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Sr. Managing Director. General Manager Deputy General Manager Manager
No.
)] 2 .. S {3) m 4 )
8) — To transfer all officers and e
staff from Board's one unit to
il .Lanother. .
7) To allow the Board's employees to cross -— —
efficiency bar.
8) To accept resignation of —
- employees, .
9) To take disciplinary action against any employee . ——
of the Board as per D C & A Rules. ‘
10) e To sanction Leaves including | To sanction Leaves including To sanction Casual leave to
Casual Leaves to all the ; Casual Leave to the staff upto  : the members of staff
members of the Staff in ' Assistant Managers in working under him in
accordance with Rules of the : accordance with rules of the accordance with Board's
Board. Board. rule
11) To depute employee for training in India and —— ——
sanction expenditure thereon, subject to budget
1 provision,
12) —— ‘o sanction reimbursement ——
P Medical Expenses in
accordance with the rules of
the Board,
13) To sanction Advance to the Staff members as ; To sanction Advance to the To sanction advance to the staff o
per Rules approved by the Board upto Rs. | Staff members as per Rules members as per the Board's
50,000/- approved by the Board upto rule upto Rs.10,000/-,
Rs. 25,000/
14) To sanction installation of -~ —
Telephone at office and at the residence of the —_
officers. .
15) To take on lease or leave and licence basis - =
a) lands and residential as well as non-residentiai
accommodation for the Board's use or for -
housing for Board's staff as the case may be
and settle rent efc. in consultation with the
b) Ta give on lease or leave and licence basis o o
Board's land premises, whenever they are not
required for the Board's use and to settle in s
consultation with the Chairman the rent/
compensation to be charged for such lands/
premises.

Page No. 2
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By,

)
24)
)

ik

;. Power to incur the expen
i The members of the State Marketing Board,
¢ holding membership under clause vto
- {vii) of Sec.39-B shall be paid. Such fees

Managing Director,

(2)

. and allowances as may be fixed for

i attending in meetings and for atiending to

. any other work assigned to them by the

; State Marketing Board.

General Manager

e BT
diture subjeci io the Budget provision

a) The members of the State
Marketing Board holding membership
under clause (v} lo (vili} of Sec.38.B
shali be paid such fess and
aliowances as may be fixed for
aflending In meetings & for sttending
to any other work assigned to them
by the State Marketing Board,

Deputy General Manager

Manager

IO T

Payment of Honorarium {o Managing
Director in accordance with decision
of the Board,

e

5

=

H

. Salary, Wages &Aliowances & such other
i allowances to the employees of the Board
| in accordance with such rules as may be
i applicable from time o time.

Salary, Wages & Allowances & such
i other allowances to the employees of
{ the Board in accordance with such

: rules as may be apolicable from time
i {otime,

¥
H

H

the power for payment
io the staff working in
the Div. Off,

1 To sanction T.A. biils of the Genaral

Manager.

7 Telephone & Telex. Electricity Rent, Rates

& Taxes, Insurance, Fuels & Olis i
vehicles. Entertainment, Repairs &

Maintenance of the property of the Board.
Transpori of materials, stationery, printing

and such other necessary expenditure

required for conducting the activities of the

Board,

i To .w.w__.._.wmmm.mmmmmmmma. cerimonial
: occasions upto fimit of Rs. 10,000/-.

! To sanction T.A. bills of Deputy
; General Manager .

To sanction T.A. bills of ali other
staff working in the Board's

Divigion Mgr. exercise
the power for payment

: materials,stationery, printing & such

. other necessary expenditure required
: for conducting the activities of the
Board upto value of any individual
expenditure not exceeding

! Rs.25,000/-

Transport of materiais stationery,
printing & such other necessary
expenditure required for
conducting the activities of the
Beard upto value of any individual
expenditure not exceeding

-Rs.10,000/-

: To sanction expenditure on
i ceremonial occasions upto limit of
| Rs. 5 006/-.

: To sanction expenditure on

cerzmonial cccasions upto mit of

i Bs, 1,000/

service, to the staff working in
o MeDVOIL o
i Telephone & Telex, Teiephone & Telex, Upto value of any
¢ Eleciricity,Rent,Rates &Taxes, Electricity Rent, Rates &Taxes, individual expenditure
| Insurance, Fuels & Olfs io vehicles. Insurance, Fuels & Oils o neot exceeding s 1000/,
Repairs & maintenance of the vehicles. Repairs & maintenance | . Divisional Managers
property of theBoard. Transport of of *he property of theBoard, shal] be the Drawig

H
H

Disburseme Offcer for
the Divisional Office.

Page No. 4
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Lakhs.

and all iimits of pledge loan.

Sr. Managing Director. General Manager Deputy General Manager Manager J.__
No,
) (2) 3) (4) 5) o)
27) : To sell by auction calling tenders negotiations or | To Sell by Auction or by —
otherwise. tenders or negotiations or
a) All agricultural produce of the Board. otherwise. -
b) Other moveable property of the Board, the a) All agricultural produce of
sale value of which does not exceed the Board.
Rs.1,00,000/-. b) Other moveable property of i b) Other moveabls property of the
the Board, the book value of ;| Board, the book value of which
which does not exceed Rs. ! does not exceed Rs. 5,000/-.
25,000/-.
28) : To sanction writing off of losses. — - .
a) Not due to theft, fraud or negligence upto
Rs.5000/- in each case subject to the total not
exceeding Rs.25,000/-.
29) : To sanction payment of fees and or travelling To sanction payment or fees - o
allowances to experts, consultants etc., subject and or TA. to experts,
to an amount of Rs.50,000/- in individual case. consultants subject to an
amount of Rs,20,000/-,
30) |} Loansto APMC upto Rs. 20 Lakhs. Loans to APMC upto Rs.5 Loans to APMC upto Rs. 1 Lakhs. —

Note : The Managing Director may subject to such restrictions &

powers conferred on him by the Board from time to time.

for so long, as he may deem fit to delegate to their sub-ordinate officers any of the

o:\dtp\admn\shedule.pow

) 2

s

e

&ug LRy

Managing Director

Page No. &
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Sr. No. | Present position of power delegated to 9?&5&5@ Directorf | New Sr. | vﬂo,vm% anf®idment to the Schedule of Delegation of Power.
of General Manager/ Deputy General Manager/ Manager No. of
Delegati Delegati
on of on of
Powers - Powers
Staff members as per Rules approved by the Board upto Rs. 10,000/~
* Manager (Admin) - To sanction Staff Advance to the Staff members
uplo Rs. 5,000/
24D |« Manageing Director - To Approve Monthly Diary &sanction TA. 41 * Manageing Director - To Approve Monthly Diary & sanction T A.
bills of the General Manager. bills of the General Manager.
 General Manager - To Approve Monthly Diary &sanction TA. bills ¢ General Manager - To Approve Monthly Diary & sanction T.A. bills
of Deputy General Manager . of Deputy General Manager .
*  Dy. General Manager - To Approve Monthly Diary &sanction T A. ¢ Dy. General Manager - To Approve Monthly Diary & sanction T.A.
bills of all other staff working in the Board's service. bills of Manager, HDO, Technical Officer, AM & Programmer , Other
 Division Manager - exercise the power for payment to the staff Staff.
working in the Div.Off. + Dy. General Manager(Division) - To sanction T.A. bills for payment
to the staff working in the Div.Off. Below Rs.5000/-.
* Manager (Accounts& Finance) - To sanction T.A. bills of below
AM. Staff after proper sanction through Admin Section (Head Office
& Division)
24e |« Manageing Director - Telephone & Telex, Electricity Rent, Rates & | 18 | Approval of Revenue Expenditure  (Such As Telephone & Telex,

Taxes, Insurance, Fuels & Oils to vehicles. Entertainment, Repairs &
Maintenance of the property of the Board. Transport of materials,
stationery, printing and such other necessary expenditure required
for conducting the activities of the Board.

e General Manager - expenditure required for conducting the
activities of the Board upto value of any individual expenditure not
exceeding Rs.25,000/-.

* Dy. General Manager - expenditure required for conducting the
activities of the Board upto value of any individual expenditure not
exceeding Rs.10,000/-.

* Division Manager - individual expenditure not exceeding Rs.1000/-

. N

Electricity, Rent, Rates & Taxes, Insurance, Fuel & Oil to vehicles & DG

Sets of Facility centers, Hospitality, Repairs & Maintenance of the

property of the Board. )

¢ Manageing Director - FULL POWER to exercise

» General Manager - expenditure required for conducting the activities
of the Board upto value of any individual expenditure not exceeding
Rs.50,000/.

¢ Dy. General Manager - expenditure required for conducting the
activities of the Board upto value of any individual expenditure not
exceeding Rs.10,000/.

*  Dy. General Manager (Division) - individual expenditure not
exceeding Rs.5000/-

»  Manager (HO) - individual expenditure not exceeding Rs.2000/-.

(Expenditure on Telephone & Telex, Electricity, Rent, Rates & Taxes,

Insurance are paid at actuals without prior sanction}
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Present position of power delegated to nvbm:mmwam Director/

Proposed mi&?@:n to the Schedule of Delegation of Power,

Sr. No. New Sr,
of General Managerf Deputy General Manager! Manager No. of
Delegati Delegati
on of on of
Powers Powers
e * Manageing Director - Seeds, fertilizers, chemicals, efc., for d Seeds, fertilizers, chemicals, efc., for Talegaon Famm.
Talegaon Farm. ¢ Manageing Director - FULL POWER to exercise
+ General Manager - Seeds, Fertilizers chemicals etc. for Talegaon *  General Manager - Full Powers up to Rs.1 Lakh.
farm.
25f 1e Manageing Director- Other necessary arficles required for 46 * Manageing Director - Other necessary articles required for
conducting the activities of the Board not covered by item (a) to (e) conducting the activities of the Board not covered by item (a)to (e}
above upto the limit of Rs.50,000/-. above upto the limit of Rs.100,000/-.
*  General Manager - Power is exercisable upto to the value of Rs. *  General Manager - Power is exercisable upto to the value of Rs.
15,000/- 25,000/~
ar + Manageing Director - To sell by auction calling tenders 21 To sell by auction calling tenders negotiations or otherwise a) Alf
negotiations or otherwise. a) All agricultural produce of the Board. b) agricultural produce of the Board. b) Other moveable property of the
Other moveable property of the Board, the sale value of which does Board,
not exceed Rs.1,00,000/-. * Manageing Director - FULL POWER to exercise upto the value of
¢ General Manager - To Sell by Auction or by tenders or negotiations any individual purchase not exceeding Rs.5 Lakh
or otherwise. a) All agricultural produce of the Board. b} Other * General Manager - a) All agricultural produce of the Board. b) Other
moveable property of the Board, the book value of which does not moveable property of the Board, the book value of which does not
exceed Rs. 25,000/-. exceed Rs. 1,00,000/-.
* Dy. General Manager - b) Other moveable property of the Board,
the book value of which does not exceed Rs, 5,000/-.
29 Rembursement of Travelling Expenses of Officers, Consultant, 5 Sanction of Travelling Expenses (Other than T.A. Bills of Officers,
Employees Consultant, Employees
 Manageing Director - upto 50,000/- « Manageing Director - upto 50,000/~ (Per Case)
*  General Manager - upto 20,000/- * General Manager - upto 20,000/- (Per Case)
*  Dy. General Manager - upto 10000/- *  Dy. General Manager - upto 10000/- (Per Case)
30 * Manageing Director - Loans to APMC upto Rs. 20 Lakhs. 25 APMC Loan & Agri Pledge Loan
«  General Manager - Loans to APMC upto Rs.5 Lakhs. ¢ Manageing Director - Loans to APMC upto Rs. 50 Lakhs.
* Dy. General Manager - Loans to APMC upto Rs. 1 Lakhs. and all *  General Manager - a) Loans to APMC upto Rs.10 Lakhs.
limits of pledge loan. *  Dy. General Manager (HO)- Agri Pledge Loan to Full Power to
e Exercise "
T
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CHAPTER - |

GENERAL PRINCIPLES

 This code shall be called as ‘The Maharashtra state agriculture marketing board account

code 2015.

