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Preface

After establishment of CDA (BR) in the year 1991, the first edition of Office Manual Part-XIII
was brought out in the year 1993.Since then PCDA (BR) has undergone both structural and functional
changes and a strong need has therefore been felt for the updation of the manual. The manual has now
been trifurcated into three volumes based on the functional requirements of PCDA (BR). Volume-I
[Containing detailed instructions of work relating to functioning of Main Office, CDA (BR) Guwahati &
JCDA (BR) Chandigarh], Volume-II [Containing detailed instructions of work relating to functioning of
PAO (GREF) Pune]and Volume-IIlI [Containing detailed instructions of work relating to functioning of
AOs (P)/AOs TF and AOs (Support Service Units)].

2. This manual (OM Part-XIII Vol- 1) contains instructions for audit and payment of bills/claims,
monitoring of internal audit and editing internal audit reports, analysis of works reports and upkeep of
records. There have also been several policy related and procedural changes like introduction of Office
Automation system, e-payment system and New Pension Scheme. Efforts have been made to reflect these
changes in the updated manual. The manual will help in speedy and proper disposal of cases in the office
of the PCDA (BR), CDA (BR) & Jt. CDA (BR). All officers and members of staff serving in the

organization of PCDA (BR) should make themselves conversant with the contents of this manual.

3. The instructions contained in the manual are supplementary to Audit and Account Codes both
civil and Defence, Border Roads Regulations, FRSR, DPM, Office Manuals for DAD and Regulations of

MES and other Govt. orders/instructions issued from time to time.

4. The Principal Controller of Defence Accounts (Border Roads) New Delhi will be responsible for
keeping the manual updated. For this purpose, they will propose corrections wherever necessary and
send the draft amendments to the Controller General of Defence Accounts in duplicate for approval,

quoting the orders on which the corrections proposed are based.
5. This is the first edition of the “Office Manual Part-XIII, Vol-I".

Place: New Delhi (Avinash Narain Saxena)
Dated:  /11/2013 Addl. Controller General of Defence Accounts



Abbreviations

1 AA Administrative Approval

2 AAC Annual Audit Certificate

3 AAO Assistant Accounts Officer

4 ACDA Assistant Controller of Defence Accounts
5 Addl.CDA |Additional Controller of Defence Accounts
6 AE Approximate Estimates

7 AEE Assistant Executive Engineer

8 AFMSD Armed Forces Medical Service Department
9 AG Accountant General

10 |[AHSP Authority Holding Sealed Particulars

11 [AMA Authorised Medical Attendant

12 |AMC Annual Maintenance Charge

13 |AO Accounts Officer

14 |AON Acceptance of Necessity

15 |APAR Annual Performance Appraisal Report

16 |APP Annual Procurement Plan

17 |APR Audit Progress Register

18 |ASC Army Supply Corps

19 [ATG Annual Training Grant

20 |AWP Annual Works Plan

21 |BCC Bridge Construction Company

22 |BD Base Depot.

23  |BE Budget Estimate

24 |BGB Bank Guarantee Bond

25 |BOO Board of Officers

26 |BRO Border Roads Organisation

27 |BRDB Border Roads Development Board

28 |C&AG Controller & Auditor General of India

29 |CA Construction Accounts/Cash Assignment
30 |CAO Chief Accounts Officer

31 |CAP Contract Action Plan

32 |CAS Central Accounts Section

33 |CB Contingent Bill/Cash Book/Closing Balance
34 |CBINo Cash Book Index Number

35 |CCS Central Civil Service

36 |[CDA Controller of Defence Accounts

37 |CDA(BR) [Controller of Defence Accounts (Border Roads )
38 |Cdr Commander

39 |[CE(P) Chief Engineer (Project)

40 |CEA Children Education Allowance

41 |CFA Competent Financial Authority

42 |CGA Controller General of Accounts

43 |CGDA Controller General of Defence Accounts




44  |CGEIS Central Government Employees Insurance Scheme
45 |CGHS Central Government Health Scheme

46 |CID Sch Civil Inter Departmental Schedules

47 |CL Casual Leave

48 |CML Ceiling Monetary Limit

49 |CNC Contract Negotiation Committee

50 |CP Vrs Central Purchase Vouchers

51 |CPWD Central Public Works Department

52 |CPL Casual Paid Labourer

53 |CRA Central Record Keeping Agency

54 |CRV Certificate Receipt Voucher

55 |CSD Canteen Stores Department

56 |CSMA Civil Service Medical Attendant

57 |CST Comparative Statement of Tender/Central Sales Tax
58 |CTG Composite Transfer Grant

59 |CTS Cheque Truncation System

60 |CVC Central Vigilance Commission

61 (DA Daily Allowance/Dearness Allowance

62 |DAD Defence Accounts Department

63 |DADS Director of Audit, Defence Service

64 |[DAVP Department of Advertisement and Visual Publicity
65 |DAC Defence Accounting Circle

66 |DCDA Deputy Controller of Defence Accounts
67 |DDO Drawing and Disbursing Officer

68 |DGADS Director General of Audit, Defence Service
69 |[DGBR Director General Border Roads

70  [DGS&D Director General of Supplies and Disposals
71  |[DGQA Director General of Quality Assurance

72 |DID Sch Defence Inter Departmental Schedule

73  |DO Deviation Order

74 DO letter |Demi Official letter

75 |DOs Part Il |Daily Orders Part 11

76  |DMS Datewise Monthly Statement

77  |DNI Date of Next Increment

78 |DP Delivery Period

79 |DPM Defence Procurement Manual

80 |DSE Defence Service Estimate

81 |DSS Daily Strength Statement

82 DV Disbursing Voucher

83 |DWP Defence Works Procedure

84 |EC Essentiality Certificate

85 |ECS Electronic Clearing Scheme

86 |EDP Electronic Data Processing

87 |EFT Electronic Fund Transfer

88 |EL Earned Leave

89 |[EMD Earnest Money Deposit

90 [EOL Extra Ordinary Leave




91 [ERV Exchange Rate Variation

92 |ETG Educational Training Grant

93 |[FA (MoD) |Financial Adviser( Ministry of Defence)
94 |FPB Focal Point Branch

95 |FOR Free on Railway

9 |FR Financial Regulation/Fundamental Rules
97 |[FRSR Fundamental Rules Supplementary Rules
98 |GFR General Financial Rules

99 |GO GREF Officer/Group Officer

100 |GOI Government of India

101 |GPO General Post Office

102 |GPF General Provident Fund

103 |GREF General Reserve Engineer Force

104 |GS General Staff

105 |GST General Sales Tax

106 [HBA House Building Advance

107 |HPL Half Pay Leave

108 [HSRs Hospital Stoppage Rolls

109 [HTLTC Home Town Leave Travel Concession
110 [IACELL |Internal Audit Cell

111 [IAM(BR) |Internal Audit Manual(Border Roads)
112 [IAR Internal Audit Report

113 [ICPL Imported Casual Paid Labourer

114 {ID Sch Inter Departmental Schedule

115 [IDAS Indian Defence Accounts Service

116 |IFA Integrated Financial Adviser

117 |IRLA Individual Running Ledger Account

118 (IRMD Immediate Repair of Monsoon Damage
119 (ITJ Indian Trade Journal

120 |JCDA Joint Controller of Defence Accounts
121 [(JCOs Junior Commissioned Officer

122 |LD Liquidated Damages

123 |LP Local Purchase

124 [NSDL National Security Depository Limited
125 |[LTAN Local Test Audit Note

126 |[LTAR Local Test Audit Report

127 [LTC Leave Travel Concession

128 [LPC Last Pay Certificate

129 |MB Measurement Book

130 [MCO Material Control Officer/Movement Control Officer
131 |[MER Monthly Expenditure Return

132 [MEA Ministry of External Affairs

133 |MES Monthly Expenditure Statement/Military Engineering Service
134 |[MFAI Major Financial & Accounting Irregularity
135 [MHA Ministry of Home Affairs

136 [MIS Management Information System

137 |[MOF Ministry of Finance




138 |[MORT&H |Ministry of Road Transport & Highways
139 IMOU Memorandum of Understanding

140 |[MPR Monthly Progress Report

141 |[MRO Military Receivable Order

142 |[MTS Multi Tasking Staff

143 IMWO Master Warrant Officer

144 [NCC No Claim Certificate

145 |NDC No Demand Certificate

146 |NEC North Eastern Council

147 |INEFT National Electronic Fund Transfer

148 [NIT Notice Inviting Tender

149 |NPS New Pension Scheme

150 |OA Office Automation/Original Application
151 |OC Officer Commanding

152 |OEM Original Equipment Manufacturer

153 |OF Ordnance Factory

154 |OM Office Manual

155 |OMROs Original Military Receivable Order

156 |O&M Group |Organisation & Methods Group

157 |OPD Outdoor Patient Department

158 |ORs Other Ranks

159 |OTE Open Tender Enquiry

160 |PAC Proprietary Article Certificate/Public Accounts Committee
161 [PAO Pay Accounts Office/Principal Accounts Officer
162 [PBG Performance Bank Guaranty

163 |PBOR Personnel Below Officer Rank

164 |[PCDA Principal Controller of Defence Accounts
165 |PERT Programme Evaluation and Review Technique
166 [(PDC Probable Date of Completion

167 |PF Public Fund

168 |PLI Postal Life Insurance

169 |PM Punching Media

170 [PMW Periodical Maintenance Works/Petty Minor Works
171 [PNC Price Negotiation Committee

172 [POL Petrol Oil and Lubricants

173 |PSB Public Sector Bank

174 |PSU Public Sector Undertaking

175 |QRs Quality Requirements

176 |QSA Quarterly Statement of Accounts

177 |[RAA Revised Administrative Approval

178 |[RAE Revised Approximate Estimate

179 |RAR Running Account Receipt

180 |RCC Road Construction Company

181 |[RBI Reserve Bank of India

182 |R&D Research and Development

183 |RDR Revenue Debt and Remittance

184 [RE Revised Estimate




185 |[RFP Request for Proposal

186 (RH Restricted Holiday

187 |RMES Regulations for the Military Engineering Services
188 [RTGS Real Time Gross Settlement

189 [RTR Remittance Transfer Receipt

190 [RTS Revised Technical Sanction

191 |[SAS Subordinate Accounts Service

192 |[S.D. Store Division

193 |[SAIL Steel Authority of India, Limited

194 [SAO Senior Accounts Officer/Sub Audit Officer
195 [SAO’s A/Cs |Sub-Audit Officer’s Accounts

196 |[SBI, GAD |State Bank of India, Government Account Department
197 [SDLES Standard Demand List of Engineer Stores
198 [SO(A) Section Officer (Accounts)

199 |[SIU Staff Inspection Units

200 |[SLP Special Litigation Petition

201 |SRMD Special Repairs of Monsoon Damage

202 [SSD Standing Security Deposit

203 [SSR Standard Schedule of Rates

204 |STE Single Tender Enquiry

205 [SW/SSW  |Surveyor of Works/Senior Surveyor of Works
206 |TA Travelling Allowance

207 |TBOs Transfer Between Offices

208 |TCH Treasury Chest Holder

209 |TE Transfer Entry

210 |TEC Technical Evaluation Committee

211 |TF Task Force/Tuition Fee

212 |TIV Transfer Issue Voucher

213 |TPC Tender purchase Committee

214 |TS Technical Sanction

215 |USR Unstamped Receipt

216 |VAT Value Added Tax

217 |WO Work Order/Warrant Officer
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Chapter-I

ORGANISATIONAL SET-UP OF PRINCIPAL CONTROLLER OF DEFENCE

ACCOUNTS
(BORDER ROADS)

1. Objectives
The main Objectives of Principal Controller of Defence Accounts (Border Roads) are:-

(1)

(i)

(iii)

(iv)

v)

(vi)

(vii)
(viii)
(ix)
)
(xi)
(xii)
(xiii)
(xiv)

(xv)

(xvi)

To assist administrative and executive authorities in improving the financial
administration of the units and formations under their command.

