of the competent
authority.

b) continuity of serviceis clearly exhibited in the service books.

¢) note of confirmation is taken in the service books citing therein number and
date of the office order.

d) the pay fixation on the date / dates of revision of scales of pay has been done
and note to that effect taken in the service book.

€) notesregarding receipt of nomination for DCRG/ CGEIS PF etc. arerecorded.

f) options exercised by the Government servants are attached to the service
books duly accepted.

g) verification of service from the date of entry to the last date of local
inspection is done with reference to relevant records such as pay bills etc.
and note to that effect taken in service book.
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(1)

)
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(4)
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(6)

4.18

certificate under FR 26(b) for leave periods of officiating Government servants
are endorsed in the service book.

that the service book has been shown to respective officer concerned and
members of the staff every year.

it contains the declaration regarding details forms.
it contains declaration of Home Town by the Govt. servant.

leave account is maintained in prescribed form and the columns therein are
filled in correctly and all leave sanctioned to a Govt. servant is recorded in
his book.

entries regarding confirmation, quasi-permanency, suspension and other forms
of interruption of service are made in red ink as per instructions for the
maintenance of Service Books.

the declaration of details of family members in Form-3 has been obtained
from the official and kept in the Service Book.

certificate of qualifying service is issued to the Government servant in terms
of Rule 32 of CCS Pension Rules.

Pay Fixation Cases
It shall be seen that:-

all pay fixation cases are checked in accordance with the Fundamental Rules
and orders issued by the Government of India from time to time to ensure
that the pay has been fixed correctly.

there exists a valid option exercised within one month from the date of
promotion or the time prescribed in Govt. orders in case of revision of pay
etc..

necessary entries have been made in the Service Book.

wherever personal pay or special pay has been granted for specific period of
time and is absorbable in future increase in pay or where penalties are
prescribed, the same are noted.

on re-employment of retired pensioner the pay has been fixed taking into
account the Govt. orders .

a declaration in the prescribed proforma has been obtained from the
re-employed pensioners regarding drawal of pension, relief etc.

Pay bills

Audit of pay, leave salary and other allowances admissible to various classes
of Government servants is mainly conducted with reference to the rules and
regulations made by competent authority governing their conditions of service.
Some of the essential points to be observed in the audit of pay bills are:

no pay is paid to a Government servant beyond the date of attaining the age
of superannuation, or on the expiry of aterm of extension of service sanctioned
by competent authority.

the absentee statement duly filled in wherever required is attached to the
bill. Otherwise, a no leave certificate is furnished in the bill.
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enhanced pay of officiating Government servant is in accordance with the
rules.

pay is drawn against Last Pay Certificate in case of a Government servant
transferred from another establishment. Pay in r/o Govt. servant who did
not previously hold any post under the Govt. or is re-employed after
resignation or forfeiture of past service is drawn against a certificate of DDO
to the effect that the medical certificate of fitness in the prescribed form has
been obtained in conformity with rules and orders governing the appoi ntment,
except where the competent authority has ordered such payment without health
certificate for a period not exceeding 2 months ( Ref. Rule 80 of R& P Rules)

the dates of making over or relieving charge are stated and joining timeis
correctly admitted.

the increment drawn is supported by an increment certificate in each case.

the number of persons for whom pay or leave salary has been drawn does not
exceed the sanctioned strength of the establishment.

when arrears are drawn, a certificate is recorded by the PAO stating that
necessary note has been made in origina bills in which the claims have been
omitted.

all sums due to be recovered from the pay of a Government servant, are
correctly recovered. These recoveries include subscriptions and re —payment
of advances from provident fund and other service funds/ advances, taxes on
income, profession tax, house rent and service charges, security deposits,
deductions in connection with the Postal life Insurance, Central Government
Insurance Scheme co-op societies etc.

thereis proper and legally valid acquittance for each amount disbursed, duly
stamped, where necessary and the amounts are disbursed to the persons
entitled to receive them.

in respect of payments made through acquittance rolls on the pay day, the
disbursement certificate at the foot thereof is signed by the disbursing officer
in token of the total amount actualy paid, the “PAID”stamp is duly affixed
against total disbursed amount of the acquittance roll and attested by the
drawing and disbursing officer and undisguised amounts paid subsequently
are stamped “PAID” individually and attested by the drawing officer.

an account of un-disbursed pay and allowances is kept in aregister in Form
T R-71 and the amounts remaining un-disbursed for 3 months are refunded
either in cash or by short drawal from subsequent bills.

arrears of pay and allowances are not drawn through regular pay bills but in
separate bills as per the provisions of para 13.2 of the Civil Accounts Manual.

the disbursements made are traceable in the cash book on the dates on which
they are actually made.

Pay bill register
It shall be seen that:
the register is maintained in Form GAR-17.

al payments made/released to the individuals by way of salaries and other
allowances are entered in.
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scale of pay, date of increment, date of birth etc. are noted in the column
provided for in the register.

all the advances paid to the individual and details of recovery thereof is
entered in the register.

leave taken by the individual and the adjustment thereof is also made.
details of recoveries other than the regular nature are clearly stated.

the payment of arrear claims in accordance with para 16.2 of CAM are also
noted in the month of payment. A cross reference is given against the original
entries to guard against double claim/payment.

the entries made in the pay bill register are attested by a responsible officer in
token of having verified their correctness.

the pay and allowances have been drawn correctly with reference to their pay
as per Service Book.

Expenditure Control register
It shall be checked to ensure that:

the register is being maintained in the prescribed form (i.e. Form CAM-9)
and relevant columns have been duly filled.

the budget provisions under each sub-head has been noted.

the progressive totals have been struck to ensure that budget is not exceeded
under any sub-head.

the figures as per Expenditure Control Register tally with compilation section
every month and discrepancies, if any, are rectified, and

al inward claims received by the SPO/PAO are first noted in the Expenditure
Control Register before settling the debits.

T.A. bills
It shall be checked to ensure that:

claims are regulated w.r.t. grade Pay of the official on the date of journey.
DA isregulated as per option of the official in terms of OM of 22.01.09.

the claim was preferred within one year from the date of completion of the
return journey and the unutilised amount of T.A. Advance is refunded
immediately after completion of the journey. (GFR 259)

the travelling alowance bill was countersigned by the Controlling Officer as
required under S.R.192.

the claim has been admitted by the shortest or cheapest route as per S.R.30.
If not, necessary sanction of the competent authority as required under
S. R.31 has been obtained to allow T.A. claim by a longer route in public
interest and the reason is other than the non-availability of reserved
accommodation in the entitled class.

the claim has been restricted to from duty point/residence at Head-quarters
to duty point at the tour station in terms of S.R.32.

the rail fare has been admitted on the basis of the certificate of class of
accommodation actually used, but not exceeding the class to which he is
entitled as per S.R.34.
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between places not connected by rail travel by AC bus in respect of officials
entitled to travel by 1ind AC and above by train and deluxe/ordinary bus in
respect of othersis permitted.

in case of journey by steamer, whether the steamer fare has been admitted for
the class of accommodation actually used, but not exceeding the entitlements
as per S.R.40.

thefarefor steamer journey has been admitted on the basis of thefare exclusive
of diet charge as per S.R.41.

the road mileage has correctly been admitted in terms of S.R.46 and full road
mileage has been admitted only on the strength of a certificate that the
conveyance was not shared.

road mileage for the places connected by rail has been admitted with the
proper sanction of the competent authority under S.R.31.

the air tickets have been bought at the cheapest fare in Economy/Business
class by getting the information through the internet and the benefit of free
mileage points is used for official journeys only. Misuse of mileage points
for personal benefit attracts Departmental action.

air travel of the non-entitled officer, is approved by the Secretary of the
Department.

for those opting for TA under the revised rules the reimbursement of food
and travel charges per diem are restricted to the actual bill amount not
exceeding the entitlements based on grade pay and those opting for DA under
the pre-revised rules claims are regulated in accordance with the OM dated
22.01.09.

the claim for stay in hotel is reimbursed subject to entitlements based on
grade pay. The officials may preferably stay in circuit houses, Govt. Guest
housed, inspection bungalows, messes etc. in case available.

for journeys performed in Headquarters and the Tour Station, the mileage
alowance is regulated as per the approved rates by RTA of the concerned
state, where the same has not been prescribed the same shall be restricted to
RS. 16/- and Rs. 8/ per kilometer for Own car/Taxi and Auto rickshaws/Own
scooter etc. respectively.

mileage allowance for journeys on Bi-cycle and on foot shall be paid @
Rs. 1.20 and 5/- per kilo metre respectively.

no reimbursement for food and travel is paid for the days of casual leave
etc.availed of by the Government servant at the tour station.

reimbursement for food and travel is paid for Sundays and holidays on the
strength of the certificate that the officer was actually and not merely
constructively in camp during those days.

the allowance at full rate has been restricted to the first 180 days of continuous
halt.

the daily allowance was disallowed in case of journey performed for
appearing in an obligatory departmental examination.

T. A. has not been claimed more than twice for any particular
examination.(Proviso to SR 130)
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4.22

If the T.A. claim has been admitted for the journey performed during the
|eave whether necessary sanction of the competent authority has been obtained
as required under S.R. 135.

If the claim pertains to compulsory recall from leave, whether the curtailment
of leave was of not less than one month —S.R.142.

If the period by which the leave is curtailed is less than a month , mileage
allowance was allowed at the discretion of the authority recalling the Govt.
Servant.

TheT . A. claim of a Government servant under suspension has been admitted
as required under S.R.153 A.

TheT.A. claim for giving evidencein a case has been alowed only after
ensuring that no payment was accepted from the Court or the payment
received from the Court was deposited to Government account under
S.R.154.

In case the claim relatesto journeys undertaken to obtain appropriate medical
attendant or treatment.

Whether certificate of the competent medical officer to the effect that the
journey was unavoidably necessary, was attached to the claim.

Whether the daily allowance for halt was disallowed in respect of self-claim

Whether only fare has been allowed for rail journey if the claim pertains to
dependents.

Whether road mileage has correctly been admitted in terms of S. R.157.

Whether the claim for attendant/escort has been admitted on the strength of
the certificate of the competent medical officer.

No TA is allowed, if the journey has been performed by an official transport
provided free of cost as required in terms of S.R.182.

Whether the T.A.claim of non-official has been settled in accordance with
the grades decided by the competent authority under S.R.190.

Penal Interest @ 2% over and above the interest rate on provident fund
deposits is recovered from the date of drawal of advance till the date of
refund of unutilized portion of TA advance where claims are received / till
the date of Lump sum recovery of advance

Transfer T.A. bills
It shall be seen that:

The Government servant has furnished full details of the family on the day of
transfer.

The claim has been admitted on the basis of the entitlement of the class of
accommaodation on the day of transfer.

The claim for transportation of personal effects was supported by a certificate
that the actual expenses incurred were not less than the sum claimed.

The weight of personal effects actually carried partly by rail, road, steamer
and other craft with details of expensesincurred was given in the claim.
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The claim for transportation of conveyance by rail or steamer was supported
by the railway or steamer receipt. If not, whether the claim was approved by
the controlling officer at his discretion on the strength of a certificate of the
Government servant to the effect that the amount claimed was not more than
the expenses actually incurred.

The claim has been admitted from residence at old headquarters to the
residence at new Headquartersin terms of S.R.32.

The claim for family members has been admitted with due regard to the
definition of family as per S.R.2(8).

The claim for rail journey has been restricted to entitled class of
accommodation.

The amount claimed on account of transportation of personal effects has
been restricted to his entitlements for transporting the maximum quantity by
goods train / road.

The claim of Transfer T.A. on retirement or to the family members after
death of the Government servant while on duty to his hometown or if the
family wishes to settle down permanently at a place other than the normal
place of residence (permanent hometown), to such a selected place of
residence is admitted.

The journey by aretired Government servant has been made within one year
from the date of his retirement.

The journey by family members has been completed within one year from
the date of death of the Government servant in case of T.A. claim to the
family members after the death of the Government servant.

The payment of such claims when made to any other person on behalf of the
minor(s) whether necessary indemnity bond has been obtained.

Advance wherever paid have been adjusted/recovered/refunded with penal
interest in the prescribed manner and in case of payment of advance to the
family members of the deceased Government servant necessary indemnity
bond has been obtained.

423 L.T .C.bills

The Leave Travel Concession claims should be examined to see that:

1.

The Government servant has completed one year of continuous service on
the date of the journey.

The claim has been preferred within three months of the date of completion
of return journey.

When advance has been drawn, the claim has been preferred within one month
of the date of completion of return journey

The claim isfor the journey performed within India.

The claim has been restricted upto the nearest railway station/Air port / port
or bus stop in India in cases where hometown is outside India.

The advance drawn is not in excess of 90% of the entitlement.

The advance drawn is for the forward journey only where the period of leave
or the period of anticipated absence exceeds 3 months or 90 days.
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The journey has been performed to permanent hometown as recorded in the
service records./ Declared place of visit in case of al IndiaLTC

The claim has been admitted on the basis of class of accommodation used
but restricted to entitled class.In case of Air travel the officials/their families
avail the cheapest economy fare notified by the Airliners’ NACIL under the
scheme of LTC, if any.

The claim has been admitted by shortest route on through ticket basis.

Prior intimation was given by the Government servant before commencement
of the journey.

When family members travel independently in any number of batches, the
return of each group is completed within six months from the commencement
of the group’ s outward journey.

Documentary evidence viz., ticket numbers etc. was furnished for the journey
upto home town/any place in India and back.

Necessary condonation has been given by the Controlling Officer for non-
production of evidence, failure to give prior intimation etc.

Necessary entry has been made in service records of the Government servant.

the concession for-self and family ( as defined in S.R.2 ( 8) read with revised
orders) only has been availed of only once during a block of two years or
four years as the case may be including grace period and the claim has been
correctly debited to the respective block year. Effective from 1% September
2008 Fresh recruits are alowed to travel to their hometown along with their
families on three occasions in a block of four years and to any other place on
the fourth occasion. The facility shall be available only for thefirst two blocks
of the four years applicable after joining the Government for the first time.

Necessary certificates have been furnished by the Government servant.
Necessary certificates have been furnished by the Controlling Officer.

The entire advance has been adjusted and excess if any, has been recovered/
refunded by the Govt. Servant.

Penal interest at two and a half per cent over and above the normal rate of
interest has been recovered in case where advances have not been adjusted in
accordance with the rules. (Government of India,Decision No.2 below
GFR-178(2) ).

Proper register is maintained for Leave Travel Concession Advance/bills etc.

No Government servant undertakes the journey in a chartered bus, Van or
other vehicles, which are owned by private operators (effective from
11.7.1985).

No Government servant undertakes the journey in private cars (the cost of
propulsion being borne by Government servant himself) (effective from
11.7.1985).

If an officia is under suspension, this concession is admissible only to his
family members.

LTC has been admitted during regular/casual/ special casual leave and
maternity leave and not admitted during holidays alone.
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Reimbur sement of medical charges bills

Reimbursement of medical charges to Government employees are governed
by Central Services(Medical Attendance) Rules, 1944 as amended from time
to time. While checking the bill on this account, it shall be seen that:

The bill is prepared in proper form and duly countersigned by the Controlling
Officer.(The Officer who is declared as controlling officer for the purpose
of T.A. claim is the controlling officer of the Government servant for the
purpose of countersigning medical claims also).

The cash memos are countersigned by the authorised medical attendant, who
prescribed the medicines and attached to the hills.

The bill is submitted within 3 months and where this is not done, the reasons
for delay and approval condoning the delay is obtained.

Where an advance is granted to meet the expenditure initially, the advance is
adjusted against the claim submitted.

Only cost of reimbursable medicines and injections admissible under Medical
Attendance Rules is accepted.

The person in respect of whom the medical charges are incurred falls within
the definition of family of the Government servant as defined under the
Medical Attendance Rules.

A register ismaintained in the form prescribed vide G.I.,M.H.OM No. 514023/
1/74-M.C.dated 23rd March, 1976 and claims of the individual Government
servants are watched.

Children’ s Educational Allowance

Consequent to the implementations of orders based on VI CPC
recommendations the CEA & RTF, has been replaced by Children Educational
Allowance Scheme. The schemeis applicable to al the Central Government
servants without any pay limit except persons employed on contract, adhoc,
casual and part time employees, persons paid from contingencies and India
based staff serving in Missions abroad and receiving educational assistance
under the provisions of Indian Foreign Service Rules.

While scrutinising the bills it shall be checked that

If both husband and wife are Central Government Servants, the assistance is
admissible to only one of them.

If the husband or wife is employed outside the Central Government, the
assistance is admissible only if the spouse is not entitled to the benefit from
his/her employer and a declaration to that effect is furnished by the official.

The assistance is admissible upto a maximum of two children towards tution
fee, admission fee, lab. Fee charged for agriculture,electronics,music or any
other subject , fee charged for practical work under the programme of work
experience, fee paid for the use of any aid or appliance by the child, library
fee,games/sportsfee and fee for extra curricular activities. This also includes
reimbursement for purchase of one set of text books and notebooks,two sets
of uniforms and one set of school shoes per child in ayear.

Reimbursement is against expenditure on the education of school going
children only from nursery to twelth, including class eleven and twelth held
by junior college or school affiliated to Universities of Boards of Education.
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§ The essisiance shall have no nexus with the performance of Me child . In other
words evan il the child lails m periicular class the CEA will not be stopped.

i The annusl caifing for reimbursemant s Rs 15,0000 per chid The amount
clalmed in each quarer could be mare of kess than RBs 3000 sutyect to Ihe
annual ceiling of Rs 15,000/ per child.

7 The bmits are subject fo rewsion by 25% every hme the DA on the revised
pay strocture goes up by 50%

8 The snount rembursement @ made agains! self certifind orgingl tecalpt of
the Governmant setvant

8 Hostsl subsidy is reimbursed upto & mudmum el of Re. 37800- per monih
por child subject o a maximum of 2 children. Hostsl subsidy and CEA cannot
be avaled concummently. The subsidy s admessible Il on transter, the
Governmenl servani w obliged o kegp his childran in e hostel of @
residentinl sohool away from iha stabion &l which he i posted andior resides.

10 The register of claims In the prescribad lorm ts being mainlained by the Head
of office and all columns are propary iled in and payments are recorded

cormeclly under propar allestation.
426 Central Government Employses’ Group Insurance Schome, 1980

The ongmal scheme which was introduced w.al 171977 has since been
reptaced by @ new Group insurance Scheme  This new scheme has come
into force wel 1.1 1982 The folowng poinds should be seen by the
il -

(1) That e Head of Office is maintaning a Regisier of members in the
prascribed form.

(@  Thal nominations have hesn obtanes by the Head of Ofice from each
member and thut enirind regarding e recedpt of nominslions have been

mado in (ha Saryice Books.

[3) That the subseriplion i being recovered from the salaries of the members
through regular pay bills al the foliowing rales
QLD RATE REVISED RATES
wel 1.1.1087 wel 1.11890
Group A" Rs 8 pm s 1200
Group "5" As.40- pm Rs. 60~
Growp 'C" Re.2l¥- pm Rs 30
Group T Rs 10-pm Rs. 15-

(4f  Thal in the case of employees entering government service in a
monih offer than 1 January the subsocnplion for insorence
oover has besn recoversd 3l 13¥ of the prescibed reie of
subscripbon Il December of that year and hereallar &l forma
mie as per omen tonisnad in the Cenbnl Government
Employess Group Insurance Scheme, 1880 In case of
promohion from one group 1 the olher after 19 January the
subscriplion confinues al Ihe od rale and lrom 19 Janusy ol he
subsequent year e of subsciphbon as applicable o the higher
Broup i recovensi,
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(6)
(i)

(i)

(iii)

(iv)

v)

(vi)

(vii)

(viii)

That in case of death of a member, the insurance money is paid correctly to
the nominee at the following rates :-

AT OLD RATE REVISED RATES
Group “A” Rs. 80,000/- Rs. 1,20,000/-
Group “B” Rs.40,000/- Rs. 60,000/-
Group “C” Rs.20,000/- Rs. 30,000/-
Group “D” Rs.10,000/- Rs. 15,000/-

In addition, the family member would be alowed the amount admissible
from the savings fund at the prescribed rates.

While checking these hills, it shall be ensured that :

The bill is prepared in proper form and contains all the relevant particulars
of the claim and signed by the appropriate authority.

The payment under the Scheme on cessation of the employment of a member
of the Scheme, due to retirement, resignation etc. is restricted to the
accumulation in the savings funds.

The member’s accumulation in the savings fund is correctly calculated in
accordance with the procedure laid down in the Scheme.

The membership of the individual in the various groups is correctly given
and agrees with the register of members maintained in the Unit.

The insurance cover paid, if any, on the death of the employee is appropriate
to the group in which he is a member at the time of his death.

Proper safeguards are observed when the payments are effected under the
scheme to the natural heirsin the absence of any valid nomination.

Recovery has been effected properly from time to time as per the group of
the employee on his promotion if not, interest thereon.

Entries have been made in the Service Book whenever Group of the employee
is changed.

4.27 (a) Over time billsregister

It shall be checked to ensure:
Whether overtime claim is covered by sanction of the competent authority.

That Overtime Allowance has been allowed to the officials in accordance
with orders in force from time to time.

That work on overtime basis is not resorted to as a matter of routine.

That no overtime allowance is sanctioned to a Govt. employee drawing pay
exceeding Rs.2200/- pay scale (Pre-revised), or to a gazetted officer.

That the prescribed overtime work register has been maintained.

Approval of competent authority has been obtained for payment of Overtime
Allowance beyond the restricted hours.

Total expenditure on Overtime has not exceeded the fund so allotted on this
account.

Entries of overtime allowance have been made in the Pay Bill Register to
avoid double payment / computing income tax or any further arrears.
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4.28
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(b)
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(d)

(€)

(f)

(9)

(h)

Night Duty Allowance
It shall be checked to ensure —

Approval of competent authority has been obtained for payment of night
duty allowance.

Night duty allowance has been worked out in accordance with the order in
force from timeto time.

Entries of night duty alowance have been made in the Pay Bill Register to
avoid double payment/ computing income tax or any further arrears.

Night Duty Allowance is admissible to both gazetted and non-gazetted staff
who are drawing the basic pay less than Rs.2200/-(Pre-revised).

L oans and Advances
General

The General conditions/special conditions to be followed for grant of loans
and advances are as laid down in part || of GF.Rs—- COMPENDIUM OF
RULES ON ADVANCES.

In the cases of loans and advances to Government Servants, it is to be seen
that :

Basic records i.e. application of loans, valuation reports of properties offered
as Security, enquiry reports sanction for loans, payment vouchers along with
acknowledgment of loanee concerned, Security bonds, loans ledger etc. in
connection with the payment and recovery of |oans and advances are properly
maintai ned.

The applications for loans are obtained in the prescribed form and contains
all the required details and documents essential for sanction of loans.

While sanctioning the loan, the competent authority acted in conformity with
the general or special conditions governing grant of different kinds of
advances.

Mortgage bonds are kept in the safe custody by the sanctioning authority.

The Payment and recoveries of advances and of interest thereon are noted in
the pay hill register.

Whenever agovernment servant istransferred to another officefull, particulars
of the advances outstanding against him are correctly shown in his L.PC.
and procedure as reproduced in Annexure-Xl11 is followed for transfer and
obtaining the outstanding amounts Loans & Advances .

Necessary certificate of utilisation of the advances, execution of mortgage
deeds etc., are furnished to the P& A.O. concerned; and

Penal interest at the prescribed rates has been charged for all cases of
default as per GOI decision (1) and(2) of Rule 178(2) of GF.Rs.

Advances paid under HBA Rules
Eligibility
Permanent officials,

Other officials with at least 10 years of continuous services.

42



a)

b)

0)

d)

e

f)

9)

h)

If the husband and wife are Central Government employees and are eligible
for grant of advance, the advance will be admissible to only one of them.

Cost ceiling

The cost of house to be built/purchased (excluding the cost of land) should
not exceed 134 of pay in the pay band of the Government servant subject to
aminimum of Rs.7.50 lakhs and a maximum of Rs 30 lakhs. In individual
cases, if the Administrative Ministry is satisfied on the merits of the case, the
cost-ceiling may be relaxed up to a maximum of 25 % .

The official, or the official’s wife/husband/ minor child should not already
own a house in the town/ urban agglomeration where the house is proposed
to be constructed or acquired with the advance from Government.

Purpose:

Constructing anew house on the plot owned by the officia or the official and
the official * swife/ husband jointly.

Purchasing a plot and constructing a house thereon.

Purchasing a plot under Co-operative Schemes and constructing a house
thereon or acquiring house through membership of Co-operative Group
Housing Schemes.

Purchasing/construction of house under the Self-Financing Scheme .

Outright purchase of a new ready - built house /flat from Housing Boards,
Development Authoritiesand other statutory or semi-Government bodiesand
also from registered builders.

Enlarging living accommodation in an existing house owned by the official
or jointly with his/her wife /husband. Thetotal cost of the existing structure
(excluding cost of land ) and the proposed additions should not exceed the
prescribed cost ceiling.

Repayment of loan or advance taken from a Government or Hudco or Private
source even if the construction has already commenced , subject to certain
conditions.

Constructing .the residential portion only of the building on a plot, which is
earmarked as a shop-cum-residentia plot in aresidential colony.

Amount of Advance.

In case of Contruction of house (including/excluding plot) / Purchase of ready
built house/ flat 34 times of pay inthe pay band or cost of house or repaying
capacity or Rs. 7.5 Lacs whichever isleast. In case of enlargement of house
34 times of pay in the pay band or cost of enlargement or repaying capacity
or Rs. 1.8 Lacs whichever isleast. In case of Construction/ enlargement of
house in rural areas the amount can be restricted to 80% of the cost .

If the official makes a final withdrawal from his GPF/CPF for this purpose
the total amount of the advance and final withdrawal should not exceed the
above limit . Repaying capacity is calculated in accordance with rule 5 of
HBA Rules. Only one advance is admissible during the entire service.

The advance will carry simple interest prescribed by the Government from
the date of payment of thefirst installment.

43



b)

f)

9)

(i)
1)

a)

b)

©)

d)

e

(i)

(i)

(iii)

f)

It shall be ensured that:

The agreements and mortgage bonds have been executed by the Government
servant concerned.

That the house purchased or constructed with the Government advance is,
immediately on its completion or purchase, insured for a sum not less than
the amount of advance and is kept so insured against damage by fire, flood,
lightning till the advance and interest thereon is fully repaid to Government.
That the insurance policy is deposited with the Head of office and the premium
receipts produced for inspection annually.

Mortgage bond , original sale deed and other relevant documents are kept in
the safe custody of the sanctioning authority.

All recoveries are made in accordance with the schedule laid down in the
sanction and that in case of default , action is taken to recover the installment
with penal rate of interest fixed by the authority sanctioning the loan.

Whenever a Government servant is transferred to another office, full
particulars of the advance, if any, are correctly noted in hislast pay certificate.

Necessary certificates of utilisation . of advances, execution of mortgage
deeds, etc., are furnished to Pay and Accounts Office concerned.

the Registers and Broad - Sheets in respect of each kind of advance are
correctly maintained.

Advance for purchase of motor cars

While checking the advances paid for purchase of motor cars, it shall be
seen that:

Proper sanction exists.

The advance for the first occasion does not exceed Rs 1,.80,000 or eight
months pay in the pay band or the anticipated price of the motor car whichever
isthe least.

If the actua price of the motor car paid by the Govt. servant is less than the
amount of advance, he refunds the balance to Government forthwith.

Advance granted on the second or subsequent occasion does not exceed
RS. 1,60,000/- or eight months pay in the pay band or the anticipated price
of the Motor Car whichever isleast.

Such second or subseguent advance is taken only after four years , reckoned
from the date of drawal of last advances, except in the case;

Where an advance had been allowed earlier for the purchase of motorcycle,
but it is desired to draw the advance for the purchase of motor car.

Where a Govt.servant disposes of his motor car in India prior to his posting
abroad on deputation / training abroad lasting for more than one year and
returns to India without a motor car.

Where a Govt. servant is appointed to a regular post abroad, and does not
take his motor car along with him.

A person under suspension is not paid the advance , and if an advance has
aready been sanctioned to him before he was placed under suspension, he is
not permitted to draw such advance during the period of his suspension.
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)

h)

)

k)

m)

n)

(iii)

(iv)

the amount of advance granted under Rule 21(1) & (2) of Part Il of GFRs
shall be recovered in such number of equal monthly instalments, as he may
elect, not exceeding 200. The Govt . Servant may at his option repay more
than one instalment in a month.

The recovery of the amount of advance is commenced with first issue of
pay / leave salary or subsistence allowance as the case may be, after the
advance is drawn.

Therecovery of amount of interestiscommenced from the monthimmediately
following that in which repayment of the advance is completed.

Simpleinterest is charged at such rates as may be fixed by Government from
timeto timewhich is calculated on the balance outstanding on the last day of
each month.

The amount of interest is recovered in the minimum number of monthly
instalments, the amount of each such instalment being not greater than the
amount of instalment fixed for recovery of advance itself.

The Government servant does not sell or transfer a motor car for so long as
the amount of advance together with interest on such amount isnot completely
re-paid, except with the persmission of the competent authority.

The Govt. servant executes an agreement before the drawal of the advance
and a mortgage bond on completing the purchase of the motor car
hypothecating the motor car to the President as security for the advance.

The motor car isinsured against loss by fire, theft, accident, strike, riot and
any disturbance of public peace.

Advance for purchase of Personal Computer

The conditions for eligibility, sanctioning authority, mortgage and interest
will be same as applicable for grant of motor car advance. However, the
amount of advance that can be granted for purchase of a Personal Computer
would be Rs.80,000/- orRs. 75,000/- on second or subsequent occasion or
the anticipated price of the Computer (excluding Customs duty, if any),
whichever isless,

While checking the advances paid for purchase of Personal Computer, it
shall be seen that :

If Govt. servant already obtained advance for personal computer, 3 years
have elapsed from the grant of such advance before the second or subsequent
advance is sanctioned.

The advance is recovered in equal installments as the Government Servant
may elect but not exceeding 150.

Advanceisnot admissiblefor payment of customsduty on Personal Computer

Total recoveriesincluding the recovery of computer advance does not exceed
50% of the total emoluments.

Advance for purchase of motor cycles/scooters

Some of the checks applicable in the case of advances for purchase of motor
cars are also applicable to advance for purchase of motor cycles. Further, it
shall be seen that:
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1. In the case of first advance, the amound is restricled o Re. 30,000 or & month's
basic pay and deamess pay of the Govt, Servan! of anticipated price of the motor
cycle, whichéver is the jeast

In the case of second of subsequent advance. Ihe amount of advance W restricled
to Re 24,0004 or theee monih's basic pay and Dearness Pay of the Government
Servani or anlicipated price ol the vehide, whichever is the lpast

2 The amount of such advance shall ba recovered rom Govl servant In such

number of aqual monihly instaliments as be may elect, bul such number shall not
be mare fhan T0

(¥)  Advance for purchase of bicycles
While scrutmising tha advances paid for purchasa of bicycles, It shall be seen
! Proper sancbon exists
2 The smployss's grade pay does nol exceed Re 2800 p m.

4 The amount s resticied o Re. 3750 or anlicpated price of the cycle,
whichever i less

4 I the actual price i less (han e advance amourl Ihe employés refunds the
batance forfwith

5 The merest free advance m recovered in equal monthly instalments not
exceading 30

B The subsequent advance will nat be admissible within hree years of drawal
ol frs! advance

T H s Goviservanl withtit a substantive appontment 15 granted an advance
form Ihe purchase of a bicycls. bul ceases Io be in Govtsenica before the
amounl of the advanca and Ihe inlerest thereon s completely repaid, the
balance 15, to Me exienl possishia. adiusted agamst Me pay and allowances
dus o the Govisananl Any amount as then remams unpaid |s recovered
forthwith fom e surely, £ any

B The rate of advance & moreased by 25% with DA rewision beyond 50%

{vi} Advance for purchase of warm clothing
1 shall bes seen that

Y. Proper sanclion exsts.

2 Iis carlified thal the advance & in respect of a Govisarvanl who is likely to
stay al bhe bl sisfion stuaied at a height of 1,000 mis. or more above the 383
leved for & peniod of not less than 12 months including period of stay which has
lrsady slapsed.

1 A period of alleasd thiee years has siapsed sincs e grant of an
aarfier advance, iany.

4  The amountof advance doss nol excesd R 3750V

5 Itis paid only 1o Class llland IV Gowt servant,

6. The intecest free advance &5 recovered in 10 egual monihly nstalments

7. Therecovery of the amount of advance 18 commenced wilh the frst issue of
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(il

(vili)

pay after the advance 1s drawn.
Tha rale of advance 1s increased by 25% with DA revision beyond 50%

Advance in connection with festivals
It shall be sean hat;

Praper sanction exists,

It is sanctinned to & non - gazetied Govt servanl whose grade pay does nol
mxcend Rs. 4800-pm.

Thee person In whom I is granted Is on duly or an leava on average pay or any
olher feave equivalent thereto including matemity leave, bul excluding leave
preparatory refirement. on the dale of which the advance is disbursed.

The advance is not granted 10 8 Govt.servant more than once in a financial year
even |f the festival qualifying for advance falls iwice in 3 year

The advance k= nol granlted lo a Govl, servanl unless an advance already
granted \o him either as festival advance or as advance in connection with
wigil Io hill station has been fully recovered.

An advance |s not granted 10 a temporary Govl servarl unless be s lkely fo
confinue m service lor a penod of &l leasl six months beyond the month in
which = advance is disbursed.

The amount of advance 18 resticled to Rs 37500 and & Gavl, servan! who has
been granted an advance in connacion wifty vsit to hill station 18 nof granted
an advance mder the Festival Advance Rules i (he same Rnancial year,

The recovery is effecisd in not more than ten monfhly equal instaimertts
commencing with the issue of pay for the manth Tollowing thal in which such
Fmant is drawn

The procadure for the mantenance of acoounts and walching recoveries of
festival advances laid down in Rule 12 C & Annexure A of Pan U of GFRs
e Eflowesd

Advance In conneclion with nalural calamities.
Il shall be senn that

Proper sanchon axsty

I & sanchoned i & non-gareiind Govl servan whose proparfy. movebie or
immovabie had besn subsianfially affected or camaged in an area which is
deciared by concemned State Governmeni lo have been aflectod by o natural

calamay.

The advance s appiad for willn thies months trom the date of Government
orders under which an sres s dedsred io be affscted by natoral calarmity

The amoont of the firs| advance does nol exceed Rs. 50004

A second advance I8 not nommally sanctioned If an earker advance for the same
putpose remains unatiusied N, however the grant of a seoond advance
becomers necessary. the guanturs of the second advance plus the oulstanding
balancs of firel advence does no! exeeed Rs 5000

The advance is necovernd in not mave than 25 instaiments.
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(ix)

)

(xi)

(xii)

The recovery of the amount of advance is commenced from the second issue
of pay after the advance is drawn.

Advancein lieu of leave salary
It shall be seen that :
Proper sanction exists.

It is paid to a person who proceeds on |leave for a period not less than one
month / 30 days.

The amount of advance is paid in whole rupees and does not exceed the net
amount of leave salary, including allowances, for the first thirty days of |eave,
that is clearly admissible to him after usual deductions on account of income
tax, provident fund, house rent, recovery of advances etc.

The amount of advance is adjusted in full in the leave salary bill in respect of
the leave availed of by the Govt. servant concerned. If the amount of advance
cannot be so adjusted, the balance shall be recovered from the next payment
of pay or/and leave salary.

Advance in connection with legal proceedings

Advanceto Govt. Servantsinvolved in legal proceedings shall be regulated
by ordersissued by the Government from time to time.

Advance to the families of Govt servants who die whilein service
It shall be seen that :
Proper sanction exists, for the lump sum advance paid to family.

It is paid to family of Govt. servant in permanent or temporary employ
(excluding casual and daily rated staff) who dies while in service (whether
on duty or on leave with or without pay) in order to enable the family to
meet its immediate requirements.

That the amount of advance is limited to two months' basic pay and DP as
defined in F.R. 9(21)(a)(i) of the deceased Govt. servant, subject to amaximum
of Rs.8,000/- in each case.

That the advance is adjusted as early as possible and in any case, within a
period of six months from the date of sanction, by deduction from the amount
that may be payable on account of arrears of salary due, the death gratuity, or
the Contributory Provident Fund or the General Provident Fund or any other
payments due to the deceased.

Advance of T.A.
It shall be seen that

The claim for advance has been approved by the Head of Office/Controlling
Officer.

The payment of advance has been made for the period not exceeding 30 days
at atime under Rule 48 and for a period not exceeding six weeks under Rule
49 of Part — Il of GFR to cover contingent charges and personal traveling
expenses.
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4.29

4.30

The entry has been made in the Advance Register for watching the adjustment
of advance.

Asecond advance has been granted only after an account for the earlier
advance has been submitted by the Government servant.

A second advance has been granted without submitting an account for an
earlier advance, only where the conditions stipulated in GOI’'s Decision No.1
below Rule 50 of Part Il of GFR have been fulfilled.

Not more than two advances have been allowed in any case.

The adjustment claims have been submitted within 15 days from the
completion of return journey or the date on which the Govt. servant resumes
duty after completion of tour.

Register of telephone bills
It shall be seen that:

All bills relating to telephones are properly recorded in the register of
telephone bills, indicating the number of telephone calls,the amount of the
bill and the period to which each bill relates.

All residential telephone numbers are noted separately from the telephone
numbers operating in the office,so as to facilitate watching the recovery for
excess number of calls, made from residential telephones.

The officers concerned maintain registersin the prescribed form for recording
the particulars of STD calls made by them from residential telephones.

Charges for all private calls are paid by the officers concerned and the
recoveries are traceable in the cash book.

The trunk calls made to party obviously unconnected with the working of the
office, are not classified as official without valid reasons.

The telephone calls made from residential telephones in excess of prescribed
limits ( beyond free calls allowed by the MTNL/BSNL) and personal STD
calls made are paid by the officers themselves. The prescribed register of the
STD calls is maintained . No request for waival or reduction of the excess
calls chargesis entertained. The ceilings/ limits prescribed in Govt. ordersfor
reimbursement/payments from time to are duly observed.

The mobile phone (cost of cell) and the call charges thereof are paid to eligible
officers as per prescribed scales observing the Govt. orders issued from time
totime.

Register of periodical charges

It shall be seen that:

The register is maintained in Form CAM-27 as prescribed and all columns
therein are properly filled in.

All sanctionsto recurring contingent charges such as rentsin respect of leased
buildings, municipal and other taxes, if any, etc., are entered in the register
giving separate pages for each charge.

All payments are entered in this register and also the rates applicable and the
periods covered by such payments so as to guard against double claim for the
same period.
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4.32

All entries in the register are attested by a responsible officer in token of
verification about their correctness.

The register is reviewed to ensure that there was no double claim/payment
due to overlapping of a particular period.

Contingent register
It shall be seen that:
The register is maintained in Form GAR-27.

The budget allotment is distributed under the authorised sub-heads of
contingent charges and noted in the appropriate columns of the register.

Entriesare made in the register as soon as payments are made and attested by
drawing and disbursing officer.

Expenditureiskept within the available appropriation and that steps aretaken
to obtain additional appropriation, if the original amount has either been
exceeded or is likely to be exceeded.

Themonetary and quantitativelimits prescribedin respect of certain classes
of contingent expenditure, e.g. local purchase of stationery, are duly observed
consistently and the certificates furnished on contingent hills.

Chargeswhich areinadmissible or in excess of the sanctioned scale, have not
been concealed by splitting them into two or more different bills.

Monthly and progressivetotals have been correctly made and carried forward.
All charges adjusted by book transfer are also included.

Register of rents

It shall be checked to ensure that:

Theregister is maintained in Form 49 as prescribed in para9 .5.5. of CPWA
Code.

All the buildings for which rent is recoverable are entered in the register
under proper attestation.

In respect of Government accommodation the standard rent is correctly
worked out and noted in the register.

Details like date of occupation, name of the occupant, emolument etc. are
correctly noted.

Therent and the arrears thereof are realized as per Govt. ordersissued from
time to time and posted in the register.

Register of permanent advances
It shall be seen that:
The register is maintained in Form CAM-61 as prescribed.

All sanctions granting permanent advances are noted serially and
chronologically.

The advances are granted only to those officers who have to make payments
before they can place themselves with funds by drawing regular bills.

Theamount advanced is primafacie not more than the circumstances demand.
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4.35

The number of such permanent advances are not multiplied unnecessarily.

The advances are recouped at least twice in a month so that the amounts
sanctioned do not exceed half the amount of average monthly contingent
expenditure.

In the case of transfer of charge and on 15th April-each year , the officer in
whose favour the advance was sanctioned , shall send an acknowledgement
for the amount due from and accountable for by him as on 31st March,
preceding , to the authority which sanctioned the permanent advance.

The aggregate of the permanent advances as worked out from this register
tallies with the ledger balance.

Theregister is closed yearly and reviewed by aresponsible Officer.
Register of interest bearing securities
It shall be seen that:

all the securities received are entered therein with full particulars like date of
receipt, rate of interest, date of maturity etc., giving individual folios to each
security received.

Realization of interest is watched wherever applicable.

Necessary action is promptly initiated either to refund or realize the principal
on due dates.

Theregister is reviewed periodically to see that it is properly maintained and
necessary action initiated wherever necessary

Register of deposits
It shall be seen that:

Theregister ismaintained in Form CAM-63 and separate folios are allotted
for each class of deposits.

Each deposit received is entered in the register as a distinct item irrespective
of the amount and each entry is attested, by a responsible officer in token of
having checked the amount and particulars of the entry.

Every item is recorded in the name of the person from whom it is received
and is passed through the accounts even though it is repaid on the day of its
receipt and is kept distinct, however small it may be until finally disposed of .

Every repayment with the date on which it is made is duly recorded under the
initials of the responsible officer against the credit entry.

In case of deposits adjusted by transfer credit to some other head of account,
information as to the head of account to which it istransferred and theitemin
which it isincluded in the accountsis invariably recorded in the register.

A list of deposits to be treated as lapsed to Government as on 31st March
each year is prepared and necessary adjustment carried out in the accounts of
the same year.

All refunds are effected only in accordance with the procedure laid down
and after exercising the required checks as contemplated in R & P Rules of
Central Government Account.

51



4.36

4.37

A w0 NP

10.

11

12.

The register is closed on 31% March every year and the balance outstanding
reconciled with the ledger figures and compiled accounts.

Register of loansto individuals and institutions

It shall be seen that:

Theregister is maintained in Form CAM-29 as prescribed
Separate folios are opened for each individual loanee.

Full details such as sanction No. and date amount of loan sanctioned, mode
of payment, rate of interest, condition attached to the loan, schedule of
repayment of loan etc., are noted clearly in the appropriate columns.

Recovery of interest, wherever applicable, is recovered promptly and where
the interest is not so received prompt action is taken to collect the same.

The interest received is correctly worked out.

The repayment of loan is received as per the terms and conditions prescribed
in the sanctions.

Theregister is reviewed periodically to ensure the receipt of interest and

The register is closed at the end of the year after working out the balances
and thetotal of al loans outstanding is tallied with the ledger figures.

Register of grant-in-aid

It shall be seen that

The register is maintained in Form CAM-28 as prescribed.

All sanctionsfor grants-in-aid are noted in the register under proper attestation.
All amounts paid are noted against the sanctions with relevant particulars.

Any general or special orders for releasing a particular grant in installments
are complied with.

Whenever conditions are attached to the utilisation of the grants (in the shape
specification on the particular objects and the t time within which the money
must be spent), the receipt of formal utilisation certificate from the sanctioning
of authority is watched through the register.

Prompt action is taken to obtain the utilisation certificate.
The conditions attached to the utilisation of grant have been or being fulfilled.

If no time limit has been fixed by the sanctioning authority, the grant is spent
upon the objects specified in the sanction within a reasonable time (normally
within one year from the date of issue of sanction).

Any portion of the amount which is not ultimately required for expenditure
upon the specified objects is surrendered promptly.

Unspent balance of one year is not utilised in the subsequent year without
obtaining the sanction of the competent authority.

If the grant is meant for execution of a particular work or scheme, the same
has actually been executed.

The unspent balance of the grant or the unutilised grant, not refunded have
remained unspent or unutilised for satisfactory and valid reasons and the
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13.

14.

15.

16.

17.

18.

19.

20.
21.

22.

23.

24,

25,

26.
27.

@)

(b)

unspent balance left over is commensurate with the part of work or scheme
yet to be executed.

The objectives of the scheme for which grants-in-aid was disbursed by the
Government have been attained and that there was no wasteful expenditure.

That the system of receipt and payment of amount , cheques and bills, banking
and custody of each, verification of cash balances, and recording of cash
transactions are adequate.

That there is satisfactory system for calling for tenders and that there is no
defect in the execution of the contract agreement.

The system of receipt and issue of storesis satisfactory and necessary records
are properly maintained.

There is no wasteful, extravagant or unnecessary expenditure or loss of cash
or stores due to inadequate safeguards.

Scrutiny of agenda and minutes of the meetings of Executive Committee or
Board of Management and reports of the reviewing committee, if any, and to
see that they do not indicate any irregular feature.

That the accounts of the guarantee are complete, and duly supported by the
relevant vouchers and payees receipt.

There is no undue delay in submission of the accounts by the grantee.

To seethat aregister in form GFR 19 is maintained by the grantee units for
permanent and semi-permanent assets.

Assets acquired wholly or substantively out of Govt. grant, are not without
the prior approval | of the government disposed off or encumbered or utilized
for the purpose other than those for which grant is sanctioned.

Progress reports at necessary intervals have been furnished to the Govt. and
to see that they do not contain any unusual feature.

Audited statement of Accounts have been submitted to the Government.

Machinery or equipment purchased from grant is not lying idle and if so it
may be commented upon. It should be ensured that the equipment is fully
utilised.

Certificate of utilisation of grants has been furnished to the Gowvt.

Whether any interest on the grants has been earned , if so, whether it has
been adjusted towards further installment of the grant.

In addition to the normal expenditure audit, including checking of individual
transactions with a view to detect cases of improper, extravagant , wasteful
or uneconomical expenditure, audit should also be conducted with a view to
examine how far the agency is adequately discharging the financial
responsibility inregard to various schemes undertaken by it.