. These rules are made by the Board of directors of agricultural marketing board in

accordance with its statutory responsibility for the proper control of the finances of the

board as laid down in Maharashtra Agricultural Produce Marketing (Development &

Regulation) Act 1963

. The rules and financial procedures laid down in this Account Code apply to the conduct of

all the financial affairs of the Board and to all bodies included in the Board's Annual

Audited Financial Statements, irrespective of the source of funding.

. The primary objective of the regulations is to ensure proper use of finances and resources

in a manner which satisfies the Board's requirements for accountability, internal control,

and the management of financial risk and also fulfill any legal or financial obligations laid
down by the APMC act and other funding agencies.

. (a) These rules and regulations are accessible on the Board Website.

(b) Compliance with these rules and regulations is a requirement for all employees and

officers of the Board. It is also obligatory for all those, neither directly employed by nor

officers of the Board who have responsibility for the administration or Management of

Board Funds.

_ Definitions In this Account Code, unless there is anything repugnant in the subject or

context

(a) ‘Act’ means the Maharashtra Agricultural Produce Marketing (Development &
Regulation) Act, 1963

(b) ‘Bank’ means the State Bank of India or any nationalized government owned,
commercial or any scheduled Bank or

(c) such Banks directed by government time to time, in which the funds of the Board may
be kept.

(d) ‘Managing Director’ means any Officer appointed by State Government as per
Section 39 B-1 of the Maharashtra Agricultural Produce Marketing (Development &
Regulation) Act,1963.

(e) “Agricultural Marketing Development fund” means “A fund established by State
Marketing Board as per Section 39 L of the Act

(f) Budget means, a statement showing probable income and expenditure of a financial
year.



(9) Budget Controlling Officer, is the officer who is authorized to accord administrative
approval under a specific budget head.

(h) ‘Code’ means the Maharashtra state agriculture marketing board Account Code 2015

(i) ‘Financial Year’ means the year beginning with the 1st of April and ending on the 31
March of the following calendar year.

() ‘Form’ means specimen formats appended to this Code as per annexure1

(k) Head of the Department means, a person, who is designated as Head of the
Department of work allotted to him.

(I) ‘Board of directors’ means Board of directors of the Board.

(m) ‘Re-appropriation’ means transfer of funds from one budget head to another.

(n) ‘Recurring Charge’ means a charge, which involves a liability beyond the financial year
in which it is originally sanctioned.

(0) ‘Recurring or Revenue Expenditure’ means expenditure incurred more than once in a
financial year and which is not of a capital nature.

(p) ‘Non-Recurring or Capital Expenditure’ means an expenditure incurred on capital
items.

(9) ‘Suspense Account’ means the head of the account under which transactions of a
temporary character, which are not to be adjusted forthwith in the accounts, as final
receipts or outlay or the correct classification of which cannot be determined, are
recorded.

(r) The term ‘works’ when used by itself in a comprehensive sense applies not only to
works of construction and repairs but also to other individual objects of expenditure
connected with the supply, repairs and carriage of tools and plants and other objects.

(s) In this Account Code wherever designation is mentioned, in the absence of the said
officer, the officer so designated by the Board shall be authorized to perform duties
mentioned therein.

7. Accounting of the Board shall be on a financial year basis, the financial year commencing
on 14 April and ending on 31 March.

8. The accounts of the Board shall be maintained on accrual basis.

9. Every Budget Controlling Officer is required to undertake reconciliation of receipts and
expenditure at the end of every month with the Cash-book Unit of the Finance
Department. On agreement, the reconciliation statement shall be signed by Budget
Controlling Officer as well as the officer designated for this purpose in the Finance
Department.

10. Every officer/employee incurring or authorizing expenditure from the Board Funds shall be
guided by high standards of financial propriety. Among the principles on which emphasis
shall be laid are the following:

(i) Every officer/ employee of the Board shall exercise the same vigilance in respect of



11.

12.

13.

14.

Al

185.

6.

17.

expenditure incurred in connection with the transactions of the Board, as a person of
ordinary prudence would exercise in respect of expenditure of his own money.
(iiy The expenditure shall not be prima-facie more than what fhe occasion demands.
(iiiy No authority shall exercise its powers of sanctioning expenditure to pass an order
which will be directly or indirectly to its own advantage.
(iv) The amount of allowances granted to meet expenditure shall be so regulated that
the allowances are not on the whole a source of profit to the recipients.
Any officer/employee of the Board on whom financial delegation has been made shall
not incur any expenditure which is likely to involve at later date expenditure beyond the
power of his sanction.
No officer/employee shall without previously obtaining extra funds, incur liability in
excess of the amount provided in the budget under the respective heads of accounts.
Where the officer exceeds the grant, he shall be held personally responsible for the
same. Provided that after recommendations of managing director, with prior approval of
president such extra expenditure may be occurred in emergency cases and post facto
sanction of such may be taken in next board of directors meeting
Responsibility of internal control within a budgetary unit rests with the head of that
department, who shall ensure that appropriate and adequate arrangements exist to
safeguard all assets; that Board policies, including the regulations and financial
procedures are complied with; and that records are maintained in as complete and
accurate a form as possible.
Every expenditure requires an administrative approval by the competent authority as
mentioned Annexture in the delegation of powers.
sanctions to expenditure shall indicate the details of provisions under the relevant
budget head wherefrom expenditure is to be met. A sanction order shall come into
force from the date of issue unless any other date is specified therein.
All moneys received by or on behalf of the Board either as dues of the Board or for
deposit or otherwise, shall be brought into Board account without delay. The sums
received shall forthwith be paid into the authorized bank and appropriation of
departmental receipts towards expenditure shall be strictly prohibited.
Accounts and finance Administration is responsible for opening, closing and assigning
numbers to most Board accounts; budget, approval (approving expenditures and
commitments against accounts); preparing periodic financial statements and account
bilings as required; processing journal entries responding to queries regarding
transactions againstaccounts, accounting policies and procedures and accountstatus.
No duplicate copy of a receipt for money received, or of a bill or other document for the
money already paid, shall be issued on the ground that original has been lost. If any

necessity arises for such a document, a certificate may be given that on a specified day



18.

li9:

20.
21.

22.

23.

a certain sum on a certain account was received from or paid to a certain person.

The accounts and financial records of the Board shall be maintained in the prescribed
forms and registers. Every officer is personally responsible for the money which
passes through his hands or is paid on his behalf or by his recommendations, and for
proper records of receipts and payments in the prescribed account as well as for the
correctness of the account in every respect.

(i) No addition or alteration in or modification of any register or form prescribed in the
Code or introduction of any new form shall be made without the prior sanction of the
Board of directors. '

(i) For administrative convenience, however, such registers as may be subsidiary to
the account books prescribed in the Code may be maintained but such registers will
not be recognized as account books prescribed under the Code.

The accounts of the Board shall be maintained separately for each Financial Year.

All books of accounts and registers shall be properly bound and will be hand written or
in printed/ computerized form. No account shall be prepared on loose sheets or in
loosely bound volumes.

The pages of all account books shall be serially numbered and each page shall bear a
stamp of the Board. The Head of Department shall record on each book a certificate of
the number of pages it contains.

Every correction or alteration in accounts shall be made neatly in red ink (a single line
being drawn through the original entry to be corrected) and attested by the dated
initials of the officer drawing the bill or person preferring the claim, while those in the
pay orders shall be similarly attested by the officer signing them. Erasures shall be
absolutely forbidden and no document with an erasure shall be accepted.



Account of Receipt Books

24. An account of the receipt books forms and similar articles having money value brought to
stock by the Board shall be maintained in the prescribed Form. The following instructions
regarding maintenance of the account of receipt books shallbe strictly observed:

(i) The stock of receipt books, forms etc., shall be in the custody of the respective person
who has authorized to collect receipt and shall arrange to maintain an account thereof.
Receipt books, cheque books etc., pertaining to different departments shall be
recorded on different pages.

(i) As soon as the books are received from the Receipt Unit of the Finance Department,
the total number of receipts contained in each book shall be examined and certified by
the Head of Department on the reverse of last page of the book. Where the number of
receipt books is large such certificate shall be recorded before a receipt book is issued
for use. All the receipt books duly certified will then be recorded in the main stock
register of the receipt unit of the Finance department, and will be countersigned on the
last page by the officer so designated in the Finance department.

(i) Not more than one receipt book shall be issued to the collection staff at a time unless it
is immediately required for use. Fresh issues shall not be made until after the
completed books are returned and when this is not always possible; the return of the
book immediately after completion shall be watched separately.

(iv) Note of every issue of a receipt book etc., in the register and its return after completion
shall be attested by the person maintaining the account.

(v) The books shall be issued in a serial order, the number of receipts contained therein
being noted in the register.

(vi) Unless the partly used receipt books are brought into use during the next year, the
unused receipts therein shall be cancelled at the close of the financial year and an
endorsement to that effect shall be made by the Head of Department.

(vii)On receipt of the completed books or during inspection, the entries therein shall be
carefully scrutinized by the Head of Department or some other officer duly authorized
by him and the originals of receipts there in shall be counted to see that none have
been removed or misused and a certificate to that effect shall be recorded on the
reverse of the last original receipt. Erasures and corrections shall be critically
scrutinized and the used books shall be kept in the custody of the Head of Section for
the purpose of annual audit.

(viiiy It will be the responsibility of the head of the concerned section to see that money
collected daily shall be deposited in the bank on the next working day, and to ensure
the reconciliation with the finance department. Controlling officer will periodically
countersign the daily receiptregister.

25, Actual physical verification of the stock of receipt books shall be carried out twice a year
(last week of September and March) by the Head of the Department and a certificate to



that effect recorded in the stock register under the signature of the person conducting the
verification. The same shall be submitted to his/her higher officer for the counter signature.
Physical verification of the stock of the receipt books shall be carried out by the Inspecting
Officer at the time of inspection of the concerned section.

Expenditure

26. The following shall be the general principles governing all expenditure to be incurred from
the Board Funds.

(i) That there shall be provision of Funds authorized by competent authority fixing the
limits within which expenditure can be incurred.

(i) That the expenditure incurred shall confirm to the relevant provisions of the Act,
Statutes, Ordinances and Regulations and Rules framed by the marketing board

(iii) That there shall exist administrative sanction, either special or general, accorded
by the competent authority, as prescribed in the delegation of powers, (Annexure
2) authorizing the particular item of expenditure.