To ensure that financial and other resources placed at the disposal of the
administrative and executive authorities are utilized in the best interest of the
state.

To evolve methods to increase the cost effectiveness of the expenditure
incurred by administrative and executive authorities.

To keep the administrative and executive authorities and CGDA informed
periodically of the general state of financial management.

Monitoring progress of expenditure against allotment and to provide
accounting and financial information to executive authorities for the
performance of their managerial functions.

Accounting of all transactions relating to BRO to provide timely and accurate
figures to the CGDA and BRDB, for preparation of financial accounts of
Border Roads Organisation.

Watching reimbursement of expenditure from other Ministries/Departments/
Agencies for works undertaken by BRO.

To make prompt payment for supplies and services rendered by the
suppliers/contractors;

To ensure timely conduct of Internal Audit of store Accounts & Cash
Inspection of Accounts maintained by BRO authorities.

To maintain pay accounts of GREF officers & Personnel and prompt payment
of all personal claims in respect of GREF employees.

To look after the various aspects of personnel management of DAD offices
within the organization.

To provide healthy and working conditions for DAD officers and staff.
Inspection of the Field Offices.

Liaison with Chief Engineers (Project) and Task Force Commanders/Other
Ministries/ Departments/ Agencies dealing with the BRO.

Constant review of systems and procedure with a view to effecting economy
and efficiency;

Carrying out performance audit/ super review of major units.



2.
2.1

2.2

4.

Functions:
The functions and responsibilities of PCDA (BR) are three-folds.

(a) As an Accounts Officer, he maintains certain accounts in accordance with
prescribed rules and orders issued from time to time by the higher
authorities.

(b) As an Internal Audit Officer, he applies certain checks to the initial
accounts, bills and vouchers etc.

() As a financial Adviser, he assists the DGBR in all matters relating to
accounts and budget estimates and the operation of various financial rules,
orders and instructions.

The PCDA (BR) discharges the above functions through various sections of main
office and sub-offices located throughout India and outside India. The functions of
sub-offices are monitored through the zonal office CDA (BR) Guwahati & Jt.CDA
(BR) Chandigarh. PAO (GREF) Pune is responsible for maintenance of Pay accounts
of GREF officers & Personnel. However, the functions of sub-offices, including
CDA (BR) Guwahati, JCDA (BR) Chandigarh & PAO (GREF) Pune are under the
overall supervision and control of PCDA (BR). The organizational chart of PCDA
(BR) is appended in ANNEXURE-A to this Chapter.

Budget for DAD Expenditure

The expenditure of PCDA (BR) organization is debitable to Ministry of Road
Transport & Highways. The Budget provisions are made under Major Head 5054-
Capital outlay. For this purpose PCDA (BR) submits the requirement of funds to
HQ DGBR for inclusion in the Budget proposals for Major Head-5054-Capital
outlay. However, the budget allotments in respect of loans and advances for DAD
employees are provided by the CGDA

Sections in PCDA (BR) Main Office

The main office of PCDA (BR) at New Delhi is divided into the following
Sections:-

(a) Record Section

(b) Administration Section

(c) Accounts & Budget Section
(d) ‘D’ Section

(e) Payment Section

() Works Section

(g) Store Section

(h) Internal Audit Section

(1) O & M Cell and Inspection Cell
(G) PAOCell

(k) EDP Section

(I) Pay Tech

(m) Complaint Cell

(n) Hindi Cell
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7.2

3

Chapter-11

Record Section

OBJECTIVES

Objectives of Record Section are:-

(1) To eliminate delays by prompt distribution of inward dak and prompt dispatch
of outward dak.

(i1))  To contribute to the efficiency of office by maintaining an up to date library.
(iii)  To ensure efficient and up to date "Records Management".

DUTIES

The duties of this section are:-

(1) to receive, register and distribute inward dak and to prepare weekly
outstanding lists:

(i1) to dispatch outward dak;
(iii)  to maintain the office library;

(iv)  to indent for, receive and distribute stationery and forms and to keep an
account of the stock of stationery and forms held in its charge;

(V) to receive, list arrange in a methodical manner, and preserve/records in the
record room to destroy time-expired records;

(vi) to procure, distribute and correct books of regulations,;
(vii)  to arrange for printing of forms, etc,.
INWARD DAK: Receipt, Opening and Sorting

The Records Section will take delivery of all posts addressed to the office including
local dak received through messengers. The addresses on all covers will be examined
by the AAO or a senior Auditor to make sure that the covers are meant for the office.
Unregistered covers will be opened by one or more MTS in the presence of the dak
sorter. Registered covers will be opened by a Clerk under the supervision of the AAO.
In opening covers, care will be taken to see that the contents are not damaged.

The contents of each cover will be carefully taken out and each document will be
stamped with the dated official stamp. The AAO Record Section will ensure that the
stamp is not put in the body of a letter etc., or in any other place which is likely to
obliterate its contents.

The AAO will collect inner covers marked secret or confidential, enter
particulars thereof (viz., number, date and office of dispatch as noted on the outside of
such covers) in a transit book kept for the purpose, and personally hand over the
transit book along with the covers to the Officer-in-Charge of the Administration
Section, who will initial against the entries in the transit book in token of receipt of the
covers.

The dak will be sorted out into separate trays for the various Sections, letters and bills
being kept separate. Arrangements will be made for scrutiny of the dak by the Section
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representatives to ensure that all documents allotted to their respective Sections
correctly pertain to them.

Any communication addressed to an outside party but wrongly received in the
Office will be transmitted to the correct party under advice to the sender by the
Record Section either by registered or unregistered post, as the case may warrant.

Registration

Letters - After the sorting has been done, all letters (including those received by
registered post) will be diarised group-wise for each Section separately by the Record
Section in computer and ID No. generated by the system will be quoted on the body
of the letter.

Bills - All bills (including those received by registered post) will be diarised Group-
wise for each Section separately in computer and ID No. generated by the system will
be quoted on the body of the letter as well as on each bill under the dated official
stamp The Record Section will invariably verify that enclosures are attached to bills
and make suitable remarks where necessary.

Note: - All bills irrespective of their nature will be received only in the Record Section
of the PCDA (BR) Office and will be sent to the respective Section after being
duly diarised in the computer/system and allotting system generated ID No.
only. Under no circumstances should any bill be received by any Section direct
or without having system generated ID.

8.3 Valuable documents - Valuable documents, viz., G.P. notes, fixed deposit receipts, post

8.4

office cash certificates, cheques, drafts, Service Books, indemnity bonds, insurance
policies, court attachment orders and other documents of a legal nature, etc. will be
diarised in computer and ID No. generated by the system will be quoted on the body
of the letter under which the ibid valuable documents have been received under dated
official seal. Computer /system generated ID will not be quoted on Valuable documents
itself. The Record Section will invariably verify that enclosures are attached where
necessary.

FAX:-These will be diarised in computer and ID No. generated by the system will
be quoted on the body of the letter .

8.5 Special dak - Important communications from the Government of India, CGDA,

8.6

BRDB/DGBR, etc., will be sent to the PCDA (BR)/JCDA/Addl. CDA and DCDA for
perusal. On receipt back, they will be darised in computer and ID No. generated by
the system will be quoted on the body of the letter . All covers received from the
Office of the CGDA  are handed over to AN Section for their diarising and
distribution.

Top secret, secret and confidential dak - As top secret papers must at all times and in
all stages remain in the personal custody of the Officer dealing with them, these
papers are invariably required to be addressed by name to the Officer for whom they
are intended. Top secret letters and documents received by an officer other than the
Head of the Office will be brought to the latter’s notice for any direction or orders he
may consider necessary in each case. He will have them diarised in a separate diary.
The diarising will be done in such a manner that the contents of the letters/documents
are not disclosed.
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All secret and confidential covers brought to the D.CDA or the Officer-in-
Charge of the Administration Section by the AAO, Record Section (or a reliable
individual nominated by him) will be opened by the D.CDA/officer-in-charge,
Administration Section personally and the communications contained therein will be
shown to the PCDA (BR), JCDA and DCDA concerned (except any letter held back
by the PCDA for circulation). The confidential letters of general interest will be
shown to all D.Cs. D.A., as well. These letters will then be passed to the Officer-in-
charge, Administration Section for diarising and distribution to the Officers-in-Charge
concerned.

Secret and confidential covers intended for the PCDA (BR) personally will be
handed over to him by the officer-in-charge of the Administration section.

Demi-official communications - Demi-official letters addressed to the PCDA (BR)
and the Addl CDA/JCDA, will be diarised and distributed by the Administration
Section.

DISTRIBUTION

Special dak, FAX, reminders and complaints will be handed over together with
system generated diary sheets to Officer-in-charge of the section concerned and their
initials obtained.

Secret and confidential letters will be handed over personally by the Officer-in-charge

of the Administration Section (or a reliable AAO or clerk selected by him) to
Officers-in-charge of the sections concerned, whose initials, will be obtained in the
diary registers.

Valuable documents mentioned in para 8.3 will be handed over to the Cashier or the
AAO of the Sections concerned, whose initials will be taken in the register.

Other dak along with copies of the system generated diary sheets will be handed over
to the AO of the concerned group/section.

Letters etc., once handed over, will not be returned to the Record Section. Such
documents may be transferred through Transit Book by the particular section direct to
the Section concerned by mutual agreement.

The number of times the dak is to be distributed daily in the sections will be
dependent on the frequency of postal deliveries and will be fixed by the PCDA (BR).

MARKING DISPOSALS

Disposal of letters, etc., will be marked in the section by the AAO concerned under
his dated initials in the register of queries of PCDA/Addl. CDA/JCDA/GO and in the
register of confidential/secret letters.

PREPARATION OF OUTSTANDING LISTS

Summary reports of outstanding will be generated as and when required by the
officers.

OUTWARD DAK: Despatch

In relation to outward dak, the Record Section will:-

Despatch all outwards letters, telegrams, signals and registered and insured
parcels;
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Maintain despatch registers and record therein the total number of envelopes sent by
ordinary post and other necessary particulars, e.g., numbers assigned and address in
respect of letters, etc., sent by registered post;

Keep stock of service stamps/Account of Franking Machine and maintain a
stamp/frank account in respect of service stamps/frank used in despatching letters etc.

Secret and confidential covers are treated as "important" and even when they are not
sent by registered post, they should be entered in the despatch register.

The despatch of confidential correspondence may be made through the ordinary
office despatch register, but the entries therein should afford no clue as to the contents
of the documents and should refer only to the entries in the confidential register.

A register for the despatch of secret and top secret correspondence would be
maintained by the Officer-in-Charge of the Administration Section and this register
should be kept under lock and key.