ITISTO BE SEEN THAT :

Whether the schemes on which expenditure is incurred are really being
executed and economically viable.

Test check of the accounts or the returns submitted by the grantee to see that
the conditions were actually fulfilled.

53



(©

(d)

(€)

®

9)
(h)
4.38

4.39

The test check referred to above is conducted normally in the office of the
sanctioning authority. It should be seen that before sanctioning grants - in-
aid, the sanctioning authority has satisfied itself that proper arrangements
exist for the scrutiny of the accounts of the grantees and that rules have been

framed to ensure that grants are utilised by the grantees for the purpose for
which they areintended and that unspent balances are refunded to Government
after the close of the financial year.

Amount has not been unnecessarily drawn in advance of the requirement to
avoid lapse of funds.

Whether there is any serious avoidable delay due to inefficient handling,
planning and coordination of the work in the process of expenditure of scheme
resulting in increase in the total cost of the scheme or any loss of revenue due
to delayed execution or holding up the scheme.

Whether there is any wasteful expenditure including that resulting from lack
of coordination amongst the several aspects of the scheme such as staff
having been engaged long time before the procurement of the machinery etc.

Whether there has been any waste due to some of the facilities e.g. building,
equipment, staff etc. on which expenditure has been incurred under the scheme
proving unnecessary or going unutilised.

How far the physical targets have been achieved within the estimated time.
How far the final purpose or projects of the expenditure have been achieved.
General Index Register

It shall be seen that:

The register is maintained in Form CAM-44 as prescribed.

Entriesin the General Index Register were made serially inthe order of receipt
and acceptance of the application for enrolment to the Provident Fund.

When the names are identical, the name of father of the subscriber or in the
case of female married subscriber, the name of husband is ascertained and
noted in the register.

Date of receipt of nomination is noted in the appropriate column.
Date of closure of the account is promptly noted in the register.

Whenever the balances are transferred to another Accounts Office, reference
to letter No. and date through which the balance was so transferred are
indicated in the remarks column.

The register is generally kept up-do-date and the register is attested by a
responsible Officer.

Register of miscellaneous receipts

It shall be checked to see that:

Details of al recoveriesto be effected are noted in the register.
The recoveries are effected at the earliest possible time.

Register is reviewed periodically and follow-up action taken to recover the
outstanding amounts.
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4.40

4.41

If the person from whom the recovery is to be effected is transferred to other
Unit, the Unit should be addressed for the early recovery of Government dues.

On receipt of the amount, the particulars such as, receipt No. & date, challan
No. etc., are noted in the register.

The entries in the register are attested by a responsible officer in token of
having verified their correctness.

Library account register
It shall be seen that :

Accession register in Form GFR-35 is maintained in terms of GFR
190 (2) (iii).

Prescribed procedure for the purchase of books and periodicals required for
the library is followed.

Books may be purchased from reputed and standard Book Sellers on the
terms and conditions stipulated by the Department, after going through the
process of selection of books in various disciplines, by the library committee.
Discount at given percentage as admissible for purchase of books by
Government Departments should be availed.

Periodicals or journals in respect of which advance payments were made to
the publishers are being received properly.In case of Journals/ periodicals
subscribed annually, but not received partly/ wholly the matter is taken up
with the local agent and a report is kept for review by audit.

Physical verification of books and other periodicals in the library is conducted
annually in case of libraries having not more than 20,000 volumes. For libraries
having 20,000 to 50,000 volumes at an intervals of not more than three
years. In case of libraries having more than 50,000 volumes sample physical
verification is done and in case such verification reveals unusual or
unreasonable shortage complete verification is to be done in terms of GFR
194(1).

Necessary fines, are recovered from the borrowers of the books in case of
any delay in returning the books, and in case of loss of books, cost of books
as per current catalogue prices with cost of procurement incurred thereon is
recovered.

Loss of books of value exceeding Rs. 1000/- and rare books irrespective of
value is to be investigated in terms of GFR 194 (ii). Necessary action is taken
to write off the shortage of books, if any, by obtaining the orders of the
Competent Authority.

The old newspapers and journals and magazines are disposed of according
to rules and sale proceeds of newspapers etc. have been credited to
Government account.

Register of rest house charges

The Inspection parties should see the following points while checking the
records of rest houses:

That a register for recovery of lodging charges is maintained in the prescribed
form and charges so recovered are credited to Govt. account immediately.
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That the rates so charged have been fixed with the prior approval of the
competent authority.

The proper receipts are issued to officials in Form GAR-6.
The register is reviewed regularly by a responsible officer.

Hiring of Office Accommodation and use of portion of Office Building
for Residential purposes:

In case of offices housed in hired building, the Audit should see the following:

That the accommodation occupied is not in excess of accommaodation required
according to the prescribed scale.

That a certificate of reasonableness of the rent being paid has been obtained
from Civil Engineering Division, Department of Atomic Energy.

That the lease deed has been drawn up in the standard form prescribed by the
Government of India and no clauses detrimental to the interest of Government
such as payment of House Tax or other tax have been incorporated in the
lease deed.

That the sanction of the competent authority for hiring of the accommodation
and of rent to be paid has been obtained.

Under special circumstances, some of the officers of the Department may be
allowed to use a portion of the office premises for residential purposes. In
such cases, it should be seen that there exists a proper sanction of the competent
authority indicating the rent recoverable from the officer and also the electricity
and water charges etc., if no separate meters have been installed in the building.
It may also be seen that such officers are not drawing any house rent allowance.

Electricity Charges

It should be seen that economy instructions issued by the Government of
India in connection with the consumption of electricity in Government offices
etc., are duly observed. In the case of Central Government Installation/
Workshops etc., where the consumption of electricity is very high and where
high voltage transformers have been installed for the bulk supply of electricity,
it should be seen that average actual consumption of electricity is not less
than minimum limit for which the charges are levied by the Electricity Board.
If the actual consumption of electricity is much less than the sanctioned load,
the departmental officers may be advised to consider the possibility of a
reduction of the sanctioned load so as to save expenditure on electricity due
to excess billing.

Electricity used in Government Offices is exempt from levy of electricity
duty/taxes. It should be seen that such duty/taxes have not been paid and
wherever paid it should be pointed out for recovery.

It shall be seen that wherever the interest has been claimed and allowed, such
cases have the specific approval of the competent authority and have been
properly examined.
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4.47

Saff quarters
It shall be seen that:

The register of staff quarters as well as register of capital and revenue
expenditure on these quarters are maintained properly.

The rent demand register is maintained properly and necessary recoveries
are effected from the allottees of the Govt. accommodation.

Theallotment ismade on the basis of allotment ruleswhich are duly approved
by the competent authority.

no quarter is left unallotted for an unduly long period.
Foreign service contributions
It shall be checked to ensure that:

The register to watch leave salary/pension contribution has been maintained
in the form CAM-58 and all columns have been filled.

Rates of leave salary and pension contributions have been intimated to the
Borrowing Departments. Some cal culations may a so betest checked to ensure
that rates of foreign service contributions have been worked out correctly.

Leave salary and pension contributions are recovered in full.

Penal interest has been recovered, where foreign service contributions have
been delayed.

Receipts have been credited to the correct heads of accounts, and

Cases of non - receipt/short receipt of foreign service contributions were
pursued vigorously by the PAO/SPO.

Saff Cars (Government Vehicles)

In respect of Offices maintaining staff cars/vehicles, theInternal Audit should
see that following records are maintained:-

Log Book for each staff car in Form S — 263
A register of repairs and replacement indicating the cost and dates.

A register showing the cost of petrol, mobil oil etc., consumed and all
incidental expenditure.

An inventory of equipment.

That the concurrence / approva of the Department of Atomic Energy has
been obtained for all cases of replacement of staff cars/Departmental vehicles.

The cost of repairs and replacement is not on the high side.
That the replacement of the same parts are not frequent.

Thereasons for frequent repairs/breakdown of the vehicles are not such asto
indicate any negligence on the part of the drivers.

That no extra allowanceis paid to staff car driversfor cleaning and washing
of the cars as this forms a part of their duty.

L og books
It shall be seen that:
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A responsible gazetted officer has been appointed to act as a Controlling
Officer in respect of staff carg/office vehicles.

A stock account of all the vehicles (together with their spare parts) is
maintained and periodically checked.

A log book in the form S-263 is maintained for each office vehicle/staff car
correctly and scrutinised by the Controlling Officer every month and that
entries in log books are made by officers themselves using the staff car.

The log books are scrutinised by the Head of office ( or senior officer of a
rank of Joint Secretary in the Secretariat offices) to ensure that there is no
misuse.

The log books are closed at the end of each month and summary showing
details of duty and non-duty journeys performed during the monthis prepared
in the prescribed proforma.

Staff cars are not used for official journeys outside the headquarters of the
officeinspected , for which travelling allowance isadmissible, except on the
written sanction of the competent authority and that staff cars are used only
by officers authorised to use them.

The staff carg/office vehiclesare not used for visiting places of entertainment,
public amusements, playgrounds and by officers on leave.

In the case of non-official journeys where specially permitted with the
approval of the competent authority recoveries from the officer concerned
are made promptly and the amounts credited to Government account.

The running mileage covered per litre of each vehicle, is not below the
authorised limit.

Staff cars are not parked at the residences of drivers or of the officials.

Proper accounts of petrol, oil and lubricants are maintained and the quantity
shown as having been received agrees with the quantity shownintherelevant
purchase voucher.

Liveries account
It shall be checked to ensure that:

The register of liveries is maintained in the prescribed form and entries of
receipts and issues to entitled officials are made properly (keeping in view
the need for accountability);

The issues are in accordance with the scales and rates prescribed by the
Government from time to time.

The washing allowance has been sanctioned as per norms prescribed by the
Government.

Register and broadsheet of advancesfor housebuilding/motor car / other
conveyance

It shall be seen that:

Theregister ismaintained in Form CAM-30 as prescribed and separate folio’'s
are earmarked for each type of advance.

All payments made and recoveries effected are posted individual-wise
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Therecoveriesare promptly effected as contemplated under therelevant rules.

Non-recovery/non-posting of the recovery in any month/months is properly
explained in the remarks column.

The opening balances are correctly carried forward from the previous years
register.

Interest accrued is correctly calculated and posted.

The particulars of original mortgage bond and insurance cover are noted in
the remarks column, wherever necessary, and the dates of first insurance and
subsequent renewals watched.

The fact that the Government servant concerned has accepted the balance is
cited in the remarks column.

The interest is recovered as contemplated in the rules.

The broadsheets are closed by every month and agreed with the ledger figures
of the compiled accounts.

Discrepancies if any, between the broadsheet figures and the ledger figures
are noted and analysed on separate pages set apart for the purpose, at the end
of the register and action is taken to resolve the discrepancies expeditiously.

WORKS
Register of sale of tender forms

Entries made in the register of sale of tender forms to the contractors should
be checked with the cash book to ensure that the corresponding amounts
realised towards sale of tender forms are properly brought to account in the
cash book. It should be seen that the Divisional Officer has conducted the
physical count of the balance number of tender formsand acertificate recorded
in the register.

As the register of sale of tender forms is considered as a subsidiary cash
book, proper scrutiny should be made and all the receipts traced in the cash
book. It should also be checked that the price charged from the tender
documents is in accordance with the prescribed standard and that in no case
are tender documents sold at rates less than the prescribed rate.

Register of opening of tenders

Register of opening of tenders which is again another subsidiary cash book
to record the receipts of earnest money deposits from the contractors at the
time of tendering of works, should be checked properly to ensure that:

The earnest money deposits as required under the terms of the tender
documents has been realised.

Theamountswhich were not returned on the same day through tender register,
vide note 3 below para 6.3.1 of CPWA Code, have been duly accounted for
in the cash book, and

Proper acknowledgements exist for the return of the money on the same day.
Scrutiny of Tools and Plant

The Toolsand Plant ledger isto be scrutinized from the following view points:
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1)

2)

3

4)
5)

whether al articles received are properly examined, counted and accounted
for in Tools & Plants received sheet in Form 13 prescribed in para 7.3 of
CPWA Code and that there is no omission in accounting for any receipt.

The issues are made only on proper indent Form 14 and on obtaining
acknowledgements.

The receipt and issue are properly entered in the Tools & Plant ledger.

The ledger is maintained upto date as required under para 7.3.7 of CPWA
Code.

Tools & Plants issued for use by subordinate of the division or temporarily
lent to contractors as well as those articles sent to local bodies and others
under the orders of competent authority, are received back by the Divisional
Officer and the articles returned are in good condition.

The hire charges for Tool & Plants lent to local bodies are properly worked
out and recovered regularly.

the physical verificationiscarried out by the Divisional Officersinaccordance
with the rules and discrepanci es noticed during verification dealt with aslaid
down in para 7.3.7 of CPWD Code, and

The articles of T & P are not disposed of by sale or otherwise without the
sanction of the competent authority and in the case of salewith prior sanction,
the amount is realised from the parties at the earliest opportunity.

Schedule of rates

A schedule of rates of each kind of work commonly executed is required to
be kept up in the Divisional office as per para 10.6.13 of CPWA Code. It
should be intelligently examined to see that this is maintained properly and
revised wherever necessary in conformity with the rates prevailing in each
locality. The rates obtained for execution of works by sale of tenders should
be compared with the schedul e of ratesto see whether the rates obtained vary
much from the rate as per schedule of rates necessitating the revision of
schedule of rates.

Muster rolls

A few muster rolls, paid in the month selected for test audit shall be checked
at random to ensure that:

Themuster rolls are maintained in accordance with theinstructions contained
in para 10.2.3 of CPWD Code.

The payment is made through muster rolls only to daily labourers and not to
permanent or temporary employees whose pay is charged to the head
‘establishment’ or member of work charged establishment.

the payment of labour engaged through acontractor isnot made or authorized
on amuster roll asin such cases the use of the muster roll is not
permissible (para 10.2.4 of CPWA Code)

There are no unusual delaysin payment.

A systematic record is maintained of unpaid items and of their payment and
the wages remaining unpaid for 3 months are regularly reported to the
divisional officer in terms of para 10.2.3(f) of CPWA Code and are not
thereafter paid without his orders.
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4.50.7

Casual labour rollsif any are maintained only in exceptional and urgent cases
and payment of them are witnessed by a gazetted officer.

The duplicate copies of muster rollsare not prepared and that separate roll
exists for each period of payment.

The progress of work done is shown in Part |1 of the muster roll form in all
cases where work is susceptible of measurement.

Thereisevidence that these records of attendance are checked at intervals by
responsible officers of the sub-division and/there is no interpolation in the
attendance recorded.

The cost of labour is not so largely in excess of the value of work done as
to indicate either loss to Govt. or need for closer financial control.

Work charged Estt. Pay bills

The scrutiny of the pay billswill be made in the same manner as checking of
pay hillsof regular establishment. Sanctionsto entertainment of work charged
establishment are entered in the Register of Fixed Charges(CPWA 58) vide
para22.2.4 of CPWA Code. The pay billsand the register should be examined
to see that:

Proper sanction exists for each post.

Provision for the purpose has been madein separate sub-head of the sanctioned
estimate.

Pay of no such post exceeds the prescribed rates in cases where such rates
have been definitely prescribed by ahigher authority for any particular classes
of posts.

A proper acquittance is on record in respect of each such payment.
The bills are prepared correctly and in proper form

A register is maintained to record the particulars of unpaid wages and their
subsequent payment.

The postings in the register are made with reference to the instructions and
are duly attested by Divisional Accountant.

Reference to sanction, scale of pay and the name of the work to which the
establishment is charged are noted in the fixed charges register and attested
by Divisional Accountant.

Reference to the payment voucher is recorded in the register in the column
provided for the purpose.

M easurement Books

Paymentsfor all work done otherwise than by daily labour and for all supplies
required for specific work are made on the basis of measurements recorded
in measurement books in form CPWA-23. The measurement books should
be numbered serially and entered in a register to be maintained in Form
CPWA 92. This register should be examined to see whether it is maintained
properly as per para 10.2.7 of CPWA Code, entries are correctly noted and
whether generally there isno delay in recording of completed Measurement
Books.
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During local audit, special attention should be paid to the check of recorded
measurement as the payments for work done are mainly based on the
measurements and any errorsin recording of measurements may lead to faulty
or double payments. For this purpose, atest audit of selected M.Bs. should
be conducted to see that:

The entriesin the M.Bs. are made in accordance with the instructions on the
fly-leaves of the measurement books and that no entries are made by officers
other than those empowered to do so.

The superior Officers have exercised the requisite test check aslaid downin
therules.

The works of excavation, foundations etc. which could not be test checked
subsequently owing to their being covered up are test checked by the superior
officersin time. Entries regarding item carrying high unit rates etc.are made
by the sub-divisional officer as laid down in CPWD Manual Vol.11. The
extent to which the superior officersare required to test check the measurement
has been indicated in CPWD Manual Vol.11 and it should be seen that these
provisions have been strictly observed and a register of test check of
measurements is maintained in suitable form.

Thereis generally no delay in payment after the measurements are recorded.

By comparing the date of measurement with date of payment, inevitable
payments are not post-poned at the end of the year with aview to avoid the
excess over appropriation.

Few payments made during the month selected for the test audit should be
checked with the connected measurements books to see:

The entries in the contents column entered in the measurement book are
arithmetically correct.

The rates shown in the abstract of cost are correct as per agreement.
Totals are correctly worked out;

The quantities and amounts have been correctly worked out and entered in
the bills from the measurement book;

Anintelligent scrutiny of the measurements will lead to detection of record
of wrong measurements by a supervisor or perfunctory test check of
measurements by his superior officers. For this purpose, the detailed sheet of
measurement attached with the detailed sanctioned estimates should be
compared with the actual recorded measurements. It al so happens sometimes
that some of the measurements recorded by the supervisors have been test
checked after a lapse of considerable time and any corrections in the
measurements asaresult of local checking might escape notice at the time of
preparing bills for subsequent payments. This aspect should be properly
checked. It should also be seen that quantities from one page to another are
correctly carried over and whenever deductions are shown, the quantities are
reduced to that extent.

Prescribed instructions and checks as stipulated in para 7.12 of CPWD Works
Manual are followed in preparation and recording of measurements in the
computerized measurement books for works where the cost put to tender
exceeds Rs. 15 lacs.
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a)

b)
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Review of measurement book by the Divisional Accountant/Junior
Accounts Officer.

As per para 10.2.11of CPWA Code, the measurement books in use in the
division are required to be reviewed in general annually by the Divisional
Accountant/JAO. It should be seen that the Divisional Accountant has
discharged his duty properly and that the record of the review of M.Bs. which
are required to be recorded should also be reviewed by the Divisional
Accountant before they are finally recorded. It should be seen that all the
completed M.Bs have been properly received and recorded and there are no
arrears in this regard.

Check of contract documents

The payments to contractors and suppliers are made on the basis of rates
accepted and entered in the contract agreement, work order and supply orders.
The accepted agreement work orders and supply orders should therefore be
examined carefully on the following lines:

The agreement accepted by the Divisional and sub-divisional officer since
the last inspection to date of present inspection should be scrutinised to see
that the rules regarding entering into agreements as laid down in rule 203 &
204 of General Financial Rules are scrupulously adhered to wherever
competitive rates have not been sought or where high tenders have been
accepted or where other irregularities in procedure have come to light, the
same should be brought to the notice of the proper authority . Cases in which
there is evidence that an officer of a contracting department has an undue
common interest with the contracting party, these should be brought to the
notice of higher authorities.

Lump sum contracts should be examined to see that they are in conformity
with the procedure envisaged in Chapter-11 of CPWA Code , that there is no
infringement of rule.

At the end of Inspection of each division , they should send a special report
to headquarters along with the draft Inspection Report, indicating clearly
whether any lump sum contracts have been executed in the division and if so,
whether , they have been examined and checked according to the pre-scribed
instructions . Even if there are no lump sum contracts, a nil report should be
given.

Tenders and comparative statements
The tenders received including rejected ones should be checked to see that:

Wide publicity- was given for calling tenders and due period of notice allowed
consistent with the magnitude of the contracts.

The tenders have been received on the prescribed forms in sealed covers.
All tenders bear the dated initials of the officer opening them.

The rates quoted by the tenders have not been overwritten or changed without
attestation by the tenderers.

The tender documents are as per the approved N.I.T. and there are no
deviations.

The conditions regarding earnest money deposits have been followed strictly.
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The tenders have not been sold after expiry of date up to which tenders were
notified to be sold.

The tenders have been issued only to the contractors approved by proper
authority.

All other formalities to be observed by the Divisional officers as envisaged
in CPWD Manual Vol.11 have been properly observed.

The comparative statements have been correctly prepared, checked and
certified by the Divisional Accountant as per provisions of para 4.2.4 of CPWA
Code, and

In the case of contract accepted after negotiation, the negotiations have been
conducted by the authority competent to do so and have been done in
accordance with the procedure laid down.

Instruction regarding E tenders and CVC guidelines are duly followed.
Register of agreement
The Register of agreements should be scrutinized so as to ensure that:

All the accepted tenders have been properly entered in the register of
agreements according to the serial order, a number allotted to each agreement.

All the columns are filled in and the date of actual completion of the works
noted in the respective column on completion of each contract.

All the agreements entered in the register are physically available in the safe
custody of the responsible official concerned.

The copies of all agreements accepted by officers higher than the Divisional
Officers are sent to audit, as required under para 4.4.1 of CPWA Code.

Work order and Register of Work orders

It should be seen that the work orders are not sanctioned as a matter of routine
as normally tenders have to be invited for works costing over Rs.50,000.
Only in cases of urgent necessity, the officers may award works without call
of tenders. The reasons specifying the urgency for dispensing with the call of
tenders should be examined. It should also be seen that work orders are not
issued for an amount in excess of the amount up to which an officer is
competent to issue them as per the powers delegated to him, that the rates
allowed in the work order are not in excess of the estimated rates and that the
reasons justifying the acceptance of rates higher than the estimated schedule
rates are on record. It should also be borne in mind during scrutiny that the
rates allowed in the work orders are not in excess of those which might have
been obtained if tenders had been called for the same or similar nature of
work, for which the JAO should make a comparable study of rates obtained
in contracts entered into by Division.

It should be seen that all the work orders sanctioned during a year by the
Divisional Officer and other supervisory officers are entered in a register and
the annual limit as provided for in section 16 of CPWD Manual Vol.11 is not
exceeded.

Contractor’s ledger

The contractor’s ledgers should be examined to see that:
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It is properly maintained as per instructions contained in Chapter 10.7 of
CPWA Code and is up-to-date.

The postings are made as and when payments are made for works or supplies
made and closing balance worked out at the end of each month and the work
wisedetailsof closing balance given and signed by the Divisional Accountant;

There is no delay in adjustment of secured advances outstanding for over
6 months.

The Divisional Accountant should ensure correctness of the entries in the
ledger and that no transaction is settled in the form of bill not permitted to be
used for the purpose ( 10.7.7 of CPWA Code).

Adequate action has been taken in the case of old outstanding accounts for
the submission of a subsequent running bill or the final bill in the case of
entries relating to running billsin Col.10 of the register are not bearing the
initial of the Divisional Accountant.

Debits for value of stock supplied during the selected month are made from
the original receipts given by the contractors which should agree with the
entriesin the monthly abstract of stock issues and with the rates stipulated in
the agreement.

The unstamped receipts for issue of materials are duly acknowledged by the
contractors and are properly filled.

There are no balances outstanding for along period even after finalisation of
contractors bill, minus balances if any outstanding should be examined
carefully, and the divisional officers advised to clear the same expeditiously.

Thedebitsfor the cost of materialsissued to the contractor have been regularly
posted in the ledger.

Ledger balances are cleared at the time of payment of final bill.
Works abstracts

The work abstracts and connected accounts relating to one or two selected
works should be examined in detail from the commencement and all
transactions recorded in them should be analysed and compared with the
details of the sanctioned estimates and contract agreements.

It should be seen that:

Thework abstractsfor major and minor works are kept separately as per para
10.5.1 of CPWA Code.

The account of major works is kept by sub-heads wherever necessary.

The charges are correctly allocated to the sub-heads concerned and transfers
from one sub-head to another are supported by aformal transfer entry order
approved by the divisiona officer (para 8.1.7 of CPWA Code).

The balances under the suspense accounts' Contractors * and ‘Labourers
have been verified by the JAO/DA and sub - divisional officer respectively
and they agree with the balance shown in contractorsledger and in the unpaid
wages register respectively;

The works abstracts of the selected month should be compared with the
postings in the register of worksin order to see that they tally in all respects
and with schedule of works expenditure for the month.
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Register of works

The register of major and minor works should be examined to see that they
are maintained properly and up to date in accordance with the instructions
given in para 10.6 of CPWA Code.

It should be seen that:

The progress of rate of cost is struck under each sub-head vide paragraph
10.5.6 of CPWD Code.

Monthly postings are examined and attested under the dated initials of the
Divisional Officers.

There is evidence to show that delays in closing the accounts in measuring
work done or in setting bills are enquired into:

The works abstracts are returned to the sub-divisional officers promptly after
entering in the register of works,

All liabilities and assets are settled and suspense accounts cleared before the
accounts of a work are closed,;

A note of completion of work is recorded in the register under the signature
of Divisional Officer and that completion reports are submitted in all cases
where required under para 10.6.11 of CPWA Code and a note of sanction to
the excess over estimates is kept in the folio concerned.

Action under para 10.6.12 for correction of errors have been taken whenever
necessary.

The sub - head ‘Additional Charges’ for materials issued to contractors has
been opened in the accounts of major works , a few charges falling under
this category should be examined to see that they are correctly debitable to
government and not to the contractors account.

Suspense items as shown in the register of works are traceable:
In the contractors ledger as regards amount due to or from contractors, and
The register of arrears of wages maintained by the DDOs.

The postings in the register are readily traceable in the works abstracts; and
It should be seen that in case of accounts of annual maintenance estimates,
necessary actions as required under para 10.6.8 of CPWD Code has been
taken and that the instructions vide para 10.6.4 t010.6.7 ibid, regarding
clearance of suspense accounts on the completion of work are followed
properly.

Materials at site accounts

While scrutinising the materials at site accounts it should be seen that the
accounts of materials issued to the work are maintained in accordance with
the instructions contained vide paras 10.3.4 to 10.3.18 of CPWA Code. In
general it should be examined that:

The values of materials at site of each major works as shown in the register
of works agrees with the balances shown in the Form 35.

The issue of materials to works are correctly classified under issues to
contractors and issues direct to works, the issues to contractors being debited
to the contractors account.
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Proper numerical account of the receipts, issues and balances of surplus
materials at the site of completed works or of dismantled materials are
maintained properly; and

The verification of unused balances has been done by the responsible officers
and areport of verification submitted to the Divisional Officer.
Expenditure during March

Expenditure booked towards the close of financial year and in particular
during the month of March shall be examined to see that:

The expenditure is not unusually heavy as compared-with previous months.

There is no indication of relaxation/ overlooking of rules-and regulations
due to rush of expenditure.

Expenditure. is not charged to the accounts unless payments have actually
been made.

Payments have not been made before the services rendered by the party or
the stores actually received.

Advance payments/secured advances have not been made in an irregular
manner, especially on the last day of financial year to avoid lapse of budget
provisions/grants.

The date of closing of the divisional and sub-divisional accounts, verified
and cause of delay in submission of the cash or stock account by the sub-
divisions investigated.

Adjustment purporting to write back expenditure do not indicate that the
original entry was made to avoid lapse of budget provisions.

If rush of expenditure was due to late allotment of funds due to which
proportionate expenditure could not be incurred during previous months,
reasons for belated allotment of funds shall be investigated and brought to
the notice of appropriate authorities to remedy this tendency.

Accepted/Rejected tendersand NIT
The NIT shall be examined to see that:
It has been prepared properly in accordance with the rules.

It is based on the sanctioned estimates and analysis of rates exists for all
items not derived from the schedule of rate.

It has been approved by the authority competent to accept tenders.

Reasons exist for deviations in description of items vis-a-vis sanctioned
estimates or approved drawing and designs and these are covered by sanction
of competent authority.

No condition of the approved NIT is either omitted from the tender or any
new condition subsequently incorporated without the express approval of
the competent authority in writing, and

The comparative statement has been correctly prepared incorporating all
tenders received and it has been checked and certified by the Divisional
Accountant as provided in CPWD Manual Vol.11.
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It shall be ensured that:
It has been properly executed and signed by both parties and sealed.
None of the clauses incorporated therein is ambiguous.

It contains quantities of the material to be issued to the contractor and rates at
which he would be charged.

The place of delivery is clearly specified.

The agreement is kept in the persona custody of the EEIAE. Agreements
with architects shall likewise be examined to see, inter alia, that the terms of
payment are not unduly liberal. It shall also be seen whether payment is
admissible on each item or only on some specified items.

paid bills

Expenditure incurred on the work shall be checked ab initio with reference
to payment vouchers, stock accounts, transfer entries and the measurement
books to ensure that:

The measurements have been properly recorded and test checked by superior
authorities at appropriate intervals to the prescribed percentage.

Total quantities as worked out in the MB and as abstracted for payment tally
with the quantities actually billed for and there are no discrepancies.

The rates at which payment has been made are the same as entered in the
contract agreement.

Reasons for payment at part rates in running bills, if any allowed have been
recorded and are convincing and do not allow any undue financial benefit to
the contractor and that full rates have not been paid for. incomplete items of
work.

Quantities actually executed do not exceed quantities stipulated in the
agreement without valid reasons.

In case of abnormally high or low rates items quoted by the contractor, the
variation between the quantities executed vis-a-vis those shown in the
agreement are with the permissible limits and excesses, if any, have been
approved by the competent authority.

Material recovery statement
It shall be examined to see that:

The up-to-date issue of material shown therein is correct and tallies with
MAS Account.

The rate of recovery is the same as stipulated in the agreement.

Materials not stipulated in the agreement are not i ssued unless specific orders
have been obtained from the competent authority and rate of recovery also
approved.

MAS account is maintained correctly and in accordance with the rules.
Extra substituted/deviated items.

These shall be examined to ensure that:

68



4.50.23

450.24

these have been sanctioned by competent authority to the extent of powers
delegated to them.

Reasons as to why these could not be foreseen at the time of preparation of
the detailed estimates have been recorded.

These are not covered by the scope of agreement.

These have not been provided and executed merely to provide either financial
assistance, to avoid loss to contractor due to his having quoted abnormally
low rates, or to tide over difficulty in procuring certain special type of materials
contemplated in the agreement.

Analysis of rate in respects of all such items have. been prepared, where
these are not taken from the Schedule of Rates.

The percentage above quoted by the contractor is allowed on such items only
which have been taken from the Schedule of Rates on the basis of which they
detailed estimate has been prepared, and

Where payment in respect of these items is allowed to the contractor in respect
of these items in anticipation of the finalisation of rates and approval thereof
by the competent authority, the rate of provisional payment is not on the
higher side so as to result in possible over-payment, and that over-payment,
if any made in the above manner is promptly recovered.

Tools & Plant issued to contractors
These shall be examined to see that :

Recoveries of hire charges have been promptly made at the stipulated rates,
and

Cost of damages has been correctly assessed and recovered, and

When the supply is not stipulated in the agreement, the T&P have been
given for bonafide use on the work and recovery has been made at the
appropriate rates approved by the Engineer-in-Chief/Chief Engineer.

Stock account

The account records relating to stock for the month selected for test audit
should be test checked with the schedule Dockets and vouchers of the month
received from PAO and generally the records for the period of inspection
should be scrutinised to see:

That the initial accounts are kept in proper order and the receipts and issues
as recorded therein are in the order of occurrence.

That there are no fictitious adjustment in the account.

That the necessary authority exists for the receipt or issue of materials and
proper acknowledgement taken for every issue accounted for.

That the material received are examined, counted and properly accounted
for in the goods received sheet by store keeper or authorised person.

That the issue rates are fixed in accordance with provision contained in para
7.2.21 of CPWD Code.

That the head ‘stock’ is charged only with expenditure connected with the
acquisition of stock materials and that collection of material involving an
outlay of Rs.10,000 or upward is covered by an estimate duly approved
by the Superintending Engineer as per para 144 of CPWD code.

69



b)
c)

d)

10.

4.50.25

4.50.26

That issue to work are correctly classified under para 10.3.1 of CPWD Code.

That in respect of issues to contractors for work the conditions laid down in
para 10.3.2, 10.3.3, and 10.3.9 and 10.3.13 of CPWA Code are fulfilled and

The issues are generally confined to materials which have to be supplied
under the conditions specified in the contract.

The issues are charged for the rates shown in the contract.

No carriage or incidental charges are debited against stock for moving the
materials beyond the place where the contractor has agreed to take delivery
thereof.

Surplus materials are not taken over to stock except as indicated in para 10.
3.9 and 10.3.13 of CPWA Code.

There is no unnecessary accumulation of materials;

That proper and adequate action has been taken to recover the adjustment of
annual excess or shortfall representing the difference in value due to revision
of rates etc. as required under para 7.2.35 of CPWA Code.

Review of Divisional Accountants internal check

The Divisional Accountant in-charge entrusted with the functions of applying
certain internal checks in the initial accounts, vouchers etc. and with the
responsibility for inspecting the accounts of such divisional offices on the
spot has duly applied the requisite checks. The procedure observed by him in
discharging these duties and the results achieved should be reviewed by the
Inspecting Officer. He should also examine the Register of Divisional
Accountants objection (CPWA-60), examine all the objections appearing
therein, record his remarks against each item, and prepare note for
incorporation in the Inspection Report or for other suitable action.

Scrutiny of Bill

Records to be obtained: Among others, the following records/documents
will be obtained from the Divisional Officer before commencing security:-

Detailed technically sanctioned estimates.

NIT as approved, comparative statements both rejected and accepted tender,
agreement entered into with the successful tenderer.’

Papers leading to the scrutiny of the tenders, recommendations of the
Divisional Officer and decision of the competent authority.

Files relating to the work both of accounts and correspondence branches.
Office copies of all running bills with relevant M.B’s.

Account of materials issued to the contractor and theoretical consumption
statement of material used on the work.

Contractor’s ledger, cement register, site order books etc.

Statement of extra-substituted and deviated items together with analysis of
rates relating to the work.

Inspection reports of S.E. & C.E. and A.G.’s relating to the work.
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Log-books of machinery lent to the contractor on time etc.

Any other record needed for the examination of final bill.

Scrutiny of Final Bill

The examination would aim at satisfying that:

All charges incurred on the work fall within the scope of work,

Quantities executed compare reasonably with quantities given in the statement,

Saving due to abandonment of one or more items or work or otherwise have
not been utilized for additional work beyond the scope of the original estimate,

There have been no material additions and alterations in the sanctioned
designs/scope of work without the sanction of the competent authority,

All payments for work done have been made in accordance with the agreement
of the work,

In case of percentage tender, rates provided for in the contract are in
accordance with the schedule of rates and proper analysis of rates have been
prepared, if these have not been derived from the S.R.S It should be seen
that the rates allowed are not detrimental to the financial interest of the
Govt.

Quantities of material used on the work compare favourably with the
theoretical consumption estimates and these do not indicate substantial
variation when compared with the actual issue both to the contractor for work
or issues direct for work.

It shall further be seen that
The accounts reflect actual cost of work done accurately.
All recoverable charges have been made good to Govt.

The contractor on whose behalf recoverable charges are incurred does not
get the benefit of any concessions to which he would not have been entitled
to if he had incurred the charges himself, and

There has been no irregularity in the up-keep of the accounts including initial
record, relating thereto.

Escalation Bills.

Payment of escalationin different situations is governed by the contract
conditions and schedule F of the tender document.

The base index will be the one relating to the month in which the tender was
stipulated to be received.

The cost of work for escalation under clause 10CC shall be reckoned as
85% of the cost of work as per RA / final bill.

The cost of work shall not include any work for which payment is made
under clause 12 or 12(a) at prevailing market rates.

The value of material supplied/services rendered by Govt. as per clause
34 of the contract and proposed to be recovered in particular bill shall be
deducted before the amount of the compensation is worked out.
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Full value of materialsfor grant of secured advance and for adjustment there
from shall be considered for addition or deduction from the value shown in
the bill.

The escalation is payable at quarterly/approprite intervals as per contract
conditions, and shall be with respect to the cost of work done during the
period /previous three months excluding the month in which tender was
accepted as the case may be.

For 10 CC payments the index relevant for any quarter will be the arithmetical
average of the indices relevant to three calendar months preceding the quarter
in question.

Indices for steel, Cement, materias other than steel and cement PO.L and
labour shall be those stipulated in the tender document.

The components viz., materials, labour and PO.L., shall be pre-determined
for every work and incorporated in the conditions of contract attached to the
tender papers and the decision of the Engineer-in-Charge shall be binding on
the Contractor.

Escalation on accounts of steel, cement under clause 10 CA and due to
variation in taxes and levies under clause 10 C are regulated by contract
conditions and schedule F to the tender.

The contractor has not exceeded the time-limit and if exceeded the excess
period has been covered by avalid grant of extension of time limit signed
by the competent authority.

If extension of time beyond the stipulated date of completion is considered
necessary, it is to be granted with provision to deny any increase in prices
under the escalaction clauses.

Check list for scrutiny of works bills and allied documents.

The estimates are prepared after taking into account the Schedule of Rates
for the relevant period and in the case of non - scheduled items, the rates are
supported by rate -analysis.

Financial sanction is issued by the competent authority for the work before
its execution.

The comparative statement indicate the quantity , rates , value and totals as
per the original tenders.

Negotiation is restricted only to the lowest tenderer , following the CVC
guidlines.

Work order number and the name of the contractor on the R.A. Bill tallies
with those in the agreement.

Extension of time is granted by the competent authority when the work is
executed beyond original time schedule.

The quantities and the rates shown in the bill tallies with those in the
measurement books and the agreement.

The payments shown as having been made on the last R . A. Bill are correct
as per the last R.A . Bill and the contractors ledger.
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Advance paymentsfor work done but not measured are paid for, the necessary
certificate is recorded that such payment together with that already made
does not exceed the value of the estimated quantity against the relevant item
in the tender.

When the work is measured and paid for , the advance payment isrecovered.

When material not provided for in the original contract are supplied by the
department , the material so supplied are charged at double the issue rate or
market rate, whichever is higher.

Materia issued which are not for bonafide use are treated as sale and usual
10% supervision charges are levied.

Therecovery of the cost of material is made fully or to the extent used in the
work fromtheR . A. Bill.

Cost of material issued for bonafide use on the work, but use of such item
can not be linked with a particular item of work, is recovered from the R.A.
Bill.

Before crediting the cost of materialsreturned by the contractor , itisensured
that those items are required for use on other work or are controlled articles
and the credit is given at the existing market rates or the rates charged to the
contractor at the time of issue less storage charges , whichever isless.

The consumption statement of controlled material is attached to each final
bill to see that quantities shown as issued are correct and the consumption
shown thereinisbased on valid formulaand that the quantity of work done as
shown therein tally with the quantities paid for in the final bill.

The material on which secured advance is paid are:
Brought to site.
Required for bonafide use on the work.

Are of animperishable nature, that an Indenture Bond in the prescribed form
is executed.

The payment is restricted to 75% of the cost of the material brought to site.

The secured advance is recovered as and when the relevant item of work is
measured and paid for.

Security deposit is recovered correctly as a percentage of payment made to
the contractor as per the terms of the contract.

The statement of recovery of the cost of materials with reference to the rates
of supply stipulated in the accepted tender is checked.

Whether the supply ismade at aplace other than that prescribed in the contract
and if so the transportation charges are also recovered.

Penalty for delay in completion of work is levied according to the orders
passed by a competent authority strictly in accordance with the terms of the
agreement.

When a contract is cancelled or annulled, it has not resulted in financial loss
to department and the contractor has not secured undue benefit as aresult of
annulment.
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Payment of escalation charges under clause 10 CC is available only for the
work done during the stipulated period of contract including such period,
validity of the contract is extended without any action under Clause 2 and no
such compensation is paid if the stipulated period of contract is for six months
or less.

Escalation bill is admitted up to 85% value of the cost of work excluding
extra/substituted items of work.

Deviation limits as laid down in clause 12 of the contract is maintained for
regulating payment or revision of rates.

Abnormally high rated items of tender are not operated beyond the prescribed
limit.

Quantity of abnormally high or low rated items in item rate tenders is not
allowed to be varied by more than 5%. Additional quantity of abnormally
high/low rated items is restricted up to 25% of the quantities stipulated in the
agreement below plinth level and up to 5% in above plinth level beyond
which the powers is restricted to the monetary limits prescribed.

Penal recovery is made for excess use of cement/steel in the works and worked
out on the basis of theoretical consumption.

Charges for services provided departmentally e.g. water, electricity etc. are
recovered from on Account Bills paid to the contractor.

Employment of labour in excess of 15 persons is supported by a Labour
Report specifying the nature of work completed in relation to man days paid
for.

All first and final bills are preferred in Form 24 and R.A. bills in Form 26)

A contractor’s ledger setting forth folios for each contractor is maintained in
Form 43 in respect of all payments made to contractor. The ledger accounts
is closed and balanced monthly showing the amount outstanding , if any,
under Advance payment, Secured advance and other transactions, either as
debit or credit to works measured and paid for.

Outlay on deposit works is required to be linked to the Amounts of deposits
received from the indenting ministry or agency.

A consolidated record of transaction of deposit showing the amount of deposit
received and expenditure incurred both during the month and up to date and
Departmental charges at fixed percentage are recovered from the indenting
organisation/department on account of establishment, tools and plant charges
etc.

Progressive expenditure made on Deposit works from time to time does not
exceed the actual amount of deposit received on each occasion.
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Chapter 5
PURCHASE STORES AND PRODUCTION UNITS
General

The Department of Atomic Energy is vested with powers to effect purchase
of its requirements of stores and equipment directly and it is not obligatory
for the Department to utilise the services of the D.G.S.& D. In order to deal
effectively with all mattersrelating to the purchase and stores activities of all
the Units and Projects of the Department, the erstwhile Purchase & Stores
Division of the Bhabha Atomic Research Centre has been organised as the
Directorate of Purchase & Stores of the Department in January, 1973. The
Directorate is responsible for the materials management function of al the
Research & Development centers like Bhabha Atomic Research Center
(BARC), Mumbai, Indira Gandhi Centre for Atomic Research (IGCAR),
Kalpakkam, Raja Rammanna Centre for Advanced Technology (RRCAT),
Indore, Variable Energy Cyclotron Centre (VECC), Kolkata and industrial
set-ups such as Nuclear Fuel Complex (NFC, Hyderabad, Board of Radiation
and Isotope Technology (BRIT), Mumbai, Heavy Water Plants at different
locations at Manuguru, Kota, Talcher, Tuticorin and Baroda working under
the aegis of DAE.

Purchase

Subject to the financial powers delegated vide ‘Exercise of Financial
Powers(Department of Atomic Energy) Rules 1978’ the Central Purchase
Unit is vested with full powers regarding procurement.The purchase
procedure issued vide reference N0.10/9(8)/84/SSS dated August 13, 1984,
isreproduced as Annexure-X1V. The general conditions of all contracts and
the special conditions of contracts for the supply of plant and machinery are
available in the booklet of the Directorate bearing Form No.D.RS./P1 1.
Thegeneral conditions of contractsfor imported storesare contained in Form
No.D.PS./P1 2 included as Part- 1l of the Booklet of tender documents. In
the same booklet, Part-l containsinvitation to tender and tendering conditions
for such contracts. Further, the terms and conditions of tender are prescribed
on the reverse of Form No.D.RS.P22(A) for procurement costing less than
Rs. 50,000/-.

Purchase Contracts. Inthe scrutiny of Purchasefiles, the following checks
shall be exercised:

A —Indent
The indent is approved by the competent authority.

The indent for proprietary item is supported by technical reasons for the
specified make and approved by the competent authority. A certificate to that
effect has been attached to the indent.

Approval of competent authority in writing is available for airlifting the
material if such mode of transport is indicated.

Complete specifications,estimated cost, details of financial sanction, budget
provision with compilation code number, if any, head of account for accounting
the expenditure and other detailslike expected date and place of delivery are
given on the indent.

B - Tender Enquiry
Global Tenders/Public Tenders(open tenders) areinvited wherever necessary
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and if not, approval of the competent authority obtained for dispensation of
Global Tenders/Public Tenders. Tenders are also publ;ished in the website of
DPS/ DAE with complete instructions for downloading and participation in
bidding process against E-tenders.

Indents for similar items received from various Divisions/Units, are
consolidated for issuing tender enquiry.

Description of theitem and quantity given in the tender enquiry tally with
that of the indent.

Reasonabl e time has been given to the suppliers for tendering offers.

Important conditions such as provision of freeissue material, import licence,
Excise duty exemtion, where applicable, technical assistance etc. by the
Department, which have an impact on tendering are clearly spelt out in the
tender enquiry.

In the case of priced tender whether a Register is maintained showing the
receipt of tender form and also a chronological record of the issue of tender
forms indicating the name of the persons to whom tender forms are issued,
the number of forms issued and the amount received.

The Register of Tender Formsistreated as asubsidiary cash book, its pages
are machine-numbered and the daily cash collection is entered in the main
cash book at least as alump sum.

C —Tenders

The offers are opened on the due date and time and numbered with dated
initials by the officer opening them e.g. seven offers received against an
enquiry are to be numbered as 1/7, 2/7 3/7 4/7 5/7, 6/7, 7/7)

The officials opening the tenders and witnessing the opening of tenders have
authenticated the tenders with dated initials.

All the corrections and over writings are marked in red ink and numbered
serially and the number of such corrections and over writings are mentioned
clearly at the end of each page and properly attested with the date.

Whenever escalation in priceisinvolved the basic rates adopted for tendering
and the formulato be applied f or computing escalation have been given in
the tender itself.

D — Comparative Satement of Tenders

The comparative statement reflectsall thetenders. Delayed’ and ‘Late’ tenders
are marked conspicuously on the comparative statement of tenders to draw
pointed attention to the status of these tenders.

The rates quoted and other important items such as sales tax , excise duty,
packing and forwarding charges, freight charges, agency commission, delivery
schedule, mode of despatch etc., as stipulated in the quotations are correctly
recorded in the comparative statement.