27. All the sub vouchers attached to the voucher shall be duly certified. An officer who signs or
countersigns a certificate is personally responsible for the facts so certified.

28.No money shall be drawn from the bank unless it is required for immediate disbursements.
It shall be objectionable to draw money and to keep it in deposit to avoid lapse of
budgeted grant.

29. Al transactions involving giving and taking of cash, stores, other properties, rights,
privileges and concessions, which have monetary value shall be brought to account under
proper head. Every officer is personally responsible for the money which passes through
his hands and for the proper record of receipts and payments in the prescribed accounts
as well as for the correctness of the accounts in every respect.

30. All bills shall be prepared in the printed forms/computerized forms stating full particulars as
regards the amount, the name of the payee and the nature of claims so as to be amenable
for the identification at any later date. The bills shall be prepared and signed. The amount
of the bill shall be written in words as well as in figures.

31.When a bill is presented on account of charges incurred under special orders, the order
sanctioning the charges shall be quoted in the bill. Copies of sanctions accompanying the
bill shall be duly attached with biils.

32. The payment shall be made only on an order signed by a person authorized to do so by
cheque or by RTEGS/ NEFT. Dates of payments shall, wherever possible, be noted in the
acknowledgement. If for any reason, it is not possible to note the date of payment by the
payee, the date of actual payment shall be noted by the person responsible for making the
payment under his initials. In the case of payment made in cash, the fact shall be
invariably recorded in the receipt by the payee.



33.Every voucher shall ordinarily bear or have attached to it an acknowledgement of the
payment signed by the person for whom or on whose behalf the claim is presented. No
payment shall be made in the absence of the necessary acknowledgement. |f a voucher is
lost, a certificate of payment prepared in manuscript and signed by the disbursing officer
and endorsed, if necessary, by his superior officer shall be placed on record. Full
particulars of the claim shall invariably be set forth.

34.1n the case of payment made by remittance through the post office, the postal money
order receipt shall be kept with the voucher. In case of payments for articles received by
V.P.P., the value payable cover together with the invoice or bill showing the details of the
items paid for, shall be kept with the voucher.

35. The holder of an imprest or permanent advance shall be responsible for the safe custody
of the money placed in his hands, and he shall at all times be ready to account it by
producing the relevant vouchers or cash or both.

36.All bills presented for payment shall be first scrutinized and verified by the concerned
department. It will responsibility of concerned head of unit to see that bills presented for
sanction are in proper and fulfills all conditions required for payment .On receipt of such
bills in finance department , it will be responsibility of finance department to see whether
bills submitted by department is as per rules. If there is any discrepancy, it will be send
back to concerned department for compliance. Managing director who, after verification by
finance department that, if the claim is admissible, if the authority is proper, if the signature
is true and in order and if the receipt is a legal acquaintance, make an order under his
signature to pay on the bill. The order shall specify the amount payable both in words and
in figures. All the passed bills shall be signed by the officers as mentioned in the
delegation of powers. All the bills under objection shall be signed by the manager of the
finance department.

37. All passed bills shall be sent, for drawing cheques. All the cheques shall be signed by the
officers empowered as per Delegation of Powers prescribed in Annexure 2.

38. All proposals for administrative sanctions shall be routed through proper channel.

39, All transactions involving fractions of a rupee shall be rounded off to the nearest rupee.
Transactions in the form of paisa are not allowed.

40. Recoveries of over-payment made during the current year shall be adjusted by deduction
from the current year's charge under the detailed head previously overcharged asfollows:

(i) If the recovery is made by a short payment of an item chargeable to a head under
which the previous overpayment occurred, no further adjustment is necessary, as
the short payment is set off against the excess payment.

(i) If the recovery is made in cash, the amount shall be taken to the credit of the
concerned expenditure head and the expenditure will stand reduced.

(iii) If the recovery is effected by short payment of an item chargeable to a head other



than that under which the excess payment was previously made:

(a) The total payment, i.e. the net amount actually paid plus the amount short paid shall
be entered under the head to which the payment pertains, and

(b) The amount short paid shall be taken as credit item under the concerned
expenditure head.

41. Recoveries of such overpayments made in a subsequent year, except in respect of
works in progress, shall be accounted for under the relevant receipt major head or
under the head “Miscellaneous receipt”. In the case of works in progress, the
recoveries shall be taken as reduction of expenditure so long as the accounts of the
work are open.

42. No claim against the Maharashtra State Agricultural Marketing fund which are not
presented within the time limit prescribed hereunder will be entertained:

(@) No claim for the payment of travelling and halting allowance will be entertained
after a lapse of six months from the date on which the tour is over.

(b) However, claims for payment of travelling and halting allowance after a period of
six months to one year, from the date, on which, the tour completed will be
entertained with the approval of Managing Director only.

(c) A claim of Rs.2500/- or less shall be lapsed after the expiry of 6 months from its
becoming due.

(d) A claim exceeding Rs.2500/- shall be lapsed after the expiry of one year from its
becoming due.

43. No Cheque / RTEGS/NEFT shall be signed unless required for immediate delivery to the
payee or drawn in favour of a person other than the actual payee.

44. Any correction or alteration in cheques shall be authenticated by the signatory of the
cheque under his/her signature.

Audit

45. The audit arrangements are required to be in accordance with the practice of the internal
audit wing and the statutory auditors.
46. Internal Audit:
(a)There shall be an internal audit wing who will audit all bills before making payment.
(b)Internal audit has an unrestricted right of access to all vouchers, documents, books of
accounts and computer data and to any other information which is considered relevant
to its enquiries and which is necessary to fulfill its responsibilities.
47. Statutory Audit:
(a) Statutory Audit of the Board shall be done by Statutory Auditors appointed by
Government as prescribed in Act.



(o) The Competent Authority may appoint an External Auditors if required.

(c) The Statutory auditors shall audit the Annual Financial Statement of the marketing
board and report to the managing director as to whether or not in their opinion,
those statements give a true and fair view of the State of the financial affairs of the
board and its related bodies at the balance sheet day and of their income and
expenditure for the financial year.

(d) The Statutory auditors have unrestricted right of access to all vouchers,
documents, books of accounts, computerdata and other information.

(e) The Statutory auditors may visit to any budgetary unit.

(fy The Statutory auditors will submit their primary observations in the form of ‘half-
margin memo’ to the Head of the Unit at the time of audit. The sectional Head will
reply on the ‘half- margin memo’ and return it within three days of its receipt. The
auditors will finalize their observations after considering the replies given to the
‘half-margin memos'.

(g) The audit report so finalized will be submitted to the managing director. The
managing director will review the compliance submitted by concerned section and
will have power to recommend to drop the audit objection- current as well as old.

48. Advice on accounting matters may be sought from the finance department in the first

instance.

49. Annual Accounts —
1) The Finance department of board shall finalize annual account for each year; and
recommend to the board of director for its final approval.
2) Heads of Department shall provide such information as the Finance department may
require to enable it to prepare the annual financial statements.
3) The officer to whom the work is assigned, Statutory Auditor and the managing director
shall sign the annual accounts of the board.



The Agricultural Marketing Development Fund

50. As mentioned in act a fund called “The Agricultural Marketing Development Fund” shall
be maintained and administered by the state marketing board.

51.The Agricultural Marketing Development Fund will consist of all the sums and
contributions received by the marketing board as expressed in section 39(L) of
Maharashtra Agricultural Produce Marketing (Development and Regulation) Act, 1963.

Borrowing

52. Subject to such conditions as may be prescribed, the State Marketing Board may, for
the purpose of providing itself with adequate resources, borrow money in the open
market by issue of guaranteed or unguaranteed bonds, debentures, stocks or
otherwise, or borrow money from any scheduled banks, or from such other banks or
financial institutions as are approved, from time to time, by the State Government.

53. No borrowing may take place (other than through the operation of an overdraft which
is part of regular banking facilities), and no board assets may be offered as security
for any borrowing, without the permission of board of directors. Before sanctioning
such activities, board will obtain and consider proper advice (which for these
purposes shall mean, save where expressly authorised by the board to the contrary,
advice from a suitably qualified, independent person) as to the necessity for the loan
or security, the reasonableness of the terms, and the board’s ability to repay.

54.The State Marketing Board may utilized the development fund for discharge of its
functions as per section 39(N) of the Maharashtra Agricultural Produce Marketing
(Development and Regulation) Act, 1963.



Investment

55. The board of directors will decide the policy of investment of funds of the board.
56.In the exercise of its responsibilities, the board of directors shall have regard at all
times to:
(1)the suitability (both generally and specifically) of particular investments 1o the
Board;
(2)the need for diversification of investments; and
(3)the need to obtain and consider proper advice (which for these purposes shall
mean, save where expressly authorized by Board of directors to the contrary,
advice from a suitably qualified, independent person).
57.0nce the investment policy is approved by the Board of directors, investments shall
be made by the finance department with the prior sanction of the Managingdirector.
58. Whenever any embezzlement or misappropriation of the Board money or other
valuables, or loss of money or stores etc., by theft, negligence or otherwise is
discovered, inquiry shall be made at once by the officer duly authorized by the
Managing director in this behalf and the fact of embezzlement, misappropriation or
loss shall be immediately reported by him to the Managing director. When the matter
has been fully inquired into, the concerned officer shall send a complete report to the
Managing director showing the total sum of money or value of stores etc.,
misappropriated or lost, the manner in which the misappropriation was effected or the
loss occurred and the steps taken to recover the money or 1o punish the offenders

and to prevent the recurrence of similar embezzlements or losses in future.



Advances

59)Advances will generally be issued to the responsible person on the recommendations
of the Head of the Departments. The responsibility for adjustment of these advances
shall be on the Head of the Department / Section who recommended the advances.
Register in prescribed form should be maintained by the Head of Department.

60)No second advance or subsequent advances will ordinarily be granted unless the first
advance for the same head of the account is fully recouped. However, in exceptional
cases, the second advance may be granted with the specific approval of the Managing
Director.

61) The amount of the advance is to be utilized specifically for the purpose for which it
was sanctioned.

62) All claims of advances shall be submitted to the competent officer for sanction.

63) Preservation of Records:- The Accounts Records of the Board may be classified
broadly and be preserved as per guide lines made by Marketing Board from time to
time.



CHAPTER - i

BUDGET

64)Finance department of the Board is required to prepare and submit annual budget to
managing director annually for the ensuing financial year and revised budget for the
current financial year. Managing director will recommend the budget to the Board of
directors for its final approval.
65)All Heads of Units shall supply the Finance department, with any information
requested for the Board’'s annual budgets, by the dates stated by the Finance
department.
66)Board of directors shall have the right to re-appropriate the budget provisions, on the
recommendations of the Managing Director. All the cases of re-appropriation shall be
submitted to the managing director through Finance department for final approval of
Board of directors in the form of revised budget provisions.
67) The structure of the Board Budget will be in the forms prescribed in Annexure Il
68) The Budget may contain
i, An Introductory Note or general remarks at the beginning which shall explain
salient features of the items provided.
ii. Budget at a glance.
ii. Budget Abstract. Budget will be made available preferably in the electronic form
(CDfintranet/internet).
69. The Budget may contain separate columns for
i. Code Number according to Unique Coding System.
ii. Classification of Receipt/Expenditure according to heads of accounts including
sub-heads.
iii. Actuals for the previous one year.
iv. Budget Estimates for the current year.
v. Revised Budget Estimates for the currentyear.
vi. Budget Estimates for the ensuing year.