Papers bearing security classification despatched from the office should be placed in
double covers, the inner one (which should be sealed) only being marked "secret" or
"confidential" and superscribed with the name or designation of the addressee and
the number and date of the communication enclosed therein, on the top left hand
corner, and the designation of the office of origin in the bottom left hand corner, the
outer one should be addressed in the ordinary manner.

Secret correspondence transmitted between Sections or Officers in the Main Office
should pass from hand to hand by personal delivery or be sent in sealed covers.

Full particulars of valuable documents (such as those mentioned in para 8.3) issuing
from the Office will be recorded in the despatch register.

A pigeon hole will be allotted in the Record Section for each addressee with whom
communications are regularly made. On receipt of dak in the Record Section, they
will be sorted into their appropriate pigeon holes. The pigeon holes will be cleared and
the letters, etc., despatched daily.

All covers will be neatly addressed and endorsed with full signature of the despatcher
and designation of the office of issue at the left hand bottom corner. Different letters
for the same addressee should normally be sent in one cover.

Franking of Dak & Franking Account

As per Govt. policy Franking machine with remotely managed franking system has
been installed in the office of the PCDA (BR). Based on the requirement, the amount
for uploading the credit in the franking machines may be deposited in any branch of
State bank of India through net banking or at any post office having e-payment facility
through cash/account payee cheque/draft. For that purpose a requisition (I.A.F.Z-
2094) in duplicate, will be prepared and sent to the officer-in-charge of Admin
Section for issue of cheque After uploading the amount in the franking machine, the
same will be used for franking the day to day Dak to be dispatched and account
thereof shall be maintained by the AAO of the Section.

The franking account will be maintained in the despatch register (I.A.F.Z -
2016). The amount of franking on each registered cover in respect of the
communications recorded in the despatch register will be entered in the column
provided for the purpose and totalled daily. At the close of the day, the other
envelopes sent by ordinary post will be counted and their numbers and the value of
frank used entered in the register in the manner indicated below:-



S1 No Value of frank | Nos  of | Total value | Initials of the | Initial of
on each cover | covers of frank despatcher AAO
Ord letter
Regd letter
Insured letter
Speed post
Grand
total=

System generated consumption report of franking machine will be pasted
below the account and daily consumption tallied with the grand total of daily account.

13.2  Franking Account Register will be maintained in the following format:-

Date Value of Frank/stamp Balance  at | Signature of
close of the
day(Cols.2+3-
4)
In  hand | Received | Used Despatcher | AAO
/OB on | during the | during the
the day day day
1 2 3 4 5 6 7
13.3 Postage Stamp & Stamp Account

For emergency purpose e.g. failure of franking machine, a stock of postage stamps as
fixed by the PCDA (BR) will be kept. Postage stamps will be collected from the
nearest GPO by payment through cheque. Stamp Account will be maintained in the
same manner as mentioned for franking account. Postage Stamp should be kept in the
custody of the AAO under lock and key. He will issue the Postage stamp to dispatcher
on as and when required basis.

When the above franking/postage account is made up, the despatcher will
submit it to the AAO who will verify the closing balance of franking machine/stamps
in hand as shown in the register, with the actual stock.




13.4

14.
14.1

14.2

15.
15.1

15.2

15.3

16.

8

Surprise check of Franking Account & Postage Account

The surprise check of Franking/postage account will be exercised once in a month by
an AAOQ detailed for the purpose by the Officer-in-Charge of Admin Section.

LIBRARY

In order that there may be one absolutely trustworthy source of information by which

all copies of regulations can be checked, a central library of books of regulations will
be maintained for reference. One copy of every current book of regulations including
departmental codes and manuals, hand-books, Rly time tables, Gazettes and files of
letters received from the various departments of the Government of India, CGDA and
DGBR/BRDB will be placed in the library and kept up-to-date. One copy of every
previous edition of regulations and handbooks, etc., should also be kept for future
reference in order that old questions may be decided with the aid of the rules that were
in force at the time. The books, etc., will not be removed from the library (except
when required by an officer who will obtain them on requisition) but will be available
for consultation in the library at any time by all members of the office.

The Officer-in-charge of the Record Section will be responsible for seeing that all
books in the library are catalogued and that the catalogue is kept up-to-date.

STATIONERY & FORMS
Supply of stationery

An annual indent on S.O. 154 for articles of stationery required for use during
the following year will be sent so as to reach the Principal Controller of Printing and
Stationery, Kolkata, on or before 2nd January of each year. The indent will be
prepared in accordance with the scales given in Appendix "B" of the "Rules for the
Supply and Use of Stationery Stores", care being taken to regulate demands with
reference to stocks in hand and actual requirements for the ensuing year.

On receipt of a consignment of stationery, the contents of each parcel will be
carefully verified by the AAO, Record Section. Any deficiencies, surpluses or defects
will be reported to the Principal Controller’s of Printing and Stationery without delay.

Sub-offices of PCDA (BR) Organisation such as CDA (BR) Guwahati/JCDA (BR)
Chandigarh/PAO (GREF) Pune are not authorised to place indents direct on the
Principal Controller of Printing and Stationery. They will submit their indents on
[.A.F.Z.-2278 through the PCDA (BR).

Local purchase of stationery

All cases of local purchase of stationery, printing, binding etc. will be regulated as per
the provisions laid down in Delegation of Financial Powers, Rules 1978 as amended
from time to time. Local purchase should be so regulated that the overall procurement
of stationery stores including that received through Govt. of India Stationery office,
does not exceed the total requirement of indenter calculated on the basis of the
‘quantity scale’ prescribed by the Chief Controller of Printing and Stationery.

Local purchase of stationery items other than IT stationery items, will be made
by the Administration Section. For this purpose, specific sanction of GO (Admin)/
PCDA (BR) will be obtained before procurement action of stationery items is taken.
Bills for stationery items purchased locally will be scrutinised by the Administration
Section to ensure that the prices charged are reasonable and that the cost of the articles
so purchased is correctly debitable to the stationery head.



17. Stationery account

A monthly account of receipt and issue of each article of stationery will be kept by
the stationery clerk on Form S-41. An AAO from another section of the office will be
deputed half yearly by the PCDA(BR) to audit the stationery register and to verify by
actual counting the stock balances as shown in the register. He will initial the balances
of all articles in token of such verification. Surprise checks will be exercised by the
Officer-in-Charge of the Record Section at least twice a year. The orders of the PCDA
(BR) will be taken if any surpluses or deficiencies are discovered.

18. Custody and issue of stationery

18.1  All articles of stationery will be kept under lock and key in a suitable place where no
deterioration can occur.

18.2  Stationery will ordinarily be issued to the office establishment once in a month on
demands (O.F. 1615) signed by AAO of sections, who will ensure that the demands
are restricted to actual requirements and are within the scales laid down in the
stationery regulations.

18.3  On receipt of stationery demands from sections, they will be checked by the
stationery clerk and any articles in excess of the scale authorised will be reduced to
the correct scale. The demand will then be submitted through the AAO to the Officer-
in-Charge of the Record Section for passing orders for the issue to be made.

18.4  Articles of a durable nature will not be issued unless the old ones are returned or
unless it can be satisfactorily explained why they are not forthcoming.

19. SUPPLY OF FORMS

19.1  Estimates of annual requirements of all forms from the various sections of the office
will be obtained by the Record Section in sufficient time to admit of a consolidated
indent being prepared on [.A.F.Z.-2002 and sent to the Manager, Government of India
Forms Store, Kolkata, on the due date, after check with to reference to consumption
during the past year and stock in hand.

19.2 Indents for forms received from zonal offices and PAO (GREF) will be checked and
after countersignature passed on for direct compliance to the authorities as under:-

(1) Indent (1.A.F.Z.-2279) for forms To be submitted quarterly in advance
other than those of CDA series to appropriate stationery depot.

(i1) Indent (I.A.F.Z.-2002) for forms of To be submitted annually to the
Manager CDA series. Government of India Forms Store, Kolkata.

20. Custody and Issue of Forms

The clerk in charge of forms will be responsible for the safe custody and maintenance
of a sufficient stock of all forms. An account of LPC books, military credit notes, and
imprest holder's requisitions will be maintained in the register on IAF (CDA)-250. In
the registers the receipt and issue of each form will be shown and the closing balance
worked out at the end of each month. The registers will be checked by the AAO of the
Record Section and submitted to the Officer-in-Charge monthly.
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RECORDS AND RECORD ROOMS

21.1 General

21.2

213

21.4

22,

23.
23.1

Sections having records due for deposit in the record rooms will make arrangements

to have them bound and after binding will send them together with a list thereof to
the AAO of the Record Section. On receipt of such records, and after verification with
the covering lists, the record room clerk will enter particulars of the records in "index
of records" (IAF (CDA)-244), and assign a number to each volume. The stage at
which the current records in sections are to be transferred to the record room will
depend on the nature of the files maintained and is left to the discretion of the PCDA
(BR).

The records of sections and sub-sections deposited in the record room will invariably
be kept distinct and separate. Racks will be numbered consecutively and detailed lists
of the records kept in each rack maintained by the clerk in charge of the record room.
A label showing the nature of records on each shelf will be pasted on the shelf, or a
card giving the information will be hung in front of the shelf.

In arranging the records, it will be found advisable, whenever this is possible, to
arrange them in chronological order with the volumes placed in numerical order.

The clerk in charge of the record room will be responsible to see that:-
(1)  all records under his charge are duly indexed and labeled;
(i1) no files, registers or documents of any kind lie on the floor;

(iii) a proper up-to-date register is kept of all records issued to and received back
from sections;

(iv) indents and requisitions for records are promptly complied with.
(v) regular calls are made for the return of records issued to sections;

(vi) the records and racks are kept clean and free from dust and are not damaged by
vermin or white-ants;

(vil) no smoking or naked lights are allowed in the record room; and

(viii) the water and sand buckets provided as a fire precaution are kept filled and the
water in the buckets is changed periodically.

Preservation and Destruction or Disposal of Records

The instructions to be followed for the preservation and destruction or disposal of
records including old editions of books of regulations are laid down in Office Manual
Part I. The periods for which the various kinds of records are to be kept are laid down
in Appendix- ‘I’ to this manual.

BOOKS AND REGULATIONS
Supply of books of Regulations & other Instructions etc.

The supply of books of Regulations, Codes & other Instructions etc, is arranged by the
PCDA (BR) for his office and sub-offices.
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23.2  Receipt and Distribution of Books, etc.

24.

(a)

Books of Regulations, Codes, etc., received for use in the office will be stamped
with the office stamp in such a way that the impression cannot be easily cut out or
removed.

(b) The books, corrections slips, etc., will be entered by the Record Section in a

(c)

(d)

(e)

distribution register [[AF(CDA)-225] and they will be handed over to the officers,
sections, etc., according to their authorized distribution, acknowledgements being
obtained in the register.

PCDA (BR) will arrange for sets of all necessary Codes, Regulations, Manuals,
etc., to be provided for each officer/section of the Main Office and for each sub-
office. The responsibility for the custody, maintenance and correction of the
publications will devolve on the officers actually holding the books and they will
be required to hand them over to their successors when transferred or otherwise
vacating their posts.

On receipt of the books in the sections they will be further marked on the edge
with the name of the section.

The books will be distributed amongst the AAOs and clerks of the section
concerned under the orders of the Officer-in-Charge, a register showing the
distribution being maintained and kept in the personal custody of the AAO.

In the event of loss of a book the individual responsible for the loss will be
required either to arrange for the replacement of the book or to pay five times the
cost of the book. An undertaking to this effect should be obtained from the SAS
candidates, before any book is issued to them on loan.