Discount offered, escalation in price on account of labour, material, freight,
exchange rate etc., and the ceiling, if any, fixed for such escalation in price
are reflected in the comparative statement.

Comparable rate of each tender has been worked out taking into account
different variances on account of freight, customs duty etc., quoted by the
tenderers so that comparison of the offers is made on equitable basis. The
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lowest tenderer has not indirectly derived an advantage over the other tenderers
by insertion of special conditions which have the effect of raising the rates
quoted by him.

E — Purchase Contract

The President has been made a party to the contract and the words “for and
on behalf of the President of India’ follow the designation appended below
the signature of the officer authorised in this behalf. (Article 299 of the
Constitution).

The lowest offer has been accepted , if not adequate reasons are given for the
rejection of the lowest and other lower offers.

Approval of Stores & Equipment Committee/ Purchase Committee or other
Technical Advisory Committee has been obtained for the purchase wherever
necessary as contemplated in the purchase procedure.

The name of the supplier as given in the purchase contract tallies with that of
the accepted tender.

The quantity in the purchase order tallies with that of the indent.

The description of the item tallies with that of the quotation as accepted by
the Indenter.

The terms of the offer and other relevant conditions relating to sales tax,
excise duty, customs duty, freight agency commission, place and date of
delivery, escalation clause, terms of payment, paying authority, discount
offered etc., have been correctly and clearly stipulated in the purchase order.

whenever higher quotation has been accepted in preference to a lower offer
specifically on account of favourable delivery period, whether the condition
regarding risk purchase/penalty has been categorically mentioned in the
purchase order.

In the case of foreign supplies where the Department is obliged to provide
licence , particulars of import licence have been indicated in the order and
the F.E. provision is adequate to cover the c.i.f. value of the order.

Approval of the competent authority has been obtained for admitting price
preference, if any.

In the case of ‘Repeat Orders *, it has been ensured that the original purchase
order was placed on the basis of lowest acceptable offer and not on delivery
preference ; there is no downward trend in the market for the item in question,
the time gap does not exceed 6 months reckoned from the date of issue of the
original order and the quantity does not exceed 100% of the original order or
Rs.2.00 lakhs , whichever is less . Further, efforts are made to obtain a suitable
rebate for the increase in quantity.

An item available under D.G.S. & D. Rate Contract / Running Contract is
purchased by placing a ‘Supply Order’ or in the alternate purchase order is
placed on the Rate Contract Holder at the rate stipulated in the Rate Contract/
Running Contract.

Provision has been made in the contract for safeguarding Government property
entrusted to a contractor and for recovery of the hire charges thereof.

Where escalation in respect of raw material, labour, overheads customs duties,
freight etc. is provided for in a contract, the basis for the calculation of the
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sameis also clearly indicated.
Approval of competent authority has been obtained for the purchase contract.

Purchase orders have not been split up so asto avoid the necessity of obtaining
the sanction of higher authority required with reference to the total amount
of the orders.

In respect of the departmental issue of material proper account is rendered
and wastage beyond the permissible limit is charged to the account of the
contractor.

The terms and conditions of the contract are generally in line with provisions
contained in chapter 6 of GFR *Procurement of goods and Services'.

F — Amendment to Purchase Contract

The terms of the contract once entered into are not materially varied without
the previous consent of the authority competent to enter into the contract.

The amendment for extension of delivery period is issued:

without prejudice to the rights available to the purchaser under the existing
contract;

providing for recovery of liquidated damages or penalty, if not waived by
competent authority;

with clear stipulation that any enhancement in price on account of increasein
the cost of raw material, wages, overheads, freight or any other cause or
causes occurring during the extended period of delivery isto be met entirely
by the seller, and

for meeting any increase in the quantum of sales tax, excise duty customs
duty etc., during the extended period entirely by the seller.

The amendment has been issued by an authority not lower than the one who
concluded the contract.

The status of the accepted offer has not been altered after the revision of the
offer vis-a-vis other offers

Suppliers Invoice : The invoice of suppliers shall be checked to see the
following:

No hill is admitted without the support of the original Central Stores Receipt
Voucher duly signed by the Stores Officer and the Indenting Officer.

The particulars given in the bill such as name of the supplier, description of
the item, quantity, rate, sales tax, excise duty, discount offered etc. tallies
with the Purchase Order/Central  Stores Receipt Voucher .

In case of rejection/non-supply of any item, appropriate reduction has been
made from the claim.

Recoveries if any , intimated by the Stores Officer on account of freight,
demurrage, wharfage etc. have been effected from the hill.

Liquidated damages/penalty, if any, levied are recovered from the bill .

Incidental charges at actuas, exciseduty etc . claimed inthebill are supported
by documentary evidence .

Advance, if any, paid to the supplier is fully adjusted in the bill.
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Agency commission payable to the Indian agents in respect of foreign supplies
are paid directly to the agents in Indian rupees

In case of a hill for escalation in price:
the claim is supported by documentary evidence.

the claim admitted does not exceed the ceiling, if any, prescribed in the
contract.

the initial segment of escalation in price , if any, to be absorbed by the seller
as provided in the contract is excluded from the claim presented by the
suppliers.

Any contraction in the c.i.f. value due to reduction of shipping freight, price
etc., occurring subsequently is taken note of for claiming corresponding refund
in the customs duty.

Invoice for purchase of equipment/furniture & fixture bears a certificate by
the competent authority regarding entry of the item in the Equipment Register/
Furniture and Fixture Register, indicating the Equipment No./ Furniture &
Fixture No., allotted for the item.

Receipt for any payment exceeding Rs.5000 is stamped unless it is exempt
from stamp duty. Where payment is acknowledged in advance and the actual
payment is made subsequently, separate acknowledgement of payee is
obtained at the time of payment which however, need not be stamped if the
acknowledgement made in advance is already stamped.

Claims for loss in transit, if any, are lodged in time with the Carriers and
recoveries effected.

Record of payment is noted on the Accounts copy of the purchase order and
all the paid vouchers, sub-vouchers and supporting documents such as CSRV,
test certificate etc., are stamped ‘PAID’ or so cancelled that they cannot be

used a second time and stamps affixed to vouchers are also cancelled.

Advances paid to Suppliers:
Register of advances shall be examined to see the following:

All payments for purchases made against document received through bank
and other advance payments to suppliers are noted in the Register in
chronological order.

The advances are promptly adjusted on the basis of Central Stores Receipt
Voucher in the Account’s copy of the purchase order and suppliers’ original
invoice.

Balance amount, if any, due from the suppliers consequent upon the adjustment
of advance is noted in the recovery register and prompt action taken for
recovery of the same from the supplier.

Challan particulars of the recovery credited to Government are noted in the
recovery register and the amounts are traced in the receipt entries in the
Cash Book.

In case of recovery by adjustment in any pending invoice, the particulars
thereof are noted in the recovery register and also against bills wanting final
settlement after recovery.

Periodical review of the advance register and recovery register is carried out
by the Accounts Officer to ensure that items do not remain outstanding unduly
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for along period.

Sign Draft / L.C Register:

The Sight Draft Register/L C register shall be checked to see that:

The rupee value of the invoice in foreign currency is correctly worked out.
There is no undue delay in the remittance of the amount by the bank.

The rupee value finally, computed on the basis of the exchange rate prevailing
on the date of remittance foreign supplier is correct.

The differential amount representing excess rupee collection is refunded by
the bank promptly and the amount is credited to Government account
immediately on receipt.

Every entry in the Sight Draft Register/L.C. Register is adjusted on the basis
of thefina remittance advice received from the bank.

Sores

The broad functions of various Stores Units under the Directorate of Purchase
& Stores and the ‘ Stores Procedure’ to be adopted are as prescribed by the
Department from time to time.

The audit of expenditure of money spent on the purchase of stores cannot
itself be a complete audit of final application of-the money without the audit
of disposal of stores. The audit of stores accounts shall, therefore, be directed
to ascertaining that the departmental regulations governing purchase, receipt
issue, custody, condemnation, sale and stock-taking of stores are well devised
and properly carried into effect and to bring to the notice any important
deficiencies in quantities of stores held or any grave defects in the system of
control.

Keeping the above objectives in view , the stores records shall be scrutinized
to see that:

Stores Records

Stock cards are maintained for al items and not more than one stock card is
maintained for one item. Separate stock cards are maintained for surplus
material returned to Stores , retrieved components , scrap materials and
returnable empties.

AnIndex Register of all stock cardsismaintained by the Stock Control Section
of the Stores Unit.

Every deletion of entry in the Index Register is attested by a responsible
officer.

Bin cards are maintained in prescribed form for all items held in stock by the
Stock Groupsand each bin card is placed along with the material in the allotted
bin. For the ‘yard material also bin cards are maintained but the same are
kept by the stock holder at the place of work.

Stock cards are maintained independent of the bin cards and the stock cards
are under the control of the officer-in-charge of the stores.

Group-wise Location Index Register is maintained by the Stock Groups.

Capital Equipment Register and Furniture and fixture Registers are maintained
Division-wise in the prescribed form to keep record of inventory of all
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equipment and furniture and fixture.

An Inward Loan Register is maintained to watch return of the item received
by the Department on loan basis.

All issues on loan basis are entered in the Outward L oan Register and half
yearly review of the Register is conducted to watch the return of the items.

Receipts

All receipts are entered in the Goods Receipt Register maintained in the
prescribed form.

The Central Stores Receipt Voucher (CSRV) is raised for each supply.

The receipt vouchers are controlled in Receipt Voucher Control Register in
Form No.DPS /ST/11

The description of the material , quantity and specifications shown in the
CSRYV tallies with the relevant purchase order.

Excess quantity accepted without aformal amendment of the purchase order
does not exceed a maximum of 5% over the total quantity y or Rs.1000 over
the total price of theitem whichever islower in terms of cost. Any excess
supplies other than the above may be accepted only after issue of amendment
to the order.

On final acceptance, each item of Capital/Furniture and Fixtureis alotted a
serial number from the Capital Equipment/Furniture Register maintained in
the prescribed form and the same number is painted at two prominent places
on the respective item.

The equipment number/furniture and fixture allotted to the equipment/
furniture and fixture is recorded in the CSRV conspicuously.’

The Functional Test Report in the prescribed form is obtained for an item of
capital nature requiring functional tests.

Any item of capital equipment/furniture and fixture fabricated in the Division/
Unit and issued to indenting Division is also brought on record by allotting a
equipment number/furniture and fixture number.

All items received on loan basis by the Department is treated as receipts and
al receipt formalities are followed.

All items of equipment received under aid have been properly numbered and
taken on Equipment Register indicating also the value of each item.

| ssues

Issue of storeis made only against ‘ Requisition —cum- Issue Voucher (RCIV)
in Form No. DPS/ ST/19 duly signed by a person authorised for drawal of
Stores by the Head of the Division.

A list of persons authorised for drawal of storestogether with their specimen
signatures is maintained in the stores.

The postings of receipts and issues are made in the stock cards and the bin
cards and balances are also struck as and when a transaction occurs.

The reconciliation of the balances of stock card and bin card is effected every
month or at such intervals as prescribed in the stores procedure.

All items issued on loan to other Units/Projects/outside organisations are
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treated as issue of material and accordingly all the required procedure is
adopted.

Verification

Periodical physical verification of stores is conducted by an independent
authority and such verification is conducted in a manner so as to bring to
light cases of irregular and unnecessary purchase of stores, slow-moving,
non-moving items, shortage and surpluses and other irregularities.

The system of verification adopted by the physical verification party is
adequate and proper and the discrepancies found on stock verification are
properly investigated and regularised.

Verification of precious metals/metal wares such as platinum, gold, silver is

conducted twice in ayear, once by the regular Stock Verification Officer and
the other by an independent officer nominated by the Director, DPS and the

report thereof does not disclose any shortage.

Verification of precious metal wares is also carried out whenever the stock
holding officer proceeds on earned leave, transfer or on retirement. The
procedure drawn by B.A.R.C. for verification of these items has been
reproduced in Annexure XV & XV-A The Units/Autonomous bodies can
adopt the procedure / draw procedure on the same lines to ensure proper
accounting of these materials.

Return and safe custody of Stores & Equipments

Surplus, obsolete items, non - moving etc. are returned to the stores unit
under credit voucher in Form No.DPS/ST/16 and all these items are taken in
charge by the stores Unit on Disposal Stock Cards in Form No.DPS /ST/14.

A copy of the credit voucher pertaining to the item returned is endorsed to
the concerned Accounts Officer for accounts adjustment wherever necessary.

Components retrieved from unserviceable equipments on the basis of the
recommendation of Salvage Board are brought on charge by the storesin the
relevant stock cards.

Division-wise Register in Form No.DPS/ST/ 18 is maintained for all items
handed over to the Stores Unit under Material Despatch Note in the Form
No.DPS/ST/17 for safe custody.

Annual inspection of the safe custody item is carried out to ensure that the
contents of the package handed over do not deteriorate in storage.

Disposal

Whenever stores are declared surplus by aUnit, alist of the sameiscirculated
to other Units/ Projects and to other Semi-Government Departments/Public
Sector Undertaking through DGS& D,New Delhi to absorb them elsewhere
before considering them for final disposal.

Measures are taken to survey, segregate in order to consider disposal of
unserviceable, surplus and obsolete stores in accordance with the prescribed
procedure.

Before scrapping and removal of a capital item to the scrap yard
recommendation of the constituted Salvage Board has been obtained.

The disposal of the ‘final surplus stores' is made either through DGS&D or
by open tender as prescribed.
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The final surpluses are not disposed of below the * reserve price’ fixed by
the Survey Committee .

Final surpluses are actually delivered to a private agency on the basis of
tender etc. only in the presence of responsible officers of the stores unit and
the security services.

The disposal of the scrap item is done by inviting sale tenders.

Therate accepted for disposal is the highest tendered and if the higher offers
are rejected reasons therefore are recorded in the sale tender file.

The sale tender accounts prepared by the stores unit are correct and the same
have been scrutinised by the accounts unit.

General

Theaccuracy of the weigh-bridges and other weighing machinesis periodically
tested by aresponsible official and arecord is maintained of such tests.

The average annual consumption and thenormal balancesare suitably related
to each other and the balances on hand do not exceed the maximum limit
prescribed by the competent authority.

Deficiency/loss of storesiswritten off with the approval of competent authority
after full investigation.

Transfer of chargeis made supported by certificate of handing over and taking
over in Form DPS/ ST/29.

The closing balance of previous years has not been tampered with and has
been correctly carried over to the current year.

Full particulars of all stock articles are entered in the stock registers as are
sufficient to identify the articles, and articles of similar description, such as
tables, chairs, carpets, etc., are put into separate categories each category
comprising articles of the same measurement, make and manufactured with
the same metal or wood or other material.

Losses are not written off piecemeal to avoid sanction of the higher authority.

Proper records for stores declared surplus, obsolete or unserviceable are
maintained in GFR 17 and the sale account in GFR 18.

Production Units

Some of the constituent units of the Department are industrial units, set up
for the production of electricity or Heavy Water or Nuclear Fuel or stainless
steel tubes etc. The records of an industrial unit shall be checked to see that:

The capacity utilization of the facility is at the optimum level.

Where idle capacity or idle machinery exists action has been initiated to
improve capacity utilization.

The existing production plan takes into account the demand for the product.
Thereisno piling up of finished stock.
Where there is continuous production a system of costing exists;

Whether standard cost is available and if so how the actual cost compares
with the standard cost? and in case of wide variation ,variance analysis is
prepared for appropriate corrective measures.
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If there is no standard cost, how does the actual cost compare with the cost
estimated in the project report.

Whether periodical review of costing done and recoveries enforced at those
rates.

In the case of job order production:

Is there a system of preparation of estimates for each job and if so, how the
actuals compare with the estimates.

What is the method of Iabour booking and whether the booking is reconciled
with actual attendance time.

The labour hour rate and the machine hour rate adopted for computation of
cost are correctly worked out.

Bill of material is prepared for job order production before drawal of materials
from the stores and if not what is the system of control on material drawn for
production?

Thereis control over stocking of materials and stores and periodical review
of inventory is carried out to isolate slow moving and non-moving items for
disposal.

There is an efficient method of overhead distribution to the processes/jobs
and if apre-determined rate is applied whether a periodical comparison of
the actual overheads with the pre-determined estimated overheads is carried
out to rectify any anomaly in the absorption of overheads.

The output is commensurate vis-a-vis the quantum of raw material used and
if there is abnormal wastage reasons therefor are identified for corrective
measures.

Thereis periodical and timely preparation of Profit & LossAccount to show
the results of operation.

The pricing is remunerative and based on actual cost.

The production cost figures are reconciled with financial accounts.
Invoices are raised promptly for all supplies.

Credit system if any exists has the approval of competent authority.

The realisations against the credit sales are prompt and in case of delay in
payment interest is recovered.

Excise duty/sales tax transportation and other incidental charges, if any, are
correctly levied and paid.

Exemptions/concessions if any in respect of excise duty/sales tax are availed
of within the stipulated period.

84



6.1.
6.1.1

6.1.2

6.1.3

(i)

(i)

(iii)

6.1.4.
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Chapter — 6
PENSION AND PROVIDENT FUND
General :

The Rulesrelating to pension were originally incorporated in the Civil Service
Regulations commonly known as C.S.Rs. Subsequently, the Government
of India introduced the Liberalised Pension Rules with effect from
April 17, 1950 which inter alia provided payment of a!ump sumin the shape
of Death-cum-Retirement Gratuity in addition to pension and family pension.
In 1972, Government of India codified the pension rules replacing the old
provisions contained in the Civil Service Regulations and the Liberalised
Pension Rules and these rules are called Central Civil Services (Pension )
Rules1972. The C.C.S.(Pension) Rulesare applicableto the employees of
the Department of Atomic Energy, borne on pensionable establishment.

Thereisa Special provision for scientific and technical employeesof DAE.
On initial appointment they are covered under the Contributory Provident
Fund Scheme. However, such of the empl oyees of the Commission who were
aready holding pensionary postswereonly admitted to the Pension Scheme.

Cases of those aready in service on 01.08.1992, were regulated vide MOF
OM No. 4/1/87-PIC/1 and 4/1/87-P& PW dated 1.5.87 and 12.10.92 (Refer
Annexure XVI & XVI-A) in the following manner:-

Those who have completed 20 years qualifying service on 1st August 1992
and are still on CPF Scheme, will exercise the option within six months of
the issue of these orders. The option once exercised shall befinal. Those who
do not exercise any option will be deemed to have retained the CPF Scheme.

The cases of those who have not completed 20 years qualifying service on 1%
August, 1992 and are still under CPF Scheme on that date, will be regulated
as for fresh entrants in terms of provisions of (A) above provided that the
case of those who will be completing 20 years qualifying service within six
months of the issue of these orders, the option may be exercised within the
said period of six months.

Such of the Scientific and Technical Personnel as have already opted for
pension Scheme under the instructions in force before issue of these orders
shall continue to remain under the Pension Scheme. They will not have any
further option to re-opt in favour of the CPF Scheme.

O.M.No. 4/1/87-P & PW (PIC-Il) dated 23“ July 1996 (Refer Annexure
XVI-B ), enunciates that the scientific and technical personnel who joined
the service on or after 1-8-1992 had an option to be exercised any time but
not later than completion of 20 years' qualifying serviceto switch over from
CPF to pension scheme or to remain in CPF scheme asthey may wish. Those
who do not exercise any option within the specified period are deemed to
have opted for switch over to pension scheme.

The option once exercised is to be treated as final. Thus no change over
from pension scheme to CPF scheme is permitted.

Out of the categories of scientific and technical posts in DAE al gradesin
SO/SB and above are treated as scientific and the rest technical.
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13.

Pension

The audit should exercise the following checks while examining the Pension
Cases.

Pension cases finalised during the month selected for detailed audit should
be fully checked with a view to ensure that pension, commutation value, as
well asD.G/R.G. had been correctly authorised and there was no undue delay
in finalising the pension case in Pay and Accounts Office.

Whether as required under Rule 56 of Pension Rules, alist of persons who
are dueto retire within the next 24 - 30 months has been received in Pay and
Accounts Office.

That aseparatediary isbeing maintained for Pension and Commutation cases.

Provisional payment register is maintained in a‘ proper manner and that the
amount paid as provisional pension has been shown adjusted while issuing
final pension payment order.

That the authority has been sent after affixing special seal.

It must be ensured that proper records are being maintained in respect of
those who are paid pension from Pay and Accounts Office, so that apensioner
may not claim his pension twice for any month.

It must be seen that Government instructionsto ensuretimely processing the
finalisation of pension cases as specified in Chapter VIII of C.C.S Pension
Rules are scrupulously observed both by the HOO and PAO and the PPOs
areissued in advance of the date of retirement.

That the date of birth and the date of confirmation in a service or post is
properly recorded in the service book.

That the emoluments taken for the purpose of pensions and gratuities
are in accordance with rule 33 of the CCS (Pension) rules 1972 and
other relavant ordersissued by the Government from time to time. In
terms of GOl orders, cosequent to the acceptance of VI CPC
recommendations, Basic pay would mean the pay drawn in the pay band
plus the grade pay but the same would not include other types of pay
like special pay etc. In the case of all kinds of gratuities DA admissible
on the day of retirement /death would continue to be treated as
emolumentsalong with the Pay + Gradepay asaforesaid in therevised
pay structure.

That the annual certificates of verification of service with reference to pay
bills are regularly recorded in the service book and are continuous.

That the entry has been made in the service book regarding counting the
period of extraordinary leave where applicable as qualifying for pension.

That an entry is made in the service book if the pre-break service would
qualify or amount to forfeiture of past service.

That entry ismadein the service book regarding recovery of leave and pension
contributions for foreign service, if any, specifying the period.

A - Pension claim

The pension claim has been preferred in the prescribed form.
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The particulars of the Government servant such as name, date of birth, date
of first appointment to Government service, date of confirmation etc., recorded
in the pension application are correct with reference to the relevant entries
in the service book of the Government servant.

The pension application has been signed by the appropriate authority.
The total qualifying service as recorded in the pension claim is correct.
The date of retirement/death shown in the pension claim is correct.
The class of pension proposed in the pension claim is correct.

No demand certificate duly signed by the Head of Officeisavailablewith the
pension claim.

Nomination of Death/Retirement Gratuity is available.
Thefamily particularsfor drawal of family pension have been correctly shown.

The remarks of the Head of Office on the pension claim regarding non-
qualifying service, if any, good conduct etc. is completein all respects.

The following documents are enclosed to the pension claim;

Two copies of specimen signature of the pensioner duly attested by agazetted
officer,

Three copies of passport size joint photographs of the Government Servant
with hiswife/husband duly attested,

Two slips showing the particul ars of height and personal identification marks
duly attested,

An application for drawal of pension through Public Sector Bank, wherever
necessary,

Details of family,

Nomination of Death/Retirement Gratuity,

Application of pension,

Form for assessing pension and gratuity,

Service book together with leave account of the individual.

- Eligibility

The Government servant who retires on superannuation or invalidation after

rendering not lessthan 10 years of service or retire voluntarily after 20 years
continuous service.

The service is reckoned from the date of entry or date of completion of
18 years of age whichever islater

Non-qualifying service, if any, has been excluded for computing the period
of qualifying service and any breaks in service have been condoned.

The Government servant was not under suspension for any period and if he
was under suspension for any period, necessary orders exist for counting of
such period for pension.

The age of superannuation is 60 years.
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Thereisno judicial enquiry or departmental proceeding pending against the
Govt. servant.

In case or re-employed military pensioner:

Theofficial hasoptedto count his past military servicetowardscivil pension
within the prescribed time limit of three months of the date of issue of
confirmation order.

Certificate of stoppage of military pension has been obtained from the
Treasury Officer concerned and action taken to ascertain and recover the
amount of pensionary benefitsreceived by him for that period before counting
that service for civil pension .

The boy service has been excluded from military service.
If opted to draw military pension etc., separately,
Has he opted for the family pension 1964 within the prescribed time limit ?

Whether PPO No. and the Treasury/Pension Pay Master from which military
pension is drawn isindicated.

A copy of the certificate of verification of military service in the prescribed
formisavailable.

B —Absorption in Public Sector Undertakings

In case of absorption in Public Sector Undertakings etc:

Ordersof DAE incorporating the approval of Ministry of Financeisavailable
No lien/quasi permanent status of the Government servant is retained.

If officiated in a higher post, necessary certificate that but for foreign
service,.he would have continued to officiate in that post has been given

In case of permanent absorption in Public Sector Undertakings, the
instructions contained in the orders issued by Bureau of Public Enterprise,
(Appendix 11 A of Pension compilation) as amended from time to time have
been followed.

C - Voluntary Retirement
In the case of pension claim under voluntary retirement:
The Government servant is governed by the pension scheme
The Government servant has put in not lessthan 20 years of qualifying service.

The Government servant has given a notice of voluntary retirement of
3 months in advance of his retirement in writing and the same has been
accepted by the appointing authority. Notice can be withdrawn with the
permission of the appointing authority if the request is made within the
intended date of retirement.

Even if the notice period is curtailed by the appointing authority, the
commutation of pension is applied for only after the expiry of normal notice
period of three months.

The pension is calculated @ 50% of the average emoluments or last pay
drawn, whichever is more beneficial to the retiring Government official and
the quantum of pension shall get raised as per the following table
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22.
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24,

25,
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30.
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32.
33.

34.

35.

On attaining age of Additional quantum of pension
80 years 20% of basic pension

85 years 30% of basic pension

90 years 40% of basic pension

95 years 50% of basic pension

100 years 100% of basic pension

D - Miscellaneous

The emoluments for the purpose of pension have been reckoned as defined
in Rule 33 of CCS (Pension) Rules, 1972 and pay drawn by a Government
servant while on foreign service is not treated as emoluments, but the pay
which he would have drawn under Government had he not been on foreign
service alone is treated as emoluments.

The undrawn increment which falls during the first 120 days of earned leave
isnotionally allowed as part of emoluments.

Where a Govt. servant has been in service/died in the middle of amonth, the
earned leave credit has been given only up to the proceeding compl eted month.

The pension and gratuity have been worked out correctly in accordance with
the Government orders prevailing at the time of retirement/death.

The pension and leave salary contribution for the period of foreign service, if
any, have been recovered.

E — Noting in the Service Book

The service book contains certificate regarding verification of entire service
with reference to pay bills/acquittance rolls etc.

Option/deemed option for pensionary benefits of the Government servant
and option to count military service have been noted.

Approval of the competent authority to count military service towards civil
pension has been recorded.

Entry has been made regarding the period of foreign service quoting authority
as also the receipt of pension/ L.S. contribution.

Leave account has been completed.

First page of the service book showing name and date of birth has been
completed.

A note of quitting the service/the date of death is recorded.

Where EOL has been taken, whether itison M.C. or without M.C. and whether
it would count as qualifying service for pension is recorded.

Where there is a period of suspension, whether it would count as qualifying
service for pension is indicated.

F — Family Pension

The family pension is payable to the family of Government Servant on his
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death in service after completing one year of continous service or before
completion of one year of service where immediately prior to the service or
post he was examined by the appropriate medical authority and declared fit
for the serviceor post or after retirement on monthly pension. In the case of
family pension claim, where enhanced family pension has been sanctioned,
the following requirements are to be ensured:

The Government servant has rendered not less than 7 years of continuous
Government service.

In case of death of a Gorvernment servant while in service the enhanced
family pension is sanctioned for a period of 10 years from the date of his
death without any upper age limit.

Similarly in case of death of a pensioner the enhanced family pension has
been sanctioned only for period of seven years from the date following the
date of death of Government servant/pensioner or till he/she would have
attained the age of 67 years had he/she been alive, whichever is earlier.

In the case of death whilein service the enhanced family pension is not more
than fifty per cent (50%) of the pay last drawn by the Government servant or
twicethefamily pension admissibleintermsof subrule2 of rule54 of CCS
Pension Rules, whichever isless.

In the case of death after retirement, twice the amount of normal rate of
family pension or 50% of pay drawn at the time of retirement or the amount
of pension authorized on retirement, whichever is the least.

|an case the pension authorized on retirement isless than the amount of family
pension admissible, no enhancement is allowed (when death occurs after
retirement).

Commutation of Pension
The commutation of pension claim shall be scrutinized to ensure that:

The application for the commutation of pension has been preferred in the
prescribed form.

The application has been received by the Head of Office within one year
from the date of retirement, for commutation of pension without medical
examination.

The Government servant has been sanctioned a commuted value of pension
as per fraction of pension desired in his application (subject to amaximum of
40% thereof).

The amount of commuted value of pension has been worked out correctly as
per the Commutation Table.

If the portion of pension to be commuted results in fraction of arupee, such
fraction of a rupee has been ignored for the purpose of commutation.

The commutation of pension has been sanctioned without medical examination
only in the following cases:

A superannuation pension under Rule 35 of the Pension Rules
or

A retiring pension under Rule 36 of the Pension Rules
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or

A pension on absorption in or under a Corporation or a Company or Body in
terms of Rule 37 of the pension rules and who elects to receive monthly
Pension and Retirement Gratuity.

or

A compensation pension on abolition of permanent post under Rule 39 of the
Pension Rules.

or

A pension in whole on in part after finalization of the departmental or judicial
proceedings referred to in Rule 9 of the Pension Rules and issue of final
orders thereon.

In the case of a person who gets absorbed in or under Corporation or
Company or under a body wholly or substantially owned by the
Government or controlled or financed by the Government and where
an order retiring him from Government service had been issued from a
retrospective date the period of one year for sanction of commutation of
pension without medical examination has been reckoned from the date of
issue of retirement orders.

In cases where pension is authorized on the finalization of the departmental
or judicial proceedings the period of one year has been reckoned from the
date of issue of orders.

Only with medical examination the commutation of pension has been
sanctioned in the following cases:

Retires on invalid pension under Rule 38 of the Pension Rules.

Is compulsorily retired from service as penalty and is granted pension under
Rule 40 of the Pension Rules.

Isin receipt of compassionate allowance under Rule 41 of the Pension Rules

Is eligible for commutation of his pension without medical examination but
whose application is not received by the Head of Office within one year of
his retirement.

Pension payment by Pay and Accounts Offices

The Pay and Accounts Officer is required to maintain and keep in his personal
custody:-

The file of Pay and Accounts Officer’s halves of PPOs.

The file containing both halves of Pension Payment Orders where pensions
are payable by money orders.

The above records should be examined to ensure that:-

The files of PPOs are properly maintained and kept up to-date in the custody
of Pay and Accounts Officer.

Every payment made is recorded on the reverse of PPOs over the initials of
Pay & Accounts Officer.

PPOs are in good condition and those completely filled up are promptly
renewed.
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On receipt of an intimation about the death of a pensioner prompt action is
taken to record the fact in the PP.O. and on the back of the Pay and Accounts
Officer’s half of the PRPO.

In case the pensioner is exempted from personal appearance the fact of
such exemption is noted in his PR.O.

Pension in arrears have not been paid without the necessary sanction.

In al cases of non-appearance of a male pensioner a note of the form in
which proof of the continued existence was given within each year is made
on the PRO. over theinitials.

All entriesin the Register of Pension Payment Orders areinitiated by the Pay
and Accounts Officer (in the column ‘Name of Pensioner’) in token of their
correctness and that ared ink line is drawn across the page below each entry.

When an order of payment is permanently struck off the payment list on
account of death or transfer of a pensioner, the date and reason of return of
the payment order to pay and accounts office are entered in the Remarks
column of the register in red ink under Pay and Accounts Officer’sinitials.

The renewed PPO bears the old number, date and facsimile of signature of
the pensioner and a note of their issue existsin the“Remarks’ column of the
register, and

The Internal Audit team will also take an extract from the Register of PPOs
maintained in the Principal Accounts Office in respect of PPOs routed
through it as well as those sent directly by the P& AO (vide para 7.1.4 of
CAM). A test check of these as well as those where pension is being paid
should be conducted with reference to the Pension Papers received from the
concerned Head of Office.

New Pension Scheme from 1.1.2004
INTRODUCTION

The scheme would be mandatory for all new recruits to the central
Government service from 1% of January 2004 (except the armed forcesin the
first stage). The monthly contribution would be 10 percent of the salary and
DA to be paid by the employee and matched by the Central Government. The
contributions and investment returns would be deposited in a non-
withdrawable pensiontier-1 account. The existing provisions of defined benefit
pension and GPF would not be available to the new recruits in the central
Government service.

In addition to the above pension account, each individual may also have a
voluntary tier-11 withdrawable account at his option. Government will make
no contribution into this account. These assets would be managed through
exactly the above procedures. However, the employee would be free to
withdraw part or all of the ‘second tier’ of his money anytime. This
withdrawable account does not constitute pension investment, and would
attract no special tax treatment.

Individuals can normally exit at or after age 60 yearsfor tier - of the pension
system. At exit the individual would be mandatorily required to invest
40 percent of pension wealth to purchase an annuity (from an IRDA-regulated
life insurance company). The annuity should provide for pension for the
lifetime of the employee and his dependent parents and his spouse at thetime
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of retirement. The individual would receive a lump-sum of the remaining
pension wealth, which he would be free to utilise in any manner. Individuals
would havetheflexibility to leave the pension system prior to age 60. However,
in this case, the mandatory annuitisation would be 80% of the pension wealth.

While verifying the records Internal Inspection Wing would ensure that:

All the new entrants w.e.f 1.1.2004 are governed by the New Pension
Scheme (NPS)

Contributions payable by the Government servants towards the scheme under
Tier-1i.e., 10% of the (Basic Pay plus DA), isrecovered from the salary bills
every month.

The scheme of voluntary contributions under Tier-11 is made operative as
and when Government orders are issued to the effect.

Recoveriestowards Tier-I contributions are made from the salary of the month
following the month in which the Government servant has joined service.
Therefore, no recovery is effected for the month of joining. For example,
for employees joining service in the month of January,2004, deductions
towards Tier-I contribution will start from the salary bill of February’ 2004.
No deduction will be made for his salary earned in January’ 2004. Similarly
deductions for those joining service in the month of February’ 2004 will start
from the salary bill of March’2004 and so on.

No deduction is made towards CPF/GPF contributions from the Government
servants joining the service on or after 1.1.2004 as CPF/GPF scheme is not
applicable to them.

Immediately on joining Government service the Government servant’s
particulars such as his name, designation, scale of pay, date of birth, nominee(s)
for the fund, relationship of the nominee etc., are taken and furnished to the
P&AOQ in the prescribed format.

A unique 16 digit permanent pension account number (PPAN) with the first
4 digits representing the calendar year of joining Government service, the
next digit representing whether it isacivil or anon-civil Ministry ( for all
civil Ministriesthis digit will be “1"), the next 6 digits representing the PAO
code and the last 5 digits representing the running serial number of the
individual Government servant is allotted by the PAO concerned.

The Pay & Accounts Officer maintains an Index Register for the purpose of
allotment of PPAN to new entrants to Government service.

The employee's contributions under Tier-1 and Tier-11 and Government’s
contributions are posted in different coloumns of the individual ledger account
and Broadsheet and tallied with the Account’s figures as being done in the
case of CPF/GPF.

These accounts are not mixed with CPF/GPF accounts and these records/
ledger accounts are independent of CPF/GPF accounts maintained in the
case of pre 1.1.2004 entrants.

Whenever any Government servant is transferred from one office to another

either within the same accounting circle or to another accounting circle,
balances are not transferred by the PAO to the other Accounts office.
However, the DDO would clearly indicate in the LPC of the individua the
unique account number, the month up to which Government servant’s
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b)

0)

contribution and Government’s contribution have been transferred to the
pension fund.

No withdrawal of any amount will be allowed during the interim arrangement.
Provisions regarding terminal payments in the event of untimely death of an
employee or in the event of hisleaving Government service during the interim
period shall be regulated in accordance with the procedure to be notified in
due course.

Sequel to the appointment of National Securities Depository Limited as the
Central Record Keeping Agency and Fund Managers, instructions were issued
by the Ministry of Finance to transfer the accumulated balances under the
DCPS as on 31.3.08 and also the monthly contributions w.e.f 1.4.08 onwards
along with the subsidiary data to the Trustee Bank. Instructions to this effect
were issued to P&A.O/CDDOs vide O.M No.1(7)/2003/TA/Part file/177,
dtd.23.6.08 and O.M No0.1(7)/2003/TA/Pt. file/238-251, dtd.24.7.08.

Further vide OM No. No.1(7)/2003/TA/Part file/279, dtd.2.9.08 of Ministry
of Finance the following guidelines were issued to streamline the procedure
of remittances to the Trustee Bank:

Procedure for allotment of PPAN to the new entrants after 1.4.08

DDOs continue to obtain the particulars (demographic information) of
government servants (joining service under the Government of India) such
as his name, designation, date of birth, father’s name, address etc., from the
new entrants and furnish the same to PAO. Till the detailed procedure for
registering a new entrant with NSDL and obtaining Permanent Retirement
Account Number, the Pay & Accounts Officers would alot new Permanent
Pension Account Number (PPAN) to the entrants. As regards the subscribers
whose details were included in the legacy data pertaining to the transfer of
balances on 31.3.08, NSDL will allot Permanent Retirement Account Number
based on the legacy data send by PAOs to them.

Registration of PAOSCDDOSDDOs with NSDL:

Detailed instructions with regard to registration of PAOS/CDDOs and DDOs
have been furnished in the Annexure —A and IB(not printed) to this OM.
The registration of the Principal Accounts Office has been delinked from the
other registrations.

Preparation, Submission and passing of DCPS hills

The salary billsin respect of the government servant who are covered under
the Defined Contributory Pension Scheme are prepared separately by DDOs
as done now. The bills for drawing government contributions are submitted
along with the salary bills. While the non-cheque drawing DDOs preferring
bills to PAOs will continue to submit these bills to their Pay & Accounts
Office, the Cheque Drawing DDOswill passtheir own billsand bills preferred
by their non-cheque Drawing DDOs to them (both the salary bills and bills
for drawing Government contributions ) and make payment at their end. The
billsrelating to New Pension Scheme in respect of the Government employees
under CDDOs and the NCDDOs attached to the CDDOswill not be submitted
to the Pay & Accounts Officers with effect from 1% July, 2008 as
communicated vide O.M No.1(7)/2003/TA/Part file/177 , dtd.23.6.08.

While preparing the salary bill DDO will also prepare and attach a recovery
schedule in the prescribed form  for the contributions under Tier-1. The
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Permanent Retirement Account Numbers (PRAN) allotted by NSDL will have
to be mentioned therein. Till suchtime PRAN isallotted by NSDL, Permanent
Pension Account Numbers (PPAN) allotted by PAOs may be used. Amount
of NPS subscriptions (Employee’s Contribution) recovered from the salary
bills will be shown under the “recoveries’ column of the salary bill.

Payment to Trustee bank

The salary bills and bills for Government contributions are passed by PAOs
/CDDOs after exercising the cheques prescribed under CGA (R&P) Rules
and Civil Accounts Manual. While the amounts payable towards salary will
be paid to individuals the amounts of employee’s contributions recovered
from the bill will be initially classified under the Head “0071 — Contributions
and Recoveries towards Pension and other Retirement Benefits-500-Receipts
Awaiting Transfer to other Minor Heads” (RAT).

Government’s contribution bills duly supported by schedules would be
prepared by DDOs. The amount will be debited to the Head-"2071-Pension
& Other Retirement Benefits-117 DCPS”. After passing the hills by the
PAO/CDDO these amounts will aso be booked under the Head-"0071-
Contributions and Recoveries towards Pension and Other Retirement
Benefits-500-Recei pts Awaiting Transfer to other Minor Heads” (RAT).

After the bills are passed, the PAO/CDDO will upload the data relating to
contributions (both of Employees’ and Government’s Contributions) to
NPSCAN and also tally the figures uploaded with that booked under the
Head “RAT”. After uploading is completed, PAO/CDDO will get transaction
ID and draw the total amount by minus crediting the Head RAT mentioned
above either by cheque in favour of the Trustee Bank or remit the amount
through RTGS/NEFT.

PAO/CDDO will ensure the amount of contributions booked under RAT is
duly tallied with the Subscribers Contributions File(SCF) being uploaded in
the NPSCAN and the same amount is drawn in the cheque and passed on to
the Trustee Bank. There should be no balance under the Head-"0071-
Contributions and Recoveries towards Pension and other Retirement benefits-
500-ReceiptsAwaiting transfer to other minor heads” at the end of each month.

It may be noted that the contributions will not be parked under the Head of
Account “8342-Other Deposits-117-Defined Contributions Pension Scheme”
even as temporary measure for making payments to the Trustee Bank.

Intermsof the aforesaid instructions 11W would further ensure the compliance
of the following requirements by DDO/PAO:

1. Registration of PAO/DDO and their NCDDOs with NSDL through
submission of the prescribed forms.

2. Passing of DCPS bhills in respect of the government employees covered
under DCPS

3. Prompt remittance of contributions to the trustee bank preferably through
RTGS/NEFT

4. Uploading of subscriber wise creditsto New Pension Scheme Contributions
Accounting Network (NPSCAN) and furnishing other relevant particulars to
NSDL
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6.5

6.5.1

6.5.2

5. Maintenance of the Alphabetical Index Register in the prescribed form
wherein they have to indicate the PRAN numbers allotted to each of the
subscribers.

6. Maintenance of the particulars of remittances of contributionsto the Trustee
Bank in the prescribed Proforma.

7. Maintenance of the individual wise account indicating the amounts of
contributions paid to the Trustee Banks and details of remittance

8. Registration of new employees with NSDL as well as notifying NSDL
about the changes with effect from the date NSDL startsregistering employees.

In order to enable NSDL to carry out reconciliation and credit the amounts
against the individuals accounts, Pay & Accounts OfficersyCDDOs will have
to ensure that their PAO registration numbers/CDDO registration numbers
respectively (or till such time registration is complete, the PAO code/ CDDO
code ) and the month to which the contributions pertain/transaction 1D in
NPSCAN are mentioned in the NEFT/RTGS application form (in the remarks
coloumn) to be submitted to their banker. Where payments are made through
chequesin favor of the Trustee Bank, these particularswill haveto be furnished
on the reverse of the cheque as well as in the forwarding letter. The time
schedule prescribed in Part” C” of Annexure |A and IB will have to be strictly
adhered to by DDOs/PAOs and CDDOs.

Whenever any government servant is transferred from one office to another
the DDO will indicate in the Last Pay Certificate of the Government servant
the PRAN (PPAN until PRAN is allotted) in respect of that individua and
the month up to which his contributions have been recovered/drawn.

Gratuity
The payment of gratuity shall be scrutinized to ensure the following:
Service Gratuity

The permanent Government Servant who retires from service before
completion of 10 years of qualifying service has been allowed only service
gratuity at therate of 1/2 monthsemolumentsfor every completed six monthly
period of qualifying service in lieu of pension. This service Gratuity is in
addition to Retirement Gratuity admissible to those who completes five years
qualifying service.

Retirement Gratuity
The Retirement Gratuity has been allowed to:

a permanent employee who retires after completion of five years of qualifying
service.

atemporary employee

who retires on attaining the age of superannuation or on invalidation after a
continuous service of not less than 10 years.

who retires voluntarily after a continuous service of 20 years or more.

The amount paid in respect of Retirement Gratuity is equal to 1/4th of the
emoluments for each completed six monthly period of qualifying service
Subject to a maximum of 16 % times the emoluments or Rupees 10 lakh
whichever isless.
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6.5.3

6.5.4

6.6
6.6.1

6.6.2

Death Gratuity

The Death Gratuity has been paid in the case of death while in service of a
permanent or temporary employee at double the emoluments where
Government servant dies with a qualifying service of less than a year, at
6 times of the emolumentsin case of death with qualifying service of 1to 5
years and 12 times of emoluments where death occurs between 5 to 20 years
of qualifying service and @ of 1/2 the emoluments for each completed six
monthly period of qualifying service beyond 20 years of service subject to a
maximum of 33 times the emoluments or Rupees 10 lakh whichever isless.

Residual Gratuity

When an employee dies within five years after retirement, the total amount
actually received by him on account of pension (or service gratuity), dearness
relief on pension retirement gratuity, commutation amount, is less than
12 times the ‘emoluments’ drawn by him at the time of retirement, the
deficiency is granted to his nominee/family.

Encashment of L eave
Earned Leave

The payment towards encashment of earned leave shall be scrutinized to
ensure that:

the sanction of the competent authority has been obtained.

the balance of earned leave at credit of the Government servant on the last
day of service subject to a maximum of 300 days has been allowed, for
encashment.

the cash equivalent of earned leave will be worked out as shown below:

Pay + DearnessAllowance
on the date of cessation of
service

Cash Equivaent = X EL at credit
30 (in addition to leave
encashed on LTC)

Half Pay L eave

Consequent to the implementation of orders based on the recommendations
of sixth Pay Commission, the HPL encashment will be as follows, all the
previous orders on the subject stand superceded.

Half pay leave salary admissible

on the date of retirement plus

Dearness Allowance admissible
Number of days of
half pay leave at

credit subject t to the
Cash payment in lieu of 30
total of earned leave

half pay leave component

and HP at credit not

exceeding 300 days.

on that date
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6.7

10.

11

12.