Budget Schedule

70. The Finance department shall prepare the draft budget estimates on the basis of the
details furnished by the officers of the Board and Heads of Departments.

i) The skeleton forms of the Budget Estimates shall be prepared by all Head of

Department and shall be submitted to Finance department before 15 of

December. After the scrutiny of all these demands by Finance department the



preliminary budget will be prepared by Finance and Accounts Section up to 31
December after the meetings with all Heads of departments / sections.

i) The draft budget estimates shall be submitted to managing director for the
recommendation to Board of directors before 31st January.

i) The draft budget estimates recommended by the managing direcior shali be
placed before Board of directors for the final approval on or before 31 March.

iv) The board of directors shall have power to amend and modify budget

v) A demand for additional funds (Supplementary budget) shall be prepared and
placed for sanction before board of directors.

71. The following instructions shall be carefully observed in the preparation of the budget
estimates:

i) The aim shall be to achieve as close an approximation to the actuals as possible.
The provision to be made will depend on the nature of the items of expenditure.

iy As the Board accounts are maintained on cash basis, the estimates shall take into
account only such receipts and payments as are expected to be actually received
or made in the budget year.

iii) The heads of account shall not be unnecessarily multiplied.

iv) Normally no lump sum provision shall be provided for any service or scheme.

v) In the case of schemes financed by outside agencies either fully or partly, the
estimates shall indicate the sources and the estimated contribution.

vi) New items which are approved and included in the budget shall be highlighted by
giving brief notes.

vii) In regard to estimates of expenditure of General Administration and civil
Department shall be divided into two parts viz. Capital Expenditure and Revenue
Expenditure. Moreover, the subheadings of Capital Expenditure and Revenue
Expenditure shall be common as far as possible.

72. Revised Estimates: The revised estimates shall be prepared with reference to the
actuals up to 31st October and submitted to the Board of directors through the Finance
department in the foliowing form along with the estimates for the ensuing year.

i. Major Head, sub-head etc.

i. Budget estimates for the year.

iii. Actual receipts/expenditure up to 31st October.

iv. Probable receipts/expenditure for the remaining period of the year.

v. Revised Estimates for the year.

vi. Estimated increase (+) or decrease (-) compared with original budget estimates.

vii. Reasons for revision / variation.

73. Re-appropriation:
i.  The provisions incorporated in the Budget Estimates specify the limits for the



amounts of expenditure which can be incurred on the services or items specified.

Within the overall limits it may not always be possible to stick exactly to the

amounts allotted under the subordinate heads and there may be saving available

under some sub-heads while under other there may be excesses. It is possible to

meet the latter by uiilizing the former. This procedure is known as re-

appropriation.

i. The procedure for re-appropriation from one budget head to another shall be as

under

a. The managing director is authorized for re-appropriation as per the
recommendation of the Finance department.

b. As far as possible the consent of the officers / heads of both sections /
Departments concerned may be obtained.

c. The changes made due to re-appropriation shall be put before the Board of
directors for information in next meeting.

d. The changes in budget estimates made due to re- appropriation shall be
mentioned in the column of ‘Revised Budget Estimates’.

i The following general conditions shall, however, be kept in view while proposing the
re-appropriation

a. Expenditure which is not provided or contemplated in the Budget Estimates
and sanctioned by the board normally may not be met by re-appropriation.

b. No re-appropriation may be made to meet any expenditure which is likely to
involve further outlay in future years.

c. No re-appropriation from provision for non-recurring expenditure is permissible in
order to provide for additional recurring expenditure.

d. No re-appropriation shall be made to utilize the savings or to meet the excess
in respect of the provision for pay and allowances for sanctioned posts.



CHAPTER - lli

WORKING OF FINANCE DEPARTMENT

Working of Finance Department is divided in following Units

1.
. Payment

. Books of Accounts (Cashbook Unit )
. Pay bills and Provident Fund

. Works and General Bills
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Receipt

. Travelling Allowance Bills
. Bills Passing

. Budget

. Internal Audit

Working of all these sections is elaborated as under —

Receipt Unit

74. The manager/Assistant manager or equivalent shall be in-charge of the Receipt Section
and shall be responsible for the custody and accounting of all cash, cheques, demand
drafts, pay orders, postal orders, blank receipt books etc. He shall also be responsible

forall cash transactions of receipts collected at counter.

Receipts

75. The stock of all receipt books shall remain in the custody of the Manager/ Assistant
Manager or equivalent. He shall, with the help of the Assistants, arrange to maintain an
account thereof. The account of the receipt books pertaining to the different Departments
or transactions shall be recorded on the different pages of the stock register. The account

shall be maintained in the manner specified in this code.

76. As all the cash transactions are done through the Bank, no printed receipt books will be
used for collection in the Receipt Section. In case if any department/section requires the
receipt book, the same shall be supplied by the Receipt Unit. No department shall get it
printed directly from the Press. The receipt book will be certified and signed on the last
page by the Manager/Assistant Manager or equivalent of the Receipt Unit before it is

issued for actual use.

77. An official computerized receipts shall be issued for all moneys received on behalf of
the Board including money orders, postal orders, Cheques, Demand Drafts etc., and
transfers from one fund to another by cheque. No amount shall be deposited directly



78.

79.

80.

81.

into the bank without issuing a receipt for the same. In issuing the receipts for cash, the
Assistant concerned at the counter shall prepare a challan requesting the bank
authorized to collect money on behalf of Board, to accept money from the concerned
person, who will deposit the money in Bank. The challan shall be treated as a receipt
only after the amount is remitted in the bank and the challan is signed by the bank
authority, and the entry is taken in the scroll submitted by bank to Board. In case of the
cheque/draft/postal order etc. final receipt will be issued by the Receipt Section, which
will be subject to the realization of the cheque/draft. Concerned Assistant shall also
ascertain and record the head of account to which the amount shall be credited and put
his signature on the challan/receipt issued by him. In case, an amount is received
without any particulars, it shall be credited to “other receipts” (suspense account) in the
first instance. As soon as particulars of the remittance are received, the amount shall be
transferred from the suspense account to the correct head of account for doing the
needful in the matter.

When bank is not transacting the normal business as mentioned in the para above, the
cash transactions will be carried out at the cash counter of the Board using the
computerised programme designed for this purpose. A Cash Receipt shall be issued for
the cash collected at Counter. The cash so collected shall be reconciled at the end of
the day and the same shall be deposited in the bank on the next working day. In case of
failure of the computer system, the printed receipt books shall be used at the counter.

No advance receipt shall be issued unless it is required under the rules of Government,
or required by the funds releasing authority, and is authorised by the Manager/Assistant
Manager or equivalent who shall put his initials thereon. Such receipts, if allowed to be
issued, shall be taken note of by the Assistant concerned, in a separate register to be
maintained by him for the purpose. Manager shall actually verify that all the amounts for
which advanced receipts are issued, are duly credited on the dates mentioned against
each entry.

At the end of each month, the classified collection register shall be closed and
submitted to the Deputy general manager, by the Manager/Asst. Manager or equivalent
after recording therein a certificate to the effect that he has verified that all the amounts
shown therein were actually received and credited on the dates mentioned against them
except those mentioned separately.

The Receiving person shall in no circumstances keep any amount with him, whether
cash/cheques/drafts/money order /cash warrant/l.P.O, etc. at the close of the day. In
case, for want of particulars or for any other valid reason, no receipt could be passed on
the same day, such amount/DD/Cheque/IPO shall be handed over to the
Manager/Assistant Manager or equivalent, at the close of the day. All the
cheques/Demand Drafts and IPOs shall be deposited in the bank on the next working
day.



Remittances of Daily Collections

82.

83.

84.

The Manager/Assistant Manager shall ensure that the amount collected at counter is
remitted to the bank on the next working day on which it is collected and a receipt for the
same obtained from the counter of the Finance department.

The remittance shall be accompanied by the relevant receipt books and the Collection
Register in which particulars regarding: receipt numbers issued, the amount collected
and the budget head creditable shall be recorded. In case no receipt could be issuedfor
any amount received by them, for want of particulars, such amount be separately
handed over to be held in suspense, but under no circumstances shall the day's
collections be allowed to be kept by the Assistant/any other person concerned in the
Units/ Sections/ Departments.

Where a separate bank account is opened to enable the Section/ Department/ to credit
the amount immediately, the amount shall be deposited by the person concerned on the
same day where possible or on the day following the day on which it is collected
through a challan issued by the counter Assistant and the collection register shall be
reconciled with the finance department at the end of every month.

Checking of Daily Collections

85.

86.

It shall be the duty of the Manager/Assistant Manager to check the collection register
with the bank scroll and ensure that the total collection remitted is in agreement with the
total number of receipts issued. He shall put his initials on the last page of the collection
register in token of his having checked the same. In case where the amount is directly
deposited in the bank by the Department the same shall be verified with reference to
the bank scroll, and the fresh receipt shall be prepared for the purpose of the cash book
transactions. In case of discrepancy or omission to deposit the amount regularly, the
attention of the Department/ Section/Unit concerned shall be drawn immediately and its
explanation called for. The matter shall also be reported to the Finance Department

The Manager/Assistant Manager shall call for all such receipt books which are issued
by him but are not tendered by the section concerned for over a period of one month
and ensure that all the receipts issued from the book are accounted for. All used
receipt

Books shall be returned to Receipt Section.

87.

The Manager/Assistant Manager shall ensure that all DDs/Cheques received on the
previous day are deposited into the bank on the following day. A note of the bank
acknowledgement shall be taken in the DD/Cheque deposit under the signature of the



88.

89.

90.

bank Cashier. Manager/Assistant Manager shall ensure that all the bank deposit forms
are filed along with the receipts issued against those DDs/Cheques. He shall ensure
that all the challans issued at the counter are deposited in the bank, and prepare a
monthly report on the 5th of each month.
Cheques and other instrumenis deposited into the bank but returned by the bank
unrealized for one reason or the other will be noted by the Manager/Assistant Manager
in a separate register and the same forwarded to the Department concerned for obtaining
a fresh cheque/DD etc. from the party concerned. As soon as a fresh instrument is
received, it shall be deposited into the bank and the words “Represented” noted on the
relevant paying-in-slip. The register shall be reviewed every week and the amount still
outstanding to be received/realized as at the end of that week noted on a fresh page.
A register shall be maintained by the Receipt Section showing the details regarding
day-to-day cash collection and its movement between the office and the different banks.
The Manager shall furnish the Director of Insurance every month with a statement
showing the total amount of cash carried from the Board office to different Banks.
In addition to above mentioned register, Receipt Section is required to maintain following
additional registers —

(a) Cancelled Receipts (DD/IPO/Cheque)

(c) Daily Receipt by Cash at Counter

(d) Cash Deposit Report

(e) Daily Statement showing the details of the amount received through Money

Order
() Pending Challan List

Payment Unit

91.

92.

93.

94.

The Manager will be In-charge of the Payment Unit and shall be responsible for the
custody and accounting of cheque books and other valuables.

The cash and the cheques, blank cheque books, Investment Receipts, shall be kept in a
safe secured by two locks. The key of one of the locks shall be kept with the concerned
Assistant and the other with the Manager/Assistant Manager. The safe shall never be
opened unless both the custodians of the keys are present.