Corrections to Books and Regulations, etc.

It is a matter of great importance that all books of Regulations, Codes, etc. should be
kept corrected up-to-date. Uncorrected copies of Regulations, etc., are liable to result
in erroneous decisions being given and are, therefore, worse than useless. In order that

the

correction of regulations, codes, etc., may be carried out regularly and

systematically, the following procedure will be followed:-

(a)

(b)

(c)

The clerk- in-charge of the library will be responsible to see that the numbers
of correction slips corresponding to the number of books on charge are
correctly distributed to officers serving in the Main Office [except the PCDA
(BR) and Addl CDA/JCDA], CDA (BR) Guwahati/Jt.CDA (BR) Chandigarh,
Accounts Offices (Project/Task Force/Support Service) and that they are
acknowledged by the recipients. The books of Regulations, Codes and
Manuals, etc., held on charge of the PCDA (BR) and Addl CDA/JCDA are to
be kept corrected by the clerk in charge of the library.

The work of keeping the books of other officers corrected (properly linked and
cross-referenced) will be allotted to one or more clerks/MTS employed in the
sections and will be closely supervised by the officers themselves.

When correction slips are received, they will be immediately distributed to all
concerned, a sufficient number being retained by the clerk-in-charge of the
library to correct the books of the PCDA (BR)/Addl. CDA/JCDA, examination
stock and the library copies of books. The particular book to be corrected will
be collected by the clerk in charge of the library and the corrections inserted
by the Record Clerk(s).
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NOTE: The clerk-in-charge of the library will be responsible for the custody,
maintenance and correction of books and examination stock. PCDA (BR) may,
however, at their discretion get the correction slips pasted in the books of examination
stock either under arrangements made by them or by the candidates to whom the
books are issued on loan. In the latter case the corrections will be handed over to the
candidates with the books.

(d) CDA(BR) Guwahati/Jt.CDA(BR) Chandigarh, Accounts Offices (Project/Task
Force/Support Service) and AAO of sections will make suitable arrangements
for pasting corrections to the books of regulations on their charge and will be
personally responsible to ensure that they are kept corrected up-to-date.

PRINTING
Forms

Standard and special forms included in the publication "Classified List of Army
Books and Forms and Indian Army Forms used by the Defence Services, India" are
issued on gratis by the Manager, Government of India Forms Store, Kolkata. Special
forms of a permanent nature not included in the "Classified List" will be printed at the
expense of the State only with the prior sanction of the Director of Military
Regulations and Forms. When time permits, such forms, etc., will be sent to the
Director of Military Regulations and Forms, who will arrange for their printing. Every
effort will, however, be made to utilise standard forms with modification, if this is
possible, instead of incurring additional expenditure on special forms.

NOTE: Index cards and cards used in filing systems and cabinets will be treated as
forms and their local purchase covered by the rules governing the local printing of
forms. No coloured cards will be purchased locally unless it is absolutely essential to
do so.

Miscellaneous Printing

In the case of miscellaneous printing, the work in most cases is sanctioned for printing
in State or Government of India presses. Where work is done in a private press, the
procedure outlined below will be observed:-

(1) Before work is given out to private presses for printing, quotations in sealed
covers by a specified time will be called for from three or four near-by presses
and the work entrusted to the lowest tenderer.

(i)  In cases where specimens cannot be furnished of the document, size of type,
style of printing, number of copies, style of binding, etc., should be given.

(iii)  In cases where the expenditure incurred on printing works(other than recurring
printing) executed at private presses it will be ensured that :-

(a) the actual requirements are not exceeded or so reduced as to avoid
reprinting at short interval;

(b) the rates charged for the work are the lowest obtainable, consistent
with satisfactory execution;

(c) in cases where items of a particular work exceed or are likely to exceed
the rates stipulated, the items are not split up into two or more bills’.
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25.3 Recurring Printing

When recurring printing work is executed at private presses, a contract will be
entered into with the press. The Director of Printing shall, if required, render
assistance in drawing of specification and conditions of contract. Printing will
include the cost of papers. The bills will be presented by the press on monthly
basis.

26. CLEARANCE OF STORES CONSIGNED BY RAIL TO PCDA (BR) OFFICE

The Record Section will be responsible to see that stores consigned to PCDA (BR)
office by rail are taken delivery of promptly to avoid demurrage charges. For this
purpose a representative of the office will be detailed to contact the railway authorities
at 4 p.m. on all working days along with the railway receipts. If the package is not
ready for delivery the signature of the railway authority will be obtained on the
railway receipt. In case the package is in a damaged or broken condition the
representative will promptly report to the AAO of the Record Section who will
arrange to take open delivery. When consignment is not received within a reasonable
time full particulars thereof will be reported to the railway authorities for necessary
investigation. Until the stores are actually taken delivery of, the AAO of the Record
Section will ensure that the railway receipts are kept secured under lock and key.
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Para- 27 to 30: Blank
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Chapter —III

Administration Section

OBJECTIVES

Objectives of Administration Section are:-

(1) To look after various aspects of personnel management of the Organisation.

(i)  To provide healthy living and working conditions for officers and staff.

DUTIES

This section deals with all questions relating to:-

(1) general administration of the office and its sub-offices, including requirement
of establishment, recruitment, postings and transfers, confirmations, pay,
increments, promotions, leave, conditions of service and retirement of officers
and establishment;

(i1) Conduct and discipline;

(iii)  Annual Performance Appraisal Report (APAR);

(iv)  departmental examinations;

(v) duty allowances;

(vi)  maintenance of service documents;

(vii) office security and care of office building, furniture and other office
equipments;

(viii) diarisation and distribution of secret, confidential and demi-official letters and
other communication received in the office;

(ix)  preparation of pay bills of all officers and staff serving in the Main office of
PCDA(BR) and IFA(BR).

(x) permanent advance and office contingent and miscellaneous expenditure
including local purchase of stationery;

(xi)  custody, disbursement and accounting of cash;

(xii) maintenance of cash book and connected registers;

(xiii) scrutiny and countersignature of travelling allowance claims of officers and
establishment;

(xiv) preparation of pension claims of officers and staff of the office and all work in
connection with the verification of their service;

(xv)  bills on account of reimbursement of medical expenses;

(xvi) payment of advances of pay and travelling allowance, temporary advances

from G.P. Fund and withdrawals from G.P. Fund for financing insurance
policies :

(xvii) advances for the purchase of conveyances in respect of Officers & staff;
(xviil) payment and recovery of leave salary and pension contributions in respect of

persons lent to and from the Defence Accounts Department;
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(xix) application for outside employment;

(xx) preparation of budget estimates in respect of DAD expenditure under Major
Head 5054 and submission to HQ DGBR for inclusion in the Budget
proposals ;

(xxi) preparation of cash requisition estimates under head S-‘Deposits and
Advances-Advances Repayable” and O-“Loans and Advances by central
Government to the government servants™ and submission to the CGDA.

(xxii) control and distribution of grant-in-aid for amenities;
(xxiil) move sanctions in respect of IDAS Officers;

(xxiv) Scheduling of vouchers of consuming units received from other
CsDA/PCsDA.

(xxv) Sanction of leave to IDAS Officers serving under PCDA (BR) organization.

The detailed procedure relating to the subject mentioned at items(i) to (vi) of para-32,
is laid down in Office Manual Part-I. The subject mentioned at item (viii) has been
dealt with in the chapter on the Record Section of this manual. The procedure
regarding the other items is given in the succeeding paras.

PAY BILLS OF OFFICERS AND STAFF SERVING IN MAIN OFFICE OF
PCDA (BR) & IFA (BR)

A consolidated Pay bill in respect of all DAD officers & staff serving in Main Office
of PCDA (BR) New Delhi & IFA (BR) is prepared by the Admin-Pay Section by
20™ of the month to which they pertain. After exercising due scrutiny as per para-183
& 184 of Defence Audit Code and the drill prescribed in para-37 below & Annexure-
‘A’ to this chapter, the bill is passed by the section for payment by NEFT mode
through RBI by showing the “pay on or after” as last working day of the month on
the cheque. The bill register will be completed and maintained in accordance with the
Fly Leaf Instruction attached thereto.

Note: Newly appointed/posted officers/staff, pay bill of last three months for retiring
officers/staff will be paid through Supplementary Pay bills by Admin Pay Section.

The auditor, after exercising the prescribed audit checks, will complete the payment
enfacements and the classification portions of all pay bills. He will then generate the
punching medium (in duplicate) and cheque slip through computer and submit the bill
with all the relevant vouchers to the AAO for review and submission to the officer-in-
charge of the section. Pay bill will be countersigned by the GO (Admin).

Supplementary pay bills

Arrears of pay, etc., are not drawn through regular monthly pay bills but in
supplementary pay bills, the amount claimed for each month being entered separately
citing reference to the bill from which the charge was omitted or withheld, or on
which it was refunded by deduction, or with reference to the treasury receipt on which
it was credited to Government, or to any special order of competent authority granting
a new allowance, antedated promotion, etc. In auditing such bills, it should be
particularly seen that appropriate deductions on account of income tax and license fee
for accommodation where recoverable have been made with reference to the
prescribed rules, for the period for which arrears of pay, etc., are drawn.
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36.2 The supplementary pay bills will be entered in the register of, supplementary pay bills.

Arrears of pay and allowances consequent on the grant of increment may, however, be
drawn in the regular pay bills or through supplementary pay bill, as convenient.

36.3 In drawing arrears of pay and allowances, etc., it should be ensured that the claims are

37.

38.

not time-barred and, wherever necessary, sanction of the competent authority waiving
the time limit is obtained with reference to Rule 264(3), General Financial Rules,
2005.

The number of regular monthly pay bills to be prepared every month for the different
classes of establishment employed or for different areas/sections is left to the
discretion of the PCDA (BR). The pay bills of staff who are about to retire, shall
however, be drawn separately from the pay bills of the others for the last three
months.

In preparing the regular pay bills of officers and Staff it should be seen that:-

(1) the bill is prepared on the proper form and is drawn according to the
sanctioned scale, that the dates of increment (DNI) to pay are shown below the
names of the individuals.

(i)  a last pay certificate is available in respect of an individual transferred from
another establishment and that an income-tax statement in S. 98 is furnished
with the last pay certificate where necessary. Where such a last pay certificate
is not forthcoming, pay may be drawn provisionally in the pay bill on a
certificate from the individual stating the date upto which he was last paid, the
rates of his pay and allowances and the demands outstanding against him.
Steps will be taken simultaneously to obtain the last pay certificate and to
adjust the provisional payments, without delay;

v) Copy of relieving order and joining report is to be linked at the time of
preparation of supplementary pay bills .Joining time pay & allowances should
regulated as per Fundamental & Supplementary Rules;

(vi)  recoveries of demands outstanding and license fee etc., are correctly and
promptly effected.

NOTE.-In the case of miscellaneous vouchers, such as payment authorities, advises
from concerned group of Admin Section,  for payment or recovery, received for
adjustment in the pay bill, will be properly indexed (on a "top sheet") and kept in a
Jacket. All vouchers received up to the date of the closing the pay bill will be adjusted
and recorded in support of the pay bill together with a copy of the top sheet. The
office copy of the top sheet will be filed in the proper file under instructions of the
AAO, to be used for any future reference; and one copy will be sent along with the bill
and vouchers to the Auditing Controller.