Provident Fund

Asexplained in para6 . 1.2 Scientific and Technical employees of the DAE
and its constituent Units are admitted ab-initio to the Contributory Provident
Fund. In the case of those who are governed by Contributory Provident
Fund, the rate of subscription to PF is 10% of emoluments per month.
Subscribers to CPF are not entitled to any pensionary benefits. Under the
Contributory Provident Fund Rules, Government will make at the end of
every financial year, amatching contribution to the account of each subscriber
who subscribes to CPF . This contribution is at the rate of 10 % of the actual
emoluments drawn by the Government servant during the preceding financial
year. The matching contribution would be credited to the Government
contribution account in the Provident Fund account . Provident Fund accounts
shall be scrutinised to see:

whether accounts have been opened for al the regular employeesfor recovery
of subscription from the date of entry and in the case of those who are eligible
for WCPF on completion of one years' service for those who have entered
the Govrnment service on or before 31.12.2003.

whether the rate of subscription is according to rules viz. the subscription is
expressed in whole rupees, GPF subscription is not less than 6% of the
emoluments of the subscriber and CPF subscription is not less than 10%.
The subscriber who switches over to GPF from CPF continues to subscribe
at the same rate at which he was subscribing to CPF and the monthly
subscription for CPF/GPF is not more than his emoluments.

whether the subscription is being recovered from each employee regularly
and credited to the proper account in the Provident Fund Ledger.

whether each entry in the account has been attested by a responsible officer
in token of having checked its correctness.

whether the advance/withdrawals sanctioned by the competent authority is
covered by the balance at credit and other conditions are fulfilled.

whether the payment of advances/withdrawals has been posted in the ledger
cards correctly with reference to the original vouchers.

in case of withdrawals whether the sanction has been accorded after
completion of required service.

whether the recoveries of advance have been made correctly in not more
than 24/36 installments as the case may be and the same commenced from
the pay for the month following the one in which the advance was drawn.

whether in the case of withdrawal, provision for furnishing utilization
certificate is incorporated in the sanction itself.

whether the utilisation certificate has actually been furnished by the subscriber
and the same has been verified to ensure that the amount sanctioned has
been fully utilised for the purpose for which the same was sanctioned.

whether the annual interest has been correctly worked out at appropriate
rates and credited in the individual account.

whether the total of such annual interest given to all the accounts agrees with
the figures shown in the statement sent to the Principal Accounts Office.
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13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

whether the insurance policies financed from PF are properly assigned in the
name of the President of India and insurance policies are kept in the safe
custody of the head of office and entered in the stock register of insurance
policies.

in case the Accounts Officer receives anatice of acharge or encumbrance on
or an order of a Court restraining dealings with the policy or any amount
realised thereon whether a note of the same is made in order to take
appropriate action as per Rule 30 of CPF/Rule 28 of GPF.

holders of scientific/ Technical posts, failing to exercise their option within
the stipulated period of 20 years from their date of appointment are deemed
to have come over to GPF scheme and whether necessary entriesto the effect
are made in their records and GC’s written back as required by the rules.

in case when a person resigns to take up employment with proper permission
in a body corporate whether his provident fund accumulations including
Government contribution has been transferred to his new PF account in the
body corporate.

in case such aperson hasrendered lessthan 5 years service under Government
and his PF accumulationsincluding Govt. Contribution has been transferred
to body corporate whether a specific condition has been made while
transferring the amount to the effect that GC should be retransferred to
Government in case the person resigns from service in the body corporate
also before completion of 5 years' service (i.e. in Government as well as
body corporate put together ) as per Government of India Decision below
Rule 36 of CPF.

whether anote of such caseisbeing kept in aregister and this aspect watched
on completion of 5 years service of the Government servant.

in case an advance is converted into withdrawal whether the purpose for
whichit wasdrawn ispermitted for withdrawal also otherwise such conversion
is not proper.

whether the account slips indicating the opening balance, credits during the
year, withdrawals, if any, during the year, interest accrued and the balance at
credit at the end of the year have been issued to the subscribers and their
acceptance obtained.

whether the subscriber has submitted an application for final withdrawal of
the amount in the fund.

in cases where the payment is made to a person other than the subscriber,
whether such person was entitled to receive the money according to the
nomination given by the subscriber or if there was no nomination whether
the person was entitled to receive it according to rules.

in case of final withdrawal from Provident Fund whether the amounts paid to
the subscribers are correct.

whether the amount of final withdrawal has been paid to the party concerned
and proper acquittance has been obtained.

whether deduction of Government contribution has been made in all cases
covered by Rule 36 of CPF.
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27.

28.

6.8
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i)

i)

iv)

Vi)

vii)

whether the broad-sheets are maintained properly and reconciled with
classified abstract.

whether the annual review of the Provident Fund accounts has been conducted
as required vide Para 6.9 of Civil Accounts Manual.

whether the cases of final payment to GPF/CPF have been finalized in time
and the payment madeisin order.

List of Registers

The following records are to be maintained by the PAO:
General Index Register (form CAM 44)

Provident Fund Ledger (Form CAM 47)

Broad sheet of Provident Fund (Form CAM 48)

Register of missing GPF Credits/Debits (Form CAM 50)
Register of Final Payment cases.

Procedure for maintenance of PF Account of Deputationist

The GPF. accounts of All India Service Officers borne on state cadre and
Officers of the State Governments/Railway/Defence/P & T Department are
maintained by the Accounts Officer concerned of their Government/
Department.

The GP.F. accounts of All India Service Officer borne on Union Territory
cadre are centrally maintained by the PA.O. Delhi Administration.

The Payment of GP.F. advance/Part final withdrawal to All India Service
Officers on deputation to Central Government is made by the PA.O. and
classified under 8658-P.A.O. Suspense etc. and debit raised against A.G.
concerned for getting reimbursement.

The GPF. Accounts of all regular employees on deputation with Railway/
Defence/ P & T Departments and other State/Union Territory Governments
or Administrations are maintained by the PA.O. concerned.

PA.O. is empowered to authorize Final Payment of PF. even if the formal
application is not received from a subscriber (Under Rule 34(1) read with
the note below Rule 34 of GPF. Rules)

The GPF. Accounts of Officers on Foreign Service are maintained by the
PAO concerned.

In the case of officers on deputation to the Central Govt. Ministries/
Departments from State Govts. Union Territory Govts. and Administrations,
Posts and Telegraphs, Railways and Defence annual statement of subscription
of GPF. & recovery of temporary advances sanctioned by the parent deptt.,
shall be furnished by the Pay and Accounts Office to each individual officer

through Head of Office in form C.A.M. 66. This will be prepared on the
basis of entries in the Register of outward claim maintained in form
CAM 53. A copy of this statement shall aso be simultaneously sent to the
Accounts Office of the officials concerned by the.31% August, each year.
This statement could be used by the Accounts Officer of the parent department
to adjust missing credits, if any, in his account without having to correspond

with the Principal Accounts Office/Pay & Accounts Office of the Central
Govt. Ministries/Department.
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The intemal audit party will check that the prescribed rules and procedures
are being comectly followed

6.10 Deposit linked Insurance Schame
[l shall be axamined 16 sea whether payment, il any, made under Daposil
linked Insurance Schems is in accordance with Rulw of CPFIGPF Schamae.
L (hat e fung socount representing subscription with inteces! thereon at The
credil of the subscriber has nol al any Gme dunng the (hee years
preceding the month of death of the subscriber labiun below tha limi:
GPF (VI Pay commission scale) " CPF (IV Pay Commission Scales)
i the subsuriber was Minimum monthly | It the subscriber has held | Minimum
holding a post with balance during for the greater part of the | monthly
Grade Pay the period aforesaid three years a balance
post the maximum of the during the
pay scale of which Is period
Rs.4,800 or more Rs.25,000/- Rs.4,000 or more Ra.12,000/
Rs.4,200 or more but Rs.15,000/- Rs.2,900 to Rs.3,909 | Re7,5000-
Less than Rs.4,800
Re.1,400 or more but less | Rs.10,000/- Rs.1,151 lo Rs 2,899 Re.4,500/-
than Rs.4,200
less than Rs. 1,400 Rs.6,000/- Below Rs.1,151 Rs.3,000/-
2 that the ‘dmount paid s equel o the average balance al the credd in the

secoun! during the (hree yeans preceding the month of dealh ol he
subscriber (inclusive of interest) sutject lo a maximum of Re 60,0004 in
case of GPF subscribers and Re.30,000 In case of CPF subacribars

fhe maximum fimat of Rs 60000/ Re. 30,000 is applied after armving af Ihe
avarage of 36 monihs and not al gvery stage.

that fhe sotescriber has put in al least fve years service al the time of his
daath

thall the paymen! |5 in whaote rupees and rounded fo Ihe nearesi rupes
that In The case of re-employed pensioners | person appoiniad on lefure

basis, service for the purpose ol this scheme has been reckonsd from Ihe
date of re-amployment or such employment

that the person was nol appointed on contract basis,
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7.1

7.2

Chapter 7
E - GOVERNANCE
E-Lekha

E-Lekha is developed by National Informatics Centre for the Controller
General of Accounts (CGA) to update and monitor daily reporting of
expenditure in sync with the budget allotted to a ministry and its sub units
and schemes. This software is positioned at the lowest level of accounting
and helpsin optimum utilization of the resourcesfor monitoring social projects
initiated by various ministries/departments of the central government.

At the lowest level of this system, runs an application called COMPACT.
This is a client-server application, which runs on servers in each Pay and
Accounts Office and in the offices of all the ministries across the country.
Accounting personnel are given accessto the COMPACT server, where they
can record the expenditure of that particular office for that day.

At the end of the day, a single tamper-proof TXT file is generated from the
COMPACT system, which is then uploaded to the e-lekha server using its
Web based interface. In this way, e-lekha gets all the daily fiscal data from
each office across the country.

Ministries can also use this system to monitor their fiscal health for the year,
month or on a daily basis. They can even keep track of which PAOs have
submitted their daily reports to e-lekha and which are pending. They can
also monitor how their allocated budget is being used in various projects and
schemes. Each ministry then hasto upload amonthly report to e-lekha, which
is then accessed and compiled by CGA.

The CGA then generates a report at the end of the financial year, which is
presented in Parliament.

With the help of this project, monitoring the country’s financial health has
become very easy and a great amount of transparency has been incorporated
into the system.

PAO-2000" is a comprehensive Financial Management Information
System software for the computerization of various payment and
accounting functionsof Pay and Accounts Offices. In addition to payment
and compilation of account, the software also covers al work related to
General Provident Fund & Pension. After completion of testing at afew test
sites, NIC released the first version of the software on 17th Sep, 2001. The
major accounting tasks covered through this software are:

(2) Bill Processing and Payment.

(2) Compilation & Consolidation of Accounts.
(3) Maintenance of GPF accounts of subscribers.
(4) Processing & Payment of Pension.

Its Goals, Objectives & Benefits are:

€) Elimination of Human errors in processes, improve accuracy,
exchequer control and bank reconciliation

(b) Increase the reporting and querying capabilities

102



(©
(d)
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Effective monitoring of Budget vs Expenditure.
Enrich the accounting with more management information

Reduce further the time taken in the compilation of accounts and
Generation of inputs in compatible form for CONTACT (ORA)

Integration of different sections of PAO

Improving GPF subscriber satisfaction level.
PAO’s to keep pace with technology advancements.
Historical Data Maintenance.

GUI based software with better user interface and easy adaptability.

The software is developed in the Client Server Architecture with Visual
Basic 6.0 as Front End and SQL Server 7.0/2000 as back end. It has six
modules viz. “Precheck”, “Budget”, “Compilation”, “GPF", “Pension” and
“Master Maintenance’”.
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Chapter -8
RISK BASED PERFORMANCE AUDIT

Guidance for Planning, Performing and Reporting on Internal Audit
Engagementsin the Gover nment:

8.1 Purpose:

The overall purpose of this guidance note is to assist in providing a direction to the
Internal Audit Wings of the Ministries in carrying out scheme audits through
risk-based assessments. Based on systematic risks and controls' assessment the end
objective of scheme audits is to provide a positive assurance to the Ministries/
Departmentsthat the performance and implementation of the schemes are on coursg;
that the controls and checks laid down in the schemes are functioning well; and that
the schemes are likely to achieve their aims and targets as spelt out. The scheme
auditswill also help in throwing up the potential risk areas, deficiencies or gapsin the
laid down controls/checks or their implementation mechanisms that may affect the
outputs that have been set out for the schemes. Such systematic auditswill also aid in
identifying the cause/s of deficiencies/gaps and recommend suitable corrective action
based on the objective evidence based assessment of the schemes.

This Note is intended to aid internal auditors in the offices of Chief Controllers’ of
Accountswith practical guidance on how to plan and carry out aproper and systematic
audit of Government schemes. The steps and procedures that are required to be
followed, the mechanism and tools to be used for the purpose and the method of
assessing risks in the scheme have been broadly outlined towards this end in the
document. Thishasalso been framed with the purpose of providing acourse of direction
to the Internal audit Wings for a more uniform system of audit planning, performing
and reporting on audit engagements. However the differential positions and
responsihilities of the Ministries and the aids and objectives of various Government
schemes’, which may require different forms of audit engagement or professional
judgement in the conduct of their work, needsto be kept in view. This Guidance Note
is not intended to be therefore prescriptive though.

8.2 Mandate:

Every Internal audit organization needs amandate. In the case of Internal Audit Wings
of the Civil Ministries, the mandate for risk based Assurance audit flows directly from
the revised charter of Financial Advisers issued by Secretary (Exp), wherein, risk
based internal audit has been indicated as a responsibility of the CCAs. It has been
outlined that internal audit/performance audit has to move beyond the narrow myopic
confines of compliance/regularity audit to focus on:

Assessment of adequacy and effectiveness of internal controlsin general, and
the soundness of financial systemsand reliability of financial and accounting
reportsin particular;

Identification and monitoring of risk factors (including those contained in
the Outcome Budget);

Critical assessment of economy, efficiency, and effectiveness of service
delivery mechanism to ensure value for money; and

Providing an effective monitoring system to facilitate on course corrections.

The scheme audits performed by Internal Audit Wings must primarily focus on the
above mandate to determine whether the scheme formulation/design, risk management
approach and measures, controls and governance processes provide reasonable
assurance that the scheme objectives and targets will be achieved.
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8.3 The Internal Auditing Process:

The |A process can be divided into three main phases of planning, performing and
reporting.

A. Planning:

Asthe starting point on Planning, the Internal Audit Wings may take stepsto draw up
the list of entities/programmes and schemes/procedures etc. that are required to be
audited.

After updating and firming up of the audit universe, the internal audit sections are
required to do a risk assessment of each of such entities/schemes etc.  Such risk
assessment is generally done on the basis of the likelihood of significant or pervasive
risk/deficienciesfor each process, entity or scheme and rated against the likely impact
of each of the risks. Impact and Likelihood can be quantified on the basis of Risk
Rating Scale say on the scale of one to ten in order to identify the programs and
schemes with higher risk ratings. This tool enables decisions relating to audit
prioritization by the internal audit wings of the Ministry/Department. Other factors
like the duration since last audit, nature and number of audit observations or issues
outstanding may also be used subsequently when sufficient number of audits have
been performed. At times the CCAs or internal audit wings may require to rely on
judgemental assessment based on domain knowledge or on the basis of consultation
with the scheme implementing wings.

Since the Government schemes and programmes have either not been audited or they
have not been assessed over along period of time, the assessment on risk rating and
judgemental decision issuggested, to arrive at the list of schemes/ processes that need
to be audited on priority. On completion of this process the audit engagements that
are required to be undertaken are identified and decided upon.

After identification of the schemes/programmes/processes that are to be audited, the
Chief Controller of Accounts/Controller of Accounts may identify and appoint the
‘Auditor In charge’ (AIC) for each of the proposed audits as also the team members
that will be a part of each of the audits. The Auditor in charge is expected to be in-
charge of the entire audit process, and he will take suitable guidance/support from the
Chief Controller of Accounts/Controller of Accounts as per requirements. It is
suggested that the Chief Controllers of Accountswill closely monitor the ‘audit process
till its completion, in view of the fact that the process of risk based audit is entirely
different and will require plenty of application when compared to compliance audits
performed by the internal audit wingstill now.

The AIC should start by preparing an Overview and Planning Memo. The Audit
Overview will be in the form of a brief note on the subject of audit (scheme that isto
be audited) bringing out the audit objective, salient features of the scheme, its purpose
and mechanism of implementation, potential risk areasetc. AIC may also get aPlanning
Memo approved by CCA/CA, summarizing the planning information, assumptions
and decisions made on the basis of initial study and assessment of the scheme, so asto
ensure that an effective audit is performed. These documents aid the audit team in
demonstrating its understanding of the subject of audit engagement before finalizing
the objectives and scope of the audit.

After getting the Overview and Planning Memo approved by CCA/CA, the Auditor
In-charge should take up the job of confirming the specific objective of the audit
engagement, identify the detailed scope or the areas that are planned to be assessed
through audit, audit criteriaor the basis (in the case of schemesit will bethe Government
procedures/rules/orders etc. that may apply), the approach that will be followed viz
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detail s regarding sampling, field visits etc. and the resource requirements (both funds
and manpower).

AIC should carefully consider the audit engagement “ Objectives’ since the audit is
expected to draw a conclusion with respect to each engagement objective identified.
For example, if audit objective includes and item on say to assess that the “scheme
will meet its objectives’ — the audit observationg/paras should relate to this audit
objective. There may beanumber of Audit objectivesinaparticular audit determining
the areas of risks that is planned to be assessed. AlC should therefore determine the
objectives carefully keeping in mind that the audit observations/paras on the subject
matter can be concluded with sufficient evidence when the audit is completed. In
most cases the internal audit of schemes will focus on determining whether the
Government’srisk management, control (checks/procedures/rulesetc.), and governance
processes provide reasonable assurance on the achievement of scheme objectives.
Audit objectiveswill primarily be a variation of the following —

the financial, managerial, and operating information provided for the scheme
islargely accurate, reliable, and timely;

resources for the scheme are acquired economically and used efficiently;
assets created under the scheme are safeguarded;

actions of the scheme approving, managing and implementing organizations
are in compliance with policies, procedures, contracts, and applicable laws
and regulations; and

significant programs, plans, and objectives of the scheme are likely to be
achieved.

During this phase when the Auditor In-charge is engaged in finalizing the audit
objectives and Terms of Reference in consultation with the CCA/CA, the other audit
team members must familiarize and develop a good working knowledge and
understanding of the scheme-its objectives, processes, operations and associated risks,
so as to identify and document the significant risks and key controls (rules/roles,
policies/procedures etc.). The assessment in these aspects of both, entity that isto be
audited and the program/schemeis required to arrive at amore realistic assessment of
the scheme, effectiveness of the controls/checkslaid down for itsimplementation and
theimplementing systemsitself. The method of carrying out Risk Assessment is dealt
later in this Note.

In order to apprise the Ministry/Department about the plan of audit, a brief Terms of
Reference for the audit engagement is required to be prepared. This TOR should be
approved by the CCA/CA and sent to the concerned scheme implementing wing of the
Ministry at a sufficiently high managerial level. This serves both the purpose of
announcing the audit engagement, as well as apprising the concerned administrators
of the scheme on the audit objective and plan of action. The TOR includesat aminimum
the proposed timing of the audit. The scheme administering management inthe Ministry
may have their own suggestions on the audit objectives, risk areas etc. The inputs of
the management on the scope of audit and TOR are aso important and should form
part of the final TOR. Required amendmentsto the TOR can be agreed to by CCA
keeping in perspective the suggestion of the administrative wing and the revised TOR
as finalized issued to announce the commencement of audit.
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B. Understand and Prepare the Subject of Audit Engagement:

The AIC and the other audit team members should initiate a detailed and in depth
study of the schemein order to devel op a sound understanding of the schemeaimsand
targets, scheme management and rel ated business processes and practicese.g. relating
to approvals/implementation etc. policies and procedures, and external and internal
environment within the Ministry/Department as well as the scheme implementing
agencies. Itisimportant for the audit team to gather information on significant, recent
or proposed changes relating to scheme or itsimplementation or the issues that are of
concern to management, to have a better and updated perspective.

The Audit team will require to obtain detailed information pertaining to the scheme,
its operations, processes, performance etc. through all the requisite sources in the
Ministry/implementing agencies etc. in the form of documents/data reports etc. For
better access to information on the schemes the communication channels of al kinds
may be used as per the requirements of the scheme under audit which may be in the
form of meetings, interviews, research or review of documents and records to gain
sufficient knowledge about the scheme. It may be useful to visit sites and observe
operations for the purpose.

It is important that the auditors have regular dialogue with Ministry/implementing
agencies and other sources of information as required during this review, in order to
confirmthat their understanding of the subject of the engagement and of any emerging
issuesis correct. Once the auditors and the audit team as awhole have gained a good
understanding of the subject of the audit engagement/scheme — its business processes
and its overal environment — they will be in a better position to identify the risks,
document key controls and evaluate their design effectiveness at both the audit
engagement entity level and at the scheme level.

C. ldentify Risks, Document Key Controls and Evaluate Design Effectiveness:
(At Entity (Ministry/implementing agency)/Scheme level)

The underlying premise of risk management in any scheme is that every entity
participating in the running and operating of the schemes exists to provide value for
its stakeholders. All entities and operations face uncertainties, and the challenge for
the scheme-administering department is to determine how much uncertainty to accept
asit strivesto grow value for the scheme operations. A proper risk management of the
scheme enables the scheme-administering department to effectively deal with the
uncertainties and associated risks and opportunities, enhancing the capacity to build
value for the outputs.

Any scheme will have broadly four objectives —

1. Strategic — the higher goals of the scheme aligned with and supporting the
mission of the scheme;

2. Operations — effective and efficient use of resources;
3. Reporting — reliability of reporting;
4. Compliance — compliance with applicable laws and regulations.

The objectives relating to reliability of reporting and compliance with laws and
regulations are within the scheme administrator’s controls, and therefore risk
management on these can be expected to provide reasonable assurance of achieving
these objectives. However, the achievement of Strategic and Operations objectives
are subject to external eventsand not alwayswithin Ministry’s/'scheme administrator’s
control. For these objectives, the scheme risk management can provide reasonable
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assurance that the Ministry/Department in its oversight role are made aware, in a
timely manner, of the extent to which the scheme is moving towards achievement of
objectives.

Based on the Integrated Risk Management and Application Technique of COSO —
ERM Model (The Committee of Sponsoring Organization of the Treadway Commission
— Enterprise Risk Management), there are eight components of any enterprise risk
management, which can be largely applied to the Government schemes also. These
are derived from the way management runs an enterprise (Ministry runs a scheme)
and are integrated with the management process of the schemes. These components
are—

Internal Environment - The internal environment reflects the tone of an
organization, and sets the basis for how risk is viewed and addressed by the
entity’s people, their risk management philosophy and appetite, integrity and
ethical values, and the environment in which they operate.

Objective Setting - Objectives of the scheme must exist before the Ministry/
administrators of the scheme can identify potential events affecting their
achievement. Scheme risk management will ensure that the Ministry hasin
place and proves to set objectives and that the chosen objectives support and
align with the scheme’'s mission and are consistent with the Government’s
risk appetite.

Event Identification - Internal and external events affecting achievement
of the scheme must be identified and distinguished between risks and
opportunities.

Risk Assessment - Risks to the scheme should be analyzed, considering the
Likelihood and Impact, as a basis for determining how they should be dealt
with and managed.

Risk Response- TheMinistry/Department sel ectsfrom the possible responses
of avoiding, accepting or reducing or sharing the risk, and thereafter develops
aset of actionsto align with the scheme’s decide risk policy.

Control Activities— Policies and procedures for any scheme are established
and implemented to help ensure that the risk responses decided upon are
effectively carried out.

I nfor mation and Communication — Every schemeisrequired to ensure that
the relevant information are identified, captured and communicated in the
form and timeframe that enables people to carry out their responsibilities.

Monitoring - The totality of scheme risk management is monitored and
modifications madein the schemesor its policies/procedures etc. as necessary.
Monitoring is achieved through ongoing supervision, evaluation etc.

Risk management for any scheme will not be strictly a serial process where
one component will affect only the next. It is a multi-directories etc. as
necessary. Monitoring is achieved through ongoing supervision, evaluations
etc.

For a comprehensive risk based audit assessment of the Government schemes, the
Internal auditors should review the schemes and their operations to identify the most
significant risksto the achievement of the objectives of the scheme, and the key controls
that management needs to integrate into its management process to mitigate the
identified risks. Theresultsof the evaluation of the effectiveness of the scheme design
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and procedures against each of the 8 key components should berecorded in theworking
papers of internal audit.

The auditors must next identify the actual checks in the form of rules/procedures/
policies etc. (key controls) that management has established to mitigate these risks.
This can be done through the review of relevant documentation as well as through
interviews and discussion with the scheme administrators and implementing agencies.
The purposeisto evaluate whether thelaid down key controlsare effectivein ensuring
safeguards for theidentified risksto the scheme. The results of the assessment of the
effectiveness of key controls for the risks identified should be also recorded in the
working papers. This assessment would form one of the basis for reporting on the
audit findings and recommending on further actions required by the Ministries for
better risk management of the scheme.

D. Develop Plansto Test the Oper ating Effectiveness of Key Controlsat theAudit
Entity Engagement Level and Activity Level

Once the key risks and controls of the scheme have been identified, the auditors are
required to develop detailed audit plans and procedures to test the operating
effectiveness of such key controlsat theimplementing agency and scheme administrator
level. Effort should be directed at those areas where significant risks exist and key
controls have been identified to be lacking or deficient. In most cases, the testing of
key controls itself will bring out the significant risks to the scheme. The internal
auditors should be careful to design the detailed testing outlines/questionnaire for
examination of controlsin a scheme in a way, that would lead to sufficient evidence
for drawing sound conclusions. The auditors are required to exercise due diligence
and use professional judgement in this respect.

E. Test the Operating Effectiveness of Key Controls and Document and Validate
Audit Engagement Observations

This constitutesthe main fieldwork part of theinternal audit which istaken up after all
theinitial preparation and risk assessment. The testing of operating effectiveness of
key controls of the scheme are done to verify the operating effectiveness of the key
controls that have been identified. Operating effectiveness refers to the effectiveness
of the operation of aninternal control activity at either the schemeimplementing agency
level or activity/process level.

The results of the audit tests will form the basis for drawing up audit observations/
paras on the performance and effectiveness of the schemes, identifying the main risk
areas. The audit observations can then be summarized to form a conclusion with
respect to one or more audit objectives that was decided upon. The results of each
audit test and the evidence gathered should be documented with reference to the
supporting criteriaof the rules/procedures/policiesetc. against “what exists' (the audit
evidence) against the laid down criteria.

When there is a difference between “what exists’ and “what should exist,” the audit
team should analyse the effect or the impact and the cause that is leading to such
variance. Each such case where there is a variance between what exists and what
should exist must be documented as an audit observation. The analysisof al the audit
observations arrived at after the detailed testing outlined above, helps the audit team
in firming up the scheme audit conclusions and recommendations, audit rating and
report. In formulating audit observations and corresponding recommendations, the
auditors must draft every audit observation with the following components to bring
out effectively the observations as well as their causes and recommendatory actions.
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Audit objective : To which audit engagement objective does this observation
relate?

Criteria: What should exist ? The standards, rules, procedures, benchmarks
or expectations out of the schemethat are identified asthe basis against which
audit evidence is compared.

Condition: What exists ? the factual evidence found in the course of the audit
reflecting the ground position obtaining. The condition identifies the nature
and the extent of deviation from the condition or as it should exist. A clear
and accurate statement of condition evolves from the auditor’s comparison of
actual evidence against appropriate criteria.

Consequence/Effect/Impact: What effect did it have ? Therisk or exposure
to the scheme or the organization as a result of the difference between the
criteriaand the condition. The effect establishesthe actual or potential impact
of the condition. The significance of a condition is usually judged by its
effect. It canbe expressed in quantitativeterms. To befit enough for reporting,
an effect should be sufficiently serious to justify the action recommended to
correct the deficiency.

Cause: What did it happen? The possible or likely reason for the difference
between the expected and actual condition. The cause may be obvious or
may beidentified by deductivereasoning. Theidentification of similar causes
for anumber of observation may highlight an underlying theme that requires
corrective action and the audit recommendation should appropriately address
the issue. Identification of the cause of an unsatisfactory condition is a
prerequisite to making a meaningful recommendation for corrective action.

Corrective Action/Recommendation: What should be done ? The actions
suggested or required to correct the situation and prevent future occurrences.
The relationship between the audit recommendation and the underlying cause
of the condition should be clear and logical. In developing sound
recommendations, the internal auditors must ensure that the recommended
action is within the scope of the client, addresses the cause and not just the
symptoms, and is at least initiatively viable. The cost of implementing and
mai ntai ning the recommendations should always be compared to the existing
risk of a scheme for a more meaningful decision on the corrective actions.

During the entire process of audit, the audit observations that are coming up should be
validated on an ongoing basis either orally or in writing with the concerned scheme
administrators/implementing agency. In this way, the auditor can gain additional
information and insight as well as get an opportunity to have a better understanding
of possible option to address the observations. As required the AIC may interact
formally with client management to either confirm issues noted during the audit or
seek additional information.

Onfinalization of the audit observations, the audit team management (Chief Controller
of Accounts/ Controller of Accounts) should send awritten communication forwarding
the list of audit observations and requesting a written response from the Scheme
administrator for their commentsregarding the audit observations, aswell astherequire
corrective action that is being taken or planned to appropriately address each audit
observation. Ongoing communication with the client while performing the audit helps
ensure facts are properly interpreted and observations are fully validated, and may
reduce the actual number of observations reported. It also contributes to the
development of reasonable and practical recommendations to address the audit
observations.
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F. Summarize Audit Engagement Results and Propose Rating

Once the audit observations have been fully validated with the management or the
scheme administrator, the audit team should complete the audit report. It must be
ensured that the draft audit report includes the observation, itsimpact and the proposed
recommendation. Thedraft audit report should bereviewed by the Al C and therelevant
Chief Controller of Accounts, and appropriate rating to the audit report of the scheme
may be decided.

The rating may be based upon the following criteria:
Satisfactory :

Risk management, control and governance processes are adequate and effective to
provide reasonable assurance regarding the achievement of control and/or business
objectives of the scheme under review. Minor opportunities for improvement may
exist.

Needs | mprovement

Deficiencies exist in risk management, control or governance provesses, such that
reasonabl e assurance regarding the achievement of controlsand/or business objectives
of the scheme under review may be at risk.

Unsatisfactory

Significant or pervasive deficiencies exist in risk management, control or governance
processes such that reasonabl e assurance regarding the achievement of control and/or
business objectives of the scheme under review cannot be provided.

Management Team Provides Input to Engagement Results and Clears the
Proposed Rating

The AIC should prepare an Audit Report Presentation, for (with the audit team) the
CCA and the interna audit management on the Internal Audit Report of the scheme.
The presentation shall include the audit objectives and scope, recommended audit
engagement rating with the rationale, the engagement results — the key observations
and recommendations, the time and resources — planned and actual, and the lessons
learned as aresult of the audit.

The relevant CCA/audit management must review all applicable audit engagement
working papers. Once the CCA/audit management have reviewed and concurred with
the engagement results, the audit reports can be issued.
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FORM [IM-1
(Referred to in para 3.2.2)

Annual Plan of Inspection for the year

Sl. [Name of the |Periodicity of | When last | Proposed |No. of |No. of days
No.|Unit inspection inspected | dates of |working|for supervision
visit days
1]2 3 4 5 6 7
Duration Dates
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FORM [IM-3
(Referred to in para 3.2.4)

Government of India
Department of Atomic Energy
Internal Inspection Wing

C.SM Marg,
Mumbai - 400 001.
Ref. No.DAE/IIW/115: Date:
Subject: Internal Inspection of Accounts of (Name of the Unit)
for the year

The Internal Inspection of the accounts of your Unit is proposed to be conducted
from to The inspection party will be headed by an
Accounts officer and he will be assisted by one Assistant Accounts Officer and two
Assistant Accountants/ UDCs.

A list of records to be examined during internal audit is enclosed. These records may
please be kept ready and made available promptly to the inspection party on the day
of itsarrival. In addition the party will conduct a detailed check of accounts records
of one month which will be advised to you by the Assistant Accounts Officer in
charge of the inspection party on the day of hisarrival.

Kindly acknowledge the receipt.

Accounts Officer

Encl:aa

The Head of the Unit.
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FORM |IM-4
(Referred to in para 3.5.2)

Allotment of duties during Internal Inspection of

Name & Designation:

Sl. No. | Duties Allotted | No of records verified No of observations made

Accounts Officer
(Inspection)

Certified that the duties alotted to me as above have been duly discharged by me
effectively

Member of the
Inspection Party

Accounts Officer
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FORM |IM-5
(Referred to in para 3.9.2)

Information sheet of the Inspection Report on the accounts of

for the period

Camp:

Date:

No. of Bills checked (for the selected month):

(a
(b)
(©
(d)
(€)
(f)

Pay Bills

T.A. Bills

Contingent Bills

Other Miscellaneous Bills
Works Bills

Suppliers Bills.

No. of service books examined as per list attached

No. of Provident Fund accounts checked.

(&
(b)
(©)
(d)

(€)
(f)

(9)
(h)
(i)
1))
(k)
0]

(m)
(n)

Ledger accounts

Final payment cases

Advances and part-fina withdrawals.

Balances as specified in the monthly/annual statementsin respect of short
terms

advances have been checked and the figures furnished to the PAO were
found

correct/wrong

No. of pension cases checked

Names of officers dueto retire within next 5 years whose service books
were checked

Paras which merit inclusion in the list of serious financial irregularities
Paras in which cash recoveries suggested

Paras in which any embezzlement detected

No. of preliminary objection memoranda issued.

No. of objections settled on the spot

General remarks whether the state of maintenance of accounts is
satisfactory or not

Actua date of submission of the report

Difficulties experienced during inspection, if any, as per statement
attached

Accounts Officer (Inspection)

Countersigned

Deputy Controller of Accounts
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FORM |IM-6
(Referred to in para 3.7.4)

INSPECTION REPORT FOR THE YEAR

Unit Inspected :
Time taken for Inspection :

Overall charge of the Pay &
Accounting Unit :

Accounts Officer operating
Letter of Credit/Bank Account :

Overall supervision of the
Inspection Party :

Members of the Inspection Team
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Annexure-|
(Referred to in ParaNo. 1.2.1)

ORGANISATIONAL CHART OF
PRINCIPAL ACCOUNTS OFFICE AND THE INTERNAL INSPECTION WING OF THE

DEPARTMENT OF ATOMIC ENERGY
MUMBAI

SECRETARY
(Chief Accounting Authority)

Additional Secretary

Chief Controller of
Accounts

Jt. Controller (F&A)

Deputy Controller of Accounts
(Internal Inspection Wing)

Accounts Accounts Accounts Accounts Officer
Officer (HQ) Officer (HQ) Officer (HQ) (Br.Office, Hyd.,)
A.A.O A.A.O A.A.O A.A.O
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(Referred to in ParaNo0.1.2.1)

Annexure-1|

SANCTIONED STRENGTH FOR THE INTERNAL INSPECTION WING

Sl.No. Category of post and scale of pay No. of post

1 J. Controller (Finance & Accounts) 1

Rs.15600-39100 + G.Pay Rs.7600/-
2 Deputy Controller of Accounts

Rs.15600-39100 + G.Pay Rs.6600/- 1
3 Accounts Officer

Rs.9300-34800 + G.Pay Rs.4800/- 4
4 Assistant Accounts Officer

Rs.9300-34800 + G.Pay Rs.4600/- 5
5 Assistant Accountant

Rs.9300-34800 + G.Pay Rs.4200/- 5
6 Personal Assistant

Rs.9300-34800 + G.Pay Rs.4200/- 1
7 Stenographer

Rs.9300-34800 + G.Pay Rs.2400/- 1
8 Upper Division Clerk

Rs.9300-34800 + G.Pay Rs.2400/- 1

Total Srength 19
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Annexure-l 1]

(Referred to in para 1.2.1)
FLOW CHART OF ACCOUNTSIN

THE DEPARTMENT OF ATOMIC ENERGY

CHIEF CONTROLLER OF ACCOUNTS

PRINCIPAL ACCOUNTS OFFICE

Pay & Accounts Offices Drawing & Disbursing
Offices

. PAO, DAE, Mumbai

. PAO, BARC, Mumbai

. PAO, DPS, Mumbai

. PAO, DCS & E Mumbai

. PAO, HWB, Mumbai

. PAO, AERB, Mumbai

. PAO, BRIT, Mumbai

. PAO, HWP, Kota

OO INO|IOIAW|N|F

. PAO, HWP, Baroda

10. PAO, HWP, Tuticorin

11. PAO, HWP, Talcher

12. PAO, HWPR, Manuguru RPUM, Hyderabad

13. PAO, IGCAR,
K al pakkam

14.PAO, BARCEF, Kalpakkam

15.PAO, GSO, Kalpakkam

16. PAO, MRAU, Chennai

17. PAO, PREFRE, Tarapur

18. PAO, RRCAT, Indore

19. PAO, VECC, Kolkata

20. PAO, NFC, Hyderabad NFC, Pazhayakayal

21. PAO, AMD, Hyderabad AMD, Shillong
AMD, Nagpur
AMD, Jamshedpur
AMD, Jaipur
AMD, New Delhi
AMD, Bangalore

22. RMP, Mysore
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Annexure IV

(Referred to in Para No. 1.3.1)
ACCOUNTING UNITS WITHIN
THE JURISDICTION OF INTERNAL INSPECTION

(A) PAY & ACCOUNTS OFFICES

1. Pay & Accounts Office,Department |12. Pay & Accounts Office,
of Atomic Energy,Anushakti Bhabha Atomic Research Centre,
Bhavan,C SM Marg, Central Complex, Trombay,
Mumbai 400 001. Mumbai 400 085.
2. Pay & Accounts Office, 13. Pay & Accounts Office,
Heavy Water Board, Vikram Nuclear Fuel Complex,
Sarabhai Bhavan, Anushakti Nagar, P O ECIL, Hyderabad 500 062.
Mumbai 400 094
3. Pay & Accounts Office, 14. Pay & Accounts Office,
Directorate of Purchase & Stores Atomic Minerals Directorate for
Vikram Sarabhai Bhavan, Exploration & Research 1-10-153/156
Anushakti Nagar, Mumbai 400 094. Begumpet, Hyderabad — 500 016
4. Pay & Accounts Office, 15. Pay & Accounts Office, General
Heavy Water Plant Baroda, Services Organisation, P O DAE,
P.O. Fertilizer Nagar, Township, Kalpakkam, Dist.
Baroda — 391750(Gujarat). Kancheepuram -603 102(TN)
5. Pay & Accounts Office, 16. Pay & Accounts Office
Heavy Water Plant Kota, Raja Ramanna Centre for Advance
P O Anushakti, Technology, PO CAT,
Kota — 323 303 (Rajasthan) Indore 452 013 (MP)
6. Pay & Accounts Office 17. Pay & Accounts Office, Heavy Water
Heavy Water Plant Tuticorin, Plant (Manuguru), Aswapuram,
P.O. HWP Colony, Muthiapuram, PO:Goutaminagar District: Khammam
Tuticorin — 628 007 (TN) Pin code : 507 116
7. Pay & Accounts Office Heavy Water |18. Pay & Accounts Office, Board of
Plant Talcher, PO Vikrampur, Radiation & Isotope Technology,
Dist. Angul — 759 106 (Orissa), BARC/BRIT Vashi Complex,
Opp: APMC Fruit market, Sector 20,
Vashi, Navi Mumbai — 400 705
8. Pay & Accounts Office, 19. Pay & Accounts Office, Directorate
Indira Gandhi Centre for Atomic of Construction, Services and Estate
Research, P O Kalpakkam, Management, V S Bhavan, Anushakti
Dis.Kancheepuram - 603 102 (TN) Nagar, Mumbai — 400 094.
9. Pay & Accounts Office, 20. Pay & Accounts Office,
Atomic Energy Regulatory Board, Bhabha Atomic Research Centre
Nimayak Bhavan, V N Purav Marg, (Fecilities), Dist. Kancheepuram
Anushakti Nagar, Mumbai — 400 094 Kapakkam 603 102 Tamil Nadu
10. Pay & Accounts Office, 21. Pay & Accounts Officer, PREFRE,
Variable Energy Cyclotron Centre, Bhabha Atomic Research Centre,
Sector 1, block AF, Bidhan Nagar, Via. Boisar, Dist Thane,
Kolkata — 700 064. Tal. Palghar, Tarapur 401 502,
Maharashtra
11. Pay & Accounts Office, Madras 22. Pay & Accounts Office,

Regiona Purchase Unit, Shastri
Bhavan, 6" floor, B Wing,
4, Haddows Road, Chennai 600 006

Rare Materials Plant, Hunsur Road,
PB 1, Yelwal P.O., Mysore 571 130
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(A)

CHEQUE DRAWING DDOs/SUB PAY OFFICES.

1. Sub-Pay Office, 6. Sub-Pay Office,

Atomic Minerals Directorate for Atomic Mineras Directorate for
Exploration & Research, Exploration & Research( SR),
(NE Region) AMD Complex, Nagarabhavi, Bangalore — 560 072.
G S Road, P O Assam Rifles,

Shillong — 793 011.

2. Sub-Pay Office, 7. Sr. Accounts Officer, Hyderabad
Atomic Minerals Directorate for Regiona Purchase Unit,
Exploration & Research(CR), 4" Floor,Shyam Towers, 1-7-27,
AMD Complex, Civil Lines, “B” Block, S.D. Road,

Nagpur — 440 001. Secundarabad 500 003.
3. Sub-Pay Office, 8.  Sr. Accounts Officer,
Atomic Minerals Directorate for Nuclear Fuel Complex,
Exploration & Research(NR), Zirconium Complex (Unit of NFC),
West Block VII, R K Puram, Hyderabad) DAE,
New Delhi — 110 066. Tuticorin/Tiruchendur Highway,

4. Sub-Pay Office, Pazhayakayal, Sri Vaikundam,

Atomic Minerals Directorate for Taluk. Tuticorin — 628 007.
Exploration & Research(WR),
AMD Complex, Sector —5
Extension, Pratap Nagar, Sanganer,
Jaipur — 303 906.

5. Sub-Pay Office,

Atomic Minerals Directorate for
Exploration & Research(ER),
AMD Complex , Khasmahal,
PO: Tata Nagar,
Jamshedpur 831 002

(A) Listof Aided Institutes.

1.  Accounts Officer, 5 Accounts Officer,Ingtitute of Plasma
Tata Institute of Fundamental Research,Near Indira Bridge,Bhat,
Research, Homi Bhabha Road, Gandhi Nagar —382428.

Colaba, Mumbai 400 005

2. Accounts Officer, 6. Accounts Officer,Harish-Chandra
Tata Memorial Centre, Research Institute,Chhatnag
Dr. Ernest Borges Mart, Raod,Jhusi, Allahabad — 211 019.
Parel, Mumbai 400 012.

3 Accounts Officer,Shah Institute of | 7 Accounts Officer,Institute of
Nuclear Physics,Sec-1, Mathematical Sciences,C.1.T.
Block AF,Bidhan Nagar, Campus, Taramani,

Kolkata 700 064 Chennai — 600 113.

4. Accounts Officer,Institute of 8  Accounts Officer,Atomic Energy
Physics,Sachivalaya Marg, Education Society,Anushakti
P O Sainik School, Nagar, Mumbai 400 094.
Bhubaneswar 751 005.

9  Finance Officer, National Institute of
Science Education & Research,
Institute of Physics Campus,
P.O:Sainik Schooal,

Bhubaneswar -751 005
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Annexure -V

(Referred to in para 2.4.1)
Government of India
Department of Atomic Energy

C SM Marg,
Bombay — 400 039.

No.PrAO/Control/2/1(76)/78-79/946 December 2/4, 1978
Sub : - Clearance of cases by the Internal Financial Adviser.

Inthis Department, thefunction of the Internal Financial Adviser of rendering financial
advicewithinthefield of financial powersdelegated tothe Department, isperformed
by Joint Secretarys/ Addl. Secretary as per the allocation of work. For exercise of
financial powers beyond the delegated field, the cases have to be submitted to the
Member (Finance) of the Atomic Energy Commission, who is also the Secretary
(Finance) for this Department.

All cases having financial implicationswill require clearance from the | FA concerned,
and the sanctions/orders issued by the Department  should indicate in the sanction/
orders itself that the same is issued in consultation with the concerned IFA. The
following is an illustrative list of such cases.

(i)  Creation of new posts or conversion of temporary posts into permanent ones.

(if)  Issue of grants or loans to aided institutions.

(iii) Proposals for enhancing of equity capital or sanction of loans to the Public
Sector Undertakings.

(iv) Proposalsfor re-appropriation of funds from one primary unit of appropriation
to another.

(v)  Security of proposals for re-delegation of powers to constituent units or other
subordinate authorities.

(vi) Special sanctionsto incur contingent expenditurein casesreferred to Department
of Atomic Energy, being beyond the powers of the Heads of Departments/Units.

(vii) Proposalsto incur expenditure out of Contingency Fund of India.

(viii) Purchase of vehicles.

The IFA concerned may take the assistance of the Principal Accounts Office in the
performance of this function.

The above instructions should be followed strictly by all concerned.

Sd/-
(H N Sethna)
Secretary to the Govt. of India.

To al officersin the Secretariat.
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Annexure —-V-A

(Referred to in para 2.4.1)
Government of India
Department of Atomic Energy
Principal Accounts Office

C SM Marg,

Bombay — 400 039.

No.PR.AO/Control/2/1(76)/78-79/1021 Dec. 26, 1978
CIRCULAR

Under the organizational set-up of the constituent units of the Department, the
Heads of Accounting formations in the major Units, designated as Internal Financial
Advisors/Finance & Accounts Officers, also perform the function of rendering financial
adviceto the Heads of Unitswithin thefield of financial powers delegated to them. In
small Units also, the Officer-in-Charge of accounting Unit has to perform internal
financial advice functions though his designation does not specifically indicate this.
With the considerable enhancement in the powers exercised by the Heads of Units
under the Delegation of Financial Power Rules and service rules, the need has been
felt to prescribethe areasin which the Internal Financial Advisors/Finance & Accounts
Officers and other officersin charge of Accounting Unit should be associate in order
to ensure effective working of theinternal finance system inthe Units. Accordingly, it
has been decided that the Internal Financial Advisor/Finance & Accounts Officer’'s
financial advice should be obtained in all cases having financial implications and
sanctions/orders issued within the delegated field of the Unit should indicate that the
same is issued in consultation with Internal Financial Advisor/Finance & Accounts
Officer. Thefollowing isanillustrative list of matters requiring advice/consultation
with Internal Financial Advisor/Finance & Accounts Officer :

(i)  Preparation and scrutiny of the budget of the Unit in accordance with the
prescribed procedures and instructions.

(ii) Periodical review of expenditure for the purpose of budgetary control.

(iii) Monitoring of liabilities and commitments to facilitate realistic preparation of
budget estimates, watching of debitsfor expenditureincurred outside the account
circle, and timely surrender of anticipated savings.

(iv) Proposals for supplementary Demands of re-appropriations.

(v) Proposalsfor creation of postswith special reference to ordersissued regarding
economy of expenditure.

(vi) Formulation of Schemes from theinitial stage and Screening of all expenditure
proposals.