Duplicate keys of the safe shall be kept in a sealed cover and deposited in the Bank
Safe Deposit vault. A duplicate key register shall be maintained by the Manager and
once a year in each April, the keys deposited in the bank shall be examined and taken
for daily use and the keys which are being used shall be kept in a sealed cover and
deposited in the bank

With a view to ensuring that no blank cheque form falls into an unauthorized hand, the
Manager/Assistant Manager of Payment Unit shall maintain a ‘Cheque Forms Control
Register’ in respect of all stock of blank cheque books lying in his possession. Before



95.

96.

97

98.

99.

recording therein the closing stock of blank cheque forms as atthe end of the day, he
shall ensure that no cheque form is missing from any of the cheque books lying in his
possession. The said Register shall be signed by the Manager/Assistant Manager at the
end of each day.

All demands for printing of special type of cheque books with the words ‘A/c Payee only’
printed thereon shall be placed with concerned bank by the Manager/ Assistant.
Manager through the Deputy General Manager .All special type of cheque books shall
remain in the custody of the Manager/Assistant Manager. Before issuing the cheque
books to the Assistant, the Manager/Assistant

Manager shall ensure that the total numbers of forms contained therein are recorded
on the reverse of the last counterfoil of the said cheque book and their numbers noted
in the ‘Cheque Forms Control Register. The signature of the Cashier shall also be
recorded in the cheque book stock register.

Actual physical verification of stock of all the cheque books lying with the
Manager/Assistant. Manager shall be carried out twice a year (in the last week of
September and March) and a certificate recorded by him to that effect. The said register
shall be submitted to the Deputy General Manager for his signature.

Whenever any account is opened with a new bank, it shall be the duty of the
Manager/Assistant Manager to ensure that standing instructions are issued to the said
bank to the effect that no cheque book containing bearer forms is issued by it against
the said account. To enable the office to encash order cheques drawn payable to ‘self’
the Manager/Assistant. Manager shall ensure that specimen signatures of some of the
persons working in the Cash Unit who are usually sent to the bank for encashment are
lodged with the banks so that no cheque could be encashed unless two specimen
signatures are put on the cheque viz. one of the drawer and the other of the person who
goes to the bank for encashment.

All the banks, having Board accounts shall be communicated the names and specimen
signatures of the officers empowered to sign. Any change in this regard shall also be
communicated promptly.

The Manager/Assistant. Manager shall maintain a separate register wherein all cheques
issued from the different funds and intended to be handed over shall be recorded. The
said register shall be signed by the manager daily. After the cheques are handed over,
the signature of the person to whom the cheque is handed over shall invariably be
obtained. In case any cheque is not handed over on the same day, the same shall be
sent by post.

100. The Manager/Assistant. Manager shall ensure that all counterfoils together with the

cheques signed or unsigned are returned to him before the close of the day. He shall be
personally responsible for the safe custody of all cheques including the unused forms.



Drawl of Cheques

101.

102.

103.

104.

105.

106.

Power to sign cheque will be as per delegation of financial power described in

Annexure |l

As soon as the claims are passed for payment by Bills Passing Unit, they will be sent

to the Payment Unit which will put thereon the date of their receipt in the Section. The

Manager will then arrange them in the following order and ensure that payment is

made with utmost promptness:

(a) Immediate Payments: Bills for service & other charges received, like telephone,
electricity, L.1.C. Govt. Departments; bills for Internal Fund transfers and such
other claims as may be marked by the authorities as Immediate Payments.

(b) Priority Payments: Bills for Advance, Provident Fund Loans and refunds,
overtime payments and such other claims as may be marked by the authorities
as priority payments.

(c) All other bills shall be drawn in the order in which they are received in the
Payment Unit.

All cheques shall as far as possible be typed through computer system, so as to avoid

any attempt for alterations therein.

All Cheques will bear the inscription “Under Rs.... showing the nearest higher

complete rupees for which the cheque is made payable. No abbreviations such as

“Eleven Hundred” for “One Thousand One Hundred” shall be used.

Generally payment shall be done through RTEGS/ NEFT or other direct debit facility

only. In exceptional cases all third party cheques shall be crossed and marked ‘A/c.

payeeonly’.

While drawing the cheques, it shall be ensured:

(a) that the cheques are drawn from proper funds:

(b) that all claims falling under one and the same head of account are grouped
together and drawn in that order:

(d) that the payee’s name is correctly spelit:

(e) that the amount payable in words and figures is correctly and identically written;

(f) that in typing/writing cheques utmost neatness is observed and over typing/ over-
writing is avoided in allcases;

(g) that the counterfoils of the chegues drawn are written ciearly with all the particulars
such as the name of the payee, the amount payable, the date, etc. In the case of
General Fund they will also contain the classification (in brief) as appearing on the
bill:

(h) that a note of the serial number of the cheque drawn is taken on the relevant bill,
including that of the cancelled cheque, so that no serial number to be noted on the

vouchers is missing. In case any serial number of the cheque is found to be



missing the matter shall be reported to the Manager/ Deputy General Manager
immediately.

(i} that when one cheque is drawn for a number of bills, a summary of all such bills
shall be given on the first bill and the cheque number noted on the voucher and all
the other bills shall be stamped with a ‘paid’ seal.

107.The Manager/Asst. Manager shall check in all respects the correctness of the cheque
drawn and the same shall be read with and verified. All of the Assistants who draw
cheques will put their initials on the relevant counterfoils.

Disposal of Cheques

108. The cheques when signed shall be disposed of as under:
* Cheques in payment of service charges like electricity, telephone, rental, ground
rent, municipal taxes, insurance premium, deposits,
* inter-fund transfers, Govt. dues and refund of unspent granis etc., shall be
disposed of immediately.
109. The Manager/Assistant. Manager (Cheques) shall ensure that the undelivered
cheques or the unpaid bills lying with the counter Assistant are reviewed every
fortnight.

Issue of Fresh Cheques

110.As soon as a cheque is reversed, a note thereof shall also be simultaneously taken in
the 'Register of Cheques Reversed’,

111.'Register of Cheques Reversed’ shall be reviewed every month. Whenever a fresh
cheque is proposed to be issued in lieu of the one previously reversed/cancelled, a
fresh voucher shall be prepared by concerned unit, who had prepared original
voucher. The fresh voucher shall indicate the folio number of the Cash Book on which
the old cheque was reversed as also the folio number of the Cheque Reversed
Register on which a note of the issue of the fresh cheques is taken. In case the old
cheque was lost/ misplaced, the advice of the bank regarding stop payment shall
invariably be attached to the voucher. If the cheque is to be cancelled, the fact that no
fresh cheque is to be issued shall be mentioned against the relevant column in the
register.

Stale Cheques
112. The manager shall submit a report of all time-barred cheques on the tenth of every
month indicating whether the intimations were sent to the parties concerned and shall
take further actions to write back the cheques or issue fresh cheques under the
orders of Deputy General Manager



Cheques Lost or Misplaced

113.1f the cheque is lost or misplaced by the payee, the bank concerned shall be advised
immediately to stop payment thereof. Normaily a fresh cheque shall be issued only
after the expiry of the period of six months from the date of issue of the cheque
Should the payee, however, desire the cheque to be issued to him earlier, it shall be
issued only after the receipt of the advice from the bankers to the effect that they have
taken note of the instructions to stop payment and on obtaining from the payee an
indemnity bond duly executed by him.

114.1f the cheque is, however, lost in transit, a fresh cheque may be issued to him merely
on the strength of a simple undertaking to be given by him after the advice of stop
payment is received from the bank. In all cases, before a fresh cheque is issued the
original cheque shall be reversed and proper entries made in the cheque reversed
register. The indemnity bond or the undertaking, as the case may be, shall be
attached to the fresh voucher which shall contain the folio number of the cash book as
also that of the cheque reversed register.

Payment in Case of Death

115.1n case of death of the payee, the amount payable shall be paid to his legal heirs. The
claimant shall be asked to furnish the office with a certified copy of the

Probate/Succession Certificate/Letters of Administration, if any, obtained by him

together with the original one which shall be returned to him after verification. In case

he has not obtained any representation to the estate of the deceased, his attention
may be invited to the following procedure

(a) Where the amount payable is less than Rs.10,000/- the same may be paid to the
legal heirs of the deceased or to one heir if authorized by all the other legal heirs
of the deceased, on the strength of a certificate that they are the sole legal heirs,
issued by a Tehasildar, Government Gazetted Officer, Special Executive
Magistrate or / Head of the Department (in case of the employee) and an
indemnity bond duly stamped and executed by all the heirs.

(b) Where the amount payable is over Rs.10,000/- but less than Rs.50,000/-, the
payment of the dues may be made to the legal heirs of the deceased or to one
heir if authorized by all the other heirs on an indemnity bond being executed in
favour of the Board on a stamped paper of the requisite amount by all the legal
heirs of the deceased and two approved sureties and he shall be requested to
furnish the office with an indemnity bond in the prescribed form executed in favour
of the Board on a duly stamped paper together with a certificate from a
Tehasildar, Government Gazetted Officer, Special Executive Magistrate or /Head



of the Department (in case of the employee) to the effect that he is the sole legal
heir to the estate of the deceased. In case there are more heirs than one, the
certificate shall state that the claimants are the only legal heirs to the estate of the
deceased.

(c) A claim exceeding Rs. 50,000/- may be settled on production of succession

certificate from the competentauthority.

Demand Drafts and Letters of Credit

116.A separate register each for the issue of demand drafts and opening of letters of credit
shall be maintained by the assistant Manager (Cheques) in the prescribed forms. At the
end of each week, assistant Manager (Cheques) shall submit to manager, a statement
showing the demand drafts and the letters of credit outstanding to be issued/opened as
on that date together with the nature of follow up action taken by him in thematter.

Cash Payments

117.All the payments shall be made by RTEGS/ NEFT/cheques only. However, TA claims may
be paid in cash. The Payment Assistant will receive vouchers for payments to be made in
cash at the counter from the Manager (Payment Unit).

118.The vouchers when received shall be suitably arranged so as to facilitate tracing of any
voucher immediately. The vouchers shall be arranged date-wise and fund-wise in different
folios. In cases where the payments are not collected at the end of the day at counter, the
vouchers shall be returned to Manager who will order the Assistant for drawl of cheques
against such vouchers on the next day.

119.The cashier shall be provided with an advance (imprest) for making payments at the
counter. The payment shall be made under the supervision of the Manager (Payment
Unit).

120.All cash payments pertaining to different funds shall be made initially from the said
advance (imprest). The advance (imprest) account shall be maintained in the prescribed
form. The fact that the payment is received in cash shall be prominently recorded by the
payee on the receipt with date. All payments in cash shall invariably be made after
identification of the payee.

121.All payments made out of Imprest shall be recorded chronologically in the Imprest account
and analyzed there. The Imprest amount shall be got replenished at frequent intervals and
invariably at the end of the year by presenting a bill for recoupment. All sub-vouchers in
support of the bill of recoupment shall accompany the bill in a chronological order and
shall be stamped “Paid” to avoid double payment. The particulars of the number of
vouchers and their head-wise total will be readily available from the system developed for
this purpose and the total of the expenditure incurred under all heads of account shall
agree. Last imprest account with a bill shall be sent to the Bills Passing Unit along with the



bank challan for the amount of unspent balance deposited in the bank on or before
the 31 March each year. At the commencement of the year a fresh Imprest advance
shall be applied for and obtained.