(vil)  in the case of court attachments, deductions are made strictly in accordance
with the rules on the subject;

(viii) recoveries on account of income-tax, Postal Life Insurance premia, G.P. Fund
subscriptions, Contribution to New Pension Scheme,CGEIS,CGHS etc., are
correctly made;

(ix)  payment of compensatory allowance is correctly regulated in accordance with
the rules on the subjects;
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(x) the arithmetical calculations of the bills are correct and the details worked up
to the totals which should be shown in words as well as in figures.

(xi)  there are no erasures and that any alterations in the totals are attested by the
officer-in-charge, Administration Section:

(xii)  the charges are correctly classified;

(xiii) the transit pay and allowances, both ways, of an individual whose services are
lent from one Government to another are charged to the borrowing
Department/Government ;

(xiv) the names in the pay bills are arranged category-wise, viz., IDAS, Group-B
gazetted officers ;

(xv) all bills adjusted through the monthly pay bills (excluding bills in respect of
contingent charges, G.P. Fund, and advances for the purchase of conveyances)
are posted in the register of non-recurring charges;

The establishment pay bill will be prepared in quadruplicate in computer. One copy
will be used as the office copy, another for transmission to the “Auditing Controller”,
the third to serve the purpose of an acquittance roll and the fourth to be used as the
"working copy" for the following month. Where acquittance can conveniently be
taken on the office copy of the pay bill only three copies need be prepared instead of
four. G.P. Fund schedules and certified lists of Postal Life Insurance premia and
absentee statements should also be prepared. The number of copies of the above
documents to be prepared and their purpose are indicated below:-

(a) G.P. Fund schedules:-These schedules will be prepared with reference to the
Pay Bill for the month of March in duplicate on IAFA 803 by Admin Pay
Section and will be forwarded to the CDA (Funds) Meerut. For the subsequent
months viz April to February only variation statements will be forwarded in the
prescribed format to the CDA (Funds) Meerut. These documents will be utilized
by the CDA (Funds) Meerut for posting the ledger accounts of the subscribers.

(b) Certified list of Postal Life Insurance premia: - These lists will be prepared
on IAFA -431 in triplicate. The original and duplicate copies of the list will be
forwarded to the Accounts Section. The Accounts Section will forward the
original copies to the Director of Postal Life Insurance and retain the duplicate
copies in support of the account. The triplicate copies will be kept with the
office copy of the pay bill.

NOTE: The G. P. Fund schedules and certified lists of Postal Life Insurance premia
should be carefully prepared and checked with a view to ensure that the totals agree
with the compiled actual and that the G.P. Fund account numbers and Postal Life
Insurance Policy numbers are correctly and legibly quoted.

(c) Uploading of SCF for NPS Contribution:-The Administration Section will
download the File Preparation Utility (FPU) and File Validation Utility (FVU)
using User ID and I-Pin/T-pin provided by NSDL and prepares the file for
uploading the subscriber contribution details on NPSCAN. The utilities and
other instructions on uploading and remitting are available and can be
downloaded from NSDL website_www.npscra.nsdl.co.in and www.nsdl.co.in.
The PCDA (BR) will use the user ID and I-pin to access the NPSCAN and
uploading subscriber contribution details on a monthly basis. The responsibility
for timely remittance to the Trustee Bank is that of the PCDA (BR) in respect of




40.

41.

18

all the subscribers serving in MO, PCDA (BR).Once the upload of subscribed
contribution details to NPSCAN is enabled, the PCDA (BR) should upload the
subscribed contribution details on NPSCAN and obtain the Transaction ID by
25™ of each month. If the remittance is through RTGS/NEFT, then it may be
ensured that the NPS contributions (Government’s and employee’s) should be
credited to the account of the Trustee Bank by the PCDA (BR) on the last
working day of each month for that month. If the remittance is through a cheque
payable to the Trustee Bank, then the same should be delivered to the local
Branch of the Trustee Bank by PCDA (BR) by the 26™ of each month marked
NPB for the last working day of the month (the dates prescribed for remittances
are valid even in respect of remittances by PAOs even before upload of
subscriber contribution details NPSCAN has commenced).

(d)  Absentee statements:-Two copies of the absentee statements will be prepared
on TAFA-455. The original copy will be sent to the "Auditing Controller” to
enable him to verify the correctness of leave allowances admitted and the
duplicate copy will be kept with the pay bill for future reference.

In the case of transfer of a member of the establishment to the payment of another
Controller, his last pay certificate will be prepared in triplicate. The original will be
sent to the Controller to whose payment jurisdiction the individual is transferred and
the duplicate to his Auditing Controller. Both original and duplicate  copies of the
last pay certificate will be embossed with the special ‘last pay certificate’ seal and
triplicate will be kept as a office copy. As a precaution against the possibility of the
original copy of the last pay certificate being used as the basis for the drawal of pay
and allowances on a second time, it will be suitably defaced on its adjustment in the
first pay bill.

The following documents and vouchers will be sent to the “Auditing Controller” with
the “audit copy” of the regular and supplementary pay bills:-

(1)  All office orders notifying casualties affecting the pay bill.

NOTE.-In cases where as a matter of convenience Part Il orders are sent to the
Auditing Controller as and when they are published or at convenient intervals, they
need not be sent again with pay bills.

(i) The prescribed list showing the increments adjusted during the month of July.

(iii)) An absentee statement on IAFA-455 in respect of Group-‘C’ employees on any
kind of leave (except casual leave) or a 'no leave" certificate.

(iv) Statement showing the leave salary calculations.
(v) Bills claiming reimbursement of medical expenses.

(vi) Certificate to the effect that the grant of house rent allowances during leave
adjusted in the pay bills has been regulated under Supplementary Rules and
existing Govt. orders.

(vii) All payment authorities and debit memoranda with reference to which
adjustments are made in the pay bill with a top sheet showing the list of
vouchers attached in support.

(ix) Certificate of physical fitness in support of the first pay bill submitted for the
pay of an individual.
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NOTE.-The PCDA (Pension) Allahabad will act centrally as the Auditing Controller
for the post audit of Defence Accounts Department Pay Bills, T.A. bills, Contingent
bills etc. w.e.f. Ist April 1972. However, CGDA may at any point of time entrust this
item of work to any one or more the PCsDA/CsDA in public interest,

Permanent Advance or Imprest

The amount of the permanent advance or Imprest in respect of PCDA's Office is
fixed by the PCDA (BR).The permanent advance sanctioned by the PCDA (BR) for
the PCDA (BR) Main office is exclusive of the amount of permanent advance
required by his sub offices. In the case of Main Office the cash balance of the
permanent advance will be in the custody of the cashier, who will be responsible for
it. The cash balance should be verified whenever a transfer of the PCDA (BR) or the
Officer-in-Charge of the Administration Section takes place and it should also be
checked at least once a month by the later (Officer-in-Charge Administration Section).
The officer detailed by the PCDA (BR) for carrying out surprise cash check, will
check these balances also. The above procedure for the custody, verification and
check of the cash balance will apply mutatis mutandis to their sub offices also.

Petty contingent cash bills will be paid out of permanent advance.
CONTINGENT & MISCELLANOUS EXPENDITURE

The officer incurring the expenditure shall exercise the same vigilance in respect of
contingent expenses as a person of ordinary prudence may be expected to exercise in
spending his own money. He is responsible for seeing that the rules regarding the
preparation of bills are observed, that the money is either required for immediate
disbursement or has already been paid from the permanent advance, that the
expenditure is within the available appropriation and that all steps have been taken
with a view to obtain additional appropriation if the original appropriation has either
been exceeded or is likely to be exceeded. He will also ensure that the items of
expenditure included in a contingent bill are of obvious necessity and are at fair and
reasonable rates, that previous sanction for any item requiring it is attached, that all
the requisite vouchers are attached and are in order and that the calculations are
correct.

Contingent Register (IAFA-481)

A register will be maintained on IAFA-481 in which all charges on account of office
contingent expenditure will be recorded under each head of expenditure, for which a
separate allotment of funds has been made by the PCDA. Each entry in the register
will be initialed by the cashier or by the Auditor concerned and by the officer-in-
charge Administration Section.

In order to watch the progress of expenditure under each head as compared with the
appropriation, a progressive total of all columns will be made monthly immediately
after the monthly total, so as to include all payments under each head as also charges
adjusted by book transfer from the commencement of the year up to the end of the last
expired month. The monthly totals will be agreed with the printed compilation and
any discrepancies will be explained by the cashier (or his assistant) to the office-in-
charge, Administration Section.
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Nature of charges to be met from allotment made for contingencies

The nature of charges to be met from, the allotment for contingencies is given in
Annexure to Schedule V of Delegation of Financial Power Rules 1978. Certain
common types of contingent expenditure are indicated below:-

(i) Office expenses: - Will include all contingent expenses for running an office
such as furniture, Postage, purchase and maintenance of office machines and
equipments, liveries, hot and cold weather charges, telephones, electricity and
water charges, stationery, printing of forms, purchase and maintenance of staff
cars and other vehicles for office use. This will also include POL expenses on
vehicles for office use and Charges for legal service, consultancy fee,
remuneration to examiners, invigilators etc. for conducting examination or other
type of remuneration, provided that the expenditure is for running of an office.

(ii)) Other Administrative expenses: - Will include expenditure on departmental
Canteen hospitality, entertainment expenses, expenditure on conferences/
seminars/workshops etc. and expenditure on other training programs.

(iii) Miscellaneous expenses: - Will include light refreshment during formal inter-
departmental and other meetings or conferences, expenditure in connection with
foundation laying ceremonies and other such hospitality subject to general
instructions issued by Ministry of Finance and CGDA from time to time.

When bills on account of miscellaneous and contingent expenditure  are
received, they are signed by the officer-in-charge of the Section and
countersigned by the Group officer of Administration Section and the amounts
of the bills entered in the appropriate columns of the contingent register. All
bills and sub-vouchers will be cancelled when entering the charges in the
contingent register and the item numbers in the contingent register enfaced on
each bill and sub-voucher, the entries being initialed by the cashier or by the
Auditor concerned and the officer-in-charge of the Administration Section.

NOTE: - When the work pertaining to binding of records, repairs to Office Furniture
and recaning of chairs etc, is done on contract basis, regular contract agreements
should be drawn up. Original copies of such agreements will be kept under lock and
key in the personal custody of Officer-in-Charge Administration Section.

Sanction of contingent expenditure

Before contingent expenditure is incurred, sanction of the competent authority (i.e.
PCDA (BR) or Addl. CDA/JCDA/DCDA (Admin.) or to whom powers may be
delegated by the PCDA (BR) must be obtained,

As soon as the bills are preferred or the expenditure is incurred from imprest
the relevant sanction should be “cancelled”, item no of the contingent Register will be
noted on it.

Envelopes insufficiently stamped will be enfaced by the cashier with the word
“cancelled”.

Financial power for according sanction to contingent expenditure

PCDA(BR) in the matter of incurring contingent expenditure is empowered to
exercise all powers of Head of Department as laid down in schedule V of Delegation
of Financial Powers Rules 1978 and Govt. of India, Ministry of Finance(Defence)
letter No. 13196/(1)/70/Accts/AN dated 03-07-90. Such purchases will be subject to
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provisions contained in Manual on policies and procedures for procurement of goods
and services, 2006.