(vii) Project monitoring, with special reference to periodical evaluation of progress/
performance, and use of the results of evaluation in budget formulation.

(viii) Settlement of statutory and internal audit objections Inspection Reports and
draft audit paragraphs et-cetra.

(ix) Exerciseof financial powers delegated to the Heads of Units, and re-delegation
thereof to subordinate authorities.

(x) Processing of applications for premature repayment from Additional D.A.
Deposit Account, in the light of Ministry of Finance's directive issued on the
subject.
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(xi) Reference to the DAE for all matters involving financial impact, or seeking
clarification regarding interpretation of financial or service rules.

2. The above duties of internal financial advice are exclusive to their duties
regarding pre audit and payment of bills and maintenance and submission of
Accounts as well as the prescribed returns relating thereto.

3. Theaboveinstructions may be implemented with immediate effect and receipt
of this circular acknowledged.

<d/-
( M. Panchappa)
Additional Secretary.

To
All Heads of Units.
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Annexure -V-B

(Referred to in para 2.4.1)
Government of India
Department of Atomic Energy

CSM Marg,
Bombay — 400 039

No.PrAO/Control/2/1(76)/78-79/228 May 31, 1979

Sub : Clearance of cases by Internal
Financial Adviser.

A reference is invited to Circular No.PrAO/Control/2/1/(76)/78-79/1021 dit.
December 26, 1978 on the above subject.

Intheinterest of speedy disposal of routinework it has been decided to dispense
with clearance by IFA/FAO in certain mattersinvolving exercise of powers delegated
to Heads of Departments and Heads of Offices. Accordingly the items listed in Sr.
No. (vi) and (ix) in para 1 of the above mentioned circular may be substituted by the
following:

Sr. No.: (vi) - Formulation of Schemes from initial stage and screening of all
expenditure proposals connected therewith.

Sr. No.: (ix) - Exercise of powers delegated to Heads of Units and their
subordinate officers, except all the powers exercised by Heads
of officers and those of the head of Department as are listed in the
Annexure.

Receipt of this Circular may please be acknowledged.

Sd/-
(M Panchappa)
Additional Secretary

To

All Heads of Units.
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ANNEXURE

Powers under Exercise of Financial Powers
(DAE) Rules 1978, Contingent expenditure on:

i)
i)
iii)
iv)
v)
Vi)
vii)
viii)
iX)
X)
Xi)
Xii)
Xiil)
Xiv)

XV)
XVi)

Purchase of bicycle

Conveyance Hire

Electricity, Gas & Water charges

Hire and repairs to furniture & fixtures.
Freight charges

Municipal Rates & Taxes

Petty works & Repairs

Postal & Telegraph Charges.

Rent of Office accommodation

Repairs and maintenance of Motor Vehicles.
Staff paid from contingencies

Telephone & Telex Charges

Purchase of stationery and stores including
Typewriters and cal culating machines
Purchase of Uniforms, badges etc.

Printing & Binding

Washing Allowance

All powers delegated to Heads of Department under
FR's, SR’s and L eave Rules except the following :

i) Compulsory retirement under FR 56.

i) Fixation of pay of re-employed Govt. servants.

iii) Reducing officiating pay of Govt. servants under FR 35.

iv) Sanction for payment of honorarium under FR 46.

V) Sanctioning the undertaking of awork for which ‘feg’ is
payable and acceptance thereof under SR 11.

Vi) Sanctioning transfer on foreign service in India and fixation
of pay in foreign service.

Vii) Declaring who shall be controlling officers (SR 191)

viii) Making rules for guidance of controlling officers.

Powers under GPF/CPF Rules :

i) Sanction advances for specia reasons ( Rules 12(2) of GPF

i)

Rules/Rules 13(2) of CPF Rules)
Sanction of withdrawals from Provident Fund.
(Rules 15 of GPF Rules/Rule 16 of CPF Rules)
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(Referred to in Para 2.4.2)
ACCOUNTING ARRANGEMENTSIN THE DEPARTMENT OF
ATOMIC ENERGY

Annexure- VI

SI.No.| Pay and Accounts Offices |Sub-Pay Offices Officer supervising the
rendering compiled rendering compiled Payment and Accounting
accounts to Principal accounts with vouchers to|arrangements of Pay &
Accounts Office Pay & Accounts Office  |Accounts Officer

mentioned in col.(2) mentioned in col.(2) &
Sub-Pay officers
mentioned in col.(3)

1 2 3 4

1. |Pay & Accounts Office — Dy.Controller of
Department of Atomic AccountsDepartment of
Energy, Mumbai Atomic Energy

2 |Pay & Accounts — Internal Financial Advisor
OfficeBARC, Mumbai BARC, Mumbai

3 |Pay & Accounts Internal Financial Advisor
OfficeDPS, Mumbai — DPS, Mumbai

4 | Pay & Accounts Joint Controller
OfficeDCS & EM, — (F&A),DCS & EM,
Mumbai Mumbai

5 |Pay & Accounts — Internal Financia Advisor
OfficeHeavy Water Board, HWB, Mumbai
Mumbai

6 |Pay & Accounts -do-
OfficeHeavy Water Plant, —
Kota

7 |Pay & Accounts -do-
OfficeHeavy Water Plant, —
Baroda

8 |Pay & Accounts -do-
OfficeHeavy Water Plant, —
Tuticorin

9 |Pay & Accounts — -do-
OfficeHeavy Water Plant,
Talcher

10 |Pay & Accounts DDO, RPU(M) , -do-
OfficeHeavy Water Plant, |Hyderabad
Manuguru

11 |Pay & Accounts Dy.Controller of
OfficeAERB, Mumbai — AccountsAERB, Mumbai

12 |Pay & Accounts Dy. Controller of
OfficeBRIT, Mumbai AccountsBRIT, Mumbai

13 |Pay & Accounts — Joint Controller (F&A),
Officel GCAR, Kalpakkam IGCAR,Kalpakkam

14 |Pay & Accounts Internal Financial
OfficeBARCF, Kalpakkan — Advisor BARC, Mumbai

15 |Pay & Accounts Joint Controller (F&A),

OfficeGSO, Kalpakkam

IGCAR, Kalpakkam
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16

Pay & Accounts
OfficeMRAU, Chennai

Internal Financial
Advisor DPS, Mumbai

17

Pay & Accounts
OfficePREFRE, Tarapur

Internal Financial
Advisor BARC, Mumbai

18

Pay & Accounts
OfficeRRCAT, Indore

Joint Controller (F&A),
RRCAT, Indore

19

Pay & Accounts
OfficeVECC, Kolkata

Dy.Controller of
AccountsVECC, Kolkata

20

Pay & Accounts
OfficeNFC, Hyderabad

DDO, NFC,
Pazhayakayal

Joint Controller (F&A),
NFC, Hyderabad

21

Pay & Accounts
OfficeAMD, Hyderabad

SPO, AMDER, Shillong

SPO, AMDER, Nagpur
SPO, AMDER,
Jamshedpur

SPO, AMDER, Jaipur
SPO, AMDER, New
Delhi

SPO, AMDER, Bangalore

J.Controller (F& A)
AMDER, Hyderabad
-do-
-do-

-do-
-do-

-do-

22

Pay & Accounts
Office, RMP, Mysore

Internal Financial
Advisor,BARC,Mumbai.
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Annexure - VII

(Referred to in para 2.4.6)
Government of India
Ministry of Works Housing & Supply

No.Pur-1(63)

New Delhi, the 19" March 1956.

Office Memorandum

Sub - Procurement of storesrequired by the
Department of Atomic Energy.

It has been decided by the Government of Indiathat the Department of Atomic Energy
should betreated on the samefooting as a statutory authority in the matter of purchase
of stores. It will consequently not be obligatory for that Department to utilize the
services of the Director General of Supplies and Disposals for making purchase of its
reguirements of stores, although it will of course be welcome to do so.

It issuggested for the consideration of the Department of Atomic Energy that purchase
of items for which rate/running contracts have been entered into by the Director
General, Supplies and Disposals be made by operating upon such rate/running
contracts. It is also suggested that close liaison be established with the Directorate
General of Supplies and Disposals so as to ensure that the various government
departments do not go in for competitive bidding against each other for their
regquirements of common user items.

<Sd/-
L.SSUNDARA RAJAN
Deputy Secretary to the Government of India

To

Department of Atomic Energy(Shri N K Dravid)

The Director General, Supplies & Disposals, New Delhi

Copy forwarded to the Ministry of Finance(Supply Branch) together with 10spare
copies for communication to Finance Pay & Accounts & Audit Officers,

Guard File.

Sd/-
JSMONGIA
Under Secretary to the Government of India

Original in file N0.42/1/55-Tech.ll
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Annexure- VII|I

(Referred to in Para 2.4.7)
Government of India
Department of Atomic Energy

Anushakti Bhavan
C.SM. Marg
Mumbai — 400 001

No0.7/4(1)/98-SUS/Vol.111/4212 May 31, 2006

OFFICE MEMORANDUM
Sub : Works Procedure

The Works Procedure in vogue Civil Engineering Units of the Department was
issued in 1982 and this was being following in respect of civil works being
carried out in conjunction with the CPWD Manual/Codes. Financial Powers
were delegated by the Department from time to time to the Chief Engineers/
Officer-in-charge of the Projects/Boards for awarding contracts for civil works.
Duringthelast few years, alarge number of civil worksfor various DAE projects
have been under execution and several organizational changes havetaken place
with regard to the agencies responsible for execution of civil and allied works.
Further, the cost of the civil works has considerably increased during the recent
years necessitating a review of the delegation of financial powers to the Chief
EngineersEngineers-in-Charge of the Projects etc. and to vest them with
increased powersto enablethem to execute the works under their charge speedily
and smooathly.

Taking all these factorsinto consideration, ameeting of all the Chief Engineers
(Civil) of the Department was convened on May 11, 2001 to review the existing
Works Procedure and suggest changes therein to facilitate standardization of
the Works Procedure. Based on recommendations emerged in the said meeting
vis-arvis the existing powers and the equivalent delegations available in the
CPWD, the President is pleased to prescribe, in supersession of all the earlier
orders on the subject, a revised Works Procedure as shown in Annexures —
(i) to (iii) to be followed by all the DAE Units (including Aided Institutions) in
respect of all civil works undertaken by or for them. The powers for executing
the civil engineering works of the Department will be exercised by the various
Engineers of the Department/Projects as given in Annexure (ii) & (iii). The
enhanced delegation of powers may be exercised subject to certain financial
controls as obtaining in the CPWD and as indicated below :-

In CPWD, tenders invited by the engineering officials at various levels are
accepted only in consultation with thelocal Accountsor Finance Representative
in order to ensure that conditions given in the tenders are evaluated correctly.
In the Civil Engineering Divisions of the DAE also al tenders are invariably
evaluated and accepted in consultation with the Associated Accounts and Finance
Officer. This procedure should be followed by all Units.

Itisbeing ensured inthe CPWD that the overall cost of al departmental materials
issued to the contractor isestimated precisely. Effortsare madeto seethat such
acost is not overestimated so asto being the net cost of work within the powers
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i)

iv)

v)

of the Chief Engineer which have now been enhanced from Rs.60 lakh to Rs.1
crore. Thisprocedure should beinvariably followed by all the civil engineering
units of the Department.

Even though the Chief Engineer in CPWD is empowered to split up a particular
civil work costing more than Rs.1 crore into various sub-heads for proper
execution of the total work, approval of an authority higher than the Chief
Engineer is necessary irrespective of the fact that the value of tender in respect
of such split up portion islessthan Rs.1 crore. Such a system has been devised
to ensure that works are not split up in order to bring them within the powers of
thetender accepting authority. It isabsolutely essential to follow this mechanism
in the Civil Engineering Divisions of the Department also.

In cases where the quoted rates are far above the estimated rates given in the
Tender Notice, the Engineer-in-charge in CPWD has to work out the current
market rate in respect of the tender asawhole. If the quoted rate is more than
10% of the market rate thus assessed by the Engineer-in-Charge, approval of an
authority higher than the Chief Engineer is required even though the value of
the tender is within the competence of the Chief Engineer. Such a mechanism
has been provided to guard against the tendency of the tenderersto form aring
thereby getting the contract at an unreasonably higher rate. The same systemis
to be followed in the Civil Engineering Divisions of the Department as well.

Inthecaseof award of contract without call of tendersor by ab-initio negotiations,
full reasons are to be recorded by the approving authority to CPWD, who hasto
guard against contractor’s tendency to quote unjustifiably high rates. It has
been prescribed in CPWD that as anormal rule, contracts should be placed only
after invitation of open tenders. Cases for award of civil contracts without call
of tenders should be comparatively infrequent, there should be very special
reasons, and those too in public interest, for making an exception to the general
rules. This practice should be invariably followed in the Department.

Inthe event of disagreement inthe Tender Committee, the matter will bereferred
for adecision to the Secretary, DAE.

Subject to the observance of the special procedure detailed in the Annexures,
the provisions contained inthe Central Public Works Department Manual, the
Central Public Works Accounts Code and other relevant codes shall also be
followed mutatis mutandis. The powers vested in the Ministry of Works and
Housing will be deemed to be vested in the Department in relation to the works
of the Department unless repugnant to the context.

The person who has been delegated the powers of Chief Engineer of a Unit will
decide the extent of financial powers that should be delegated to officers under
his control wherever necessary.

The Chief Engineer will exercise his powers with the concurrence of IFA/
JC(F&A) only. While the Superintending Engineer can exercise his powers
with the concurrence of DCA or SAO/AO, the Executive Engineer will exercise
his powers with the concurrence of SAO/AO or AAQ.

For works costing less than Rs.2 lakes, there is no need for press advertisement,
but maximum publicity should be given through Department’s website and all
local DAE Units. All tenders exceeding the value of Rs. 2 lakes are to be
published through press as per procedure prescribed in Appendix-I. For Works
of sensitive nature, approval of Head of the Unit should be taken for exemption
of publishing tender documents or notice on website.
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Director, DCS & EM, who has been notified as the Nodal Officer in the
Department to co-ordinate with CPWD for updating the changesthat are carried
out in CPWD Manual/Code, shall, whenever necessary, propose changes to the
Works Procedure, in accordance with the amendment to CPWD Manual/Code
as is applicable to this Department. Changes in the Works Procedure shall be
effected by the Department in consultation with/approval of Member for Finance,
AEC.

These orders take effect from the date of issue.

Sd/
M. Venugopalan
Officer on Special Duty
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Annexure-(i)

WORKS PROCEDURE

Sl.No.

Subject

Revised procedure

Approval of Tendersin
excess of powers
delegated to Chief
Engineer

Tendersfor works, whose valueisin excess of the
powers delegated to the Chief Engineer, i.e.
exceeding Rs.1.00 crore, will be approved by the
appropriate Tender Committee. Alsotenderswhich
the Chief Engineer cannot accept dueto stipulation
by contractors of deviations from the General
Conditions of Contract will be referred to the
Tender Committee

For works to be executed by the constituent units,
tenders for works exceeding value of 1.00 crore
and unto Rs.2 crore will have to be scrutinized by
the Tender Committee and approved by the Head
of Department.

For works to be executed for BARC, tenders for
worksexceeding avalue of Rs.2.00 crore and unto
3 crore will be approved by Director, BARC. In
respect of other units excluding DCS& EM, these
tenders will be approved by the Head of
Department on the basis of the recommendation
of the Board/Council after due consideration of
the proposals by the Tender Committee. Tenders
for works exceeding a value of Rs.1 crore and
unto Rs.2 crore executed by DCS & EM will be
approved by Director, DCS & EM, based on the
recommendations of a Committee constituted for
the purpose. Tendersfor works exceeding avalue
of Rs.2 crore executed by DCS & EM will haveto
be approved by the DAE based on the
recommendations of the Tender Committee. For
AIDED Institutions the same to be approved by
HOD on the recommendations of Board/Council.

DCS & EM, in addition, executes works for other
external agencies. In such cases, the Tender
Committee’sformulations are as per the provisions
of MoU. In such cases the powers of Director,
DCS & EM shall be governed by the provisions of
MoU which shall have prior approva of DAE on
cases to case basis.

Note : (i) In case the tender proposas involve
unusual conditions which are at variance with the
General conditions of contract, formal approval
of the Government should be obtained as per the
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practice in CPWD.

(i) Approval of tender for works (through
Open Tender) exceeding value of Rs. 3
crore and Rs.1 crore in respect of Single
Tender relating to al the units require
consultation with JS(F).

Registration of Contractors

In case of CPWD vide Section 17.10b
tender schedules are to be issued to the
contractors who satisfy the eligibility
criteria spelt out in the NIT irrespective
of the fact that they are registered
contractor or otherwise and henceitisfelt
that adoption of the registration system
now will not serve any useful purpose.
Henceregistrationin DAE isnot required.
However, all Unitsshould ensurethat NIT
are issued to all the prospective bidders
who qualify prequalification criteria
indicated in NIT and approach for NIT.

i)

Call of Public Tenders

Please see Appendix-I for Detailed
procedure regarding preparation of Tender
documents, call of tenders, receipt and
opening of tenders etc.

iv)

Schedule of Rates

Every CED should prepare an up to date
Schedule of Ratesin March/April of every
year to facilitate preparation of estimates
for civil works on aredlistic basis. The
Schedule of Rates will vary according to
the locality or district in which the works
are executed and may generally be based
on the Schedul e of Rates adopted by State
and Central Public Works Department for
that district but modified to the extent
necessary to take into account the
specialized nature of works executed by
DAE.

Note : 1 — For the sake of uniformity
such Schedule of Rates should be
prepared by a common committee
representing different unitsin each region.
The feasibility of preparing Schedule of
Rates for different regions may be
examined by HOD.

2 — The provisions of para 31 and 32 of
Section 4 of CPWD Manual isto be kept
inview. The Chief Engineer should also
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maintain cost indices for each district
so as to bring the schedules of rates at
par with the prevailing market
conditions.

V) Initial payment advanceto | Asindicated in Section 31 — Advance
the contractors payment — CPWD Works Manual 2003

(copy placed at Appendix-I11).
Vi) Tenders for large Civil Procedure as indicated in Appendix-I

Works

shall be followed. In two bid system
the tenderers may be asked to submit
the tendersin two partsin two separate
sealed envelops — part-l containing the
conditions stipulated by the tender and
part-2 containing the tender price and
the price Schedule of quantities and
rates. Part-l will be opened first and its
financial implicationswill be evaluated
before part-2 of the tender is opened.
This will simplify the evaluation of
tender and will leave no scope to the
tenderers to amend or modify their
conditions after knowing the offers of
other tenderers.
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Annexure -(ii)

POWER OF CHIEF ENGINEERS IN WORKS MATTERS

Sl.No.| Nature of Powers Extent of Powers Delegated
1 Acceptance of lowest | Rs.1 crorewithout the prior approval of the Tender
tender Committee.
2 Award of work by | Since the Central Vigilance Commission has
acceptance of atender | banned post tender negotiations with tenderers
other than the lowest. | other than Lowest Tenderer (L-1), action should
be taken for retendering in a transparent and fair
manner by calling for limited or short noticetender
if sojustified in the interest of work and decision
taken to award work to the lowest tenderer.Two
part tendering (techno-commercial) system may be
followed, wherever possible so that proper
assessment of offersis made before award of work
order.
3(i) | Awardof work without | Rs.6 lakh without the prior approval of the Tender

call of tenders Committee.Note : Full reasons should be recorded
by the approving authority who should guard
against contractors holding out for unjustifiable
high rates. Asanormal rule contracts should be
placed only after inviting open tenders. Casesfor
award of works without call of tenders should be
comparatively infrequent and should be resorted
to only when there are very special reasons for
making an exception to the general rule and in
public interest.

3(ii) | Award of work by | Rs.10 lakh without prior approval

negotiation ab-initio

after in fructuous call

of tender or with afirm

which has not quoted

for the execution for

remaining work after

the recession of a

contract.

4 Award of increased | Full powers provided expenditure sanction for the
additional quantities |item/work does not exceed the permissible
against tender rates | limit.Note : It may be ensured that the procedure
already accepted. laid down in Section 25 of CPWD Manual being

kept inview and theratesbeing in conformity with
the accepted schedule of rates.

5 | Acceptance of Rs.50 lakh without prior approval.

Single Tender
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Award of work by acceptance
of single tender submitted by
PSUs

No need to maintain distinction between
public undertakings and others.

Accord of sanction to extra/
substituted items

Full powers provided expenditure sanction
for the item/work do not exceed the
permissible limit.Note : (i) Subject to the
powers being exercised for technical
reasons only

(ii) scale of accommodation and furniture
sanctioned by the higher authority should
not be exceeded.

Grant of extension of timefor
completion of work.

Full powers for all works for which
contracts were approved by him.

Accord of Technical sanction
for detailed estimates.

Full powers provided financial sanction for
item/work is not exceed beyond the
permissible limit.Note : The delegation
of power is subject restrictions &
provisionsof ordersissued by the Ministry
of Finance from time to time. In this
context, instructionscontainedin Ministry
of Finance OM No.F-10(2)(Co-ord)/77
dated 20.01.1978 should be kept in view.

10

To pass excess over estimates

An officer may pass excess over estimate
provided the excess cases isnot more than
10% of the amount sanctioned and in all
such cases, where the excess to be
sanctioned makesthetotal estimate exceed
the amount unto which heis empowered to
sanction, same shall be reported to his next
higher authority which has to satisfy itself
about the propriety of excess sanctioned.

11

To write off of losses

(a) of stores due to theft,
frauds or negligence of
individuals (Under para
158 (b) of CPWD Code).

(b) of stores not due to theft,
fraud or negligence of
individuals (under para
158 (b) of CPWD Code).

Rs.25,000/-

12

Entertainment of work
charged establishment against
specified provision in the
technical sanction of thework.

Full powers provided the maximum of the
scale of pay does not exceed Rs.9000/-
(revised) and subject to the condition that
provision exist in the estimate.

13

Approval of Indents for
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equipments and stores
required for work.

(@) Plant & Machinery

(b) Spares

(c) Tools

(d) Other stores

Rs. 10,00,000
Rs. 50,000
Rs. 1,00,000
Rs. 2,00,000

Note : Subject to the condition that
provision exists in the sanctioned estimate
for plant, machinery, tools etc. and proper
record of all such items and account is
ensured.

14

Approval of indentsfor stores
of proprietary nature required
for the work

Rs. 10,00,000

Note : Subject to the condition that
provision exists in the sanctioned estimate
and proper record of al such items and
accounting is ensured.

15

Hire and issue of machinery
to contractors.

Full powers

Note : Subject to the provision in Section
11 of CPWD Manua being followed and
procedure for hire of equipment and
charges to be levied being laid down.
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Annexure -(iii)

POWER OF SE/EE IN WORKS MATTERS

Sl.No.| Nature of Designation of | Extent of powers delegated
powers officer
1. | Acceptance of |Supt. Engineer| Rs.40 lakh
lowest Tender |Exe. Engineer | Rs.05 lakh
2. | Award of work | Supt. Engineer| Since the Central Vigilance Commission
by acceptance |Exe. Engineer | has banned post tender negotiations with
of tender other tenderers other than Lowest Tenderer (L-
than the lowest. 1), action should be taken for retendering
inatransparent and fair manner by calling
for a limited or short notice tender if so
justified in the interest of work and
decision taken to award work to thelowest
tenderer. Two part tendering (techno-
commercial) system may be followed,
wherever possible so that proper
assessment of offersismake before award
of work.

3.(i) | Award of work |Supt. Engineer| Rs.1.00 lakhNote : Full reasons should
without call of be recorded by the approving authority
tenders who should guard against contractors

holding out for unjustifiable high rates. As
anormal rule contracts should be placed
only after inviting open tenders. Casesfor
award of works without call of tenders
should be comparatively in-frequent and
should beresorted to only when there are
very special reasons for making an
exception to the general ruleand in public
interest.

3.(ii) | Award of work |Supt. Engineer| Rs.4.00 lakh
by negotiation |Exe. Engineer | Rs.1.50 lakh
ab-initio after in
fructuous call
of tender or
with afirm
which has not
quoted for the
execution.

4. | Award of Supt. Engineer| Rs.25,000/-
increased Exe. Engineer | Rs.10,000/-
additional Note : The officers are allowed to award
quantities such quantities unto 20% of the quantities
against tender stipulated in the agreement in respect of
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rates already thework below the plinth level & unto 5%

accepted. in the case of work abovethe plinth level.
Beyond that limit their powers to award
such quantities shall be restricted to the
monetary limits mentioned above.

5. | Acceptance of | Supt. Engineer | Rs.15 lakh under his own authority
Single Tender | Exe. Engineer | Rs.1 lakh under his own authority.

6. | Award of work | Supt. Engineer | No need to maintain distinction between
by acceptance | Exe. Engineer | public undertakings and others.
of single tender
submitted by
PSUs

7. | Accord of Supt. Engineer | Rs.131akhin respect of both schedule and
sanction to extra| Exe. Engineer | non-schedule items.

[substituted Rs.2 lakh in respect of schedule and

items agreement. Inrespect of other cases, 25%
of the contract value subject to a ceiling
of Rs.15,000/-. Beyond this, sanction of
SE would be necessary.
Note : (i) Subject to the powers being
exercised for technical reasons only
(ii) Scale of accommodation and furniture
sanctioned by the higher authority should
not be exceeded.

8. | Grant of Supt. Engineer | Full powers for all works for which
extension of Exe. Engineer | contracts were approved by them,
timefor
completion of
work.

9. | Accord of Supt. Engineer | Rs.40.0 lakh
Technical Exe. Engineer | Rs.05.0 lakh
sanction for
detailed Note : Thedelegationof power issubject
estimate. to restrictions & provisions of orders

issued by the Ministry of Finance from
timeto time. In this context, instructions
contained in Ministry of Finance OM
No.F-10(2)(Co-ord)/77 dated 20.01.1978
should be kept in view.

10. | To pass excess | Supt. Engineer | An officer may pass excess over estimate
over estimates | Exe. Engineer | provided the excess cases isnot morethan

10% of the amount sanctioned and in all
such cases, where the excess to be
sanctioned makesthetotal estimate exceed
the amount unto which he is empowered
to sanction, same shall be reported to his
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next higher authority which hasto satisfy
itself about the propriety of excess
sanctioned.

11.

To write off of
losses

(a) Of stores
due to theft,
frauds or
negligence of
individuals
(Under para
158 (b) of
CPWD Code).

(b) Of stores
not due to theft,
fraud or
negligence of
individuals
(under para 158
(a) of CPWD
Code).

Supt. Engineer

Exe. Engineer

Rs.4000/-

Rs.4000/-

142




APPENDIX -1

Detailed Procedure regarding preparation of Tender documents,
Call of tenders, receipt and opening of Tender etc.

Description Reference of
CPWD Manual
2003
PREPARATION OF TENDER DOCUMENTS Section 15
1. | Beforetendersfor anitem rate works contracts are 15.1
invited a detailed estimate showing the quantities, | As per DAE works
rates and amounts of the various items of work and procedure

also the specifications to be adopted should be
prepared and Technical Sanction obtained. Thedraft
of the detailed estimate should be based on the
approved Architectural and structural drawings.

a) | Schedule of Rates: Every CED should prepare an
unto date SOR in March/April of every year to
facilitate preparation of estimates for civil works on
arealistic basis. The schedule of Rates will vary
according to thelocality or district to which theworks
are executed and may generally be based on the
Schedule of Rates adopted by State and Central
Public Works Department for that district but
modified to the extent necessary to take into account
the specialized nature of works executed by DAE.
b) | Note—1: For the sake of uniformity such Schedule
of Rates should be prepared by acommon committee
representing different units in each region. The
feasibility of preparing Schedule of Ratesfor different
regions may be examined by HOD.

¢) | Note—2: Theprovisionsof para31 and 32 of Section
4 of CPWD Manual isto be kept in view. The
Chief Engineer should also maintain cost indicesfor
each district so as to bring the schedules of rates at
par with the prevailing market conditions.

2. | Incase of worksfor which tenders are to be invited, 15.2.1.1
tender documents comprising the following should
be prepared and approved by an authority who is
empowered to approve the Notice Inviting Tenders
(NIT) before notice inviting tender is issued.

i) | Thenotice inviting tender.

ii) | The form of tender to be used along with a set of
conditions. Particular specifications and special
conditions should not be repetitive and in
contradiction with each other. Additional condition
to be decided by NIT approving authority and he
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i)

iv)
v)

Vi)

should be responsible for the same.

The schedule of quantities of work.

Schedul e of materialsif any to be supplied by the
Department

A set of drawings referred to in the schedule of
quantities of work.

Specification of the work to be done.

Theengineer responsiblefor preparation of Tender
documents should invariably date and initial

corrections, conditions and additions in the
Schedule of Quantities, Schedule of Material to
be issued and specifications and other essential
parts of contract documents and also date and
initial on pages of the tender documents
irrespective of the fact whether they contain or do
not contain any corrections or over writings etc.
The officer concerned should record the fact in
writing at the end of those pagesindividually.

15.2.1.2

i)
i)

Before approval of NIT, the following should be
ensured:

Availability of site, funds and approval of local
bodies to plants.

Confirmation that materials to be issued to the
contractor would be available.

Arrangement for issue of all theworking drawings
well in advance of actual requirement at site as
per the programme of construction.

Invitation of Tenders for Components Parts:

Number of packages for alarge component shall
be finalized and approved by the HOD.

Accord of technical sanction and call for tender
for component parts of the project, the amount
of which appears as a distinct sub-head in the
preliminary estimate will not amount to splitting
the work and can be dealt with by the respective
authorities as per powers delegated even if the
overall amount of the project may be beyond the
competence of any individual authority.

15.4.2

Composite Tenders

It has been decided that composite tenders shall
be called for works where the combined estimated
cost of different components put to tender exceeds
Rs. Ten crores only after the approval of HOD.

15.6.1
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i)

Call of Tenders:

As in CPWD for works costing upto Rs.2 lakh
need not be sent to the Press for Publication. For
works costing more than Rs.2 lakh shall invariably

be sent to Press for Publication and procedure as
below shall be followed :

For Works costing upto Rs.2 crores : Tender shall

be called preferably in 2 bids system. Financial
Bids of technical qualified agencies shall only be
opened.

For works costing over Rs.2 crores and unto Rs.5
crores: Tender shall be called essentialy in 2 bids
system. Financial Bids of technical qualified
agencies shall only be opened.

For works costing over Rs.5 crores: Tender shall be
issued only to agencies pre-qualified. Tender shall
be called essentially in 2 bids system.

Asper DAE works
Procedure

In addition to the above, tender noticesfor all public
tenders should also be put on the department’s
websiteindicating the entire document so asto enable
any agency to download from the website and fill up
the tender.In case of works of sensitive in nature
which are not supposed to have wide publicity, prior
approval of HOD shall be obtained for exemption
from putting the entire tender documents or Notice
in website. Note : As per CVC guidelines, the
exemption available for not putting the tender notice
on website is applicable to only sensitive/secret
procurement whether through public tender or a
limited one.

Suitable Pre-qualification criteria and brief
description of type of works should be clearly
indicated in NIT.

10.

EMD may be obtained separately along with
Financial bid, if approved by Chief Engineer.

11

Preparation of Notice Inviting Tenders:

All notice calling for tenders should bein the standard
form and be serially numbered aproper register being
maintained for the purpose. They should only be
issued after the authority competent to accept the
tender has approved the NIT papers.

15.7

12.

In case of lump-sum tenders the Divisional Officer
should see that detailed drawings and specifications
duly authenticated by the competent authority form
part of the noticeinviting tenders and that the cost of

158
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various items forming part of the sanctioned
estimate of the work is correctly assessed with
reference to the relevant schedule of rates or in
the case of non schedule items on the basis of
rates supported by detailed analysis therefore,
sanctioned by the competent authority.

13.

The NIT papers are very important documents
on which call of tenders and subsequent
agreements with the contractors are based. It is
therefore, very necessary that each page and the
correction slips as also other corrections and
modifications made in the NIT papers are
numbered and signed by the competent authority
in token of approval so that all chances of
tampering with such documents are avoided.
Mere approval on forwarding letters would not
serve the purpose. All corrections in the NITs
and pages of the NITs should be approved by
the Superintending Engineer/Chief Engineer.

159

14.

It will be the responsibility of the issuing
authority to see that all forms issued to tenderers
whether printed or otherwise, are clear, legible
and unambiguous. The schedule of quantities
attached to tender document other than Form
PWD 7 must also contain a column for the
“Amount” after the column “Rate” and the
contractor must calculate the amount of each item
and enter it in the column. The Contractor must
also total these amounts both by sub-head and give a
grand total in words and figures both.

15.10.1

15.

It will also be the duty of the issuing authority to
ensure that the tenders are issued to those
contractors who satisfy the eligibility criteria for
issue of tenders as inserted in the Press Notice.
He should properly scrutinize the applications
received for issue of tenders keeping in view the
eligibility criteria before deciding.

15.10.2

16.

Publicity of Tenders:

Wide publicity should be given to the notice
inviting tenders. Tenders must be invited in
the most open and public manner possible, by
advertisement in the press and by notice in
English/Hindi and the written language of the
district, posted in public place. In addition to

the paper advertisements the tender notice should
also be put on the Department’s Website

Section 16
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17.

indicating all the details of the tender.

In respect of works estimated to cost more than
Rs.2 lakes a brief advertisement inviting tenders
should invariably beinserted in the pressin the
classified category.

16.1.1
Asper DAE
Works
Procedure

18.

Advertisement for Notice inviting tenders should

be sent to the Directorate of Advertising and
Visual Publicity, Ministry of Information and
Broadcasting for insertion in the press.
Sometimes, tenders may have to be invited
for different works by the same division at the
sametimeor at short interval s of one or two days.
In such case it is not desirable to send separate
press advertisements for each work and so far as
possible composite advertisements in the
following form should be sent to avoid
unnecessary expenditure on advertisement.

16.1.2

19.

In urgent cases, the Chief Engineer for recorded
reasons decide to send the advertisement of
tenders to press directly.

16.2.1

20.

The advertisement inserted in the press should
be brief but clear in meaning.

16.2.2

21.

Combined tender notice may beissued for all the
works to be awarded around the same time.

16.2.4

22.

Details of Estimated Cost, Earnest Money, Time
alowed etc., should be given

16.2.4(1)

23.

@)

(b)

(©

(d)

(€)

The following guidelines are to be followed by
the Processing Officers regarding publicity of
tenders :-

Request to DAVP for release of advertisement
should be sent well in advance so that adequate
timeis available for release through press.

The office sending the request to DAV P should
intimate their complete postal address to the
DAVP.

A watch should be kept on publication of
advertisement in those news papers where
advertisements are being released by the DAVP.
News papers cuttings in each case should be
collected and kept on record asaproof of publicity
actually achieved as far as possible.

Full details of the dates on which advertisements
have actually appeared inthe News papers should
be indicated while sending cases to higher
officers.

16.2.4(111)

16.31

6.3(a)

16.3(b)

16.3(c)

16.3(d)

16.3(e)

147




24,

Pre bid Conference :

In case of works estimated to cost Rs.Five crores
and above, a pre bid conference shall be held by
the Engineer-1n-Charge about 10 days beforethelast
date of submission of the technical bids for
clarification of any doubts of the perspective
tenderers on any condition of the contract,
specification etc. Minutes of the meeting shall be
circulated to all perspective tenderers attending the
conference. In case of works costing less than
Rs. Five crores where necessary, pre bid conference
may be held in a manner described above at the
discretion of the NIT approving authority.

16.3.1

25.

@

(b)

(c)
(d)
()
(f)

Limited Tenders:

Limited tenders can be called in the following cases
with the prior approval of HOD

Thework isrequired to be executed with very great
speed which not al contractors are in a position to
generate.

The work is of specia nature requiring specialized
equipment which is not likely to be available with
all contractors.

Where the work is of secret nature and public
announcement is not desirable.

Thelist of pre-qualified contractorsis required to
be shortened to a suitable limited number.
Maintenance of V1P residences/important buildings
as decided by Chief Engineer concerned.

Other exigencies of the work so demand.

16.4.1(a)

16.4.1(b)1

6.4.1(c)
16.4.1(d)
16.4.1(e)

16.4.1(f)

26.

(i)

There need be no fixed restricted list of contractors
but when limited tenders are to be called the list of
contractors should be as big as possible so that
competitive tenders are received.

HOD has full powers:

to finalise and approve the list of contractors for
Limited call of tenders.

16.4.2

16.4.2())

27.

Limited call of tenders is normally made after
preparation and selection of contractorson the basis
of pre-qualification applications invited through
press advertisement against various works so as to
make the list of contractors of proper technical,
financial capacities backed by sufficient experience.

16.4.3
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@)
(b)
(©

(d)
(€)

Pre-qualification of Contractors:

Chief Engineer shall approve al criteriafor Pre-
qualification.

The pre-qualification criteria for the work shall
consist in detail the following pointsin the NIT:

No. of works done by the agency clearly indicating
the technical capabilities of the agencies.

Yearly turnover should commensurate with value &
duration of tendered work.

Solvency : 40% of the estimated cost of work.
Clear Definition of “SIMILAR WORKS".

Should not have incurred any loss in more than
2 yearsduring thelast 5 yearsending 31%, March.All
the above shall be verified from the authentic
documents obtained from the agencies.

16.5

28.

Time limit for Publicity of Tenders.

The following time limits between the date of call
for tenders and the date of opening of thetendersare
laid down but this period may be varied at the
discretion of the Officer competent to accept the
tender. In order to ensure keen competition and to
the Department of the benefit of competitive rates,
the above time schedule shall be adhered. Any
reduction in time as above shall be only in rare cases
and ordered by the authority, for recorded reasons.
10 days in the case of works costing upto Rs. ten
lakhs 2 weeks in the case of works costing between
Rs. ten lakes to Rs. fifty lakhs.3 weeksin the case of
works costing more than Rs. fifty lakhs. The above
time limits will not apply to global tenders and in
such cases the NIT approving authority should take
decision for fixing the period.

16.7

29.

Receipt and Opening of Tenders:

Following procedure shall be adopted in connection
with the receipt and opening of tenders and their
acceptance.

Section 18
18.1

30.

Receipt of Tenders:

Thetenderers shall be asked to put the earnest money
in acceptable form and the tender in separate sealed
covers marked “Earnest Money” and “Tender”
respectively. Both the envelopes shall then be put in
another sealed cover for submission. In caseswhere
earnest money in cash is acceptable, the same shall

18.2.2
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be deposited with the Cashier of the Accounts
Section and the receipt placed in the envelope
meant for earnest money.

32.

Opening of Tenders:

Tenders should be opened in the presence of such
intending contractors or their representatives as
may choose to attend at the time and place which
should be mentioned in the advertisement.
Tenders should be entered in the standard Register.

The tenders received after the due date and time
of receipt are not to be considered at al. They
should neither be opened nor entered in the tender
opening register.

18.3.1

33.

The officer opening the tender should first open

the envelop marked “Earnest Money” and if the
earnest money isfound in order, then only should
he proceed to open the envelop marked “ Tender”.
In case the earnest money is not found in order,
the tender should be returned to the tenderer on
the spot if he is present there, otherwise later by

registered post. Only an entry shall be made in
the tender opening register to this effect.

Any deviation from this procedure considered
necessary by the NIT approving authority in
individual cases shall be referred with full
justification to HOD for a decision.

18.3.2

(b)

(©
(d)

(€)

(a) Incase of two-bid system, technical bids shall
be opened first and after technical evaluation is
completed, financial bid in respect of technically
acceptable offers only shall be opened. In cases
where deposition of earnest money along with the
tender was not insisted upon due to expected
longer time in evaluation of technical bids, the
financial bid should be opened only after getting
the earnest money.

Technical acceptability of the bidders shall be
established before holding any technical
negotiation with the firms.

Revised price bids if any shall be obtained only
from the short listed/qualified bidders.

The bidders whose tenders are rejected at the
technical bid stage are to be informed about the
rejection.

Unopened bids of the rejected bidders can be
returned if written request is received from
bidders.

18.3.3

Asper CVC OM
dated 16.11.04

- do -

-do- &
18.18.3
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35.

The officer opening the tenders should mark all
corrections, cuttings, conditions, additions and
over-writings and number them and attest them
inredink. Incaseof anumber of correctionsin
any rate either in words or in figures or in both,
the number of corrections marked should
indicate the corrections serially that isto say, in
case of, say three correctionsin rates of any item
each of these corrections should be allotted
independent numbers serially and not one
number to represent al the three corrections.

Asper CVC OM
dated 16.11.04
18.3.4

36.

The number of such corrections, cuttings,
additions, conditions and over writings must be
clearly mentioned at the end of each page of
Schedule attached to the tender paper and
properly attested with the date. Any omission
observed should also be brought out clearly on
each page of the Schedule.

37.

The corrections, cuttings, conditions, additions
and over writingsetc., should be all otted separate
numbers, i.e. corrections should start form 1, 2,
3 etc. and over writings should similarly start
separately from 1, 2, 3 etc.

18.3.5

38.

Any ambiguitiesin rates quoted by tenderers, in
words or figures must be clearly indicated on
each page of the schedul e attached to the tender
to which it concerns.

18.3.6

39.

In case where the contractor has quoted ratesin
rupees and no paise is mentioned the work
“only” shouldinvariably be added after thewords
rupees and the corrections should be initialed
and dated with suitable remarks at the end.

Where the contractors have omitted to quote the
ratesin figures or in words, the Officer opening
the tender should record the omissions on each
page of the Schedule.

The Tender opening Officer should see that the
Contractors quote entireratesin wordsincluding
paise to avoid chances of tempering in rates and
if the contractor fails to do so the Engineer in
Charge should himself write the rates in words
at the time of opening of tenders and initiate
action against the contractor.

The contractor should be asked to fill in the
tenders properly and carefully. They should
avoid quoting absurd rates and making too many

18.3.7

18.3.8

18.3.9

18.3.10

18.3.11

151




Vi.

(i)

corrections in the tenders. The amounts should
aso be correctly worked out. If any contractor
doesnot follow theseinstructionsand desist from
filling the tenders carefully it would be open to
the Department to take disciplinary action against
the Contractor.

Representative of Accounts Section should be
present at the time of opening of tenders.
Tenderer should al so be encouraged to be present
at the time of opening of the tenders. In the case
of item rate tenders the total amount worked out
by different tenderers may beread out, if required
by the tenderers present.

After opening the tenders in the manner
mentioned above, and keeping a record and
preparation of comparative statement, the
processing officer will send the sameto the office
of the accepting authority concerned and the
detailed scrutiny will be done in the office of
that accepting authority. The market rates for
preparation of justification will, however be sent
by processing officer.

A complete comparative statement of all tenders
received in response to the notice should be
drawn up by the processing officer.

Care should be taken in preparing and
scrutinizing comparative statements of tenders
to guard against arithmetical and other mistakes.

That the officials date and initial all papers, the
calculations of which they have checked and that
al working sheets are preserved.

The concerned Accounts Officer should make
satisfactory and efficient arrangements for
checking the computed tenders. He should also
conduct personally atest check of computed and
checked tenders sufficiently to satisfy himself
reasonably that the checking work has been
properly done. He should also see that the
comparative statement correctly incorporates the
total as checked in individual tenders.

If on checks there are differences between the
rates given by the contractor in words and figures
or in amount worked out by him, the following
procedures shall be followed :

When there is a difference between the ratesin
figuresand in words, the rates which corresponds

18.3.12

18.3.13

18.3.14

14.3.14.2

18.3.15.2

18.3.15.2

18.3.15.4
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(i)

(iii)

(iv)

v)

to the amounts worked out by the contractor, shall
be taken as correct.

When the amount of an item is not worked out by
the contractor or it does not correspond with the
rates written either in figures or in words, then the
rate quoted by the contractor in words shall be taken
as correct.

When the rate quoted by the Contractor in figures
and in words tallies but the amount is not worked
out correctly, the rates quoted by the contractor shall
be taken as correct and not the amount.

In the case of percentage Rate Tender, the
contractors are required to quote their rates both in
amount as well as in the percentage below/above
the rates entered in the Schedule. In such casesin
the event of arithmetical error committed in working
out the amount by the contractor, the tendered
percentage and not the amount should be taken into
account.

All corrections should be carried out neatly and
clearly and initialed by the person making the
corrections. The corrections then shall be attested
by the authority concerned.

18.3.15.4.1

18.3.15.4.2

18.3.15.4.3

18.3.15.4.4

40.

It is essential that there be no hurrying the work of
computing tenders and of checking computations
and an accountant is entitled to claim that reasonable
time should be allowed to him to satisfy himself
that any check has been properly done.

18.3.17.2

41.

The Accounts Officer should record the following
certificate on the comparative statement:

“Certified that :

| have personally conducted a test check of the
computed and checked tenders and have satisfied
myself that the checking work hasbeen properly done.
The comparative statement correctly incorporatesthe
totals as checked on the individual tenders.”

18.3.17.3

Revised Bids:

Note : the official concerned should ensure that
the technical discussions do not result in any undue
advantage accruing to the tenderer on this account.

Revised bids, if called for after technical discussion,
should be sought in relation to the original price
bid, to ensure that bidders submit serious quotations
at the outset.

Revised bids shall not be normally taken. If
necessary, HOD’s decision shall be final. The
exercise of short listing of the qualifying firms must
be completed prior to seeking the revised price bids.

Asper DAE
Works
Procedure
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5.
@

(b)
i)
i)
i)

Appendix — |

PROPOSAL FOR CONSIDERATION AND APPROVAL

FOR AWARD OF WORK

Name of Work

Ref. to Admn. approval &

Expenditure sanction

i)  Authority

ii) No. & date

iii)  Amount

iv) Proportionate amount available for the
work included in the present tender

Ref. to Technical Sanction
i)  Scope of work

ii) Authority

iii) No. & date

iv) Amount

Scope of Work for which tenders have been

How the omitted items shall be executed

Ref. to Approval of NIT :

Whether the NIT is through Public notice?
If no — the reasons for deviation &
reference to the approval of Competent
Authority.