122, After the Imprest Account is recouped, vouchers of the dates prior to the submission of
accounts will not be accepted in the subsequent account. In the case of Cash Memos for
amounts over Rs.5,000/- they shall bear a Stamped receipt. . The order and bill number,
the name of the supplier and the Budget head shall be written on the reverse of the
Railway freight, Octroi and transport as those particulars are required to link the voucher
with the bills for goods received. No payment of advance of any kind shall be made by the
Head of

Department/ Section from Imprest Advance.

123.While making cash payments, the counter Assistant shall ensure

(a) that the voucher is duly passed for payment,

(b) that the payee is either identified by him personally or his identity established by
other means,

(c)that in case of payment to be made to a person authorised to receive payment, the
person so authorised shall produce not only the payee’s authority to receive the
amount on his behalf but also the payee’s receipt duly signed by him.

(d) that in all cases the receipt of the person to whom the payment is made is obtained
even though he may be holding the payee’s receipt,

(e) that any deduction noted on the vouchers are properly taken note of and duly
adjusted;

(f) that where the payment is to be made on submission of the receipt issued by the
office, such a receipt is obtained before making the payment,

(g) that a rubber stamp bearing the words paid and date is put on all paid vouchers
which shall be securely preserved till they are handed over to the Internal Audit
Section at the close of the day.

(h) that in the case of payments to blind candidates, an attestation of some known
person is obtained and that inthe case of payments to illiterate persons, their thumb
impressions shall bear proper attestation/ certification.

(i) that whenever payments are made in cash, the party is requested to state in his own
handwriting that the amount is received by him in cash with the date on which it is
received. If the bills are, however, already receipted in advance but are paid in cash,
the party shall be, requested to put his second signature (not on a revenue stamp)
stating that the amount is received by him in cash together with the date on which it is
received,

(j) that the statements of payments made along with the vouchers in support thereof and
cash tally register duly completedand signed by him is handed over to the Manager at



the end of the day for checking;

(k)that the cash balances as entered in the Cash Book are physically verified by him and
in case any difference is found, the same shall be brought to the notice of the
Manager on the same day;

(I) that at the close of the day the cash box after verification of the cash balance therein is
handed over to the Manager along with the key of the box.

124.The cashier shall be held responsible for any irregularity noticed in making the payment
such as improper receipt of the payee, payment to a wrong person, over payment etc.

Payment of Government and Other Dues

125.The Manager shall be responsible for ensuring that all amounts payable into the
Government treasury like Income Tax, C.D.S., E.S..C’s contribution, Insurance
premium, amount deducted from the contractors bills etc. are paid within the time
prescribed under the relevant Acts.

126.Receipts in respect of cash payments shall invariably be obtained at the time of
payment on the bills themselves. In case receipt is obtained on a separate paper, the
same shall be attached with the voucher immediately.

127.Receipts in respect of payments made by cheques shall be properly checked and
scrutinized. They will then be attached on the relevant vouchers by a peon under the
supervision of the Assistant/Manager who will subsequently go through the voucher
files and note down in a separate register the details of the receipts missing so as to
enable him to take a follow up action.

Pay and Allowances of Office Staff

128.The Manager shall arrange to deposit the cheques of pay and allowances of the office
staff for crediting the amounts in the respective accounts on the due dates. When
payment is made in cash, acquaintance of the payees shall be obtained with a revenue
stamp where the gross amount exceeds Rs.5000/-.

Books of Accounts Unit (Cash book Unit)

129.The Manager/Assistant Manager will be In-charge of the Cashbook Section and shall
be responsible for the custody and maintenance of all voucher files and the
investment receipts. He shall be responsible for producing record to Statutory Auditors
and Govt. Auditors and compliance thereof. He shall also prepare the utilization
certificates of the grants received under various projects/schemes. He shall also be
responsible for preservation of all accounts records with the help of Record Keeper.



Voucher Files

130. All vouchers shall be properly filed and remain in the charge of the Manager. He shall
ensure that they are kept under proper lock and key.

131.The Cashbook will be maintained and shall be printed daily. It shall be bound together
at the end of every month. Manager (Cashbook Section) shall be responsible for
maintenance of Cashbook and other subsidiary registers namely Advance, Deposit,

and Investment.

Annual Accounts

132. A bank reconciliation statement shall be prepared for all the bank accounts. It shall be
the responsibility of cashbook section to prepare Income and Expenditure Statement
(ANNEXURE -VI), Trial Balance and Balance Sheet (Appendix -V) before 30June
every year. For this purpose, a classified ledger account shall be maintained. Deputy
General Manager shall ensure that the workis completed before the due dates.

In addition, following registers are required to be maintained:
(a) Cheque/DD/IPO, credited but not realized

(b) Consolidated Receipt / Payment Account

(c) Budget Head wise Receipt-Payment

(d)

(e) Bank wise Receipt/Payment

() Date wise Bank Abstract

(g) Budget Group wise Consolidated Receipt

Bank Transactions

(h) Budget Group wise Detailed Receipt
(i) Budget GroupWise Consolidated Payment
)

(k
() Budget wise Daily Cash/Bank Receipt

Budget Group wise Detailed Payment

~

Cheque Issued but not en-cashed

(m) Budget head wise bank Payment for the date
(n) Department wise Receipt
(o) Department wise Payment
(p)

p) Income Tax Deducted Report

133.(a) It shall be the duty of the Books of Accounts Unit to ensure that the Receipt and
Payment figures are reconciled by all the Budget Controlling Officers. Any corrections
pointed out during the reconciliation shall be rectified through Journal Vouchers.
Journal vouchers shall be prepared by concerned billing units. The work of
reconciliation shall be completed every two months. (b) It shall be the duty of the
Cashbook Section to carry out reconciliation of the bank accounts every month and
submit the reconciliation report to Deputy General Manager



134.1t shall be the duty of the Manager to make available all the record for audit by
Statutory Auditor and get it audited before due date. Along with Statutory Auditors,
necessary records shall be made available for audit by Accountant General and by
any other authority as decided by Government.

135.The Manager shall obtain the replies from concerned section/department and
consolidate Compliance Report of the audit objections raised by Statutory Auditors/
Accountant General/ Govt. Auditors with the help of Deputy General Manager and
submit the same to managing director who will finalize the replies and submit the
same to Board of Directors for information and approval.

Pay Bills and Provident Fund Unit

136.The Manager/Asst. Manager shall be In-charge of the Pay Bills and Provident Fund
Section and shall be responsible for timely preparation of monthly pay bills and
disbursement of Provident Fund Advances/ Withdrawals.
137.1t shall be the duty of Manager to see that all the additions and deletions, deductions,
increments etc. communicated by Establishment Department are carried out in the
monthly Pay Bill and send the Pay Bills for Bills Passing Unit on or before the fifth last
working day of the month.
138.Following supplementary bills shall be prepared by Pay Bill Section
1. Leave Travel Concession Bills
2. Leave Encashment Bills on retirement/resignation.
3. 10% additional charges Bills
4. Medical Reimbursement Bills
5. Arrears Biils
139.The Manager (Pay Bills and Provident Fund Unit) shall ensure a Circular is issued in
time to collect information regarding deduction of Income Tax and the information is
collected before 30 April. He shall also ensure that the deductions of Income Tax are
carried out as per the information given by the concerned employees in the prescribed
format.
140.He shall ensure that all the applications requesting provident fund advances/
withdrawals are scrutinized and submitted within a stipulated time. The Manager shall
be responsible to prepare the bill to disburse Provident Fund amounts of
Advances/Withdrawals.
141.The Manager shall be responsible for all statutory deductions and to submit such
report to concern authority within stipulated time prescribed by concern authority e.qg.
Income Tax, PPF, M.VAT, Service Tax etc.



Works and General Bills Unit

142.The Manager/Asst. Manager shall be In-charge of the General and Works Bills
Section and shall be responsible to scrutinize the claims and prepare vouchers of
departments.

143.Necessary preliminary checks like budget provision, administrative approvai and
arithmetical accuracy shall be applied by the Assistants and a voucher shall be signed
by the concerned Assistant and the Manager.

144.The Manager shall ensure that the certificates of various deductions like Income Tax,
Surcharge, Education Cess, VAT etc.are issued in time to concerned parties.

145.Deposit refund claims shall be scrupulously scrutinized so as to avoid overpayment
/double payment.

146.1t shall be the responsibility of General Administration Section to consolidate
information regarding insurance of Board Property including building, equipments &
machinery and timely payment of insurance subscription to concerned Insurance
Company / Director of insurance, Govt. of Maharashtra.

147.The Manager shall ensure that all the advances paid to employees, contractors and
others are properly recorded in the Advance Register and he shall ensure that all the
advances are adjusted within a stipulated time. Arithmetical accuracy shall be applied
by the Assistants and a voucher shall be signed by the concerned Assistant and the

Manager.

Travelling Allowance Bills Unit

148.The Manager/Asst. Manager shall be In-charge of the Travelling Allowance Bills Unit
and shall be responsible to scrutinize and passing of all travelling allowance claims.

149.1n no case a claim shall be pending unattended for more than five days.

150.Internal audit of the Travelling Allowance Bill shall include administrative approval,
D.A. calculation, budget provision, proper sanction for travel by car and such other
rules prescribed by Board Authority from time to time. Passed Bill shall be signed by
the officer mentioned in Appendix |l. The Bills so signed shall then be sent to Payment

Unit for further action.

Bills Passing Unit

151.Internal audit of the vouchers shall include administrative approval (proper sanction of
the competent authority), budget provision, purchase procedure and such other checks
as prescribed by Board Authority from time to time. Passed Vouchers shall be signed
by the officer mentioned in Appendix II. The Vouchers so signed shall then be sent to
Payment Unit / Books of Accounts Unit for further action.

152. The Manager/ Assistant Manager in the Bills Passing Unitshall apply basic accounting

principles as mentioned in this Account Code.



CHAPTER - IV

STORES ACCOUNTS

153.The term *Stores’ applies generally to all articles and materials purchased or otherwise
acquired for the use of the Board, including not only expendable and non-expendable
articles in use or accumulated for specific purposes but also articles of dead stock, of
the nature of plant, machinery, instruments, furniture, equipment, fixtures etc.
154.Board Stock Verification Section: Stock Verification Section shall check the record &
equipments physically on ground once in every year, write off procedure, and timely
action in case of loss or theft of the articles. It shall be the duty of this section to report
to the Finance department, any discrepancies found during the physical verification.
155.Each and every employee of the Board has a general obligation to safeguard and
make appropriate use of Board property and equipment. This obligation includes but
is not limitedto:
* Exercising reasonable cares in equipment use to prevent damage and maintain it in
good condition.
« Taking reasonable security precautions to discourage loss, theft, or misuse of
. property.
* Reporting loss, theft, damage, or otherwise impaired property / equipment to
appropriate authorities.
156. Acquisition Of Equipment - Equipment may be acquired by purchase, gift/donation, or
transfer.