Contingent Bill for petty Cash purchases

Petty Cash bills should be collected and a Contingent Bill (IAFA-115) will be
prepared for total amount for which cash payment is required in the month and
cheque should be drawn in favour of the PCDA (BR), from which payments to the
parties concerned should be made in the usual manner.

CUSTODY, DISBURSEMENT AND ACCOUNTING OF CASH

The Pr. Controller is specially responsible for seeing that there is adequate control
over the section of his office which handles cash. The fact that the cashier (or other
subordinate who handles cash) has given security or executed a bond does not reduce
his special responsibility for ensuring that an effective system of control over the
custody, disbursement and accounting of cash exists and functions. There should be
continuous review of the arrangements for the expeditious disbursement of money, for
the custody thereof, and for the prompt and correct disposal of undisbursed balances
and of sums otherwise payable into the treasury. There should also be adequate
reconciliation, preferably without previous notice, of cash balances with the accounts
outstanding against the custodian of the balances. The Pr. Controller should at
irregular intervals satisfy himself that the system of supervision as prescribed in
authorised codes or special orders is observed properly and should remedy speedily
the defects noticed, if any.

Similarly in the case of outstation offices, the head of the office will ensure
that an effective system of control exists over the custody, disbursement and
accounting of cash in his office and that the system of supervision and safeguards as
prescribed in regulations, authorised codes or special orders are being properly
observed.

Money belonging to non-public funds, if any, should under no circumstances
be mixed up with office cash or kept in the same safe.

Cash book

A cash book will be maintained on TAFA-125 by the cashier under the
supervision of the DCDA (Administration) or, if no such officer is functioning, the
officer-in-charge, Administration Section. All cheques drawn in favour of the PCDA
and all payments made out of the cash obtained by encashing such cheques will be
accounted for in the cash book. Payment must be supported by the acquittance of the
payees and other connected vouchers, if any.

All entries in the cash book and the register of acknowledgements and all
acquittance rolls will be initialed by the officer-in-charge, Administration Section.
The cash book will be closed monthly and balanced, and submitted to the D.CDA
(Administration) or the officer-in-charge, Administration Sections, as the case may be.
The undisbursed amount at the end of the month should ordinarily be refunded to
Government by short drawal in the following month and should be reclaimed when
actually required for disbursement. In cases where this procedure operates
inconveniently, the amount of undisbursed amount may at the option of the
Pr. Controller, be retained for a period not exceeding three months provided proper
arrangements can be made for the safe custody of the sums retained and heavy
balances are not held.
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In April each year, the cash book to the extent of one month's accounts, to be
selected by the Pr. Controller, will be audited by an IDAS officer specially detailed
by him for the purpose.

Surprise Cheque of Cash Book

The Pr. Controller will also depute, at irregular intervals, an IDAS officer to conduct
surprise checks of the actual cash in hand and as shown in the cash book. The officer
will be selected by the Pr. Controller himself and under no circumstances will the date
and time of the check be made known to anyone except the officer selected to exercise
the check. The results of the surprise check will be recorded in a manuscript register
which will be kept in the safe-custody of the PCDA personally. Any discrepancies
found and irregularities discovered in the accounting of Government moneys will be
immediately brought to the personal notice of the Pr. Controller. If the irregularities
are not explained to the satisfaction of the Pr. Controller, he will institute such further
investigations as may be considered necessary and will also simultaneously furnish a
detailed report to the CGDA.

Register of cash received.

The register is maintained on [AFA-616. When a cheque, draft, money order or cash
is received for credit to Government, the relevant columns in the register will be filled
in by the Cashier who will note the serial number of IAFA-616 both on covering
memo and cheque/DD and register submitted to the Officer-in-Charge,
Administration. Then, the person other than the Cashier i.e. Assistant Cashier after
linking the Sl. No. of the register IAFA-616 (wherein the cheque/DD has been
entered) on both of cheques, and forwarding memo/covering memo, will prepare the
MRO (IAFA-507) (in triplicate) and where no Assistant Cashier has been appointed,
this work may continue to be handled by the Cashier himself. Simultaneously handing
over the above memo to the Audit Section concerned through the register, deposit the
cheques/DD into the Bank immediately and hand over the original MRO (Treasury
Receipt) as receipted by the Bank to the Audit Section after obtaining the initials in
the above register. On receipt of the TR/OMRO, the Audit Section will immediately
adjust it. The Cashier/Assistant Cashier while preparing the MRO will ensure full
details of receipt money and name of the CDA/PCDA by whom the credit is
adjustable are clearly written / typed in bold capital letters on the MRO for easy
location of Duplicate MRO received in Account Section with credit scroll
subsequently.

Note 1: The number and date of TR/MRO should be noted on the office copy of MRO
and also in the cash register before forwarding to the section concerned/ CDA for
adjustment.

Note 2: Money received through Money Order in cash on the above account will,
however be accounted for in the Public Fund Account Cash Book. A record of such
cash received will be kept in the Register of Cash viz. IAFA-616 also and its disposal
watched in the manner prescribed above.

SCRUTINY AND COUNTERSIGNATURE OF TRAVELLING ALLOWANCE
CLAIMS OF OFFICERS AND ESTABLISHMENT

The grant of travelling allowance to the personnel of the Defence Accounts
Department is governed by Supplementary Rules. Before the claims are
countersigned, the following checks will be exercised by the controlling officer:-
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(1) The claims have been preferred in the prescribed form and all items and
certificates printed thereon have been duly completed.

(i) The authority for the move has been quoted.

(iii)) A certificate regarding the use of (a) Government transport, (b) free
accommodation and (c) free messing facilities and State hospitality, has been
endorsed on the bill in the case of temporary moves.

(iv) Scrutiny of the necessity, frequency and duration of journeys and halts for which
travelling allowance is claimed.

(v) Scrutiny of the distances entered in travelling allowances bills, including
distance from the fixed point to the Railway Station and vice versa.

(vi) The rate of mileage allowance claimed is applicable to the class of
accommodation to which the Government servant is entitled under rules and that
a certificate is given by the individual that such class of accommodation has
actually been used by him and the railway or steamer fares claims have been
paid by him.

(vii) In case Hotel Rate DA/actual expenditure is claimed during temporary duty
move, the claim is supported with proper receipt;

(viii) Claims for the cost of transporting personal effects are supported by proper
receipts and vouchers and that the cost claimed does not exceed the authorised
limit.

NOTE.-The controlling officer is however, empowered to waive production of receipt

in special cases where he is satisfied that the expenditure to the extent claimed has
actually been incurred and is reasonable and correct.

(ix) Moves of the families and/or luggage have taken place within the prescribed
time limit.

NOTE. - Application for relaxation of time limit under S.R. 116(b) (iii) are received
by the PCDA(BR) within two months of the individual’s move and the applicant

should specify whether the relaxation is required for the family or personal effects or
both.

(x) There is no tendency to abuse the option of exchanging daily allowance for
mileage allowance.

(xi) Travelling allowance claims of stenographers & personal assistants are
supported by a certificate regarding particulars of their journeys from the
gazetted officer under whose instructions the journeys were performed.

PREPARATION OF PENSION CIAIMS AND VERIFICATION OF SERVICE

To avoid delay in the sanction of pensions, it is essential that the period of qualifying
service is verified by the audit officers concerned in advance of the anticipated date of
retirement. Action in connection with such verification in all cases where retirement
can be foreseen, viz., retirement on superannuation or retirement just before
superannuation, should be taken two years before the anticipated date of retirement of
a Government servant. For this purpose, a statement of service on IAFA-357 will be
made out from the service book (which must be completed up to date) in respect of
the service which forms part of the last three years preceding the anticipated date of
retirement. If an individual has served during the last three years of his service in
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more than one audit area, separate statements of service on [AFA-357 should be
prepared for each audit area.

The Officer-in-charge, Administration Section should be formally nominated as the
special officer responsible for initiating action in due time regarding completion of
pension records and documents. He should ensure that every six months i.e. on the Ist
January and Ist July, a list (in the proforma given in Annexure —B’) of gazetted and
non-gazetted staff, who will attain the age of superannuation in the next 12 to 18
months is prepared and pension papers and relevant documents submitted to him. He
should also see that formal application for pension from Government servants are
submitted to him at least six months in advance of the date of their anticipated
retirement on the form as prescribed in Annexure 'C’ appended to this Chapter.

As soon as the list referred to in para above has been prepared or intimation is
received about the death or invalidment of a Government servant, a check list in the
proforma given in Annexure-‘D’ to this chapter should be started for each such case.
A note of the items in respect of which complete information etc. is not available
should be made in column-1 of the progress statement (Annexure-‘E’) to this chapter
and necessary steps initiated simultaneously to collect the missing information or to
complete the necessary formalities. A watch on their finalization should be kept by
noting the progress made in Column 2 of the progress statement at weekly or other
suitable intervals.

In cases of retirement which cannot be foreseen, e.g., sudden invalidment of an
individual being found unfit for field service or further service of any kind under the
State, the procedure will be as follows:-

(1) The medical report [IAF (Med.) -8] will be examined to ensure that it bears the
thumb and finger impressions of the individual and is complete in all respects.

(i) The invalidment will be notified in an office order and a copy of the same
forwarded to the PCDA (Pension) Allahabad.

(iii) Pages 1 and 2 of the pension application (IAFA-356) will be completed as far as
possible.

(iv) Statement of service on IAFA-357 will be made out from the service book in
respect of the last three years of service and the same will be forwarded to the
"Auditing Controllers" concerned for verification of service.

(v) The service book, last pay certificate, and [IAF (Med.)-8] will be forwarded to
the PCDA (Pension), Allahabad.

(vi) The individual will be asked to apply for anticipatory death-cum-retirement
gratuity; a photograph in passport size; specimen signature and thumb and finger
impressions duly attested; address after retirement and the name of the PDA
(Pension Disbursing Authority) from which payment of anticipatory pension and
death-cum-retirement gratuity is desired. The individual should be warned that
delay in furnishing these documents and information would cause delay in the
grant and payment of anticipatory pension and death-cum-retirement gratuity.
On receipt of these documents and information, they should be passed on to the
PCDA (Pension) Allahabad immediately.
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56.  The following documents will be forwarded to the Pr. Controller of Defence Accounts
(Pension) Allahabad by Admin Section through pay section dealing with Pay &
Allowances of DAD not later than six months before actual date of retirement of
Government Servant.

(a) | Data Sheet 1 copy

(b) | Form 3 (Details of the family members of the Govt. Servant under Family | 1 copy
Pension Scheme.)

(¢) | Form -5 1 copy

(d) | Commutation Application on Prescribed Form 1 copy

(e) | Photograph/Joint Photograph duly attested 1 copy

(f) | Slip containing specimen signature/thumb/finger impressions of the 2 copies
Claimant duly attested.

(g) | Slip containing specimen signature/thumb/finger impressions of the 2 copies
Spouse duly attested.

(h) | Nomination for DCRG duly attested. 2 copies

(1) | Identification mark of individual duly attested on separate sheet of paper | 1 copy

() | Identification mark of spouse duly attested 1 copy

(k) | Statement showing non-qualifying service 1 copy

(1) | PCDA (P)'s Audit Report regarding counting of former spell of service, if | 1 copy
any.