Ref. toNIT

Authority

No. & date

Estimate amount put to tender

6. Ref.toPublicity :

i)

Date on which NIT was sent
for Publication

Date on which NIT was published
& name of the newspaper

iii) Date on which it was circulated

to other offices

The date & time at which tenders
were due to be received in the office
Postponed date & time if any
(approval of competent authority)
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: The scopeincluded in the

tender called for, clearly
indicating the itemsis as
per Technical Sanction &
omitted from the sanctioned
estimate no item is omitted.
or
Following items are omitted

. Tender Notice No.



iii)  Reasonsfor Postponement

iv) Ref.to publicity in regard to
postponement

The date from which Tender documents
were available for sale to contractors

Particulars of contractors to whom tender documents were sold.
Quote authority for issue of tenders to contractors not eligible to
tender, if any, in remarks column :

.No. | Name of Class | Department in which | Date of issue

Contractor

Remarks

10.

11.

Opening of Tenders: Part —I : Technical Bid

a) Whether any Prebid meeting was held
(Reference to Minutes of Prebid meeting)

b) Opening of Part-I : Technical Bid

i) Date & Time at which tenders were
due to be opened

a) Date and time at which
tenders were actually opened
b) Name & Designation of
Officers who opened the tenders

ii) Name of Contractors present
at the time of opening of tenders

iii) Name & Designation of any other
person present

iv) Haveall the contractors, if not
exempted, deposited EMD in proper form

List of Contractorswho tendered for the Job :

S

.No. | Name of Contractor

12.

a)  Whether bids were conditional

b) Whether all bidders have been
brought at par regarding conditions

¢) Whether all bidders have been cleared
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for opening Part —I1 Financial Bid
(the approval of competent authority)

13. Opening of Tenders: Part —I1: Financial Bid

i) Date & Time of opening of

Financia Bid

ii) Name of Contractors present
at the time of opening of tenders

iii) Name & Designation of Officers
who opened the bids

iv) List of tenderers whose Part-I1 Financial
bids are opened and comparative position :

(@) Comparative position on opening bids :

SI.No | Name of tenderer | Tendered amount % |age above/below | Relative
position
L1,L2,L3

(b) Comparative position on making detailed CST duly checked by Accounts
(Copy of certificate of Accounts) :

SI.No.| Name of tenderer | Tendered amount% |age above/below | Relative
position
L1, L2 L3

14. Whether any negotiation was held

with L1 bidder.
15.  Financia implication of negotiation
16. Date on which validity of tenders expires
17.  Whether the case needs to be referred to TC
18.  Recommendation of the initiating authority

Initiating authority

DCA/JC(F&A) Recommendation of DCA
I. For approval of Director
Il. For put up to Tender Committee
I11. Any other

Director
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By Registered Post

(Form of letter of acceptance of tender)

From

To

No.

Subject:

The Executive Engineer, Division,

(Name and address of the Contractor)

Date

Dear Sir(s),

Your tender for the work mentioned above has been accepted on behalf of the

President of India at your tendered percentage of below/above the

estimated cost, tendered amount of Rs.

2.

a)

b)

You are requested to attend this office to complete the formal agreement within
fifteen days from the stipulated date of start.

You are also directed to start the work at once. Please note that the time allowed
for carrying out the work as entered in the tender, shall be reckoned from the
day after the date of this order to commence work.

You are requested to contact the Assistant Engineer
(complete addressfor taking possession of site and starting the work.

Yours faithfully,

EE
For and on behalf of President of India

The tenderers whose tenders are rejected should be sent written intimation about
the rejection.

In special case where the work is requested to be completed in short timeand is
not desirable to allow 10 days period for commencement of work, concerned
Officers may reduce this period and make necessary change in contract form and
the letter of acceptance of tender.

In the acceptance | etter, the Officer accepting the tender should give areference
of all the contractor’s letter received with the tender of thereafter and/or
incorporate the fact of acceptance or rejection of the condition mentioned in the
letter of the contractor.
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(i)

(i)

(iii)

(iv)

Note :

Appendix -1

(Extract from CPWD Works Manual)
Section 31

ADVANCE PAYMENTS

Advance payments to contractors against on account hills received in the
Divisional Office may be made by Divisional Officers. When an on account
bill has been received in the Divisional Office and thereislikely to be delay
in authorizing payment for special reasons which should be recorded, a
Divisional Officer may at his discretion, on receipt of an application from the
contractor for financial aid in the shape of part payment, in respect of tenders
accepted by AE/AEE and himself, (and after obtaining necessary sanction
from the Superintending Engineer for cases against contracts beyond his power
of acceptance) make alump-sum advance payment on Hand Receipt, Form
28 subject to the following conditions :-

The bills in respect of which the advance is proposed to be made should
actually be under check in the Divisional Office.

The amount of advance should not exceed 75 per cent of the net amount of
thebill under check but no advance payment will beadmissiblein caseswhere
the amount of advance payable works out to less than Rs.10,000/-.

The payment should be suitably endorsed both on the running bill against
which the advance payment is made and the connected abstract of
measurementsin the M easurement Book. The Hand Recel pt voucher onwhich
payment ismade should bear reference to the number, date and amount of the
bill against which the payment is made and also to the page number of
Measurement Book and the number, date and amount of the voucher, if any,
on which the previous on account payment was made. The payment should
be treated in the accounts as an advance.

An undertaking should be obtained from the contractor before the payment is
actually made that, should the amount of advance paid to him subsequently
found to be more than the amount of the running account bill in respect of
which the advance was paid, he will refund to Government forthwith, the
amount overpaid. The Divisional Officer will be held personally responsible
to see that advance is adjusted when payment is made on the running account
bill in respect of which it was made and for any overpayment which may
occur.

A record of advances authorized by the Executive Engineer under his own

competence (i.e. against contracts within his power of acceptance) with the reasons
therefore will be kept in a special register which should be inspected by the
Superintending Engineer at time of his inspection of the Divisional Office.

31.2

Powers have been delegated to the S.Es. to authorize the E.Es. to make advance
payment to the contractors for aternate running bills when for any reasons
monthly payments cannot be made on the basis of recorded measurements.
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31.3

@)

(b)

©

(d)

3141

The following rules should be observed with regard to advance payments to
contractors for work done but not measured :-

Advancesto contractorsare, asarule, prohibited and paymentsto contractors
should not be made until detailed measurements of the work have been taken
and recorded. Advance paymentsmay, however, be madein exceptional cases
of real necessity, when it is absolutely essential to do so, and in such cases
previous sanction of the S.E. concerned should invariably be obtained.

An advance payment for work actually executed may be made on the certificate
of aresponsible officer (not below the rank of Sub-Divisional Officer) to the
effect that not less than the quantity of work paid for has actually been done,
and the officer granting such a certificate will be held personally responsible
for any overpayment which may occur on thework in consequence. Certificate
printed on the Running Account Bill must be signed by the Sub-Divisional or
Divisional Officer, and the lump-sum amount paid on account of the several
items should be specified against item 2 of Part |11 of the bill. If a secured
advance has been previously allowed to a contractor on the security of any
materials and such materials have been used in the construction of an item,

the amount of the advance payment for that item should not exceed a sum
equivalent to the value of work donelessthe proportionate amount of secured
advance ultimately recoverable on account of the materials used.

When in any exceptional case an advance payment has been authorized by
the competent authority, it would be followed by detailed measurement within
two months at the most. Beyond two months, the approval of Chief Engineer
will be necessary.

The grant of a second advance before the first one has been recovered should
not be permitted.

Advance payments for work done but not measured should be made on Bill
Form CPWA 76 and that the same be classified in the works accounts under
suspense Sub-Head “ Advance Payments’. No. such payments must be made
on Hand Receipt.

Advance Payments to Private Firms/Autonomous Bodies for Chemical Analysis
and Testing of Materials.

31.4.2.

A list of laboratories shall be approved by the Superintending Engineer.
Advance payment may be made by the Executive Engineer to an enlisted
laboratory, for which no further approval shall be necessary.

The amount of advance shall be drawn on asimple receipt and accounted for
under the final head to which the expenditure on services in question would
be debited.

Secured Advances

3151

31.5.2

3153

Secured Advances on the security of a materials brought to site may be made
to the contractors for items which are to be used on work.

The Divisional Officers can sanction the secured advance up to an amount
not exceeding 75% of the value of the materials as assessed by the Engineer-
in-Charge or an amount not exceeding 75% of the material element cost in
the tendered rate of the finished item of work whichever islower.

A formal agreement should be drawn up with the contractor under which
Government secures alien on the materials and is safeguarded against losses
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due to the contractor postponing the execution of the work or to the shortage
or misuse of the materials, and against the expense entailed for their proper
watch and safe custody. Payment of such advances should be made only on
the certificate of an officer not below the rank of Sub-Divisional Officer,
that :

The quantities of materials unto which the advances are made have actually
been brought to site.

Full quantities of the materials, for which advanceisto be made, are required
by the contractor for use on item of work for which rates for finished work
have been agreed upon.

The quality of materialsis as per desired specifications:

The Officer granting such acertificate will be held personally responsible for
any overpayment which may occur in consequence. Recoveries of advances
so made should not be postponed until the whole of the work entrusted to the
contractor is completed. They should be made from his bills for work done
asthe materials are used, the necessary deductions being made whenever the
item of work in which they are used are billed for.

Secured advance shall be granted only for non-perishableitems, it can however,
be granted for perishableitems after the contractor indemnifiesthe Government
through an insurance cover. The Divisional Officer shall identify whether an
item is perishable or not.

Grant of Mobilisation Advancetothe Contractorsfor Executing Capital Intensive

Works.
31.6

(1

(In

D)

In respect of certain specialized and capital intensive works costing not less
than Rs.2 crores, mobilization advance limited to a maximum of 10% of the
estimated cost put to tender or tendered value of Rs. one crore, whichever is
less, at 10% simple interest shall be sanctioned to the contractors on specific
request as per term of the agreement.

Chief Engineers should use their discretion carefully in deciding whether any
particular work shall be considered as a specialized or capital intensive work.

The mobilization advance shall be against a Bank Guarantee of a Scheduled
Bank for the full amount of advance. The advance should be released in not
less than two installments. The interest on the advance shall be calculated
from the date of payment to the date of recovery, both days inclusive.

The recovery should be made after 10% of work is completed and the entire
amount together with interest shall be recovered by the time 80% of the work
is completed.
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Revised Works Procedure I ssued by
DAE OM No.7/4(1)/98-SUS/Val.111/4212 dated May 31, 2006

Sr.No. | Nature of Power Extent of Powers delegated
Annexurell| Annexure |
Chief Engineer Suptd. Executive
Engineer Engineer
Rs.40 lakhs Rs. 5 lakhs
Rs. 1 crore
Without prior
1 |Acceptance of approval of Rs.40 lakhs Rs. 5 lakhs
Lowest Tender Tender
Committee
2 |Award of work by | Sincethe Central Vigilance Commission has banned
acceptance of a post tender negotiations with tenderers other than
tender other than the |lowest Tenderer (L1), action should be taken for
lowest retendering in a transparent and fair manner by
calling for alimited or short notice tender if so just
3() |Award of work Rs. 6 lakhs
without call of Without prior | Rs. 1lakhs NIL
tenders approval of
Tender
Committee
Note: Full reason should be recorded by the
approving authority who should guard against
contractors holding out forunjustifiable high rates.
As a normal rule contracts should be placed only
after inviting open tenders.
3(ii) |Award of work by R.S'lo |akh5 Rs.4 lakhs Rs.1.5 lakhs
negotiation ab-initio |  Without prior
after in fructuous approval

call of tender or with
afirm which has not
quoted for the
execution for
remaining work after
the recession of
contract.
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Sr.No.

Nature of Power

Extent of Powers delegated

Annexure ||
Chief Engineer

Suptd.
Engineer

Executive
Engineer

Award of increased
additional quantities
against tender rates
already accepted.

Full Powers
(Provided
expenditure
sanction for the
item/work does not
exceed the
permissible limit.)

Rs.25,000/-

Rs.10,000/-

Note: It may be
ensured that the
procedure laid
downin Section 25
of CPWD Manual
being kept in view
and theratesbeing
in conformity with
the accepted
schedule of rates.

Acceptance of
Single Tender.

Rs.50
lakhs without

prior approval

Rs.15 lakhs

Rs.1 lakh
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Sr.No. | Nature of Power Extent of Powers delegated
6 Award of work by No need to maintain distinction between
acceptance of single public undertakings and others
tender submitted by
PSU’s
Full powers |Rs.13lakhs | Rs.2 lakhs
7 Accord of sanctionto | (Provided In respect of | In respect of
Extra/Substituted expenditure both schedule | schedule and
items sanction for and non agreement. In
theitem/work | schedule items| respect of
does not other cases,
exceed the 25% of the
permissible contract value
limit.) subject to a
ceiling of
Rs.15000/-.
Beyond this,
sanction of
SE would be
necessary.
Note: (1) Subject to the powers being exercised for technical reasons only.
(i) Scale of accommodation and furniture sanctioned by the higher author-
ity should not be exceeded.
8 Grant of Extension of | Full Powers for all works for which contracts
timefor completion of | were approved by
work.
9 Accord of Technical | Full Powers
Sanction for detailed | (Provided
estimates financial
sanction for
item/work is
not exceeded
beyond the
permissible
limit)
Note: The delegation of power is subject to restrictions & provisions of
ordersissued by the Ministry of Financefromtimetotime. Inthiscontext,
Instructions contained in Ministry of Finance OM No.F-10(2)(Co-Ord)/
77 dated 20.01.1978 should be kept in view.
10 To pass excess over | An Officer may pass excess over estimate,

estimate

provided the excess cases is not more than 10%
of the amount sanctioned and in all such cases,
where the excessto be sanctioned makesthetotal
estimate exceed the amount unto which he is

empowered to sanction same
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Sr.No.

Nature of Power

Extent of Powers delegated

11

To write off of losses
A) Of Stores due to
theft, frauds or
negligence of
individuals. (Under
para 158 (b) of CPWD
Code)

Rs.25000/-

Rs.4000/-

B) Not due to theft,
fraud or negligence of
individuals. (Under
para 158(a) of CPWD
Code)

Rs.4000/-

12

Entertainment of work
charged establishment
against  specified
provision in the
technical sanction of
the work

Full powers

Provided the
maximum of
the scale of pay
doesnot exceed
Rs.9000/-
revised subject
tothecondition
that provision
exist in the
estimate.)

NIL

NIL

13

Approval of Indents
for Equipments and
Stores required for
work

A) Plant & Machinery

Rs.10,00,000/-

B) Spares

Rs. 50,000/-

C) Tools

Rs. 1,00,000/-

D) Other Stores

Rs. 2,00,000/-

NIL

Note: Subject to the condition that provision exists in the sanctioned
estimate for plant, machinery, tools etc. and proper record of all such items

and account is ensured.

14

Approval of Indents
for stores of
proprietary nature
required for the work

Rs.10,00,000/-

NIL

Note: Subject to the condition that provision exists in the sanctioned
estimate and proper record of all such items and account is ensured.

15

Hire and I ssue of
Machinery to
Contractors.

Full powers

NIL

Note: Subject to the provision in Section 11 of CPWD Manual being
followed and procedure for hire of equipment and charges to be levied

being laid down
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Government of India
Department of Atomic Energy

Directorate of Construction, Services & Estate Management

39 Hoor, V.S.Bhavan
Anushaktinagar
Mumbai — 400 094

Ref: DCSE/TC(P)/PA/

Sub :

gk wNE

At the outset, Nodal Officer, Shri S. Ramanujam, Director, DCSE welcomed all the
members and briefed about the role of the committee. He also guided the committee
to go through the latest changes carried out by CPWD for improvement of the Works

MINUTES OF MEETING

27.03.2008

1% meeting of the Committee, constituted for updating changes

carried out in CPWD Manual.

1st meeting of the Committee was held in the Conference Room, 3¢ Floor,

V.S. Bhavan on 27.3.2008. The following Officials were present in the

meeting :

Shri T.V.S Murthy, A& CED, BARC : Member
Shri B. Harikrishnan, E& CS/ICED, IGCAR  : Member

Shri A.K.Jana, TC(P) , DCSE : Member Secretary
Shri Vikas Tambakhe, Head (PCD), DCSE ~ : Specia Invitee

Shri K.L. Modi, DCSE . Invitee

Procedure and to make suggestion accordingly.

Following points were discussed in the meeting.

Description

Action by

Suggestion of the Committee to incorporate : The
Committee discussed the various Clauses of Condition
of Contract and works procedure revised by CPWD
subsequent to the latest works procedure issued by the
Department vide OM dated 31.5.2006. On detailed
discussion Committee felt that following changes can
be applied/ incorporated in all DAE works based on the
revised Clauses of Condition of Contract and Work
Procedure of CPWD which do not need any
modification.

CPWD has revised the “CPWD Works Manual” to suit
the modern day requirements of Construction and
deliverance to the clients. Considering the above the
Committee recommended that all DAE Units shall
follow the said “CPWD Works Manual-2007” for
reference purposes, wherever required, with other Works
Procedure etc. of DAE.
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For works costing less than Rs.5 lakhs, there is
no need for press publicity. But other publicity
measureslike displaying NIT’son Notice boards,
shall be maintained.

Asper the New Advertisement Policy of the Govt.
of India, al Ministries/ Departments can now send
Classified Advertisement (such as Tender,
Auction, Recruitment, accommodation etc.),

directly to the newspapers for publishing at
DAVP rates subject to certain conditions. The
committee recommends that the same Policy
shall be followed by all the units of DAE.

Para 16.1(3) of
Manual

“Critical SituationSituation for calling spot
guotations — competent authority

4.1

Wherever awork isto be taken up, or a material
is to be procured under critical situations, such
asinthe case of breakdown of an essential service,
or works which brooks no delay, spot quotations
may be collected from reputed and established
agencies dealing with the work or supply of
material, and the work awarded or supply order
placed immediately.

New Advertisement
Policy

4.2

In case of a situation where there is a shortage of
acritical material that is required to be arranged
departmentally for the execution of a work, and
its rate is not stable, and there is a wide day-to-
day fluctuation in its rate in the market, spot
guotations may be collected from reputed and
established agencies dealing with the material,
and supply order may be placed immediately for
such quantities of material that are immediately
required, and as are available with the agency.
Spot quotations should be collected by EE/AE
only.

Para 5.4 of
Manual

4.3

Prior approval of such authority should be
obtained, inoral if not inwriting, before awarding
the work or placing the supply order. Reference
thereof should be mentioned whileforwarding the
case for obtaining the written approval of this
authority, and the same should be sought at the
earliest possible opportunity but not later than
10 days.”

As per the revised Works Manual
Section-5 Progress report hasto be submitted by
Contractors for works costing more than Rs. 15
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crores as per following manner : “Progress
reports — submission by the contractor

51

(i)

(i)

(iii)

(iv)

v)

(vi)

(vii)

(viii)

(ix)

Apart from the progress reports which are being
compiled and submitted to higher authorities
from various levels in the department, there
should be a stipulation in the contract for large
value works, say, Rs. 15 crores and above, or as
may be decided by the NIT approving authority,
for the contractor to submit monthly progress
report of the work in a computerized form. The
progress report shall contain the following, apart
from whatever else may be required as
specified:

Project information, giving a broads features of
the contract.

Introduction, giving a brief scope of the work
under the contract, and the broad structural or
other details.

Construction schedule of the various
components of the work through a bar chart for
the next three quarters (or as may be specified),
showing the milestones, targeted tasks and unto
date progress.

Progress chart of the various components of the
work that are planned and achieved , for the
month aswell ascumulative unto the month, with
reasons for deviations, if any, in a tabular
format.

Plant and machinery statement, indicating those
deployed in the work, and their working
status.

Man-power statement, indicating individually
the names of all the staff deployed in the work,
aong with their designations.

Financial statement, indicating the broad details
of all running account payments received unto
date, such as gross value of work done, advances
taken, recoverieseffected, anountswithheld, net
payments, details of cheque payments received,
etc.

A statement showing the extra and substituted
items submitted by the contractor, and the
payments received against them, items pending
for sanction/ decision by the Department, broad
details of the bank guarantees, indicating clearly
their validity periods, broad details of the
Insurance policiestaken by the contractor, if any,
the advances received and adjusted.

Progress photographs, in colour, of the various
items/ components of the work done unto date,
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toindicate visually the actual progress of the
work.

Quality assurance and quality control tests
conducted during the month, with the result
thereof.

52

The progress report submitted by the
contractor shall be checked and certified by
the Junior Engineer and the Assistant
Engineer, and has to be reviewed by the
Executive Engineer and the Superintending
Engineer, over their dated signatures.

53

All works costing Rs. 15 crores and above,
and any work of unique importance and
character irrespective of the value of the
work, should have videography undertaken
at various stages of construction right from
the day of start of work to date of completion/
occupation, covering all major events,
inspections, visits by dignitaries,etc.”
Considering the above provision the
Committee recommended to adopt the
samein DAE works also.

As per Section-7 of CPWD Work Manual
2007 : Computerised M easurement Books
(CMB’s) and Billsto be submitted by the
contractor Application and format of the
Computerised M.B.

6.1

In works of estimated cost put to tender of
Rs. 15 lakes and above, approving authority,
the conventional Measurement Books shall
be replaced by a bound volume of
computerized measurements to be furnished
by the contractor, duly machine numbered for
the pages, and with an MB number given by
the Division Office. The pages of these
Measurement Books shall be QA-4 size. All
these Measurement Books belonging to a
Division shall b serially numbered, and a
record of theses Computerised M easurement
Books shall be maintained in a separate
Register in Form CPWA 92.

6.2

The same format as in existing Measurement
Books shall be used for the Computerised
Measurement Books. The measurements shall
be carried forward from the previous recorded
measurements as per the existing procedure.”

Para 7.12 under
Section 14 of Manual
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6.3
@

)

©)

(4)

®)

Mode of M easurements

The measurements shall be recorded and entered in
computerized format in the first instance by the
contractor, and a hard copy shall be submitted to
the Department. All entries shall be made exactly as
per the existing procedure.

These measurements shall then be 100% checked
by the Junior Engineer. If Junior Engineer is not
available, theAssistant Engineer shall perform 100%
check of the measurements. The contractor shall
incorporate all such changes or corrections, as may
be done during these checks, to his draft
computerized measurements and submit to the
department the corrected computerized
measurements in the form of a book, duly hard
bound in red colour on the lines of the conventional
Measurement Books now in use, and with its pages
machine numbered.

The Assistant Engineer and the Executive Engineer
shall test check these computerized measurements
as per the existing instructions. This book shall be
treated as a Computerised Measurement Book.

The Junior Engineer, Assistant Engineer and the
Executive Engineer shall record the necessary
certificates for their checks and test checks as per
the existing procedure in this Computerised
Measurement Book.

The Computerised Measurement Book shall be
allotted a serial number as per the Register of
Computerised Measurement Books.

6.4

@

)

©)

Cutting or over-writing in the computerized
MB not allowed

The Computerised M easurement Book given by the
Contractor , duly bound, with its pages machine
numbered, shall have no cutting or over-writing.

It isthe responsibility of the Junior Engineer or the
Assistant Engineer asthe case may beto ensure that
the checksand test checksdone by themintheinitial
draft measurementsare correctly incorporated in the
Computerized Measurement Book before they
record their certificates.

In case of any error , the Computerised Measurement
Book shall be cancelled and the contractor shall
re-submit afresh Computerized measurement Book.
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(4)

This should be done before the corresponding
computerized bill is submitted to the Division for
payment.

The contractor shall submit as many copies of
Computerised Measurement Books as may be
required, and as are specified in the NIT/contract
for the purpose of reference and record in the
various offices of the department.

6.5

D

)

©)

(4)

Computerised Bill to be submitted by the
contractor

The contractor shall submit his running and final
billsin acomputerized form in the same format as
the existing conventional bills, with all the pages
machine numbered and hard bound and with the
entries made as per the existing procedure.

The contractor shall submit as many copies of the
computerized bills as may be required for the
purpose of reference and record in the various
offices of the department.

Thebill shall be carried forward from the previous
running account bill as per the existing procedure.

These computerized bills shall be processed by the
various offices for payment as per the existing
procedure.” The Committeediscussed at alength
to introduce the same in all DAE Units and
considering the above procedure, the
Committeerecommended that each unit should
takeup apilot project of Costing more than

Rs. 1 croreor the biggest works of the Unit for
the Computerised Measurement Books and
subsequently for all works costing more than
Rs. 15 lakes as per CPWD Manual.

Considering therevised CPWD Manual states that
“Normally tender should be called for al works
costing morethan Rs. 50,000/-."/-." The committee
recommends to adopt the same for DAE.

8.1

Publicity the CPWD revised procedure the Time
limit for publicity of Tender shall be revised as
below :

The following time limits between the date of
Publication of tender on web site or Press
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(ii)
(iii)

8.2

whichever is earlier and the date of receipt of
the tenders are desirable :

7 days in the case of works with estimated cost
put to tender unto Rs. 20 lakes.

10 daysin the case of workswith estimated cost
put to tender between Rs. 20 lakesto Rs. 2 crores
14 daysin the case of workswith estimated cost
put to tender more than Rs. 2 crores

The above time limits may be varied at the
discretion of the NIT approving authority
keeping in view the exigencies of work.”

Earnest Money:

Considering the revised CPWD Manual, it has
been proposed that :” A part of earnest money is
acceptable in the form of bank guarantee also.
In such cases 50% of earnest money or Rs. 20
lakeswhichever isless, will haveto be deposited
in shape prescribed, and bal ance can be accepted
in form of bank guarantee issued by a scheduled
bank.” The committee recommends the same
for adoption.

Section 14 of
Manual

10.

Security Deposit and Performance Guar antee
:Asper theexisting practice, “the security deposit
shall be deduct at the rate of 10% of the gross
amount of each running bill till the sum along
with the sum already deposited as earnest money,
will amount to security deposit of 5% of the
tendered value of the work.” Considering the
present revision made by the CPWD, the same
to be made as “The security deposit shall be
deduct at the rate of 5% of the gross amount of
each running bill till the sum along with the sum
aready deposited as earnest money, will amount
to security deposit of 5% of the tendered value
of thework.” Inaddition : “ Security deposit can
be released against bank guarantee issued by a
scheduled bank on its accumulation to a
minimum amount of Rs. 5 lakes subject to the
collection that amount of any bank guarantee
except last one, shall not belessthan Rs. 51akes.”
The committee recommends the same for
adoption.

Section 16.5
Manual

11

Considering the revision in Clause 10CC of the
CPWD following para shall be made as
“Compensation for escalation in prices and
wages shall be available only for the work
done during the stipulated period of the
contract including the justified period
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extended under the provisions of clause 5 of
the contract without any action under clause

However, for the work done during the
justified period extended as above, the
compensation asdetailed below will belimited
to prices/ wages prevailing at the time of
stipulated date of completion or as prevailing
for theperiod under consideration, whichever
less.”

12

Considering the revision made in the CPWD
Manual it is recommended that “ Deviation in
quantities of individual item unto + 10% of the
agreement quantities will not need any prior
approval of TS authority and sanction of
deviations is not required.” subject to the
financial power as per Work procedure may be
followed.

13.

Payment to Contractor: Considering therevision
made by the CPWD it is proposed “ no payment
shall be made for works or supplies estimated to
cost less than Rs. 50,000 till after whole of the
work or supply shall have been completed and a
certificate of completion given”

14.

Advance Payment :” The secured advance unto
an amount not exceeding 90% of the value of
the materials as assessed by the E-I-C, or an
amount not exceeding 90% of the material
element cost in the tendered rate of the finished
item of work, whichever islower.” Shall be

sanction in place of present practice of 75%.

15.

16.

The Committee suggested in place of correcting
Specification and or General condition of
Contract in tender documents for each contract,
al unit can add “ Salient Gover ning feature of
thetendered/ work” asper Annexur e enclosed
toincorporate any correction/ enclosurerequired
for individual work without making any
correction in Specification and or Condition of
Contract Books.

The Committee discussed a length on
escalation on AM C work for maintenanceand
considering the present market condition
recommended that wherever required Clause
10 CA may be applied for AMC of
Maintenance contract incorporating specific
items for escalation.
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B.1

The Committee also discussed the other Clauses
of condition of contract which required certain
modification and proposed to send the same to
DAE for approval.

Considering the present market fluctuation of
steel prices Contractor are not satisfied with
present provision of escalation and theall ongoing
works are suffering dueto this. Inview of thisit
is proposed that

Steel may be supplied departmentally or

Escalation may be paid based on star prices for
the variation in cost.

Shri T.V.S Murthy Shri B. Harikrishnan
A&CED, BARC E&CS/CED, IGCAR
Member Member

Distributed to all present
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Government of India
Department of Atomic Energy
Directorate of Construction Services & Estate Management

34 floor, V.S.Bhavan,
Anushakthinagar, Mumbai-400 094.

No.DCSE:DIR:PA:215(C):97 May 6, 2008

Sub: Modifications to the existing Conditions of works contract
for execution of various projects

Kind reference is invited to our communications No.DCSE:DIR:PA:215(C):53,
dtd.13.3.08 and No. DCSE:DIR:PA:215(C):64, dtd.27.3.08 regarding subject matter.
A meeting was convened at Kalpakkam on 10/11.4.2008 to discuss in detail various
revised provisions of the latest stipulations in general conditions of contract/Manual
of CPWD. It may berecalled that a sub-committee was formed by the undersigned to
review the latest provisions in this respect and come up with the recommendations
during the above meeting. Accordingly sub-committee has made the recommendations
to the extent these are to be implemented in all units of DAE.

The minutes of meeting of the sub-committee, copy enclosed, was discussed in detail
during the meeting on 10/11.4.08 and the final outcome is also enclosed as minutes of
meeting.

You may kindly notethat the latest provisionsin CPWD do give sufficient relief to the
contractors and hence implementation of these with immediate effect is considered
essential.

Apart from the revision in the CPWD Manual/Conditions, to be incorporated in our
conditions of contract, other issues like compensation to the contractors who have
been awarded works and which are facing problems due to steep rise in prices of
material's, need to be taken up separately by individual unitswith DAE, since thisdoes
not fall under the jurisdiction of the Nodal Officer, DAE.

It is requested that the contents of minutes of meeting may kindly be circulated to
thosein charge of handling works contractsfor effectiveimplementation of therevised
stipulation with immediate effect.

Encl: As above

Sd/_
(S.Ramanujam)
Director
Director, BARC
Director, IGCAR
Director, RRCAT
Director, VECC

Chief Executive, HWB
Chief Executive, BRIT
Chief Executive, NFC
Director, DPS
Director, AMD
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Government of India
Department of Atomic Energy
Directorate of Construction, Services & Estate Management

39Foor, V.S.Bhavan

Anushaktinagar

Mumbai — 400 094

Ref: DCSE/TC(P)/PA/ May ,2008

MINUTES OF MEETING

Sub : Updation of Contract Conditionsin line with changes made
in CPWD Manual/ Condition

Ref : Minutes of Meeting Held on 10.4.2008 and 11.4.2008 at
IGCAR.

A meeting was held on 10.4.2008 and 11.4.2008 at IGCAR to discuss the
problems faced by the different Units of DAE in ongoing works as well as changes
required in Conditions of Contract for the future works, under the chairmanship of
Shri S.Ramanujam, Director, DCSEM, the Nodal Officer in the Department to co-
ordinate with CPWD for updating the changes that are carried out in CPWD Manual/
Code. Director, ESG, IGCAR and other senior representatives (Engineers, 1FA,
JC(F&A)) from various Units of DAE like BARC, BARC(F), BHAVINI, DCSEM,
FRFCF, GSO, HWB, IGCAR, NFC, RMP, RRCAT were present in the meeting .
Following points were discussed :-

o Reference/
Description Agenda Item
No.

1.0 At the outset the Nodal Officer welcomed all the Members
present in the meeting. He stated that subsequent to the
Works Procedureissued by the Department vide O.M. dated
31.5.2006, CPWD has changed several Clauses of General
Conditions of Contract and revised CPWD Works Manual.
He also stated that a Sub — Committee was constituted by
the Nodal Officer with the representatives from BARC,
IGCAR and DCSEM to assist the Nodal Officer of DAE to
co-ordinate with CPWD for updating changes that are
carried out in CPWD Manual/Code. The sub-committee

vide their minutes of meeting dated 27.3.2008 made
recommendations to incorporate changes which can be
effected in all DAE works uniformly. Nodal Officer
informed all present in the meeting to follow the same. He
also re-iterated that any further change whenever required
based on the revision of CPWD shall be reviewed by the
sub-committee and recommendation, if any, shall be
communicated to all units through the Nodal Officer
accordingly.

2.0 He stated that such changes need to be brought to the notice
of the tenderers in the pre-bid meeting.
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3.0

Members suggested to upload such changes
recommended by the Nodal Officer, if any, intheofficial
website of Nodal Officer or DAE for the benefit of all
Engineers and Contractors. It was agreed by the Nodal
Officer to look into the same.Subsequently meeting
progressed as per the agenda circulated to all:

Al

A.2

A3

A4

A5

A.6

On detailed discussion the forum agreed with the
following agenda items, based on the
recommendation of the Sub-Committee of the Nodal
Officer, to follow uniformly in all DAE Units:

Genera Condition of Contract 2008:- It was emphasised
that the recommendations of the Sub-Committee of the
Nodal Officer in this regard shall be followed by the
all Units of DAE uniformly. The forum also noted that
Clause (2A) which is incentive clause is not
recommended by the Sub-Committee as the scope of
DAE works are variant in nature and agreed for this.

Detailsto be incorporated in Schedule- F of the tender
documents:- The Sub Committee has recommended to
incorporate an enclosure required for individual works
specifying “Salient features of the tender/work”
including the necessary information required in
Schedule- F without making any correction in
specification and or Conditions of Contract of the
tender document. All unit of DAE shall follow the same.

Applicability of Clause 10CC during extended period
of Contract as per GCC 2008 of CPWD:- The
representative from IGCAR stated that considering the
present market fluctuationsthe agency of al the ongoing
works demanded for escalation under Clause 10CC for
the extended period of contract asrevised in GCC 2008
of CPWD though therewasno provisionfor the same.
The forum discussed the matter and it was decided that
whilefor future contract the sameisto beincorporated,
as suggested by the sub-committee, for the ongoing
works it can not be considered.

Escalation Clause for Annual Maintenance contract :
To make Clause 10-CA applicable for Annual
Maintenance Contract with required material
components indicated therein.

Press publicity raising the limit to Rs. 5 lakes from
Rs. 2 lakes as per revision made by CPWD as against
Work Procedure issued by Department.

Non-publishing of NIT through DAVP — Considering

14

15

16
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A7

A.8

A9

A.10

A.ll

A.12

the New Advertisement Policy, subject to following
the stipulation of DAVP.

Progress report to be submitted by contractor for
works > Rs. 15 crores as recommended by the sub-
committee.

Tender should be invited for works value above
Rs. 50,000/-

The penalty for non-employment of Supervisor /
Engineer : Theforum noted that GCC-2008 of CPWD
has enhanced the rate and accordingly agreed with
the recommendation of the sub-committee.

Period of sale of tender as recommended by sub-
committee.

Security Deposit: to recover SD amount at the rate of
5% from RA bills instead of 10% as existing now.

Computerization of Bill : The forum agreed with the
recommendation made by the Sub Committee based
on the revised CPWD Manual.

1.7

19

B.1

(i)

(i)

On detailed discussion of the following agenda
itemstheforum agreed consideringrevised CPWD
Manual.

EMD as per revised guidelines of CPWD : On
discussion it was decided that Rate of Earnest Money
shall berevised asbelow : The amount of the earnest
money which a contractor should deposit with the
tender, is regulated by the following scales. In case
of petty works costing Rs. 5,000/- or less competent
authority may, at his discretion, dispense with the
conditions for calling for earnest money.

For works estimated to cost unto Rs. Ten crores: 2%
of the estimated cost.

For works estimated to cost more than Rs. Ten
crores: Rs.20 lakhs plus 1% of the estimated cost in
excess of Rs. Ten crores. The forum also agreed with
the recommendation of the sub-committee to accept
part EMD intheform of Bank Guarantee.Considering
the nature of works of DAE it was agreed to receive
the tender as below as per CPWD Manual 2003 Para
18.2.1 : “Where the evaluation of technical bid is
expected to taketime, the deposition of earnest money
along with thetechnical bid may not beinsisted upon.

1.10

112

1.13

114
1.15

1.18
21
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B.2

B.3

In such cases, the earnest money may be deposited at
the time of opening of financial bids.”

Incorporation of any specific itemsin Clause 10 CA/
10 CC: Theforum suggested that based on the specific
requirement of the project, suitable items shall be
incorporated in Clause 10CA/ 10 CC by the Project
Authority.

No Running Account Bill for works less than
Rs.50,000/-: The forum accepted the same and
suggested to incorporate in the tender document

1.8

C1l

b)

C2

A detailed discussion was held on the following
Agenda Items and following decision were taken :

Wide fluctuations in cost of cement/steel/other
building materials-

Proposal for departmental supply of cement and steel.

Proposal for star price of cement and steel Considering
the present market conditions of building materials
the forum discussed the above points at length.
Director, DCSEM described the background of
deletion of issue of cement by the Department. It was
once again recommended that cement shall not be
issued departmentally but wherever possible
reinforcement can be procured and issued
departmentally with the approval of Unit Head. The
forum discussed at length to work out the feasibility
to incorporate the revised formula for escalation of
cement, reinforcement considering the present market
condition and recommended to make compensation
based on Star price. The prevailing cost during the
period of concerned shall be arrived from the MCX
index of Economic Times of India. In view of the
contracts being issued from various units at different
timings it was considered advisable for various units
to approach DAE, for approval, before finalizing the
contract asit isadeviation from the normal procedure.

Non availability of Fe 415- supplementary item for
Fe 500 guidelines :- Representative from IGCAR
stated that since the reinforcement of Fe415 gradeis
not available in the market all the contractor of the
existing contracts have requested for arevision of rate
or a supplementary item for Fe 500 in place of
Fe 415. On discussion the forum agreed that though
the Fe 415 is not available in the market but thereis
no differenceof rate, in general, hence recommended

1.25
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C3

C4

C5

C.6

C7

C.8

that no supplementary items is to be made in this
respect. Theforum also noted that most of worksare
in trouble due to abrupt increase in steel prices after
issue of work order and contractors are not able to
perform due to non availability of suitable
compensation for the same. The forum also noted that
asimilar attempt for compensation for pricerisetaken
up by DAE in the past proved futile. However the
forum suggested to take up the matter with DAE with
aproposal for compensation for ongoing works from
individual units separately.

Updating of old works to present cost for issue of
tender :- On discussions the forum agreed and
recommended that old estimate shall be updated with
the present cost for calling of tender at a later date
and pre-qualification criteria shall be fixed
accordingly. Theforum al so discussed and agreed that
value of work executed by the agencies shall not be
updated for evaluation criteria.

Bidding Capacity : On detailed discussion it was
agreed by the forum that this pre-qualification criteria
for the works shall be followed.

Pre-qualification renamed as 3 envelope system: On
discussion it was agreed that present practice should
be continued and Tender shall be called as per “Call

of Tender” in DAE Works Procedure.

Use of correcting fluid prohibited in tender document:
The forum discussed on the issue and decided that
same should be incorporated in the tender as
“Instruction to Contractor”. The Tender opening
officer shall observe the same while opening and
certify “No correction and no use of correcting fluid
are made.”

Deviation limit: The forum discussed and agreed that
the power w.r.t deviation to execute the variation in
work order quantities should be as per Works
Procedure issued by DAE.

Enhancement of Power to CE, SE, EE in thelinewith
CPWD : Theforum noted that subsequent to the issue
of DAE Works Procedures CPWD has increased the
power of delegation to various authorities.
Considering the same it was suggested that the Sub
Committee should study the same and put up a
proposal to Nodal Officer for further necessary action
by DAE.

24
11
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C.9

C.10

cu

i)

c.i12

C.13

C.14

C.15

E-tendering : The forum discussed the same and
Nodal Officer indicated that it is mandatory as per
CVC. All the units should take necessary action
for implementation of the same.

Updating the revision of works Procedures : The
forum discussed the same and felt that subsequent

to the changes in the Works Procedures of CPWD
DAE Work procedure needs updating/changes. The
forum also suggested that the Sub Committee shall
study and shall make recommendation on these
issues.

Pre Bid Meeting Guidelines: On discussion , the
forum suggested that procedure asoutlined in DAE
Work Procedure shall be followed. In addition
considering the latest observation of CTE,
procedure as below shall also be followed :

Pre-bid meeting shall not be held with all tenderers
a the sametime.

The minutes of pre-bid meeting shall be circulated
to al tenderers.

Progressive payment : On discussion the forum
recommended that no running bill need to be paid
for works costing below Rs. 50,000/-. Amount for
interim payment, if any, shall be incorporated in
Scheduled “F".

Execution of + 10% of work order items by E-I-C
without approval of competent authority : Theforum
agreed with thisconsidering the provision of CPWD,
however the overall cost shall not exceed the power
vested with E.I.C, as per DAE Works Procedure.

Repetitive Measurement: On discussions it was
decided that status quo shall be followed.

Quality Assurance at Site: The forum discussed the
requirement of quality assurance on safety related
structuresunder the purview of AERB and suggested
that CPWD guidelines shall be strictly complied
with.

12

Other Points:

Subsequent to the above the forum discussed the
points raised by RRCAT and suggested as
following :-
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1

2)

3)

4)

5)

6)

7)

Works Contract Tax as well as any local statutory
reguirements such as labour cessetc., can be added
in the analysis of rate.

Considering the nature of works of electrical and
HVAC works, the forum recommended a sub
committee under Shri N.S. Gabhane, Head, TSD,
BARC to study and suggest the escalation pattern
for the above works under IEMA.

The forum accepted the foundation items, for
variation of quantities, shall be below plinth as per
GCC.

Regarding publication of NIT without going
through DAVP, the forum suggested that the
guidelines of Director, DAVP shall be followed in
this regard.

Regarding updating of SOR on regular basis the
forum suggested that the SOR shall be updated once
in ayear in the month of August.

Regarding use of Fe-500 it was agreed that the same
could be used in structural works subject to the
requirement of minimum elongation.

Regarding the period of applicability of Clause
10CC the Committee agreed to the
recommendation of the sub committee in this
regard.

Subsequently the forum also discussed the feed
back received from NFC, Hyderabad which have
already been covered as above.

It was decided that the forum will meet at |east once
in six months to discuss the problems faced by the
engineersin executing the various projects and to
sort out the difficulties.

The meeting ended with thanksgiving by Director,
IGCAR.

Compiled by

(B. Hari Krishnan)
Head, E& CS/ CED

IGCAR
Approved by

(A K.Jana)
TC(P)
DCSE

(S.Ramanujam) (Y.C. Manjunatha)
Director, DCSE Director, ESG/ IGCAR

Distribution to all participants
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Annexure-X

[Asreferred to para 2.5.1 x(i) |
Government of India
Department of Atomic Energy
Internal Inspection Wing

C.S.M. Marg,
Mumbai

D.O.No.DAE/I1W/103:01/Vol.11/707 March 23, 1983

CIRCULAR

Sub: Adjustment of temporary advances outstanding

TA LTC Advance :-

It has come to notice that in spite of detailed instructions on the above subject,
a number of TA and LTC advances are outstanding for along time in almost all the
Unitsand the PAOs are not taking effective stepsto recover the advances. According
to the provisions of GFR-236, the amount of TA advance should be adjusted
immediately after the completion of thetour or in any case by the 31% March, whichever
is earlier. Advances drawn during the month of 31 March whichever is earlier.
Advances drawn during the month of March should be adjusted by the 30" April. In
view of these provisions, normally no TA advancetaken during afinancial year should
be adjusted by 30" April of the next financial year. Similarly the account of the LTC
advance has to be rendered within one month of the completion of the return journey
vide Govt. of India Decision No. 1 below GFR-235. Taking into consideration the
timeallowed for reservation of onward journey and for return journey, no LTC advance
should normally be outstanding for more than 9 months. As such, in cases where the
advances are outstanding beyond the prescribed time limits, they should be normally
be outstanding for more than 9 months. As such, in cases where the advances are
outstanding beyond the prescribed time limits, they should be recovered in lump
fromthe salaries of the persons concerned forthwith. Thereisno provisionfor recovery
of TA/LTC Advanceininstallments. Disciplinary aspect of the case may also arisein
some cases and the same may be dealt with expeditiously.

In cases where the advances are outstanding against the employees, who have
quit the service immediate action may be taken to work out the Government dues
payable to them and adjust the advances outstanding against them. In case the
Government dues payable to them are not sufficient to cover the advances but could
be recovered from personal dueslike PF. contributions etc., advances should be taken
to Miscellaneous Recovery Register and watched from their and such recoveries
should be effected from the Government servants concerned while making the payment
of their dues.

Other Advances :-

Advances are being taken by departmental officers for meeting expenditure
said to be of an urgent nature. It is seen that many of these advances are refunded in
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full after a considerable lapse of time. Thisis highly irregular from the propriety
point of view. In order to have better control on the payment and adjustment of
advances, the officers taking advances should be required to account for the same
account for the same within 1 month of drawal. PA.O. will be responsible for
carrying out adjustments and bringing to notice of the Head of Unit any delay.

Inthis connection, areferenceisinvitedto Circular No.DAE/IIW/103/01/Vol.Il/
273 dated 20.07.1982, under which PAOs were directed to make the payment of such
advancesagainst Abstract Contingent Billsonly. No advances should be paid against
requisition signed by PA.,O.s or other ministerial staff. Advances should be given
only on the express sanction of the head of the Unit and on the personal acquittance of
the officer taking the advance.

The Pay & Accounts Officers should be directed to prepare a monthly report
from their account records which give the position of outstanding advances, pending
cases etc., for action by administration.

(sd/- x x)
M, Panchappa
Additional Secretary.
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Annexure-XI
(referred to in para 3.2.1)
Government of India
Department of Atomic Energy

M. Panchappa,

Ch. Shivaji Mahara) Marg
Additional Secretary
Mumbai-400 001.