Purchase

157. The cost of equipment includes the purchase price plus all costs to acquire (shipping
and handling, transit insurance, Octroi, and any taxes applicable), install, and prepare
equipment for its intended use.

158. Procedure for Purchase of Stores, Machinery, Etc. The procedure laid down in the
ANNEXURE 1V and the changes made from time to time by Board Authority shall be
followed strictly. Similarly, following principles shall be applied for purchase of
stores/equipments.

a) Material shall be purchased after ascertaining the present stock of material
available with the section/department.

b) The limits of purchase laid down in the Appendix 1V refer to single article or
number of similar articles to be purchasedat a time.

c) While ascertaining requirement of material/equipment, name of the specific
company and model shall not be stated, only technical specifications shall be
given.



d)

Purchase process shall be initiated taking into consideration the type of each
material required by various sections and departments in a year, availability of
budgetary provision etc. and after the approval of competent authority.

Proposal for centralized purchases shall be prepared taking into consideration
the requirement of each type of material required in a year.

As far as possible, it shall be ensured that the requirements of various kinds of
stores essential for each department are foreseen sufficiently in advance with a
view to ensure that the normal rules for purchases are followed and to avoid the
necessity of making emergent purchases at comparatively higher cost.



CHAPTER -V
WORKS CONTRACT

159. The term ‘work’ when by itself, is used in a comprehensive sense and applies not only
to work of construction and repair but also to other individual objects of expenditure
connected with the supply, repair and carriage of tools and plant, the supply or
manufacture of other stores or the operation of a workshop.

160. The Board Engineer shall maintain a register of projects, in which all the proposals for
new works shall be entered. These proposals shall be placed before the Board of
directors for according administrative approval. Any project beyond the means of the
Board to finance shall not be undertaken.

161. In financing any work, it shall be considered whether it is possible to provide the full
requisite amount during the year. If the full requisite amount cannot be provided in one
year, board engineer shall, in consultation with the managing director fix a programme
as to the items to be carried out every year. In fixing the programme, care shall be
taken to see that the items to be executed are not damaged and the amount spent on
them is not wasted.

162. Repairs shall ordinarily be given precedence over the original works. Adequate
provision shall be made for the works in hand at the close of the previous year. Past
expenditure shall not be allowed to go waste by neglect to maintain the existing works
or to complete the unfinished works.

Classification of Works
163.The works of the Board are classified as under

a) Maintenance Works : These works shall include routine maintenance works and
repairs regardless of the total cost to be incurred for their execution.

b) Minor Works : These shall include ali original works, special repair works
involving additions and alterations to the existing structure, with an estimated
cost of Rs. twenty-five lakhs or less.

¢) Major Works : These shall include original works and special repair works and
involving structural additions and alterations with an estimated cost exceeding
Rs. twenty-five lakhs. Provided that the classification of major works and minor
works shall be based on P.W.D. manual.

164.Preparation of Block Estimates - The block estimates of all original Works shall be
prepared by the Board Engineer; to assess the rough cost of the work .Managing
director shall recommend the estimated cost of a work to the Board of directors.
165.Works to be executed by the Board:
() The Board Engineer under the directions of managing director shall prepare the



plans and estimates of such works through his staff or whenever necessary with
the help of consulting Architect/Structural Engineer chosen from the panel
prepared by marketing board. Selection of the Consulting Architect/Structural
Engineer shall be made by managing director.

(i) These works shall be executed by the Board under direct supervision of managing
director through the board engineer, Architect and R.C.C. Consultants appointed
by the Board. The approval to the detailed plans and estimates by managing
director, submission of the detailed plans to the concerned authority for its
approval and obtaining of the commencement certificate’, occupation certificate
and completion certificate, shall be carried out by the Architects as per the
procedures of the Board under the overall supervision of the Board Engineer.

(i) The plan and block estimates for these works shall be prepared by the department
and shall be placed before managing director for its approval.

(v) The Board may avail of the services of the Quality Contro! Organization of the Public
Works Department/approved quality control laboratories to inspect the quality of the
material used for Board works on payment of stipulated charges and to check the
quality and structural safety of the works under construction.

(vi) In case of works of special nature requiring particular expertise, prequalification of
contractors shall be made by managing director.

166.Board of directors shall be responsible for the execution of all types of works. The

Board of director shall be competent to accord administrative approval and

financial sanction to all types of works subject to availability of funds provided in the

budget.

167.The managing director shall recommend and obtain the Board of directors
administrative approval and sanction expenditure in respect of all the works to be
undertaken by theBoard.

168. After getting the approval of the Board of directors, the Board Engineer shall prepare

a detail plan, drawings, and estimates of the work.

169.Managing Director shall constitute committee to open the Tenders/ Quotations as
prescribed in delegation of financial powers in ANNEXURE-ll. The procedure of
calling tenders will be as per procedure laid down in ANNEXURE-IV

i) The committee, in presence of all Contractors, shall open the sealed tenders.
Each member of the -committee shall sign the tender papers.

i) Board Engineer, shall prepare the comparative chart showing name of the
contractor, amount quoted by each contractor, conditions if any; quoted by the
contracior(s).

170.Managing Director shall constitute the technical committee. The functioning of the
technical committee shall be as defined by the statutes and ordinances of the
concerned board.



171.QOriginal Works

The Board Engineer shall maintain a register in which all proposals for new works

shall be entered and sanctions relating to their execution. The following conditions

shall precede the execution of original works :

(i) ‘Administrative approval’ is the formal acceptance by the competent authority which
is in effect its concurrence in the proposal for the execution of certain specific work
at a cost approximately stated. An application for the administrative approval shall
be accompanied by preliminary report, approximate estimates, information
regarding the fund or source from which the expenditure will be met, general
drawing and such other information as may be necessary to indicate roughly what
the proposals are,

(il) Technical sanction to the detailed plans and estimates consists of a report on the
proposed work, details of quantities and specifications and rates for each item
working up to the estimated figure, would imply that the proposals are structurally
sound .and estimates are based on adequate data and accurately calculated.
When the plans and estimates are finally approved, the number of resolution and
date under which they are approved shall be recorded on the estimate. The Board
Engineer will be competent to accord technical sanction upto 25 lac. Sanction more

than 25 lac shall be taken from State PWD Department. In submitting the plans and
estimates to the managing director. Budget Head to which the expenditure is
proposed, shall be clearly stated.

(iii) Designs for all Board projects and buildings costing more than Rs. 25 lacs be
invited from the Architect/Engineer amongst the approved panel of eminent

Architects /Engineers as approved by Board of directors, along with terms and
conditions.

(iv) open tenders be invited from the registered Contractors in the appropriate classes
with (a) State P.W.D. (b) State Irrigation Dept. (c) Maharashtra Jeevan Pradhikaran
Authority, (d) Municipal Corporation etc. (e) M.I.D.C. (f) and registered with central
govt authorities.

(v) In order to obtain competitive offers, tenders shall provide a clear cut price
variation clause as per the State P.W.D.

(vi) During the execution of work, excesses in the quantities of tender items up to 10%
be approved and sanctioned by the managing director and that such excesses
exceeding 10% shall have prior approval and sanction of the Board of directors.

(vii) Extra items necessary to be carried out during the execution of work shall have
prior approval and sanction of board engineer.

172.1n emergency if any, urgent work is carried out in anticipation of these formalities, prior
orders of the president shall be obtained in writing and the fact reported to the Board
of directors at, its next meeting through managing director.



173.If any alteration or deviation from the sanctioned estimate involving additional
expense over the figure sanctioned by the Board of directors be considered
necessary, a revised or supplementary estimate shall be submitted for technical and
administrative sanction. Cases of material deviation from the approved estimates
shall be reported to the managing director even if the total expenditure is within the
sanctioned estimate. In the case of urgency and when it is not advisable to wait till the
date of next meeting of the board, petty and minor deviations not involving major
changes in the design may be made under the written order of the managing director
and the fact reported to the board of directors for ratification at the time of its next
meeting.

174.Repairs The term “repairs” includes upkeep and maintenance of buildings, equipment
or other asset so as to keep them in proper working order. It also includes minor
additions or alterations which do not materially increase the value of the asset.

175. Provision for repairs shall be made in the Annual Estimates and shall include provision
for all works establishment including watchmen sanctioned for the care of building,
etc., and cost of material as well as other labour.

176.Preparation of Estimates - To facilitate the preparation of estimates, a schedule of
rates for each item of work commonly executed shall be prepared every year in
March, on the basis of the prevailing rates, by the Board Engineer and sanctioned by
board of directors.. Where it is not practicable to prepare a schedule of rates, the
rates adopted by Public Works Department of the State Government may be adopted.

177.Detailed plans and estimates for original works shall be prepared only after the
administrative sanction to the work is accorded. The letter number or the resolution
number of the Board of directors, according approval shall always be quoted in the
estimate.

178.The Estimate shall be prepared generally in the forms used in the Public Works
Department of Government. The Board Engineer may, however, make additions or
alterations in the heading on the face sheet according to requirements. In preparing
the estimates the instructions given in the Public Works Department Hand Book shall,
as far as possible be followed.

179.The estimate shall provide for the complete work and not piece- meal work. The cost
of the work shall generally be calculated at the rates given in the schedule of rates
and if for any reason those rates are not considered adequate and higher rates are
necessary, a detailed statement showing the manner in which rates entered in the
estimates are arrived at shall be appended to the estimate.

180.All incidental expenditure which can be foreseen shall be provided for in the
estimates. Provision for contingent expenditure on the works may be made to the
extent of 5% of the total charges. The provision for contingencies shall not be diverted
to any new item not provided for in the estimates, without the sanction of the authority



which sanctioned the original estimate.
181.When the original estimate is likely to be exceeded for any reason by more than 10%
or when a change of design or plan is necessary, a revised estimate shall be
prepared as soon as the necessity arises and before the completion of the work.
182.1f a work is abandoned after partial execution and is proposed to be taken up again, a
fresh estimate shall be prepared before the work is restarted.
183.Minor deviations within the sanctioned estimate which do not necessitate the
preparation of revised estimate may be carried out with the sanction of the managing
director. Such deviations shall, however, be shown in a statement to be kept on
record along with the sanctioned estimate.
184.The sanction to an estimate for a work shall be strictly limited to the precise object for
which the estimate was intended to provide. Any anticipated or actual saving on an
approved estimate shall not be used to carry out additional work other than incidental
work arising out of the main work, not contemplated in the original plan and estimate
for the work. The incidental work may be carried out within the total sanctioned
estimate with the approval of Managing director.
185.When a work is spread over more than one financial year. The budget provision shall
be made only for the amount that is likely to be utilized in that financial year.
186.Execution of Work
i) No work shall be commenced without sanction of proper authority and no work shall
be commenced or expenditure in connection with it incurred, until funds are
provided.
iy With regard to the execution of works, verbal orders shall not be given, but where
such orders are given they shall be confirmed in writing as soon as possible after
obtaining the sanction of the competent authority and should be attached with bills.
iiiy A Register of Commitments/payment shall be maintained by the Engineering Unit
for keeping a watch over the financial liabilities in respect of the works which have
been approved for execution.

187.Records of Works - The initial records on which the accounts of work are based are:
(@) Muster roll -

(i) When any work is done by daily labour, a muster roll shall be maintained by the
official in-charge of the work.