(m) | Certificate to the effect that no Judicial/departmental proceeding have 1 copy
been initiated or are pending against the individual

(n) | Detailed Calculation Sheet 1 copy

(o) | Part —II Office Order notifying the cause and date of retirement. 1 copy

(p) | Bank particulars for payment of pension 2 copy

(q) | Copy of CCO-9 1 copy

57. Nomination Papers for DCRG & Family Pension
(1) The nomination papers for Death-cum-Retirement gratuity and family pension will,

after counter-signature by the head of the office, be kept in a separate confidential file
in the safe custody of the DCDA (AN) or AO (AN) of the office where the individual
is serving at the time of making the nomination. The details of nomination (viz., the
serial No. of the file in which the nomination papers are filed, the name and
relationship of the nominee(s)) will be entered in the service book over the signature
of Accounts Officer(Admin), simultaneously an endorsement 'Entered in the service
book' will also be made in the nomination papers and attested by the him. The
nomination papers will not be transferred on the transfer of the Government servant to
another Controller's office but will continue to be retained by the office where the
nomination was made. If and when a fresh nomination in amendment of the previous
one is made from a new office, the new office will call for the previous nomination
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papers from the previous office for necessary action. The papers so called for will be
filed in the new office.

A register of nomination forms will be maintained in which the serial number of the
file (where the nomination papers are recorded) and the name of the person making
the nomination will only be indicated. If and when paper is transferred to another
Controller’s office [on requisition by the latter as indicated in (i) above] or to the
PCDA (P) Allahabad, when a casualty occurs, a proper entry to that effect will be
made in the register.

The following procedure will be followed regarding the payment of anticipatory and
final death-cum-retirement gratuity: -

A contingent bill (in duplicate) duly supported by payee's stamped receipt and
countersigned will be forwarded by the Administration Section to the PCDA
(Pension) on receipt of an intimation from the latter regarding the amount of
anticipatory death-cum-retirement gratuity due to the individuals.

Similarly, a contingent bill is forwarded to the PCDA (Pension) Allahabad for
the balance of the amount of final death-cum-retirement gratuity on receipt of the
memo sanctioning the final pension and death-cum-retirement gratuity.

In the case of, permanent establishment who die while in service and who have a
qualifying service of more than one year to their credit, a claim for death gratuity and
family pension is submitted to the PCDA (Pension).

Immediately after final payment of the effective pay is made, the last pay certificate
together with the income-tax statement, if any, of the individual transferred to the
pension establishment, duly completed and stamped with the last pay certificate seal,
will be sent to the PCDA (Pension) Allahabad.

Recovery of Government dues

NOTE- It is imperative that every effort should be made to settle and recover
Government dues from the Government servant concerned by the date of his
retirement. With a view however to obviate delay in sanctions to pensions pending
recovery of any outstanding Government dues e.g. over issue of pay & allowances or
leave salary, outstanding recovery on account of license fee, advances for
conveyance, house building or other purposes and any other dues the precise amount
of which is yet to be assessed, the following course may be adopted:

The recovery and adjustment of Govt. dues from retirement gratuity is
regulated under Rules 71 to 73 of the CCS (Pension) Rules, 1972. Rule (1) to (3) of
Rule 72 ibid provide for recovery of actual amount of Govt. dues in respect of Govt.
accommodation from pay and allowances before retirement and from Retirement
Gratuity. Sub rule (5) of Rule 72 ibid stipulates that if, in any particular case, it is not
possible for the Directorate of Estates to determine the outstanding license fee, that
Directorate shall inform the Head of Office that 10% of gratuity may be withheld
pending receipt of further information. The withheld amount of gratuity is to be paid
back to government servant immediately on production of ‘No Demand Certificate’
(NDC) from Dte of Estates. Thus, if no ‘Govt. dues’ in respect of Govt.
accommodation are outstanding then the rules do not provide for withholding of any
part of the gratuity on retirement of the Govt. servant. If no Government
accommodation is allotted to a Government servant, in accordance with Dte of
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Estate’s OM No. 18011/5/1990-Pol-III dated 12.10.2010, it is for the Administrative
Ministry to issue an ‘NDC'".

As regards recovery in respect of ‘Govt. dues’ other than those pertaining to
Govt. accommodation, the Head of Office is required to complete assessment of such
dues eight months prior to the date of retirement. The actual amount of such dues and
the dues which come to the notice subsequently and remaining outstanding are to be
adjusted against the amount of retirement gratuity becoming payable to the Govt.
servant on retirement. Thus, there is no provision for withholding of any part of the
gratuity for the purpose of recovery of outstanding government dues other than those
pertaining to government accommodation.

(Auth:- GOI, Min. of Personnel Public Grievances and Pensions OM No.20/16/199§-
P&PW(F) dated 19.2.2013).

BILLS ON ACCOUNT OF REIMBURSEMENT OF MEDICAL EXPENSES

All bills for charges on account of medical attendance and treatment will be
countersigned by the controlling authorities who are empowered to countersign
travelling allowance bills.

It is the duty of the controlling officer to scrutinize carefully before signing or
countersigning a claim in respect of medical expenses that the claim is genuine and is
covered by rules and orders on the subject, and that the charges claimed are supported
by necessary bills, receipts, and certificates, etc., as laid down in the “Compilation of
Medical Attendance Rules and Orders”. The controlling officer is also empowered to
disallow claims which do not satisfy these conditions. The procedure for dealing with
medical re-imbruement claims has been laid down at para-193 of this Manual.

CHILDREN EDUCATION ALLOWANCE/HOSTAL SUBSIDY
CHILDREN EDUCATION ALLOWANCE

Children Education Allowance and re-imbursement of Tuition fee which were hitherto
payable separately has been merged and henceforth be known as ‘Children Education
Allowance Scheme’.

Under the Scheme of Children Education Allowance, reimbursement can be
availed by Government servants for the two eldest children only except when the
number of children exceeds two due to second child birth resulting multiple birth.

Reimbursement as indicated above will be applicable for expenditure on the education
of school going children only i.e., for children from classes nursery to twelfth,
including classes eleventh and twelfth held by junior colleges or schools affiliated to
Universities or Boards of Education and two years Diploma course in Polytechnic.
The class nursery to twelfth will include classes-I to XII plus two classes prior to
class-I irrespective of nomenclature.

Reimbursement under the Scheme may be allowed for the children studying in
a recognized School/Institution. Reimbursement for following items can be claimed
under this scheme: - Tuition fee, admission fee, laboratory fee Vidyalaya Vikas Nidhi,
special fee charged for agriculture, electronics, music or any other subject, fee charges
for practical work under the programme of works experience, library fee, games/sports
fee and fee for extracurricular activities. This also includes re-imbursement for
purchase of one set of text books and note books, two sets of uniforms prescribed by
the school/winter/summer/PT uniform and one set of school shoes which can be
claimed for child in a year.
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The annual ceiling fixed for reimbursement of children education allowance is
Rs.15, 000/- per child. Reimbursement can be claimed once every quarter. The
amount can be claimed in a quarter could be more than Rs.3, 750/- and in another
quarter less then Rs.3, 750/- subject annual ceiling of Rs.15, 000/- per child being
maintained.

HOSTEL SUBSIDY

Hostel subsidy is reimbursable to the Government servant for keeping his/her children
in the Hostel of a residential School away from the station he/she is posted/or is
residing irrespective of any transfer liability.

For the purpose of hostel subsidy, station would be demarcated by the first
three digits of the PIN code of the area where the Government servant is posted and/or
residing.

Rate — Rs.3, 750/- p.m. per child subject to maximum of 2 children.

Payable up to 10 plus 2 stage, where the pattern of 10+2+3 exists and up to
Higher Secondary/Senior Secondary stage in other places, whether the children study
in Kendiya Vidyalaya or any other recognized school. Hostel subsidy is not admissible
for a child whom Children’s Education Assistance is drawn.

ADVANCES OF PAY AND TRAVELLING ALLOWANCE ON TRANSFER

Advances may be made to a member of the establishment under orders of transfer up
to an amount not exceeding one month's pay which he is in receipt of immediately
before transfer, or the pay that he will be entitled to after transfer, whichever is less,
plus the travelling allowance to which he may be entitled under the rules in
consequence of the transfer. Such advances may be sanctioned by the PCDA (BR) or
the under mentioned authorities when the powers are delegated to them by the PCDA
(BR):

(i) Addl. CDA/ICDA
(ii)) DCDA (Administration)

(iii) Next senior most officers in the offices of Pr. Controllers of the Junior
Administrative Grade of the IDAS, in the absence of the latter from their
headquarters.

When an advance is granted to a temporary Government servant a surety bond
(reproduced as Annexure ‘F’ to the chapter VI of this manual) should be obtained
from a permanent Government servant.

Requisition for Advance of Pay will ordinarily be drawn on IAFA-194 or on a
simple receipt, stamped where necessary, for the amount of the advance. A copy of
the order or other authority sanctioning the advance of pay should be furnished along
with the requisition. These, after check and payment enfacement by the
Administration Section will be entered in the demand register, and passed for payment
in the normal manner.

Requisition for advances of travelling allowance will be prepared likewise and
after check and payment enfacement by the Administration Section will be entered in
the demand register, and passed to the D Section for payment in the normal manner.
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Advances from G. P. Fund & Final withdrawals

Applications for final withdrawals from General Provident Fund permissible under
orders issued from time to time (e.g. to meet the cost of higher education, for house
building purposes and marriage expenses) will be received and dealt with under the
orders in force. Final withdrawal cases where the service left is less than two years
will be forwarded to CDA (Fund) Meerut.

Temporary withdrawals

Applications for advances from the G.P. Fund from members of the establishment of
the PCDA (BR) office will be dealt with by the Administration Section. Such
applications should be made in the prescribed form (specimen given in Annexure-
“G” to this chapter) duly supported by the relevant certificates and other required
documents. It will be verified from the latest annual statement of accounts submitted
in support of the application that the amount applied for is at the credit of the
subscriber. If an advance is already outstanding against a subscriber, or if the
subscriber, having discontinued subscription, has been withdrawing money from his
credit balance for paying insurance premia, the facts will be verified from the records
in possession of the office and the exact balance standing to the credit of the
subscriber worked out before payment of the temporary advance is made. Doubtful
cases will be referred to the CDA (Fund), Meerut, for further information before
payments are authorised. When submitting such applications to the competent
authority for sanction of the advance, the officer-in-charge, Administration Section
will record a definite recommendation as to the amount of advance recommended for
sanction and the number of installments in which it should be recovered. In
sanctioning advances from the G. P. Fund, the general principles enunciated in the
GPF (Central Services) Rules should be kept in view.

The amount of advance sanctioned, and other particulars will be noted in a demand
register for watching recovery thereof. The advances paid during a calendar month are
required to be intimated to the CDA (Fund), Meerut, for posting in the respective
ledger accounts of individuals concerned. They will therefore be noted as and when
they are paid in form B (specimen given in Annexure “H” to this chapter) and at the
end of the month, a copy of this form will be sent along with the monthly recovery
schedules.

NOTE l.-Authorities competent to sanction advances from the G.P. Fund are
indicated in Appendix "B" of the G.P. Fund (Defence Services) Rules.

NOTE 2.-When recommending or sanctioning applications for a second of third
advance when any portion of the first advance is outstanding or for an
advance before 12 months have elapsed since the complete repayment of the
last advance, full reasons for recommending or sanctioning the advance
should be stated and the provisions of late Finance Department,
Government of India letter No. F. 18(3)-RiV41, dated 21st March 1941
(reproduced in Annexure ‘I’ to this chapter) should be kept in view.