D.O.No.CCA/DAE/IIW/74/82 May 26, 1982

Dear,

D

)

©)

Sub: Delay in the rectification of defects pointed out by the
Internal InspectionWing — Disposal of Inspection Reports

TheInternal Inspection Wing has been functioning inthe DAE aspart of scheme
for Departmentalisation of Accounts effective from 1.10.76. The guidelines for
the Internal Audit are laid down in Chapter 12 of the Civil Accounts Manual
issued by the Ministry of Finance, Department of Expenditure. Broadly speaking,
the Internal Inspection Wing has to oversee the adequacy of payment and
accounting system functioning in a decentralized set up with a view to ensuring
uniformity of procedures and to apprise the Head of the Unit/Division of any
deficiency in this regard at the earliest. The primary responsibility for ensuring
timely settlement of claims and accuracy in accounts including initial records,
rests with the Head, Accounts, of the Unit/Division. The Internal Inspection is
an aid to better management of accounts. Prompt attention to matters brought to
noticein internal inspection reports would go along way to strengthen accounts
administration and reduce observations by statutory Audit to the minimum.

The observations in the inspection reports, which areillustrative, should lead to
areview of the extant procedures wherever necessary. Irregular payments and
losses detected during inspection have to be viewed seriously. Irrespective of
any action that maybe taken to make good the loss or write off the amount, the
question of fixing responsibility for the lapse should invariably be considered.

In order to improve the performance of the Accounts Wing in your Division, the
following guidelines may please be followed strictly:

All preliminary observations issued by the Inspection Party in the form of Half
Margin Memos should be replied to promptly and, in any case, before the
inspection is over.

Any matter which may haveto be clarified verbally may be suitably explained by
the concerned departmental official to the Assistant Accounts Officer or Deputy
Controller of Accounts supervising the inspection.

The inspecting officer who has an overview of the performance of paymentsand

accounting functions in different Units would be in a position to make useful
suggestions, if important matters causing concern are discussed freely and frankly.
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(4) Thedraft inspection report should invariably be discussed by the Head, Accounts,
with theinspecting officer. A brief note of the discussions may be kept on record.

(5) The Head of the Unit should take the opportunity of the inspection to acquaint

himself with the important deficiencies brought to light and initiate immediate
action without waiting for the formal report.

(6) Thedisposal of theinternal inspection report should engage the personal attention

of the Head, Accounts who will ensure that all points are satisfactorily settled :
before the next inspection.

Yours sincerely,

Sd/-
M . PANCHAPPA

Head of Divisions.
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(Rafarad o in Pam 34.1)

|. Cash Book

2 Paid Vouchers-Selected moaths (March and one more month to be intimated by  AO-in
charge of Inspection Panty)

3. Stock Register of cheque Books/ Account of chaque forms (CAM 1&2)

A, Register of Chegues Drawn/Register of cheques defivered. (CAM 10 & 11)

5. Counter foils of cheque Books — Selected month ( Te be intimated by AO in charge of

Inspection Party.

6. Individual G.P F/C_P.F Ledgers (CAM~4T)

7, Broadsheet of G.P.F/ICPF (CAM-5)

B. Genceal Index Register of GPF Accounts (CAM-44)

9. Register of missing GPF/CPF credit/debits (CAM-30)

10. Register of final paymem: cases of GPF/ACPF (CAM-51)

|1. Compilation Book(s)

2. Summary of Transfer Entries

13. Consolidated Abstract/Classificd Abstract of Receipts and Disbursements,

14. Ledger of Debt. Depasit. Suspense and Remittance Heads (CAM-40)

15, Objection Book(s) (CAM-26)

16, Register of Requisition for Banks Dirafis (CAM-12)

17. GPF/CPF Nomination liles

I8. Register/Broadsheet of Deposits

19. Register/Broadsheet of Permancmt Advances. (CAM-61)

0. Register of Valumbles (CAM-16)

21. Register of Investments by Government

22 List of Pay Fixation cascs

23, TE Number Book and TEs File (CAM-35)

24. Register of Grants-in aid/Scholarships (CAM-28)

25. Register of Foreign Service Contributions

26. Pemsion Payment Order Register (Including psyment on Provisional basis) (CAM-524)

27. Cases on New Defined pension schemes ( miroduced for Govit. Servanis emered in Govi
Service on or after 1.1 2004) . PBRs & record maintained in Annexures LILIA, 1B, 1, 1V,
V, V1 & VII of the procedure of the New Defined pension Scheme.

28 Register of Public Sector Bank Suspense (CAM-17)

20. Register of Loans to State Govi/Public Sector Bodies ete (CAM-29)

30. Establishment Check Register (CAM-24)

31. Lists of payment recetved from cheque drawmg DDOs

312 Stock Register of Insurmnce Policies financed from Group Insurance, [ any

33. Broadsheet of Interes! Suspense (PF)

34, Register and Broadsheet of HBAMotor CAR Advances (CAM-30)

5. Register and Broadsheer of EMIVSD

36, Bropdsheet of Loans to State Governmenis Public Sector Rodies

37. Broadsheet of PAO Suspense/’Voucher Suspense

38. Broadsheet of following short-term advances 10 Government Servants namely Advances for
purchase of other conveyances, Flood Relief Advances and Other Advances

39. Bank Reconcilintion statements of Receipts and Disbursements recéived from DDOs
(Cheque Dmwing) (CAM-20 & 22)
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41

16
47.
a8,
19,

50,
5l
- 7.4
53,
34,
53,
S,
51
58
59,
fif).
fil,
62.
63.
. Register of Liabilities, il amy
635.
6.
67.
68.
69,
.

71

T2
73,
Ta.

5

Th.

17

78.
79.
B0,
Bi.
82
83.
. Reference Books { Latest Edition)
83,
. Demand for grants

. Weekly Statements of Receipts received from non-cheque drawing DDOs
. Suppliers” Advance Register

4.
43,
a4,
45,

Sight Draft Regsster

Stock Register of Receipts Books

Challan Files, Cheque Book folios and Receipt book folios

Service Books of Siaff, Service Books & Persomnel file of officials retiring within 5§ vears
and those who have completed 23vears of service.

Pay Bill Register (TR-28A)

Register of TA/LTC Advances

Register of Consumuble/Raw materinls (For Workshops)

Log Books of Office Vehicles /Staff Cars along with the hst of vehicles on road/off road,
List of vehicles propased/recommended for disposal/replacement.

Purchase Files, Minutes of SPC, SP& W et of meeting conducted

Livery Account

Telephane Bill Register/Trunk Call Register

Stock Register of Precious Meinls/Reglster of Sale Accoum for disposal of serap
Loan Register of Equipment  and Stores to other Departments/Universities ete
Register of invoices mised lor departmental supply of equipmenta/stores etc
Accession Register of Library Books

Service Postage Stamps Account

Fidelity/Guarantee Bond/Security Bond i respect of Cashier

Accounts of Mator Car Advances, Comprehensive lnsurance Policies

Register of Reimbursement of Medical Charges

Register of Rembursement of Twtion Fees

Register of Children's Education Allownsnce

Register ol OTA

Sanclion fles

Register of Unserviceable Stores

Material Returnable Register

Discrepancy Register

CGoods Receipt Register

Capital Equipment Register

Report of the Physical YVerificanon of stores
Register of Recoveries

Temporary Advance Register

Permanent Advance Register

Income Tax Calculation

Lindisbursed Pay & Allowance Register

Register af Periodical Charpes (CAM-2T)
Himdrance Register - lor extension of time (CPWD Manual)
List af MOLs entered during the year of Inspection
List of Consultancy Contract entered during the year
List of Technology Trunsfer cases

PRIS paymentrecovery and ehgibility.

Suspension (Subsistence Allowance)

Delegation of financial powers of the concerned unit
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Annexure-XI11
[Referred to in para 4.28(f)]
Government of India
Department of Atomic Energy
Principal Accounts Office
Anushakti Bhavan,
C.SM. Marg,
Mumbai 400 001.

No. Pr. AO/FAS/10\92)/2000-01/395 1.01.01
Subject: Transfer of balances under DDR \Heads Provident Funds etc.

1. Theissueregarding reconciliation of balances of various DDR Heads has been
under review since long. A considerable improvement is noticed in this area with the
continuous efforts by all the Pay and Accounts Officers of the Department. Still, there
aremany areas where the agreements have not been totally reached between the L edger
balances (CAM-40) and Broad Sheets maintained by Pay and Accounts Officers and
further, with the books of Principal AccountsOffice. Annexureto MIS-11 of Quarterly
MIS Report submitted by various PAOs, to this Office have prompted for areview of
the system in vogue.

2. Analysis has revealed that the core element causing the discrepancies is out of
adjustment of Proforma Transfer Advices between Pay and Accounts Offices. It is
felt that adequate care was not taken by the originating and accepting PAOs and the
Principal Accounts Office, inissue, acceptance and adjustment of Proforma Transfer
Advices. Thishasresulted inlarge scale discrepanciesin the Public Accounts balances
held by PAOs.

3. It is, therefore decided in exercise of the provision of Rule 13.4 of Civil
Accounts Manual that when aGovt. servant istransferred from one Office to another
Office either within the Department or under another Ministry/Department, the balances
outstanding against that Government servant under various Debt, Deposit and
Remittance Heads pertaining to Long term Loans and Advances to Govt. servants and
Provident__Funds shall be transferred_by issue of Cheque of the ‘C” Category
Government Account- not payable in cash” drawn in favor of the Pay and Accounts
Officer to whose circle the Government stands transferred. The procedure to be
followed is elaborated below:

Provident Fund:

4. ThePAOsfromwhose circle the Government servant istransferred shall arrange
to issue Cheque of the ‘C” Category “Government Account — not payable in cash”
transferring the Credit balance of Provident Fund (by affording Minus Credit to 8009
GPF/CPF/WCPF) in favour of the Pay and Accounts Officer to whose circle the
Government Servant istransferred to. The Cheque should accompany with extract of
the Accountsfor the previousthree financial yearsand for the current year. On receipt
of the ‘ C: Category cheque, the receiving PAO will credit the cheque under the Head
8009 — PF and incorporate the balance in his book. The PAO, while forwarding the
Chegue also may endorse a copy of the forwarding letter to the Government Servant,
concerned for their personal records.
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Long Term Advances

5. Asregards, long term Loans and Advances are concerned, the PAO from whose
circlethe employee istransferred, shall prefer aclaim for the amount outstanding, on
the PAO to whose circle the employeeistransferred. The latter PAO on receipt of the
claim shall issuea“C” Category Cheque in favour of the former PAO by classifying
the paid amounts as Minus credit and not repeat not Debit to Major/minor heads’
7610-Loans to Govt. servants — HBA/MCA/Computer advance/Scooter advance per
contracredit to Major/Minor Head “8670 Cheques & Bills—PAO cheques. Thelatter
PAO thus will incorporate the Loan amount against the individual and take further
action to regularize adjustment of loan/int. etc. as per LPC. In order to facilitate
maintenance of adequate records the details of long term advances, may strictly be
intimated to the PA O to whom the Govt. servant istransferred in the Proformaannexed
to thisetter.

5.1 Theformer PAO, on receipt of the Cheque shall afford the credit under Major
Head-7610 (to the respective loan Head) thereby nullifying the debit balance in his
books with suitable entries in all his books of Accounts like ledger, CAM-40/Broad
Sheet/PBR., etc.

5.2 The details of all the transactions should invariably be entered in the Pay Bill
Register/outward claim Register/Broad Sheet, etc. by both the PAOs by giving the
claim number, Chegue number, Challan number, date of Credit etc. Both the PAOs
should also maintain outward/inward claim Register for aclose monitoring. The said
register should be closed every month and the result should be incorporated in MISI
of Quarterly/MIS Report.

6. Theabove procedure will come into force with immediate effect. However, the
PTA aready received in the Principal Accounts Officeisbeing accepted and processed
at thisend. All PAOs may ensure strict adherence of the procedure laid down above
and the existing procedure of PTA be dispensed with immediately.

7.  Please acknowledge the receipt of this |etter.
A.R. Kale
Chief Controller of Accounts
To:

All Pay and Accounts Officers
All Head of Accounts Units
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Annexure-XIV

(Referred to in para 5.2.1)
DAE PURCHASE PROCEDURE

Government of India
Department of Atomic Energy

Anushakti Bhavan
C.SM. Marg
Mumbai — 400 001

No0.10/3(47)/98-SUS/191 April 30, 2001

OFFICE MEMORANDUM

Subject : Revision of existing Purchase Procedure.

In supersession of the Purchase Procedure notified vide DAE Office
Memorandum No.10/9(8) /84-SSS dated 13.08.1984 and the enhancement of financial
limit notified thereto vide DAE Office Memorandum No.10/9(8)/84-SSS/1577 dated
12.05.1995, thefollowing procedure shall be adopted for concluding contracts/purchase
ordersrelating to all purchases, fabrication jobs including cases where supply of free
issue material is provided by the Department, repairs, servicing, maintenance,
transportation and other servicesto be rendered on behalf of the Projects/Constituent
Unitsof the Department of Atomic Energy by the Central Purchase Unit or the Regional
Purchase Units of the Directorate of Purchase & Storesand other independent Purchase
Units attached to Centre for Advanced Technology, Indira Gandhi Centre for Atomic
Research and Nuclear Fuel Complex.

1. Indenting, Funds availability and approval of Purchase

Indents covering the requirements for equipments, components, raw materials
and all types of stores needed by the Projects/Constituent Units of the Department of
Atomic Energy and also for the services (i.e. repairs, transportation of materials, etc.)
shall be prepared in the format prescribed by the DPS and shall be raised on the
Central Purchase Unit or the Regiona Purchase Unit of the Directorate of Purchase
and Stores depending upon the financial limit upto which the Regional Purchase Unit
concerned isempowered to make purchase or theindependent Purchase Units attached
to CAT, IGCAR and NFC. Indents shall be approved by the authoritiesin the Projects/
Units to whom appropriate powers have been delegated. Before the indents are
approved and sent to the Purchase Unit concerned, the officer concerned approving
the indent should satisfy himself and ensure that he has the authority to approve the
indents to the extent of the estimated value of the items indented and also furnish the
relevant authority number and date on the indent. Officers empowered to approve
indents shall ensure maximum possible consolidation of their requirements against
each itemwhileraising indents. Indentsfor itemsof equipment and stores of proprietary
nature (i.e. when a particular make/model of an equipment or product of a particular
manufacturer isindented when items of similar or near equivalents are available from
more than one source) should be supported with sufficient technical justifications for
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choice of the proprietary make. Such indents shall be approved by only those officers
who are delegated specific indenting powers for proprietary articles of stores.

The authorities empowered to approve the indent shall indicate in theindent the
Head of Account number to which the expenditure for the purchase is to be debited,
the financial sanction number and date and certification about the availability of fund
for the purchase and al so send the indentsthrough their Stores Unit to ascertain whether
indented items are available in the stock. DPS shall return to the Indenting Officer
such of thoseindentswhich do not contain these details. Thelndenting Officer should
ensure that the specification of the items required to be purchased is complete in all
respects and that no such material is available in stock.

In cases where the estimated value of an indent for proprietary stores exceeds
the powers delegated to the Heads of the Projects/Units by the DAE, the Projects/
units shall submit suitable proposal to DAE furnishing justification for choice of the
proprietary make of the item proposed to be purchased and get the approval of the
DAE/MF asisappropriate. The Projects/Unitsshall rai se such indents on the Purchase
Units concerned only after the proposal for purchase of theitem on single tender basis
isapproved by DAE/MF. In such cases the Projects/Units shall endorse a certificate
on the indent itself to the effect that prior consent of the DAE/MF has been obtained
for indenting proprietary articles of stores and furnish the relevant authority number
and date on the indent.

Projects/Units shall notify to the Purchase Unit concerned from time to time the
names of various officers/committee empowered to approve indents/purchases.

The Purchase Unit concerned will ensure that approval/clearancefor the purchase
from the competent authority/committee in the respective Project/unit is available
before purchase orders/contracts are concluded.

2. M ode of Purchase

On receipt of an indent in the Purchase Unit concerned, the Purchasing Officer
concerned, after satisfying that the indent is completein all respects, shall decide the
mode of purchase and invite tenders by adopting any one of the following modes of
purchase taking into account the history sheets and such other relevant dataas may be
available in respect of the item. In deciding the mode of purchase in respect of
imported items, the F.O.B. value shall be the criterion for applying the prescribed
financial limit. Aninvitation to tender should normally beissued only to the suppliers
registered with the Purchasing Units in DAE, Directorate General of Supplies &
Disposal, National Small Industries Corporation or those listed in the Hand Book of
Indigenous Manufacturers published by the Development Wing of Ministry of Industry,
Government of India. Selection of suppliers for sending invitation to tenders will be
made on rotation except inthe case of afew proven core supplierswho can beinvariably
contacted to ensure timely supplies. The Purchase Unit of DAE may register as many
suppliersas possible who will bein aposition to meet the requirements of the Projects/
units of the Department of Atomic Energy. In caseit isproposed to issue enquiriesto
unregistered firmswhich will normally be based on the recommendation of the Projects/
Units in respect of some specialized requirements and also where the field is limited
and the reputed suppliers do not get themselves registered with the Purchase Units
under the DAE, prior approval of the Director, P& S, DPS/Heads of the Projects/
Units who have been authorized to exercise the powers of Director, Purchase & Stores
by DAE or the officers to whom such powers are specifically re-delegated by the
Director, Purchase & Stores//Heads of Projects/Units who have been authorized to
exercise the powers of the Director, P& S by DAE shall be obtained. For imported
stores, however, the respective foreign manufacturers/ suppliers and/or Indian agents
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shall be contacted.
211 Open Tender/Public Tender

Purchase shall normally be made by inviting Open Tenders in all cases where
the estimated value of an item or items of similar nature covered by an indent to be
purchased at a time exceeds Rs.10,00,000/- (Rupees Ten lakhs only)

Director, Purchase and Stores shall have powers to fix tender fee in respect of
tender documents to be sold against public tenders invited by the Purchase Units and
he shall lay down suitable procedures in this regard keeping in view the estimated
value of items to be purchased as well as the man-hours and materials spent in the
preparation of tender specifications and drawings. The tender fee can be waived and
tender document supplied free of cost in respect of such of those suppliers/organizations
who have been exempted by the Government of India from payment of tender fee by
its orders from time to time.

‘Open Tender’ system can be dispensed with and limited tender system adopted
as the mode of purchase even when the estimated value of an items of similar nature
covered by an indent to be purchased at a time exceeds Rs. 10.00 lakes (Rupees ten
lakes only) in the following circumstances in consultation with the Internal Finance
of the Purchase Unit and with the prior approva of Director, Purchase & Stores//
Heads of ProjectsUnits who have been authorized to exercise the powers of the
Director, P& Sby DAE provided detailed justification for dispensing with the i ssue of
Open Tender is recorded :-

a) When the requirement of storesis urgent and the desired delivery schedule
cannot be met if Open Tenders are invited.

b) When the sources of supply are definitely known and limited.
¢) Whenitisnotinthe publicinterest to call for Open Tenders.

d) When stores are reserved for purchase from a specified category of industry
as per the policy decision of the Government.

€) When the field has already been explored by Open Tender for similar items
during the period of about one year preceding the date of the indent.

In such cases, depending upon the estimated val ue of items, thefield should be covered
adequately by contacting as many suppliers as possible on the basis of the guidelines
provided under para 2.1 regarding selection of suppliers.

2.1.2
Limited Tender

Purchase shall normally be made by Limited tender in case where the estimated
value of an item or items of similar nature covered by and indent to be purchased at a
time exceeds Rs.20,000/- but does not exceed Rs.10.00 lakhs (Rupees Ten Lakhs). It
shall, however, be ensured that the field is covered adequately by contacting as many
suppliers as possible depending upon the estimated value of the item subject to the
condition that the tender enquiry is issued to at least five firmsin the field when the
value of the itemsto be purchased is between the range of Rs.20,000/- and upto Rs.2
lakhs and to ten firms when the value of the itemsto be purchased is above Rs.2 lakhs
unless the source of supply islessthan these minimum specified numbers. Selection
of the supplierswill be done on the basis of the guidelineslaid down under para2.1 by
the officers to whom powers are specifically delegated by Director, P&S and the
suppliers should be contacted in rotation.
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2.1.3 Single Tender
2.1.3.1A single tender may be invited in respect of the following cases: -

a) When an item or items of stores covered by an indent is available
from only a single source, e.g. where the stores are spare parts,
attachments, accessories, etc., required for an existing equipment or the
items of stores are the monopoly products of a single manufacturer, etc.

b) When anitem or items of stores covered by an indent is of a proprietary
nature and it recommended to be purchased from a single source with
sufficient technical reasons for choice of the proprietary make with the
approval of the competent authority as provided in clauses 1.1 and 1.3.

2.1.4 ‘Ab-initio’ Negotiation

The system of ‘ Ab-Initio’ negotiation may be adopted with the prior approval of
the Director, Purchase and Stores/Heads of Projects/Units who have been authorized
to exercise the powers of the Director, P&S by DAE in exceptional circumstances,
e.g. wherethere is no competition or where there is shortage of capacity or whereitis
inthe publicinterest to adopt thissystem. In casethevalue of the storesto be purchased
exceeds Rs.20.00 lakes, prior approval of the Department of Atomic Energy shall be
obtained.

Where ‘Ab-Initio’ negotiation is adopted as the mode of purchase, a set of
tender form including specifications, drawings and other allied details of the stores
shall be forwarded to the supplier(s) concerned with instructions that they should go
through the documents thoroughly and return it with an undertaking that they have
fully studied and understood the requirements correctly and can meet the requirements.
Techno-commercial negotiation (excluding price) shall be conducted with such of
those suppliers who have agreed to meet the requirements by a committee consisting
of the representatives of the Purchase Unit, Internal Finance of the Purchase Unit and
the Indenting Officer. After holding the techno-commercial discussion with the
supplier(s) concerned, the negotiating committee will draw up minutes of the meeting
indicating the techno-commercial agreements reached with the supplier(s) (excluding
the price) and get the minutes signed by all the members of the negotiating committee
including the supplier’s representatives who are present at the meeting. The
representative of the supplierswho are present during the negotiation will beinformed
that they will berequired to quote the pricefor theitemin aseaed envel ope superscribed
with DPS Reference Number and the due date within the time and date specified by
the Purchase Unit which will befixed and intimated by the Purchase Unit to the suppliers
concerned and open the price bid on the specified due date and time.

2.1.5 Post Tender Negotiation

Post Tender Negotiation should be discouraged except in respect of thefollowing
circumstances :-

a) Purchase of items on single tender basis where the prices quoted by the
only supplier are higher than the indent estimate subject to condition
that the indent estimate is realistic.

b) There is downward trend in the price of the item in the market after
opening of the tenders and the number of technically suitable offers
received isonly one.

(Here, if the number of technically suitable/acceptable offers are more than one, all
such bidders shall be given an opportunity to furnish their revised price bid in asealed
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envelope on a specified due date and time instead of holding any negotiation).

¢) When the quantities of the item to be purchased are large and the orders
will have to be placed with more than one supplier and each of them has
quoted varying ratesin their offer and the intention isto reduce the price

gap.

Director, Purchase & Stores or the Heads of the Projects/Units who have been
authorized to exercise the powers of the Director, P& S by DAE shall have the powers
to overrule the recommendation for price negotiation if they are satisfied that the
recommendation made to hold the post-tender price negotiation by the approving
authority in the Project/Units does not fall in line with the above guidelines

Rate and Running Contract/Annual Bulk Supply Contract.

In respect of stores for which thereis recurring and regular demand the price of
which is not subject to appreciable fluctuation and in cases of common user items
required by the Projrects/Units, the Purchase Unit concerned shall conclude annual
bulk supply contracts based on Public Tender for an appropriate period not exceeding
twoyearsat atime. After conclusion of annual bulk supply contractswith the approved
suppliers, the Purchase Unit will send purchase requisition against indents received
from the user department (aspecimen format of the purchase requisition will bedrawn
up and circulated to the Purchase Unit by the Director, Purchase & Stores) to the
concerned annual bulk supply contract holding firmsindicating the description of the
items, quantity, price, percentage/quantum of statutory levies, payment terms, details
of the consignee, etc. instead of placing individual purchase orders. As the original
annual bulk supply contractsare released in favour of the suppliersonly after completion
of the pre-audit formalities, there is no necessity to get the individual purchase
requisition pre-audited. However, the Accounts Unit attached to the Purchase Unit
will debit the expenditure to the concerned Projects/Units based on the Accounts copy
of the purchase requisition received by the Accounts Unit.

Where valid rate contracts concluded by the Directorate General of Suppliers &
Disposals exist, the officer concerned in the Purchase Unit, provided heisdeclared as
the Direct Demanding Officer, should make use of such rate contracts concluded by
the DGS& D and place supply order on therate contract holdersif the delivery schedule
prescribed by the Projects/Units can be met by the supplies against rate contracts.
However, therewill be no objection in making direct procurement from the rate contract
holders by placing purchase orders provided they are willing to make supplies at the
rate contract prices.

Emer gency/Shut-down Requirements

In case of emergent requirements relating to any of the operating plants under
the Department of Atomic Energy, Director, Purchase and Stores/Heads of Projects/
Units who have been authorized to exercise the powers of Director, P&S by DAE
may, at their discretion decide and authorize any mode of purchase in deviation to the
normal procedure having regard to the cannons of financial propriety. Such deviation
should, however, be considered only against indents specifically marked as
‘OPERATIONAL EMERGENCY" or ‘ SHUT-DOWN REQUIREMENT’ and approved
by the Head of the Plant/Unit provided the value of the item or items of similar nature
to be purchased at a time does not exceed Rs.10,00,000/- (Rupees Ten lakhs only).

3. Dispensation of Tendering Formalities

No tenders need be invited for the purchase of storesin respect of the following
cases and purchase shall be made by adopting any one of the following modes depending
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upon the circumstances and the estimated value of items of stores covered by an
indent.

3.1.1 Cash Purchase

When the value of anitem or items of similar nature covered by an indent to be
purchased at atime does not exceed Rs. 1,000/- purchase shall be made by cash.

In the following types of cases, even though the value does not exceed
Rs.1,000/-, regular purchase order may be placed :-

i. Foreign purchases
ii. Purchase of materials from upcountry firms,
iii. Where items to be purchased are required to be dispatched to out-station,

iv. Wherethe sale procedure of aparticular supplier does not provide for cash
sale, and

v. Where the nature of transaction makes it necessary to issue a regular
purchase order.

312 Telephonic Quotation

Wherethe value of anitem or items of similar nature covered by an indent to be
purchased at a time exceeds Rs.1,000/- (Rupees One Thousand only) but does not
exceed Rs.20,000/- (Rupees Twenty Thousand only), quotations by telephone shall
be obtained from at least five firms (unless the source of supply islessthan five). If,
after obtaining quotations by telephonein respect of theindentswhere estimated value
of theitem(s) is shown as Rs.20,000/- or below, the actual price payable for the items
isfound to exceed Rs.20,000/-, such indents will be processed afresh by the Purchase
Unit on Limited Tender basis.

Firms from whom tel ephoni ¢ quotations are obtained as per 3.1.2.1 above, shall
be asked in writing to confirm that the quotation has been correctly recorded.

There shall, however, be no objection in inviting limited tenders instead of
obtai ning telephonic quotations wherever there are difficultiesin processing purchases
based on tel ephonic quotations, particularly in case of items of non-standard type and
items not readily available, etc.

313 Repeat Order

If anindent isreceived for an item or items of stores of identical description for
which an earlier purchase order has been placed, fresh tendering action may be
dispensed with and purchase made on repeat order basis, that is, either by enhancing
the quantity in the earlier purchase order or by placing a fresh purchase order on
repeat basis provided that :-

(@ the original purchase order was placed on the basis of a lowest
technically acceptable offer and was not on delivery preference,

(b) the new purchase order is placed within six months from the date of issue
of the original purchase order,

(c) the requirement isfor stores of identical description

(d) the supplier concerned is willing to accept a purchase order on identical
terms and conditions.

(e) Thereisnodownward trend of the prices since the original purchase order
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(9)

was placed which is to be certified by the Purchase Officer concerned.

The quantity to be ordered/purchased on each occasion on repeat order
basis does not exceed 100% of the quantity as per the origina purchase
order or Rs.5.00 lakes (Rupees Five lakes only) in value whichever isless,
and

Efforts are made to obtain a suitable rebate from the supplier concerned
for the increase in quantity and the results of the efforts are recorded in
writing before arepeat order is release

Director, Purchase & Stores shall have the powers to authorize and approve
deviations to the value limit, quantity limit and time limit not exceeding 12 months

from the

date of the initial purchase order specified in this parain consultation with

their Internal Financein deserving cases subject to condition that thereisno downward
trend in the prices of the items in the market after placing the initial purchase order
and he is satisfied that it is in the public interest to place a repeat order rather than
inviting fresh tenders against the indent raised by the Projects/Unitsfor similar items.

Two-Part Tenders

321

Whenever the estimated value of an item or items of similar nature
covered by an indent to be purchased at atime is Rs.1.00 crore and above,
such indents shall be processed by adopting Two Part Tendering system
utilizing the appropriate tender documents approved by the Department of
Atomic Energy for this purpose. In respect of such of those indents where
the estimated valueislessthan Rs.1.00 crore but the indenting officer suggests
processing of such indents on Two-part Tender basis due to the special/
unfamiliar nature of theitems needing detailed technical scrutiny of the offers
before opening the Price Part of thetenders, such indentswill also be processed
by the Purchase Unit under Two-Part Tendering system. While Public Tenders
shall normally be the mode of purchase for processing indents under Two-
Part Tendering system, Director, Purchase & Stores/Heads of Projects/Units
who have been authorized to exercise the powers of Director, P& S by DAE
shall havethe power to adopt Limited Tender system asthe mode of purchase
in consultation with their Internal Finance wherever considered necessary
after recording satisfactory reasons in writing for the same. However, the
Two-Part Tendering system can be dispensed with in respect of the following
Cases :-

@ Items to be purchased on single Tender basis.

(b) Purchase of raw materials linked to certain established standards
like Indian Standards, British Standards, German Standards, Italian
Standards, American Standards such as Fine and Bold Chemicals,
Mild Steel items, Pipe and Pipe Fittings, Sanitary items, Construction
Materials, Public Health materials, Furniture & Fixtures and
Consumables.

(© Items of spare parts and components required to be purchased for
the Plant, Machinery, Equipment, Vehicles, etc. from the original
anufacturers or their authorized distributors/agents as the case
may be,

(d) Items covered under the DGS& D Rate Contracts, Annual Bulk
Supply Contracts for common user items concluded by DPS/other
Purchase units of DAE.
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(e)  Qils, Paints, Petrol and Lubricants
() Drugs, Medicines and Diagnostic Tests Kits.
4.  Purchase Powers

The Director, Purchase & Stores/Heads of Projects/Units who have been
authorized to exercise the powers of Director, P& S by DAE shall have full powersto
approve and sign purchase orders/contracts and amendments thereto, subject to the
purchase being approved by the competent authorities'committees in the respective
Project/Unit. Inrespect of common stock items of storesto be purchased on behalf of
the Projects/Units of the Department of Atomic Energy, the Director, Purchase &
Stores/Heads of Projects/Units who have been authorized to exercise the powers of
Director, P& S by DAE shall exercise the powersto the extent delegated to them from
time to time by the Department of Atomic Energy.

Purchase Orders/Contracts and amendmentsthereto shall be approved and signed
by officers in the Purchase Units to the extent of financial powers delegated to them
by the Director, Purchase & Stores from time to time.

5. Direct Purchase by ProjectgUnits

5.1 Heads of Projects/units of the Department of Atomic Energy shall have powers
to make purchase of stores directly, independent of the powers delegated to
them by DAE under ‘Works Procedure’, without utilizing the service of the
Purchase Units for all purchases upto a value of Rs.50,000/- on each occasion
except imported items.

5.2 Payment in respect of the above purchases made as per para5.1 shall be effected
by the Accounts Officers of the respective Project/Unit directly. Heads of
Projects/Units shall ensure that the reasonableness of the price payable is
established by obtaining quotati ons from aminimum of three supplierswherever
possible. Heads of Projects/Units shall introduce suitable procedures and system
for this purpose in consultation with their Internal Finance/Accounts Officer
having regard to the canons of financial propriety.

5.3 The Heads of Projects/Units may, in the normal course, make use of the above
provisions to the maximum possible extent in consultation with their Internal
Finance/Accounts Officer and may also delegate these powers to the extent
considered necessary to their senior subordinate officers.

6. Pre-Audit

6.1 No purchase orders exceeding Rs.20,000/- in value and amendment thereto
having financial implications where the value of the order after the amendment
exceeds Rs.20,000/- shall be released by the Purchase Units unless these are
pre-audited and certified to be in order by an officer at the appropriate level in
the Accounts Units attached to the Purchase Units. However, the financial
commitment in respect of the purchase orders below the value of Rs.20,000/-
should be recorded by the Accounts Unit attached to the Purchase Unit. For this
purpose, the officers concerned in the Purchase Unit will refer such cases after
release of the purchase orders to the concerned Account Unit.

6.2 Whilepre-auditing and certifying the purchase orders, the officer concerned in
the Account Unit shall ensure, inter aia, that :-

(@) approval of competent authority/committee, etc. inthe Projects/Unitsexists
for the purchase.
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(b)

©

(d)

(€

®

(9)

(h)

0]
()

(k)

V)

(m)

(n)

(0)

(9)

(@)

(1)

©®

(®)

In case of proprietary items, detailed technical justification wherever
necessary for the choice of the proprietary make are furnished by the
Projects/Units.

Sufficient funds are available.

Head of Account to which expenditure is to be debited is correctly
indicated.

Lowest quotation is accepted or satisfactory reasons have been recorded
in writing for not accepting the lowest quotation.

Proper procedure for making purchase is followed.

Approval of the competent authority is obtained for deviation from the
procedure and also from the standard terms and conditions of the contract
where applicable.

Provision is made in the contract for safeguarding government property
required to be entrusted to the contractor.

Paying authority has been correctly stipulated in the purchase order.

Price preference/purchase preference wherever applicable as per the
government order is accorded.

In case of purchase orders proposed on unregistered firms, income tax
clearance certificateis obtained and certified to be availablein the purchase
group concerned.

When apurchase order is proposed based on asingle offer received against
limited tender, adequacy of the coverage of field and reasonableness of
the price are certified by the officer concerned in the Purchase Unit.

Whether the provisions of GFR particularly those relating to contracts,
purchases and canons of financial propriety have been followed.

If the purchase order proposed to be placed is on ex-works or F.O.R. basis
whether suitable provision has been made in the purchase order for safe
delivery of the items by the contractor to the purchaser’s site.

Whether suitable clause for proper packing is incorporated and whether
name and address of the consignee, quantity, rate and other relevant
commercia terms and conditions have been correctly reflected in the
purchase order.

If previous purchase referencesis available, whether the rate stipulated in
the purchase order are comparable with the previous purchase order.

Where advance payment has been agreed to, pre-despatch inspection clause
has been incorporated in the purchase order and in cases where pre-
despatch inspection is proposed to be waived, whether approval of Heads
of Divisiong/Plants exists.

Whether required and agreed to, whether liquidated damages clause has
been incorporated in the purchase order.

Whether appropriate guarantee clause has been incorporated in the
purchase order.

Whether documents to be presented for release or payment have been
listed out properly.
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6.3

7.2

(u) Incaseswhere freeissue materials are to be provided by the Department
to the Contractors, whether suitable provision for safeguarding theinterests
of the government, manner and method for delivery of freeissue materials,
furnishing safeguards by the contractor, accounting of freeissue materials,
the maximum permitted percentage of |oss/wastage have been incorporated
in the purchase order.

There shall, however, be no pre-audit of purchase requisitions irrespective of
the value, released in favour of the suppliers based on the annual bulk supply
contracts concluded by DPS and Accounts Unit concerned will debit the
expenditure to the concerned Project/Unit based on the accounts copy of the
purchase requisition received from the Purchase Unit.

Payment of Bills

Payments against purchase orders placed by the Purchase Units shall be rel eased
by the Accounts Units attached to the Purchase Units or the paying authority
stipulated in the purchase order as per the mode and terms and conditions
stipulated in the purchase order. Bills/invoices from the suppliers for payment
against purchase orders placed shall be received in the Accounts Unit attached
to the Purchase unit or any other paying authority as the case may be. The Pay
& Accounts Officer concerned in the Accounts Unit shall, among all necessary
checks :-

(@) verify the bills/invoices received from the suppliers with reference to the
purchase orders, amendment to the purchase orders, recei pt voucher raised
by the stores unit and other relevant records/communications, and

(b) ensure that the prescribed certificates relating to excise duty, sales tax,
freeissue materialssupplied by the department, bank guaranteefor security
deposit, advance/progress payment, performance bond, etc. whenever
asked or are available before the payment is released.

In respect of such of those purchase order where the contractors make either
excess supply or short supply not exceeding plus/minus (+ / -) 10% of the
quantity ordered in each purchase order, the paying authority will make payment
to the extent of the quantity actually supplied by the contractors without aformal
amendment to the purchase order subject to (a) availability of funds for the
purchase, (b) theindenting officers agreeing to accept the short supply of excess
quantity, (c) the total value of the excess supply not exceeding Rs.50,000/- in
each case and (d receipt of Central Stores Receipt Vouchersfor the actual quantity.

Deviations

Director, Purchase and Stores (DPS at Mumbai) has powers for approving and
authorizing any deviation from the purchase procedure including standard terms
and conditions of contract to the extent delegated by DAE, provided, however,
that the reasonsfor such deviationsare recorded in writing and Director, Purchase
and Stores is satisfied of the necessity for such deviations. In al such cases,
Director, Purchase and Stores shall take decision after consulting IFA, DPS.

Sd/ 27.04.2001
(B.D. Mishra)
Dy. Secretary to the Govt. of India
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Government of India
Department of Atomic Energy

Anushakti Bhavan
C.SM. Marg
Mumbai — 400 001

N0.10/3(47)/98/SUS/453 January 23, 2006

OFFICE MEMORANDUM
Sub: Modification in the value for modes of Purchase — Reqg.

Reference is invited to DPS ID No.DPS/IFA/CDN/10 dated September 22, 2005 on
the above subject.

The case has been examined in detail in the Department in consultation with
Finance taking into account the enhanced financial powers contained in GFR-2005
and the competent authority has approved the proposal for enhancing the financial
limitsfor various modes of purchase contained in the DAE Purchase Procedure i ssued
vide OM No0.10/3(47)/98-SUS/191 dated 30.04.001 as follows :

(i)  Cash Purchase : Unto a value of Rs.5,000/- on each occasion
(Clause 3.1.1.1 without inviting quotations. For purchasesunto
Rs.10,000/- invalue, quotations may beinvited

from a minimum of three firms (unless the

source of supply is less than the minimum

number).
(i)  Telephonic Quotation : Quotations by fax as per the procedure being
(Clause 3.1.2.1) followed in the Loca Purchase Section/DPS

for estimated value of above Rs.10,000/- and
up to Rs.50,000/- provided the decision for
purchase above Rs.10,000/- is taken in a
Committee constituted within DPS consisting
of minimum four members wherein a
representative of Finance & Accounts is also

involved.
(iif) Limited Tender : Above Rs.50,000/- and unto a value of Rs.25
(Clause 2.1.2.1) |akhs
(iv) Public Tender . Above Rs.25 lakhs

(Clause 2.1.1.1)

Sd/
(D. Surendran)
Under Secretary to the Govt. of India
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Annexure to PTA of House Building Advance/M CA/Scooter/Computer

1 Name & Designation of transferred
employee
2. IC/EC No.
3. Nature of Balance transferred
4., Amount originally sanctioned
5. Sanction No. & Date & Authority
sanctioned the Advance
6. No. of installment in which advance
to be received
7. Rate of installment
8.a. | Date of Payment of motor car/
scooter/computer etc, advance
b. | Incaseof House Building Advance | Amount Date of payment
18, instalmeent Rs.
2 installment Rs.
34 installment Rs.
9. Month & Year from which recovery
of advance is commenced
10. | Rateof Interest % Pa.
11. | No. of installment/amount
aready recovered. No. of installment | Amount received
12. | No. of Installment/amount No. of installment | Amount outstanding
outstanding
13. | Date of mortgaging the property Date of Date of
mortgaging Acceptance by
CA.
14. | Particular of Insurance
a. Date from which issued
b. Date up to which insuranceisvalid
c. Intervening period not covered by | From To
insurance
DA/AA AAO P&AO

Copy for information to the individual concerned.
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Annexure-XV

[Asreferred in para’5.3.3 D(iv) ]

Ref : INV/GEN/10/1587 September 18, 1980

Sub : Procedure for accounting and verification
Of valuable materials handled in B.A.R.C.

Of late, with the increase in the Research and Development activities of BARC,
there has bee a substantial rise in the quantum of valuable materials such as Platinum
wares, Gold, Silver etc.; handled by the various divisions and the need for utmost care
in maintaining proper accounts of such materials needs no emphasis. Instructions
regarding the verification there of by the divisions themselves and by an independent
committee were already issued earlier in Head Accounts Division’s Circular No.INV/
Gen/10/71-72/1393 dated 3/7/1971 and further reiterated in No.INV/Genl/10/70-72(ii)/
835 dated 18.3.75. Though the above circulars bring out clearly, inter alia, the
procedure to be adopted in the maintenance of suitable stock registers, custody of the
valuable materials and their periodical physical verification of such materias, it is
seen that those instructions are not being followed scrupulously in several division
with the result the number of discrepancies between the book balance and the physical
balance ison theincrease., The following further instructions are issued with a view
to avoid altogether such discrepancies.

1.  Stock Account.

(i) Each division/section entrusted with valuable materials shall maintain a
separate stock register to record the transactions of all valuable materials
handled by them in the form enclosed (NOT PRINTED). This may be
preferably kept in a properly bound register instead of in loose sheets. The
receipt and issue of the materials shall be handled by a single officer for a
division/section asahole, who will be nominated by the Head of the division/
section, and all indents for the purchase of materials receipt or issue thereof
shall pass through the nominated office from/to the divisional stores. The
name of the officer so nominated and changesif any should be communi cated
to Accounts Division now and from time to time.

(ii) Each valuable item shall be allotted a separate folio. |f the materials are
purchased from outside agencies, reference to the CSRV or Challan number
shall be invariably furnished and in case they are obtained on transfer from
other divisiong/sections reference to the material transfer noteisrecorded in
the stock register. Similarly, the issue of materials to other divisions on
transfer basis or to outside agencies for reprocessing etc; shall be supported
by the relevant issue number and accounted for on the issue column of the
stock account. The account shall also provide for recording the quantity
actually found during the interna physical verification by the division and
for taking action for excess or shortage of valuable materials.

2.  Movement Register.

Whenever the materials are issued within the division in connection with
experiment etc., no entry shall be made in the stock account and the material
shall not also be finally charged off. Instead, afew pages may be allotted at the
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3.

(i)

(i)

end of the stock register itself to record such transactions and to watch the receipt
back of such materials or a separate register may if convenient, be opened for
this purpose, if the frequency of such transactionsis more.

Scrap/Reprocessing Account.

Due to constant use, some of the valuable materials may wear out and they may
either be scrapped or issued for refabrication. Also the account of such scraped
items shall be maintained by the nominated officer and such materials are issued
for final disposal or for reprocessing under the orders of the competent authority
through the Divisional Stores, the quantity so issued shall be deducted from the
closing balance in the stock account quoting reference to the credit voucher of
the division/Central Stores. When such materials are received back duly
refabricated or reprocessed, suitable entries may be made in the stock account
giving reference to the CSRV No. and weight of the materials. Any material
considered as surplus to the requirements or any division/section shall be
identified as quickly as possible and returned to the Central Stores with the
approval of the head of the Division and suitable acknowledgement or credit
voucher obtained from the stores and the same entered in the Stock Account. A
copy of such intimation to Central Stores should invariably be endorsed to
Accounts Division.

Physical verification.

The division/section entrusted with the custody of valuable materials shall also
arrange to verify the actual quantity of such materials every half year in the 1%
week of January and July of each year with reference to the quantity of materials
shown in the Stock Account and transmit the report of such verification the
Accounts Division in the form enclosed showing clearly the shortage/excess
noticed against each item during the physical verification. If the excess could be
identified the same shall be taken as a receipt in the Stock Account and in the
case of shortage, the reasonsfor such shortage shall be examined. If the shortage
is not due to any theft, or defect in procedure or negligence or the part of any
individual requiring disciplinary action but represents only actual wear and tear,
suitable proposals for write-off, shall be sent to the Internal Financial Adviser
for his concurrence, by the Head of the Division/Group or the Director of the
Group and after getting his concurrence, sanction for such write-off shall be
issued. The quantity so written off shall be shown asissuesin the stock account
giving reference to the sanction for write-off, so that the ground balance agree
with the physical balance. Even if any of the Section/Division in BARC is not
having any such item of valuable material in their custody a‘nil’ report should
invariably be sent to Accounts Division twice in ayear i.e. on 15" January and
15" July positively. The concerned APOs or Officer nominated for the purpose
should be asked to note the requirements carefully.

In addition to the above physical verification, the valuable materials handled by
each division/section shall also be verified by an independent committee
consisting of any Accounts Officer, a Stores Officer and a Scientific Officer once
ayear.

If any difficulty is experienced by any division in the maintenance of proper
stock account on the lines indicated in the foregoing paragraphs, the Accounts

Officer (Costing) of the Accounts Division shall be contacted for appropriate
guidance.
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6. The above instructions would be applicableto all Divisions/Sectionsin BARC
and thereport called for under para5(ii) above should be sent by all the Divisional
and Sectional Heads, irrespective of whether any valuable material ishandled by
them or otherwise. The existing report maintained by the Sectiong/Divisions
should be reviewed and the correct position reported to Accounts Division by
1.10.1980 at the latest.

7. Receipt of this circular may please be acknowledged by all Divisional/Section
Heads.

SD/-
(T A Lakshminarayanan)
Internal Financial Adviser.

All Heads of Divisions/Sections
Director’s Office,
Controller’s Office

Forwarded for the information and guidance to all staff members, Registers may
please be maintained accordingly.
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Annexure-XV-A
[Asreferred in para5.3.3 D(iv) ]

Bhabha Atomic Research Centre
(Inventory Accounts Section)

Central Complex,
Trombay, Bombay — 85.

Ref : INV/GEN/10/71-72/1393 3-7-1971.

Sub - Procedure regarding maintenance of stock
Account of valuable materialsin BARC.