(i) The forms of the muster rolls shall be numbered and sealed with the Board Seal
before they are brought in use. The Board Engineer will keep the forms in his
custody after giving them serial numbers and issue them to his subordinates as
and when required after putting his signature and date of issue on the forms and
keeping an account the forms in a bound register.

(i) For work done by daily labour, the subordinate in- charge of the work will prepare



the muster roll which will show the work done by this means and the amount
payable on this account. A separate muster roll shall be maintained for each work
which has been separately estimated for. The payment on muster roll shall be
made by a responsible person only after the Board Engineer has passed it for
payment. The fact of payment will be certified by the Board Engineer.

The muster roll shall be written up daily by the subordinate, supervising the work.
Every morning a report showing the number of labourers employed on each work
shall be sent to the Board Engineer. These reports will be used to check the
muster rolls, when presented for payment.

(b) Measurement Books

(i

(ii)

(iii)

Payments for all work done otherwise than by daily labour and for all supplies
required for specific work are made on the basis of measurement recorded in
measurement books. These books shall be numbered serially and their account
shall be maintained by the Board Engineer showing the serial number of each book
the date of issue and date of its return.

The measurement Book shall be the most important record since it forms the basis
for all payments. Full particulars and the name of the work measured shall be given
in the measurement book, along with a certificate of the measurements being
checked.

A stock register of measurement books shall be maintained by the Board Engineer
showing the printed number on each book, the name of the person to whom issued,

the date of issue and the date ofreturn.

(iv) Before recording the measurements, it shall be ensured that the work done or

v)

supplies made are fully in accordance with the prescribed specifications. If any item
of a work is measured before it is completed according to the. specifications, the
fact shall be clearly recorded in the measurement indicating the deficiencies in the
part of the work and the reduced rate at which payment for the item is
recommended.

The pages of the books shall be machine numbered. Entries shall be recorded
continuously and no blank pages shall be left torn or torn out. |f any pages are left
blank inadvertently, they shall be cancelled by diagonal line and attested and dated.
The entries shall ordinarily be made in ink. No entry may be erased or overwritten. f
a mistake is made, it shall be corrected by crossing out the incorrect words and
figures and inserting the corrections which shall be initiated and dated by the
responsible official. A reliable record is the object to be aimed at as it may have to be
produced as evidence in a Court of Law.

(vi) Payments for unmeasured works shall not be made. In the case of petty

miscellaneous works with regard to which measurements are not feasible, the



Board Engineer shall certify on the bill that the work done is worth the amount
claimed for it.

(vii) Bills for payment should be submitted to Finance Department after certifying by
Board Engineer and his Subordinate staff in case the work is done departmentally.

188. Contracts
In the case of works to be given out on regular contract, the Board Engineer shali
prepare the contract documents which shall include:
(i) acomplete set drawing showing the requireddetails.

(i) complete specification of the various items of work and the materials to be used.
(iii) a schedule of quantities of the various items of work and
(iv) a set of conditions of contract to be complied with by the person, whose tender is
accepted. Opinion of the legal adviser shall be obtained when necessary.

189.The following particulars shall invariably be furnished in the tender notice:
(i) Name of work,

i) Amount of estimate.

i) Time that would be allowed for the completion of work.

iv) The place where and the date and time up to which the tender forms will be
issued.
(v) When and where the tender forms shall be submitted.
(vi) When, where and by whom the tenders will be opened.
(viif) The amount of earnest money to be deposited in formof D.D. along with the tender.

190. Authority shall always be reserved to reject any or all the tenders so received.

191.As soon as the tenders are opened, the Board Engineer or the concerned Unit will
prepare a comparative statement showing the rates quoted by the various tenders.
The name of the contractor whose tender is finally accepted will be recorded at the
end of the statement under the signature of the competent authority.

192.Normally, the lowest tender shall be accepted after ascertaining the capacity of the
contractor.

193.The amount of earnest money to be deposited with the tender is fixed at one percent of
the estimated cost of the work. The amount shall be sufficiently large to be a security
against loss in case of the contractor failing to furnish the required security or to enter
into agreement within the appointed time, after acceptance of the tender, as the case
may be.

194.Earnest money received with the tenders shall be refunded to the party whose tender
is not accepted. If the tender is accepted, the earnest money of accepted tenderer
shall be taken to form part of the initial security deposit and transferred to the deposit
register.



195.For every work given out on contract, an agreement as per Annexure V on a stamped
paper shall be executed. As soon as an agreement is entered into with the contractor,
it shall be entered in a register and given a number and date or year. Payments made
tothe contractors from time to time shall be noted in a Register of Works.
196.Security shall in all cases be taken for the due fulfillment of a contract as 5 percent of
tendered cost. This security may be:-
(a) A deposit or cash or the amount or earnest money accompanying the
tender,
(b) A deduction of percentage fixed from the payments made on account of work
done.
197.Security deposit may be refunded after a period of twelve months after the completion
of the work or till defect liability period.
198.Time for commencement and completion of the work shall be mentioned in the
agreement and power shall be reserved therein for cancellation of the contract and for
getting the work done by any other agency at the cost of the Contractor in case of
failure on his part to commence the work in time or to keep it in progress with due
diligence. Provision shall also be made in the agreement for imposing penalty for
breach of any conditions of the agreement.

(i) Work shall be executed strictly in accordance with specifications given in the
approved estimates. The terms of every agreement shall be strictly enforced and
nothing shall be allowed to be done that would tend to nullify or vitiate any
agreement.

(i) A contractor shall not be given verbal promise of being allowed higher rates than
those agreed upon in consideration of any peculiar or unforeseen circumstances. If
in any case higher rates are considered necessary, specific orders of the

Managing director shall be obtained.

199.1f any item of work which is not included in the original estimates, is required to be
included subsequently, a separate estimate for the extra item shall be prepared and
got approved by the competent authority. The estimate shall be accompanied by a
statement giving complete analysis showing how the rate has been worked out.

200.Works Executed through Architects - In the case of major works entrusted to
Architects, the contractors’ bills for the work done are paid on the basis of the
certificates given by the Architects. However, the Board Engineer will also associate
himself closely with the work on behalf of the Board with a view to ensuring that the
work is executed according to the Schedule and that there are no deviations from the
prescribed terms and conditions. He with the help of his staff will draw the attention of
the Managing director if, at any time, it is found that the work is not progressing



according to the fixed schedule or specifications including material deviations from the
quantities of the individual items of work shown in the original estimates. The bills of
the contractors received through the Architects will be routed through the Board
Engineer so as to enable him to keep a watch over the progress of the work as well as
expenditure for exercising budgetary control.
201.All works bills (including those in respect of works entrusted to Architects) shall be
thoroughly checked by the Engineering Unit which will ensure that the works have
been executed under proper authority and in accordance with the prescribed
standards and specifications, that the quantities have been correctly measured and
worked out, that the rates and calculations are correct and other conditions of contract
are fulfilled and that the excesses or exira items, if any are covered by the required
sanctions. It will also ensure that the bill is complete in all respects including
arithmetical accuracy in respect of quantities measured, rates allowed and payment
of the dues from the contractor.
202.The Finance Section will further scrutinize the bills and make payments to the
contractor or supplier by cheque/ RTEGS/NEFT drawn in his favour. Such cheques
shall be delivered directly to the contractor or the supplier. As soon as the payments
are made, the vouchers will be filed chronologically and posted in the ledger.
203.The annual repairs estimates for buildings shall be for fixed amount based on a
percentage of the cost of the building, the nature of the work and the use to which the
building is put. These rates shall be fixed by the Board Engineer from time totime.
204.At the end of every year, all documents connected with each work shali be filed in the
following chronological order namely as under
(i) True copies of the original estimate and revised estimate, if any,
(i) Deviation statements, if any
(i) Contract Bond, if any
(iv) Duplicate copies of vouchers (Works bills or Musters or Hand Receipts)
(v) Remarks of the Board Engineer, if any
(viy Completion certificate, if any.
205.Register of Works
(i) A register of works shall be maintained for watching progress of expenditure on
each work undertaken by the Board. The Register of works will show the amount
of the sanctioned estimate, total allotment for the year, expenditure incurred
against it and the progressive expenditure on the work. In the case of repairs the
works in accounts will be closed with the financial year. But in the case of other
works in progress, the details along with the progressive figures of expenditure
up to the end of the year shall be carried forward to the register of the
succeeding year.
(i) The Register shall be provided with an index which shall be subdivided under



the several heads and shall be neatly kept for ready reference. At the
commencement of the year the incomplete works of the previous year shall be
first entered with the amount of the estimate and the expenditure up to the end
of the previous year. The works sanctioned for execution during the year shall
then be entered and the amounts of the sanctioned estimates and the allotment
for each work shall be noted and each entry shall be initialled by the Board
Engineer in token of correctness, Any changes in the allotments subsequently
made and the amounts of revised or supplementary estimate shall be similarly
recorded.

(i) As soon as the work bills are passed for payment, the amount of each bill shall
be posted in the register in the account of the work concerned and progressive
total shall be taken in the column provided for the same.

(iv) When a work is completed, the fact of the receipt of the completion certificate
shall be noted in the remark column together with the amount of the certificate.
Incomplete works at the close of the year shall be carried forward to the register
of the succeeding year with the total expenditure up to the end of the year.

(v) In addition to the Register of Works a detailed Work Ledger shall be maintained
for all building projects. The quantity and cost under each head or sub-head of
work as shown in the estimate shall be entered in the top columns. As soon as
bills are passed for payments the items and amounts billed for, shall be entered
in appropriate columns and the total expenditure shall be shown at the end.

(vi) The total allotment for the year for each work shall be noted at the top of the
page and any additions or reductions made during the year with the authority
therefore. If supplementary estimates are sanctioned, the items of sub-heads
shall be entered below those of the original estimates and both shall be totaled.

(vii) It shall be the duty of the Board Engineer to keep a watch over the progress of
the work and to ensure that the expenditure is kept within the sanctioned
estimate. If the expenditure is likely to exceed the estimate or the budget
provision, the Board Engineer will bring this to the notice of the competent
authority and propose revised estimates and additional provision for the work.

206.Completion of Works - When the work is completed, the Board Engineer wili take
prompt action to settle the accounts of it. If there is any excess over the estimated
amount, he will get it regularized by the competent authority. If, however, the excess
is beyond this limit, a detailed completion report shall be prepared and placed before
the authority sanctioning the original estimate for regularization. Excesses up to 10%
of the total estimates may be approved by the Managing director. On completion of
every work other than a current repairs work, a completion certificate shall be

recorded in the work file concerned.



207.lmmovable Property - The Board Engineer shall also maintain register of immovable
_ properties in respect of all lands, buildings and other immovable property of the Board.
This register will show the cost of construction or acquisition, cost of subsequent
additions and alterations other than repairs made from time to time. The value of land

will be shown separately from the value of the building or buildings thereon, the value of
each structure being shown separately. Certificate will be furnished by the Board

Engineer on 1St July every year, stating that the properties are in working order and are
being used for the purpose for which they are intended

208.1f the provisions made by the statute/ordinances of the board are contradictory to any
of the above provisions the former shall prevail.

209.Managing director of the board can delegate his power to any officer of the Board
which are given as per this account code.

210.Power to Modity, alter, add or delete of any rule in this account code vests with Board

of Directors.

skkokok
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