In addition to the rules governing the grant of advances from the G.P. fund as laid
down in the G.P. Fund (Central Services) Rules the following general principles
should ordinarily be observed when sanctioning advances but they may be relaxed at
the discretion of the sanctioning authority in exceptionally deserving cases:-
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(1) A subscriber should not be allowed to withdraw from the Fund a sum that will
reduce his credit balance to an amount less than one month's current pay,
except during the first three years of his joining the Fund.

(i1))  Except in cases of absolutely unforeseen expenditure accompanied by very
special hardships, no subscriber should be permitted to withdraw from the
Fund more than one-third of the amount standing to his credit on the date
when the advance is sanctioned.

(iii))  In cases other than those referred to in clause (ii) above, a subscriber should
not be allowed to withdraw from the Fund a sum which is more than half of
the amount standing to his credit on the date when the advance is sanctioned.

(iv)  Should occasion arise necessitating an application for a further advance before
an advance already made has been fully repaid, such further advance should
only be sanctioned subject to the provision that the amount standing to a
subscriber's credit is not reduced below two-thirds [in a case falling under
clause (ii) above] and one-third [in a case falling under clause (iii) above], of
the amount standing to his credit when the original advance was made. The
outstanding balance of previous advance will be added to the new advance and
installments for recovery refixed with reference to the consolidated amount.

Final payment of accumulation in GPF

The amount standing at credit shall become payable when the subscriber (a) quits the
service, (b) is dismissed/removed from the service,(c) proceeds on leave pending
retirement and (d) retired from service. The application along with contingent bill will
be forwarded to CDA (Fund) Meerut for payment.

Life Insurance Policies

A subscriber who draws money periodically from the amount at his credit in the GP
Fund account for payment of life insurance premia is required to assign his policy to
the President of India and deliver it to the Accounts Officer for safe custody vide Rule
20 of GP Fund (Defence Service) Rules. Such policies, when received, should be
carefully examined and entered in the register of policies (GPF-6) and submitted to
the officer-in-charge of the section for his initials in the column provided for the
purpose. The policies will be kept in the safe custody of the officer-in-charge. Any
changes in such policies will be promptly intimated by the subscriber to the PCDA
(BR).

ADVANCES FOR THE PURCHASE OF CONVEYANCES

These advances fall under two categories, viz..

(1) advances for the purchase of motor conveyances;
(ii))  advances for the purchase of bicycles.

The PCDA (BR) prepares estimates in respect of their requirements on account
of the above mentioned advances and submit the same to the Controller General of
Defence Accounts on the dates prescribed in the Defence Account Code.

The allotment sanctioned by the Government of India under (i) above is
centrally controlled by the Controller General of Defence Accounts. The allotment in
respect of (ii) above is distributed by the Controller General of Defence Accounts
among the various Controllers who sanction the advances within the limits of the
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funds allotted to them. Any unexpended balance of the allotment is reported by the
PCDA (BR) to the CGDA in February of each year.

The general rules regulating the grant of advances for the purchase of conveyances are
contained in Rule 15 to 20, Compendium of Rules on Advances to Government
Servant, 2005.

Motor Car Advance

Applications for Motor Car advances will be submitted to the CGDA together with a
certificate from the applicant to the effect that he neither has, nor is likely to have,
financial embarrassments such as would interfere with the due repayment of the
advance applied for, if sanctioned. The PCDA (BR) while forwarding the application
will state if any Government advance is outstanding against the individual.

The total amount to be advanced to a Government servant should not exceed Rs.
1,80,000/-(Rs. One lakh eighty thousand) or eight months pay in pay band for the
first occasion and Rs.1,60,000/- (Rupees One lakh sixty thousand) or eight months
pay in pay band) on the second and subsequent occasions or the anticipated price of
the car, whichever is the least. If the actual price paid is less than the advance taken,
the balance must be forthwith refunded to Government. The individual to whom an
advance is sanctioned should certify on the bill on which the advance is drawn either
that the advance is not being drawn for a conveyance which has already been
purchased and paid for, unless it has been purchased and paid for by raising temporary
loan within three months from the date, the advance was applied for. The advance
claimed in the bill is not more than the minimum amount required for meeting the
balance of the price of the conveyance, if the conveyance has been paid for in part.

NOTE. Advances should, as a general rule, be based on the pay of the officer
concerned. However the CGDA, at his discretion is empowered to sanction advances
on the basis of the pay of the posts held, Pr. Controller may forward such applications
to the CGDA together with their recommendations.

The amount of advance granted to a Government servant for the purchase of Motor
Car, shall be recovered from him in such number of equal monthly installments as he
may elect, however, not exceeding 200 in any case. It will commence with the first
issue of pay after the advance is drawn.

Simple interest at the rate fixed by the Government for the purpose will be calculated
on the balance outstanding on the last day of each month and the amount of interest
calculated in this manner will be recovered in one or more installments. Each such
installment should not be greater than the installments by which the principal was
recovered. The recovery of interest will commence from the month following that in
which the repayment of the principal has been completed.

Prior approval of the competent authority is necessary for the sale of car purchased
with the aid of an advance which, with interest accrued has not been fully repaid.

In all cases in which a car is sold before the advance received for its purchase from
Government with interest has been fully repaid, the sale proceed must be applied so
far as may be necessary, towards the repayment of such outstanding balance, provided
that when the car is sold only in order that another car may be purchased, the authority
sanctioning the sale may permit a Government servant to apply the sale proceeds
towards such purchase, subject to the following conditions:-

(1)  The amount outstanding shall not be permitted to exceed the cost of the new car.
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(i1)) The amount outstanding shall continue to be repaid at the rate previously fixed.
(ii1)) The new car must be insured and mortgaged to Government as required by rules.

A Government servant who draws an advance for the purchase of a motor car is
expected to complete his negotiations for the purchase of, and pay finally for the car,
within one month of the date on which he draws the advance; failing such completion
and payment, the full amount of the advance drawn, with interest thereon for one
month, must be refunded to Government. This condition should always be mentioned
in letters sanctioning such advances.

At the time of drawing the advance the Government servant should be required to
execute an agreement in Form II Compendium for Rules on Advances to Government
Servants, 2005 and, on completing the purchase, he should further be required to
execute a mortgage bond in Form IV Compendium for Rules on Advances to
Government Servants, 2005 hypothecating the car to the President of India, as security
for the advance. The cost price of the car should be entered in the schedule of
specifications attached to the mortgage bond.

NOTE. - Agreements and mortgage bonds (Il and IV) will be forwarded for signatures
of the Controller General of Defence Accounts for and on behalf of the President of
India.

When an advance is drawn, the PCDA (BR) should see that the conveyance is
purchased within one month from the date on which the advance is drawn. The
mortgage bonds should be kept in the safe custody of the PCDA (BR). When the
advance has been fully repaid, the bond should be returned to the Government servant
concerned, duly cancelled.

67.10 (a) The car must be comprehensively insured against full loss by fire, theft or

68.

accident. Insurance on owner driven or other similar qualified terms is not
sufficient for the purpose of this rule.

(b) Such insurance should be effected as soon as a vehicle is purchased and
before it is brought into use. The policies are required to be renewed every
year till liquidation of advance with interest.

(c)  Contravention of these orders will render the Government servant liable to
refund the whole of the amount advanced with interest accrued, unless good
reason is shown to the contrary. The amount for which the conveyance is
insured during any period should not be less than the outstanding balance of
the advance with interest accrued at the beginning of that period and the
insurance should be renewed from time to time until the amount due is
completely repaid. If at any time and for any reason, the amount insured under
a current policy is less than the outstanding balance of the advance, including
interest already accrued, the Government servant should refund the difference
to Government. The amount to be refunded must be recovered in not more
than three monthly installments.

Personal Computer Advance

An advance for the purchase of Personal Computer whose pay in pay band is
Rs.8560/- or more may be sanctioned subject to mutatis mutandis the conditions laid
down in Para (s) 67.4 to 67.9 except that the amount of the advance will not exceed
Rs.30, 000/- or the anticipated price (excluding custom duty if any) whichever is
less. The advance will be recovered in 150 installments.
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Motor cycle Advance

An advance for the purchase of motor cycle or "Scooter" may be sanctioned, if official
drawing pay in pay band Rs.8560/- or more subject to conditions laid down for motor
car advance except that the amount of the advance will not exceed four months basic
pay or Rs.30,000/- for the first occasion and three months basic pay or Rs.24,000/- on
the second and subsequent occasions or the anticipated price of the motor cycle,
whichever is the least and the advance will be recovered in 70 monthly installments.

Officials having pay in the pay band below Rs.8560/- are eligible for an
advance of Rs.20, 000/- or the anticipated price.

Bicycle Advance

Non-gazetted Government servants whose grade pay does not exceed Rs.2800/- may
be granted an advance for the purchase of a bicycle to the extent of Rs. 3000/- or the
actual cost of bicycle whichever is less. No interest is chargeable for the advances
from 7.10.2008.The amount of bicycle advance should be increased by 25% whenever
the DA payable on revised pay structure goes by 50%.

Advances shall not ordinarily be granted within three years of a previous advance for
the same purpose, unless satisfactory evidence is produced by the Government servant
concerned to the effect that the cycle purchased with the help of the earlier advance
has been lost or has become unserviceable.

When advances are granted to temporary Government servants the following
additional conditions must be fulfilled:-

(a) The surety of a permanent Government servant must be produced before an
advance is sanctioned.

(b) The sanctioning authority must satisfy itself that the Government servant is
likely to continue in service till such time as the advance is completely
recovered.

(¢) In the event of a temporary Government servant being discharged before the
advance is completely recovered the remaining balance of the advance must be
recovered in one lump sum before discharge.

Immediately after an advance has been paid, the recipient of the advance will be called
upon to produce the receipt of the firm from which the cycle has been purchased.
Purchase should be made within one month of the date on which the advance is
drawn, failing which the individual will be liable to refund the full amount of the
advance to Government. The PCDA (BR) should satisfy himself that the whole of the
amount advanced was expended in purchasing the cycle. Any amount advanced in
excess of the actual purchase price of the cycle should be refunded to the Government
forthwith.

Note- Ordinarily the purchase should be made from or through known cycle-dealers.
In special cases, receipts from private individuals if otherwise in order, may also be
accepted in audit, but the sanctioning authority should ensure that the concession is
not abused.
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The advance will be recovered in thirty equal monthly installments. The recovery will
commence with the first issue of pay after the advance is drawn. Simple interest at the
rate fixed by Government for the purpose will be calculated on the balances
outstanding on the last day of each month, and the amount of interest calculated in this
manner will be recovered in the month following that in which the repayment of the
principal has been completed.

House building advances

The following categories of personnel are eligible for house building advances [(See
note (2) below]:-

(a) Permanent Central Governments servants.

(b)  Central Government servants not falling in category (a) above who have,
rendered at least 10 years continuous service, provided.

(1) they do not hold a permanent appointment under State Government; and

(i) the sanctioning authority is satisfied that they are likely to continue in the
service of the Central Government at least till the house for which the
advance is sanctioned, is built and/or mortgaged to Government.

Application on the prescribed proforma for advance from those eligible, will
be submitted to the CGDA Detailed rules regarding the grant of such advances are
contained in the pamphlet, "Rules to regulate the grant of advances to Central
Government servants for building etc., of houses", issued by the Ministry of Urban
Development.

NOTE l.-In cases where both husband and wife happen to be Central Government
servant