In supercession to the existing procedure ACA (207)/60 dated 23-9-1960 on the

above subject, the following procedure may hereafter be followed by those divisions
who handle valuable materials such as Platinum Wares, Gold, Silver etc. in respect of
register of valuablerequired to be maintained to ensure correct account and verification
of those items from time to time.

i)

i)

Maintenance of Register :

Theregister should invariably record referenceto CSRV, Challan number where
material s have been purchased from outside agencies, referenceto issue voucher
from whom materials have been received. When received from another division
or if processed within the division it should invariably indicate the inspection
note or challan reference of the section which processed the same together with
number of items received and weight thereof as far as receipts are concerned.
The issues to other division or outside parties for re-processing etc. should
invariably be posted with reference to issue vouchers together with weight of
thesame. Every entry intheregister hasto beinitialed by the Officer-in-charge
for the custody of the above items. The balance should always be struck
whenever transaction appearsin theregister. Inorder to give effect to the above
procedure, a revised proforma enclosed (NOT PRINTED) may hereafter be
adopted for maintaining the account. All supporting vouchers should bear serial
number and should be filed chronologically in afile kept for the purpose. All

|osses in weight whether normal or abnormal should be exhibited in col. 10 as
and when losses are noticed as aresult of physical verification or otherwise and
sanction of the competent authority obtained for writing off the loss or
diminution. A referenceto sanction No. and date may invariably berecorded in
Col.10.

Custody of valuables:

The register of valuable materials should be maintained by the person who is
nominated for thispurpose. Theregister should alwaysremain under his personal
custody. Any issues for regular use in the division have to be regulated by a
movement register. A separate part of the register may also be utilized to watch
the issues within the division and receipt back of such items so that the total
quantity with the division and the identity of such stock can be immediately
known. This record has to be maintained in addition to that maintained in the
divisional storeswhere an account iskept of al valuablereceivedinthedivision
and issued to the Officer-in-Charge for use and saf e-custody of the sametogether
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with subsequent transfer of valuables to other divisions or issued to outside
partiesfor re-processing etc. A copy of the procedure should also be brought to
the notice of the custodian of valuables.3

Physical verification:

The stock holder should physically verify these items once in ayear by actual
count/weighment and record the result of such verification in the register. The
result of such Physical Verification by thedivision should bereported to Accounts
Division every year by 15" April at thelatest. Inaddition to the above verification
theAccountsDivision will also verify theseitemsoncein ayear when theregister
of valuablewill a so be checked with reference to the underlying and supporting
vouchers/recordsto ensure that the book balance as exhibited in the register has
been correctly arrived at.

If any difficulty is encountered in maintenance of these accounts, the Accounts
Division may be consulted for guidance.

Sd/- 3.7.71
(S M Patankar)
Head, Accounts Division.

All Heads of Division
For information
Director’s Office,
Controller’s Office
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Annexure-XVI

(Referred to in Para 6.1.3)
No.4/1/87-PIC/I
Government of India
Ministry of Personnel, Public Grievances and Pensions
Department of Pension and Pensioners Welfare

New Delhi, the Ist May, 1987.

OFFICE MEMORANDUM

Sub : Change over of the Central Government employees from the Contributory
Provident Fund Scheme to Pension Scheme—Implementation of the recommendations
of the Fourth Central Pay Commission.

The undersigned is directed to state that the Central Government employees
who are governed by the Contributory Provident Fund Scheme (CPF Scheme) have
been given repeated optionsin the past to come over to the Pension Scheme. The last
such option was given in the Department of Personnel and Training O.M.No.F3(1)-
Pension unit/85 dated the 6™ June, 1985 . However, some Central Government
employees still continue under the CPF Scheme. Thefourth Central Pay Commission
has now recommended that al CPF beneficiaries in service on January 1, 1986,
should be deemed to have come over to the Pension Scheme on that date unless they
specifically opt out to continue under the CPF Scheme.

2. After careful consideration the President is pleased to decide that the said
recommendation shall be accepted and implemented in the manner hereinafter
indicated.

3.  All CPF beneficiaries, who werein serviceon 1.1.86 and who are still in service
on the date of issue of these orders will be deemed to have come over to the
Pension Scheme.

3.2 The employees of the category mentioned above will, however, have an option
to continue under the CPF Scheme, if they so desire. The option will haveto be
exercised and conveyed to the concerned Head of Office by 30.09.1987 in the
form enclosed if the employees wish to continue under the CPF Scheme. If no
option is received by the Head of the Office by the above date the employees
will be deemed to have come over to the Pension Scheme.

3.3 The CPF beneficiaries, who were in service on 1.1.86, but have since retired
and in whose case retirement benefits have al so been paid under the CPF Scheme,
will have an option to have their retirement benefits cal culated under the Pension
Scheme provided they refund to the Government, the Government contribution
to the Contributory Provident Fund and the interest thereon, drawn by them at
the time of settlement of the CPF Account. Such option shall be exercised latest
by 30.09.1987.

3.4 Inthe case of CPF beneficiaries, who werein service on 1.1.86 but have since
retired, and in whose case the CPF Account has not already been paid, will be
allowed retirement benefits asif they were borne on pensionabl e establishments
unless they specifically opt by 30.09.1987 to have their retirement benefits
settled under the CPF Scheme,
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3.6
3.7

4.1

4.2

4.3

6.1

6.2

6.3

In the case of CPF beneficiaries, who were in service on 1.1.1986, but have
since died, either before retirement or after retirement, the case will be settled in
accordance with para 3.3 or 3.4 above asthe case may be. Optionsin such cases
will be exercised latest by 30.09.1987 by the widow//widower and in the absence
of widow /widower by the eldest surviving member of the family who would
have otherwise been eligibleto family pension under the Family Pension Scheme
if such scheme were applicable.

The option once exercised shall be final.

In the types of cases covered by paragraph 3.3 and 3.5 involving refund of
Government’s contribution to the contributory provident fund together with
interest drawn at the time of retirement, the amount will have to be refunded
latest by 30" September, 1987. If the amount is not refunded by the said date,
simple interest thereon will be payable at 10% per annum for period of delay
beyond 30.09.1987.

In the case of employees who are deemed to come over or who opt to cover to
the Pension Scheme in terms of paragraphs 3.3, 3.4 and 3.5, the retirement and
death benefits will be regulated in the same manner as in case of temporary/
quasi-permanent or permanent Government servant, as the case may be, borne
on pensionable establishment.

In the case of employees referred to above, who come over or are deemed to
come over to the Pension Scheme, the Government’s contribution to the CPF
together with the interest thereon credited to the CPF Account of the employees
will be resumed by the Government. The employees contribution together with
the interest thereon at his credit in the CPF Account will be transferred to the
GPF Account to be allotted to him on his coming over to the Pension Scheme.

Action to discontinue subscriptions/contributions to CPF A ccount may be taken
only after the last date specified for exercise of option viz. 30.09.1987.

A proposal to ex-gratia payment to the CPF beneficiaries, who retired prior to
1.1.1986 and to the families of CPF beneficiaries who died prior to 1.1.1986, on
the basis of the recommendations of the Fourth Central Pay Commission is
separately under consideration of the Government. The said ex-gratia payment,
if and when sanctioned, will not be admissible to the employeesor their families
who opt to continue under the CPF Scheme from 1.1.1986 onwards.

These orders apply to all Civilian Central Government Employees who are
subscribing to the Contributory Provident Fund under the Contributory Provident
Fund Rules (India), 1962. In the case of other contributory Provident funds,
such as Special Railway Provident Fund or Indian Ordnance Factory Workers
Provident Fund or Indian Naval Dockyard Workers Provident Fund, etc. , the
necessary orders will be issued by the respective administrative authorities.

These orders do not apply to Central Government employees who, on
re-employment, are allowed to subscribe to Contributory Provident Fund. These
ordersalso do not apply to Central Government employees appointed on contract
basis where the contribution to the Contributory Provident Fund is regulated in
accordance with terms of contract.

These orders do not aso apply to scientific and technical personnel of the
Department of Atomic Energy, Department of Space, Department of Electronics
and such other Scientific Departments as have adopted the system prevailing in
the Department of Atomic Energy. Separate orderswill beissued intheir respect
in due course.
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7.1

7.2

10.

To

Ministry of Agriculture etc., are requested to bring these orders to the notice
of al CPF beneficiaries under them, including those who have retired since
1.1.1986 and to the families covered by paragraph 3.5 of these orders.

Administrative Ministries administering any of the Contributory Provident
Fund Rules, other than Contributory Provident Fund Rules (India), 1962, are
also advised to issue similar orders in respect of CPF beneficiaries covered

by those rules in consultation with the Department of Pension and Pensioners
Welfare.

These orders issue with the concurrence of the Ministry of Finance,
Department of Expenditure vide their U.O.No. 2038/JS(Pers)/87 dated
13.4.1987.

In their application to the persons belonging to Indian Audit and Accounts
Department, these ordersissue after consultation with the Comptroller and Auditor
General of India

Hindi version of these orders follows.

Sd/-
(1. K. Rastogi)
Additional Secretary to the
Govt. of India.

All Ministries/Departments of the Government of India.
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Annexure-XVI-A

(Referred to in Para 6.1.3)
No0.4/1/87-P&PW(PIC-I11)
Government of India
Ministry of Personnel, PG. & Pensions
(Department of Pension and PW.)
New Delhi the 12.10.92

OFFICE MEMORANDUM

Sub : Change over of the Central Government empl oyees from Contributory Provident
Fund Schemeto the Pension Scheme-Formulation of policy for Scientific and Technical
Personnel — Regarding.

The undersigned is directed to refer to para 6.3 of this Department’s O.M. of

even number dated the st May, 1987 on the subject mentioned above and to say that
the proposal to formulate a uniform scheme for Scientific & Technical Personnel
(hereinafter referred to as S& T Personnel) has been under examination in consultation
with the Department of Space, Department of Atomic Energy and Department of
Electronics.

2.

i)

i)

iv)

i)

Thefollowing uniform policy will apply to S& T Personnel in the Department of
Space, Department of Atomic Energy and Department of Electronics.

All Scientific and Technical Personnel joining Department of Atomic Energy,
Department of Space and Department of Electronics and such other scientific
Departments as have adopted the system prevailing in the Department of Atomic
Energy will initially be appointed on CPF Scheme.

The Scientific and Technical Personnel will have one option to be exercised any
time but not later than completion of 20 years continuous service to switchover
from CPF to Pension Scheme or to retain the CPF Scheme as they may wish.

Those who do not exercise any option within the period specified above will be
deemed to have retained the CPF Scheme.

The option once exercised will be final. Those who have opted in favour of
Pension Scheme will not be allowed to re-opt in favour of CPF Scheme.

The new Scheme mentioned above will apply to all Scientific and Technical
personnel who join the Department of Atomic Energy, Space and Electronics as
fresh entrants after 31% July, 1992. Asfar asthose already in sevice on 1.8.1992
are concerned, their cases will be regulated in the following manner:-

Those who have completed 20 years qualifying service on Ist August, 1992 and
are still on CPF Scheme, will exercise the option referred to in the preceding
paragraph within six months of the issue of these orders. The option once
exercised shall befinal. Those who do not exercise any option will be deemed to
have retained the CPF Scheme.

The cases of those who have not complete 20 years qualifying service on
Ist August, 1992 and are still under CPF Scheme on that date, will be regulated
as for fresh entrants in terms of provisions of paragraph 2 above, provided that
the case of those who will be completing 20 years qualifying service within six
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months of the issue of these orders, the option may be exercised within the said
period of six months.

iii)  Such of the S& T personnel as have already opted for pension Scheme under the
instructions in force before issue of these orders shall continue to remain under
the Pension Scheme. They will not have any further option to re-opt in favour of
the CPF Scheme.

4.  TheDepartment of Atomic Energy etc. are requested to bring these ordersto the
notice of all S& T personnel working under them.

5. Hindi version of this O.M. is enclosed.

Sd/-
(Swarn Dass)
Deputy Secretary to the Govt. of India.

Department of Atomic Energy, Mumbai.
Department of Space, Bangalore.
Deptt. of Electronics, New Delhi.
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Annexure-XVI-B

(Referred to in Para 6.1.4)
CHANGE-OVER FROM CONTRIBUTORY
PROVIDENT FUND TO PENSION SCHEME

[GlI., Deptt. of Pen. & Pensioners’ Welfare O.M.No0.4/1/87-
P& PW. (PIC-Il), dated the 23 July, 1996]

The undersigned is directed to refer to this Department’s OM of even number,
dated 12-10-1992 and to say that the Scheme of Pensionary/Terminal benefits for
Scientific and Technical personnel, hereinafter referredtoas S & T personnel, working
in the Departments of Electronics, Department of Atomic Energy and Department of
Space has been further reviewed by the Government in consultation with these
Departments. Asaresult of thisreview, it has been decided to maintain the status quo
ante, as prevailing prior to the issue of above-mentioned orders, in respect of the
pensionary/terminal benefits admissible to Scientific and Technical personnel in the
three Departments who were in service as on 1-8-1992. They will continue to be
governed in the matter of their pensionary/terminal benefits by the orders issued by
the respective Departments from time to time.

2. Inthe case of S& T personnel in the three Departments who joined service on
or after 1-8-1992, it has been decided to follow the uniform policy as enumerated
below:—

(i) All S& T personnel joining Department of Atomic Energy, Department of Space
and Department of Electronics and such other Scientific Departments as have
adopted the system prevailing in the Department of Atomic Energy will initially
be appointed on CPF Scheme.

(i) TheS& T personnel will have one option to be exercised any time but not later
than completion of 20 years qualifying serviceto switch over from CPFto pension
scheme or to retain the CPF scheme as they may wish.

(iif) Thosewho do not exercise any option within the specified period will be deemed
to have opted for switch-over to Pension Scheme.

(iv) Theoption once exercised will befinal. Thuschange-over from Pension Scheme
to CPF Scheme is not permitted.

3 * k%

4. The Department of Atomic Energy, etc., are requested to bring these orders to
the notice of all S& T personnel working under them.
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Annearuie - L

9(40)/2010/TA; 4 €
MINISTRY OF FINANCE
DEPARTMENT OF EXPENDITURE
Office of Controller General of accounts
Lok Nayak Bhavan, Khan Market
MNew Delhi-110 511,
Dated /P .7-2012

Office Memorandum

Sub:- Introduction of new e-payment schemes by Central Government Ministries/
Departments

Ministries/ Departments of the Central Government are taking new initiatives
towards e-governance and they are in the process of implementing new schemes,
Recently Reserve Bank of India (RBI) has brought to the notice of this office that a few
ministries/ departments in consultation with their agency banks planned to introduce
new models in e-mode or propose changes in the existing mechanism for handing
government payments and for this purpose approached RBI directly for vetting of the
schemes, without consulting CGA’s office. RBI has advised such ministries/departments
to' consult CGA's office in the matter as many of the issues like accounting,
reconciliation, monitoring etc. do not fall within the domain of RBI. RBI has also
mentioned that in most of the cases these proposals did not exactly conform tg the
guidelines prescribed by CGA's office.

2 Reserve Bank of India has stated that such an approach leads to series of
unnecessary and unproductive correspondence and therefore requested this office to
direct all ministries/ departments to refer to the schemes to CGA’s office for
exarmination and recommendations.

3 All Pr. CCAs/CCAs/ CAs are requested to ensure that before finalizing proposals
for new initiatives / schemes of their ministry/ department they may be initially
examined at the level of Pr. CCA/ CCA/ CA and a procedure detailing therein the process
flow of collection of govt receipts/ or payments, accounting thereof and reconciliation
etc. drafted within the framework of the rules / manual may be sent to this office for
further examination and approval by this office.

s
v

& (A. K. Singh)

4 Dy. Controller General of Accounts

el

To
All Pr. CCAs/ CeAs/CAs : =
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Government of India
Department of Atomic Energy
Principal Accounts Office

Anushakti Bhavan,
C.5.M.Marg,
Mumbai 400 001.

No.Pr.AQ/FAS/8(4)/10-11/ 77 25.07.2012.

Sub: Introduction of new e-payment schemes by Central
Government Ministrnes/Departments

A copy of O.M No.9(40)/2010/TA/461 dated 10.07.2012 received from
Dy. Controller General of Accounts, Ministry of Finance, Department of
Expenditure, Office of CGA, New Delhi on the above subject is forwarded

herewith for information and necessary action. P
|'|l i .-"/;I
s |
"/ Uj',hﬁ*
(A.S. Sasikumar)
Encl: as above Dy. Controller of Accounts
To

All Heads of Accounting Units
Copy to: All PAOS

_—2) DCA, IIW, DAE
3) AAO(Control), DAE
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Governmen of India ANV .- 2_
Prevarvimeni of Atoinie Buergy —
Darectorate of Purchase and Stores "I 5

V.5, Bhavan
Anushaktinagar
Mumnbai 400094

OFFICE OPDER NO. DPS/HCG /23,2011
DATED MARCH 18,2011

Sub: Time Schedule for cempletion of various activities
of DPS functons.

The Time Schedule for completon of various activides for Purchase
functons {Table 1), T&C functions (Table 2), Accounts functions (Table 3} and
Stores functions (Table 4] have been defined in the attached tables. The primary
resmonsibility for adherence to the Time Schedule rests with Assistant Purchese
Officers, Assistant Stores Officers and Assistant Accounts Officers in respect of
their area of work. While carrying out the activities, the problems faced with
regard to the adherence with timma frames shall be reported to the concerned
Purchase Officers/Stores Officers /Ty Controller of Accounts for sorting them out.
When the delays are due to reasons beyond the control of these nﬂicers the seme
should be brought to the notice of Dy. Director, P&S, Jt. Director, P&S, Internal

Financial Adviser, Regional Director, Regional Unit Incharge as is applicable for
appropriate acton.

A1l officers are mstructed to stiictiy foliow the above.

{H.C. Soni)
Drirector, PES
Encl; as above

All Assistant Purchase Officers / _Assistani. Stores Officers/ -
Assistant Accounts Officers of DPS

Copy to: Regional Director, MRPSUJ/HRPSU /IRPSU/NRE

Manager (Purchase), RPUM, Securniderabad
Officer Incharge, AMPU, Hyderabad

Jt. Director, P&S

Internal Financial Adviser, DPS

Dy, Director, P&S

all Purchase Officers/Stores Officers of DS
iy, Controlier of Accounts, DPS

vl TN N
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TABLE &

TIME SCHEDULE FOR VARIGUS PURCHASE ACTIVITIES

T Byerage time for Different
Sr | Acivities activities of Purchase (in Days)
_____.E,J.__LT pT | Tm ’,
- : I '
Time taken for issuing enquiry after receipt
3 of Indent in DPS 6 25 22 2
]
Time duration between issuing Enquiry and
2 Tender Dus date. 14 3¢ l &3 G
L 11
Time taken for preparation of Comparative
3 | Statement/Referring of the files to User 3 24 24 12
1 Department with offer after due date
i Time taken for commercial settlement,
preparation and submission of Purchase
* Order to Pre-Audit after receipt of finzl 19 5 22 39
recommendation,
. !
l . Time taken for release of Purchase Order 3 7 . 9
| 7 | after Pre-Audit certification !
L .
: Total time taken for releasing the Purdtam i
& | Order from the date of Receipt of Indent in | 60 15u 180 240
| Drs .

SE: Single Enquiry, LT: Limited Tender, PT: Public Tender, TPT: Twe-Part-Tender

MNote:-

-

A -

Ll

The above time fames assume that the time taken for evaluation of offers and
submission of recommendation to DPS Is 15 days, 30 days, 45 days and S0 days
respectively for SE, LT, PT and TPT and the time aliowed for Pre-Audit certificalion of
the Purchase Order Is 5 days, 8 days, 9 days & 14 days respectively for SE, L5, PT

and TPT.

In case of Single Enguiry (SE), where approval of purchase commitiee/council or
DAE is required, the total time taken for release of the purchase order from the date
of receipt of Indent in DPS may be more than that indicated above at Serial No. 6.

In case of Two-Fart-Tender (TPT), where approval of DAE if. 't"equired. the total time
taken for release of the purchase order from the date of receipt of Indent in DPS

may be meare than that indicated above at Serial No. 6
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TARLE 2

TIME SCEEDULE FOR VARIOUS T & C ACTIVITIES

o Activities Duration in nayJ
Collection of documents from Carrier, obtaining
1 cargo location details, preparation of CAN and 01
' handing over same to Consignee/Clearing Agents
after the armval of consignments. !
Coliection of yeievant files fiom Purchase, —!
2. preparation of clearance documenis and passing C: {
on to Clearing Agents on completion of (1) i
- P —
Completion of customs formalities, payment of 1
3. relevant charges, arranging clearance of goods and 03 &
B delivery at Stores on completion of {2)
If consignment is damaged externally/short 3311 '{t?cw’“ magfwiﬂ
4. i1:5:.:1cl+n°;d, lodge provisional claim on completion of complete this wifhinll
(1} 1 day ’
In case of damaged/short landed consignrnent,
S.

collection of relevant document
final claim on completion of (1)

[

and lodging of

% \

A4

—— — e —
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Ale
TABLE 3
TIME SCHEDULE FOR VARIOUS ACTIVITIES IN ACCOUNTS
'SI. [ VARIOUS ACTIVITIES - DURATION IN DAYS
No. (WORKING)
ACCOUNTS FUNCTIONS -
I Pre Audit of Files
{2) |SE 05 Days
by |LT 08 Days
¢t |PT 09 Days
) TFT 14 Days
P Diarizing / bill entries into the System & Forward fo Bill | 02 Days
Section ]
X Scrutiny and intimation fo supplier regarding deficiency 07 Days
| 4. | Release of payment if document is in order 30Days -
5. Preparation of Cheque and Credit (E-Payment) /|02 Days
Despatch of Cheques o
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TABLE 4

TiME SCHEDULE FOR VARIOUS STORES FUNCTIONS

VARIOUS ACTIVITIES

Duration in Days ]

Receipt of materials, documentations, quantity inspection,
arranging technical inspection and clearance of RV to Accounts in
respect of purchase Orders by Central Stores Unit.

23

Receipt of materials, documentations, quantity inspection, _
arranging technical inspection and clearance of RV to Accounts in
respect of Local purchase Orders in Centra! Stores Unit.

26 |

Receipt of materials, documentations, quantity inspection,

arranging technical inspeciion and clearance of RV's to Central
Stores Unit by Zonal Stores,

23

v

Receipt of materials, documentations, quantity inspection,
arranging technical inspection and clearance of RV's to Central
Stores Unit by Zonal Stores in respect of Local Purchase Qrders.

18

Receiving of Credit Vouchers of surplusfunserviceable/Obsolete

iterns from Divisions and arranging Collections for placmg before
Survey and Disposal Committes.

Movement of Heavy consignments between different divisions -
Receipt of requisition and execution of work by using material
handling egquipments and trucks.

e
v

s

Dispatch of material to outstations units involving Transport
contract- Receipt of requisition and execution of work.

Wil

Dispatch of material 1o outstations units without involving
Transport contract- Receipt of requisition and execution of work

g

Processing of Procurement files { Common user items) involving 45

Stores procurement Committee { Above Rs2 lacs.)

x

Processing of Procurement files { Common user ftems) without
involving Stores procurement Committee [ Above Rs.2 lacs.)

(A
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Giowernment of wuwdiia EE\

Diepartmeny nf Artomic Energy
Inrectorate of Puochnae aned Stores

V.5 Blavan
Anushalktinagar
Mumbai 450094

CIRCULAR NO. DPS/HO/03/8-PERF, AUDIT/201!
DATED MARCH 18, 2011

Subject : Implementation of recommendations made in CAG Report.

Consequent on carrying out the Performance Audit on Procurement of Stores
#1u Inveniory Mansgement functions in the Uepsrtmnent of Atomic Energy (DAE) by

rlie Prinapal Director of Audit (Sciemific Departreents), Compiroller and Aunditor
General (CAG) had submitted a report No. 13 of 2010-11 to the Parlizment i Augast
2010. CAG in its report had brought ouvt recommendations on various: issues identifiad
oy them while carrying out the Perdormance Audit. In order to implement these
recommendations in DAE, following modifications/ improvements need to be carmied

out m the practices ana procedwes

followed mm DAE while
procurements and Stores Macagement,

processmg e

1.0 Plapning for procurement .

1.1 All Units of DAE are requesied to propare annuel procuremeni plans {01 evesy
financial vear and subidt the same to DPS/Regional Units of DPS in the
PrEvious

month of the financial year 1.e. by Marchl, While preparing the

annual procurement plan, coasolidation of requirememis may be made in ordes
to preven? repeltive progurement of lems and also to get best value for money
DPS [ Regional Units of PS5 alter receiving the ananal procuremeni plans frooe
the Units will prepare the consolidated annuai procurement plan. Ii; relation
t¢: procursment of common useér ilems, Stores Units will prepare annual

procuremen) plans in consuliation with respective Stores Purchase Committes

ettt subrnit 3 Lo e reanectve Pureligse Dot
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ALl Indenuing Officers ore advised Ly plan iheur procurement after taking 1t
account the schedule of e §ogect tinee reqgiiired B approval of mcern.
processimng time for placemen! ol purchase order and delivelry scheduale. Whils

doing so the lndenting Uificers can talke wite acconat the followang ime frames

for different modes of tendeiing by relation to time aken mm placing the

purchase order after receipt of mdent v DPS.

Single Exquiry (SE} - 60 days

Limited Tender (LT} 150 days
Public Tender {PT} - 180 days
Two-Pari-Tender{TPT) - 240 days

Note : The above time frames assume that the time {aken for evaluszon of

offers and submission of recommendation to DPS is 15 days, 30 dovs, 45
days and 90 days for SE, LT, PT and TPT respectively.

In additen 1o the above DPS is planning a fast track mode for processing of
linuted numbers of purchase files for the unforeseen requirements which could
not be planned. The estimated time taken for such fast track files ior Linsced
Tenders and Public Tenders 1s expected to be around 90 days. Number of

purchase files which can be processed in Fast Track mode will be limaied iz 5%
of total number of purchase files.

All Indenting Officers should indicate a Tealistic delivery schedule in the indent
after accounting the above time fFame and should noi write the phrases like
‘Urgent’, Priority”. ‘Inunecdiate’, etc. The indents consisting of such phuases will

be retuwined back to the Indenting Officers with a request for mdicating the
realistic time for delivery schedule

The CAG in its report have observed large vanation between estimated cost and

purchase poce 1 several vases hey biave reconunended that there 15 a need

1

13

for camying ont tealisuc estmation 91 €Ost which wili be considered ¢

-l
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2.1

e

benchmerk for determining thie reasonablomess of quoted prices. The Indenting
Officers are adwvised to follow te gnidelines menteued at Articie 1006 of the
Purchass Manuai of DAE while estimating the cost. The estimiated oosl so
arrived at shall be supported with s back-up paper o show

now the sstimated
cost has been armived at

Competitiveness and objectivity in tendering process and award of
contracis :

The CAG Report has observed that 94% procurements in DAF were based on

restnctive mode of tendering (Single/ Limited Tender}. Thus the procurement
process of DAE could achieve only bEmited competition. Tt may be noted that
around . 94-97% of indents received in DPS have estimated value of Rs. 25
Lalkkbs or less and therefore, the number of public tenders are quite less In
comparison to twtal tenders floated by DPS. Even in case of indents with the
estimated value of more than Rs. 25 Lé.kbs Public Tender Dispensation is
zought by the Indentng Officers in abouvt 20% of the cases on various grounds
It has bDeen osbserved in the CAG Report that wherever Pubhc Tender

Dispensaton was sought on the grounds of urgency, there were no matching
actions on other aspects.

[n view of the above, it has been decded that no Public Tender Dispensation

will be granted by DPS except in the case of procurement of sensitive items.

All Project Authorities are requested to do the consolidation of the requirements
as much as possible so that the number of indents having estimated value of
more than Rs. 25 Lakhs is increased. Thus will have a dual advantage in ferms

of reducing the number of purchase files and also increasmg competitiveness
by way of public tender.

22.9
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As recommended by CAG, the btenrio 1 o sptit the quantity wherever necess:

SSATY
should be dlearly brought ouvt 61 Ahe tendesing stage itsell and untlormity of
Fl shz H e mmimintain, o whrle- piana e 3 e rar] ey 1y ey 2 37
prnices  =ha e INainlaine whitie awarding e contract 0 more aan one
supplier, The guidelines mentioned af Article 15.15 of the Purchase Manual of

DAE shall be followed while recommending spliting of orders.

All Indenting Officers shall follow the guidelines provided in Chapter 15 of the

Purchase Manual during evaluation of tenders and providing purchase
recommendations.

Contract Management

CAG has recommended that extensions i delivery schoduales can be granted
only in erceptional circumstances instead of allowing extensions as a8 matter of
routine. In order to implement this recommendation it has been decded that
the estensions i delivery schedules will be granted only in exceptional
circumstances with proper justiication duly approved by the Compelent
Authonty. All Indenting Officers are advised to provide realisic delivery

schedule while providing tlie purchase recommendation so that the need for

‘such extensions can be avoided.

CAG has also recommendad that DAE may review its General Conditions of
contract regarding Liquidated Damages (LDs) to ensure that LDs are charged as
deterrent o avoid delays Indendng Officers shaill invariably recommend for
charging LDs from the supplier while recommending extension of delivery
schedule. The guidelines mentioned at 19.3.40 of Purchase Manual of DAE
shall be followed while recommending the LDs. it may be noted thar 2 provision
has been made for charging token LDs i the Purchase Manual in line with the
practice followed m Ministry of Defence, Department of Defence Production

and Supplies. It has been decided to lnplement the provision for charging token

LIts from the fuancial vear 2011 12

o
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The Project Authorities are requested to comstitute Moniomng Commuiitees
conuprising of indenling Officers; Project personmel and DPS personnel fos
proper contraci management of high value procurements, to brgin with

Post Contract Management

The CAG has cobserved, “in 20% of cases which were test-checked during
performmance audit, there were delays in installation, commissioning and

acceptance of machinery/ equipment. Further non-installation/ commissioning

of machinery [equipment wes due fo non-awailability of site | improper site
selection, non-compliance of criteriz

for functional tests, ete” Thev have
recommended, “Givenn the fact that

mmstaliation /commissiomng of a lerge
number of machinery/ equipment get delayed due to reasons like non-

readiness of site etc.,” DAE may direct its indenting Officers to lay down

specific tmeframes for installation/ commissioning of machinery/ equiprent,
The Indenting Officers shall define realisgc time schednles for mspection,
rastallation, commissiomng, acceptance ete, while providing recommendatons
for placing purchase orders. The Time schedules for replacement of defective/

damaged items, rectification of defects, etc. shall be defined by the Indenting
Officers when the items are rejected during inspection.

In order to ensure thaf the site is ready for mstallation and commissioning
wher machinery /equipment 1s supplbied, it has been deaded that the Indenting

Officer shall be asked to vendy this during the approval of purchase

recommendation in Stores and Egquipment Commitiee (S&EC)/

Special
Purchase Committees {SPCs), elc

The Chairmen of the S&EC/SPCs are
requested to ensure that such venification is obtained Gom the Indenting Cificer

while approving the recommendation,

. 6
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5.0 Inventory Management

5,1 CAG recorcmendsd that & mechanism may be put 1 place 0 thai
piocuremenis are made only on the basis of asseased acinal requirement Ti:
wview of this, the Project Authorties are adwised to have a mechanism for
realistic assessment of thelr actual requirement and raise indent accordingly

52

Ini order to have timely declaration of surplus tems, Stores Officer as a part of
Stores Procedure, regularly send s list of items to concerned Authorities i a
Unit for declanng them as surplus The concerned autherities are requested to

review tae Hst objectively and provide siiitable recommendatiops for derlaring
the items as surplus.

(H.C.Soni)
Director, P&S

Al Heads of Units

Group Directors of BARC
Group Directors of IGCAE

Copyto: 1 Chairmean, AREC

o Additional Secretary, DAL

3.  Regional Director, MRPU [HRPU/IRPU fNR3
4 Officer Incharge, AMPU

5. Manager (Purchase), RPUM

&.  Jt. Director, P&S

7. IFA, DP3

a2 Dy Dirvector, P&S

e, All Purchase Officers of CPU

10. Stores Officers of DPS

11

Officer Incharge, Reginnal Purchase Units of DPS

232
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Annexure-4-

Governmen: of ndia
idepartment of Atomic Energy
Dhrectorate of Purchase and Steres

V.S, Biravan
Anushaktinagar
Muambai 400094

OFFICE ORDER NO. DPS/HQ/24/2011
DATED MARCH 18,2011

Sub: Preparation of Annual Procurement plans for
Common User Items.

The Stores Officers responsible for procurning Common User items chall

prepare an Annua! Procuremeni Plan for the Common User Items for svery

financial year and subrnit the sames to Regional Director, P&S/J{ Daecior, P&S In
the previous month of the financial year (1.e March).

The action. as onrecied above shouid be followed smctly withesr fail for
every fnandcial year.

.Q'\ NS
} é’ L& REsa
(H.C. Soni}
Tirector, P&

All Stores Officers of DPS

Copy to:

1. Regional Direcior. MRPSU/HRPSU/IRPSU /NRB
2. Manager (Purchase}. RPUM, Secunderabad
3. Incharge, AMPU, Hyderabad

4. Jv Unrector, P&S

5 Dy Director, P&S

B i
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Cicvernitent of India
Diepariment of Atownic Eoergy ‘
Shoectorate of Porchase & Stores

V.S, Bhaviii
Anushaktinagar,
Mumbm - 400004

Ref DPS/04MIC/40917. 23% November, 2009,

Sub: Non-availability of

e for erecton  and
Ml ppntos

DPS 15 placing Prrchese Orders on various suppliers _ﬁ}r desigm,
mamsfacture, iesgng, supply, erection and commissioming of lmge vaine
eqm;amaisﬁ]mchmcﬁes etc. After the supplies are msde, efection and
COMMISSIQIING WOLKS get délayed due the fact that the site yequired for fhxspm;.-c:se
mzy not have bmma.dﬁavzﬂahle to the mpphﬁ"sw;ﬂ}m a :ccascma}iletmw This

.resaits m:hiadﬁgg’ﬁfﬁmemmt TNOREY 85 welt asﬁestma_gp qp?n:?e'm‘ﬁ:‘»;mac&. In
mﬂaﬂ;m_s,‘ﬁwpomn nfi&e-pmmmmﬂm sag;ﬁers mﬁﬁ?" drstanding for
a Joug ine "Sl@p”ﬁ..m siso Tusist for reless éf’ei&ﬂmpaymem?aﬁﬁﬂreg& no

fasit rom fhe supplie’s side mrw:ard:s the delay n erection and commission sy, of
the eqqumem

Pm:fher ﬂ:tewa:rmntj'tﬁm whichmthcpm'chasea;z,.gm'aﬁy for 1%

. monfhs From the date of Jispatch of the materid, or 12 months from the dite of

una&amep:zme whichever is earlier, gﬁsvmared The Department is feft with
emﬂomﬂfavmﬁonpmodofwm:ymm@m

Delay in erection and commissioning and subsequent acceptznce of the
supplier’s Tequest for release of balance payment towarts supply ‘portion, without
Cﬂmn'lehﬂn of the contractuz] obligations of erection and commisSonng Hite 1o

non—mraﬂibﬂsty of site. have been severely criticised by the recert I’e:'fomance.
Andnt of DPS/DAE

t is therefore, felt appropriate 10 draw the kind attention of Director, BARC
to the above matier,

o Lty . gless X g ) R
i:.’f[-\m\ _g ;;;' E_ET:’ E“_ :‘I. ’ i --.;‘- IL -. :.- : : --.- : 1
"/’é:\,,- SEIRES T g

Cttom T TEPRE T
>0y £ ES A bkl
o H.) C-J}L"VAV ...—..,-i:;\_l %
Distion YO ks
'y % b e
Batial, G‘: : o =k g A
Tramibay i Rk
I ¢ o

" 1 Vieu
. I‘L - d | |
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Government of India
Depariment of Atomic Energy
Directorate of Purchase & Stores

V.S. Bhavan,

Anushaktl Nager,
Murnbai — 400 094.

Ref: DPS/DGP/2010 12% Jermary, 2010.

Sub : Non-availability of Site for erection znd cow. missioning.

Enclosed please find herewith a photocopy of letter dated 23™
November, 2009 from Director, P&S wherein Director, BARC Lz made certain
observations In respect of case files where delavs occur due to non-availability of
site for installation and commissioning.  This aspect should be taken care during
the S&ZEC Meeting so that the site readiness is confirmed by the User Departraent
before purchase decisions are conveyed by S&EC, BARC. |

By

(D.G. FARDASANI)
Pun:hase Officer, DPS &
Memher—Secremr} S&EC (BARC

Encl: as apove.

THE CHAIRMAN & MEMBERS OF THE S&EC COMMITTEE.

L35
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No 10/2(2)/2008-8US/ | £ 3 Sebiiany 21, 2011

OFFICE _MEMORANDUM

Sub : Performanse Audiy of Procurement of Stores

and Inventory Management of DAE by CAG

The Comptroller and Auditor Generai of India had conducted Performance
Audit of Procurement of Stores and Inventory Management of DAE and submitted
its Report to Pariiament on 13.8.2010. The importance of having an efficient
procurement and inventory management systern in place is very critical to the

\ functioning of an organization, and it has direct bearing on the Proiect
: Manag=ment activities cf DAE. This aspect has prompied C&AS to underiake
Performance Audit of Department of Atornic Energy

2. It is observed that many a time, the constituent units of DAE are resorting
to limited tenders/single tenders on the grounds of urgency. However, the same
exigency is not shown in ensuring Umely delivery and insialiation of the system.
There is also lack of coordinated action by the agencies invelved in the
procurement process in enswunng site readiness, to match the delivery schediles
of the equipment, which ultimately defeats the ourpose of dispensing with the
public tender. {t s therefore reiterated that the dispensalion of public tender
shouid e adopted conly in cazes having sensitive [/ strategic implications
exceptional cases, with approval of Competent Authority,

3. it is also noticed that delivery period is exiended in 2 routine and casua!
manner even in cases that were processed on urgency, without levy of quidated
damages Suitable provisions made in the purchase contracis to indemnify the
purchaser for defective/short supply etc. need to be invoked, in time, in order to
i safeguard government interests. There are also instances, where it is cerified

that the delay was not attributable to the suppliers. In such cases, the onus of

delzy falls on the executing agencies/purchaser ang the responsiblity should be
fixed on the officers concemed

o1

4 Al the Indenting Oficers/Froject authorities may please be instructed 1o

vigorously foliow up with the suppliers, to ensure delivery of the items as per the
schedules defined in the purchase order and to scrupulously comply with the
ordered terms viz., approval of drawings, carmying oul pre-dispatch inspection
when called for, within =2 reasonzble time frame, which wili facilitate n identifying
the reasons for delay. if any, and wherever the delays are zstiributable to the
contractor, the LD cleuse as brought out in the contract should be inveked
invariably In order to invoke the LD clause efiectively, the delivery period has to
be assessed in 2 reafisbc manner at the indenting stage itself and further
exiensions given only with proper justification

G TN



7.

5

Procurement of a large number of machinery/egquipment geis delayed due
to non-readiness ¢f the site which is largely dependent on the avaiability of sie
A suitable time frame neads 10 be carefully assessed for instaliation and
commissioning of machinery/equipment fight from the indenting stage. Proposals
seeking dispensation of normal mode of tendenng on arounds of urgency could be
backed by a ceftificate of readiness of sit= or commitmen: for readiness by &

specified date, to ensure justification of such an action and concerned officers
held accountable for delay

6 Al Heads of Units are, therefore, requested to invanably comply with the
above requirements and draw up a precise time frame It should be ensured that
2 proper monitoring mechanism is in place within the Unit to ensure that the time

frames prescribed for processing and finglization of tenders are strictly adherad to
by the implementing authorities.

7. The contents of the above note may please be brought to the notice of all
concerned

(AF. Joshi)
Additional Secretary
All Heads of Units
All Joint Secretaries in DAE
All Internal Financial Advisers
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L Fae-

Government of lndia - - 7:
Deparunent of Atomic Energy Annerate-
Directorate of Purchase and Stores

T

V.S, Bhavan
Anushaltinagar
Mumba: SOO0C4

CTRCULAR KO. DPS/HQ/08/2611
DATED SEPTEMBER 15, 2011

Sub : Declaring the stores as surplus or otherwise

_ Stores Officers responsible for the respective stores shall prepare the
list of slow mowving stock items and put up w thic concerned Authorities for
recommending/ declaring the stores as surplus. In case an item s ©© be

held in stock, the reasons thereof to be got recorded by the concerned
Authonties,

The action as directed above shal® be taken up immediately

(H.C. Som)
Director, P&S

AT Brores Officers in DPS

Regionsl Mrector, MRE&SY, Chennal
Regional Director, HRP&SU, Hydcrabad
Regional Director, [RE&SU

Ji. Director, P&S, DPS

IFA, DPS

Dy. Director, P&S
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WORKS CONTRACT MANAGEMENT SYSTEM (WCMS)

INTRODUCTION

The use of organization specific software system for managing, monitoring, billing,
financial accounting, material accounting is of prime importance. The inception of
WCME software was made on above ground primarily since most contracts
generically adhere to the Works Contract guidelines laid down by some governing
nodal agency.

FUNCTIONAL BASIS OF PACKAGE,
Q Centralized software system based on CPWD, CPWA process flow.

Q@ Introduction of computerised recording of measurement to dispense the time
consuming, obsolete & uneconomical manual system.

Easy and efficient traceability and increased accuracy & accountability.
Discrete material management to avoid shortage or excessive surplus.
Reconciliation of material and measurements across contracts.

Cost control and budget management across expenditure heads.

Easy incorporation of dynamic contract structure variations.

Ready to use process compliant system without custornisations,

000 00D

System with rich user interface and large data management capability.

TECHNICAL BASIS OF PACKAGE,

Q@ Client - Server Architecture, works on Win NT /2000 /XP/2003.

@ Client system with enhanced user interface built on Visual Basic and .NET
G Server system is built on RDBEMS: MS SQL Server

@ Reporting and MIS system built-in.

Q Client Server Three Tier System

€ Multiple user environment,

a Access control & Data security

@ Centralized data availability with custom built Backup system

& Component based, version controlled & user-friendly

SCOPE & KEY FEATURES

@ To maintain a department-wise master list of component rates / SOR.
@ To prepare estimation of work based on the previcus references.

& To issue tender, evaluate bids and award work orders.

Q Complete recording of work done (measurements] by the vendors.

Q To supervise, verify and approve the work completed.

o -
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To keep up to date records of all types of advances paid to the Contractor.
Approve invoices for payments & entire cycle of contract completion.

To maintain records of materials & services 1ssued to contractor.

To generate reports required by the Executives & Management.

Facilitates preparation of work order and estimate by import from text file.
To moniter variation with respect to tendered gquantities.

Calculation of escalation as per month wise REl WPL

Evaluate L1 standing during contract life-cycle.

Support for the complete cycle of various Works / Service/ EPC contracts.

D06 e OO0 00 L o0

MIS- Site wise, location wise, work order wise MIS Reports.

OPERATION AREAS | FEATURES
Q CIVIL WORKS SERVICE & MAINT. CONTRACTS
o MECHNICHAL WORKS EPC STAGE PAYMENT MODE
& PIPING WORKS ESCALATION COMPUTATION
& ELECTRICAL WORKS WEB EXPORTABLE REPORTS
@ INSTRUMENTATION MIS & CUSTOM REPORTS ]

GClololo|e

MODULES

The computerized Works & Contracts Management System of NPCIL as a whole 1s
independent and self contained. All the modules are integral part of the larger system.

The system consists of the following modules:

0 Schedule of Rates [SOR) : This module maintains up-to-date records of
standard rates of all Items and Services, which 15 used by the system for
further processing of estimation. Rate analvsis can be made based on
component master containing base rates and other derived components using
material, labour and factors.

o Estimation : This module enables total cost estimation for the work. [tems can
be derived for respective departmental SORE and gquantities as desired can be
input to arrive at estimated cost. Direct /Manual entry of items is permitted in
different schedules. [t has feature of import of estimate & export of S0Q.

0 Tendering [t enables the user to enter the details of each agency and to
generate a Comparative Statement (CST) based on these entries that help the
authorities to choose the Lowest Bidder. Import of the agencies rates from their
bids received in the exported S0OQ file allows speedy generation of CST,

o Schedule of Quantity and Rates (SOQR) : It gives a description of all the work
iterns with the rates quoted by the agency who is awarded the contract.

T B
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Work Order : It allows the user to generate the work order to be issued to the
contractor. AHR or conditional rates beyond certain % of quantity, extra items
inclusion, time extension and gty extension configurations are available in
work order configuration module.

Materials : Materials module enables the user to make a database of all the
materials that are used in the work. It also provides the facility for categorizing
the materials as Free Issue, Chargeable and materials subjected to Secured
Advance. Material Reconciliation can also be obtained during any stage of the
work or package.

Advances : This module allows the user to give two types of advances:

> Mobilization Advance: It enables the user give installments of Mobilization
advance and also to keep track of the Bank guarantees.

L

-~

Secured Advamce: [t enables the user to give Secured Advance for the

materials brought by the contractor to the site.

o

Measurements: This Module allows the user to enter all the measurements
including Standard, Reinforcement/Steel, EP modules along with material
accounting is available.

Billings : This module allows the user to generate the RA Bill every month

based on the measurements. It also allows the user to generate the provisional
RA Bill and allows the Part Rate facility or Stage Payments for EPC works.
Payments : This module allows the user to make the Memorandum of Payment
using latest RA Bill. Options are given to calculate deductions, additions, and
advances for Periodic or Final Payment.

System Administration This module allows the administrator to assign
access rights to the user according to the department, modules and the
documents that the user can access.

Reports : Reports for almost all the above modules are available in printable
format in the report section also with additional MIS reports for F&A and other
engineering groups.

MIS : ite wise, location wise, work order wise MIS Reports are available,

COST BENEFIT FACTORS:

Direct Benefits: There is a considerable reduction in man-hours spent in checking
arithmetic accuracy of measurements and bills generated resulting in direct cost
saving.

Indirect Benefits: Since computation of bills are automatic and accurate the speed
of payments made to contractors is highly increased and thereby no delay can be
attributed to payment delays and this adds significant contribution to timely project
completion resulting in indirect savings.

e & &%
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