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INTRODUCTION

The Government of India, Ministry of Irrigation & Power
(Department of Power) have framed, the Electricity {(Supply) (Annual
Accounts] Rules, 1985 under Section-69 of The Electricity {Supply)
Act, 1948, These Rules prescribe the formats for preparation of

_iual Accounts of the Board, a new Chart of Accounts and Basic
Accounting Principles and Policies,

The Board engaged M/s. AF. Ferguson & Co. as Consultants
to provide assistance in implementation of Commercial Accounting
Systems and Procedures reflecting the aforesaid Rules. They have
examined the existing Rules. Regulations and Procedures relating to
Personnel Accounting and have prepared a manual which
incorporates Rules procedures and forms as contained in various
books relating to Personnel Accounting as modified by the aforesaid
Rules. All forms whether modified or not have been included in this
Manual for facility of reference, The draft manual was sent to
secretary/Personnel, CE/GNDTP, Bathinda, CE/RTP. Ropar, CE/
A&T, PSEB, Patiala. The comments received from them have been
duly taken into consideration while finalising the manual.

The Manual has been approved in terms of decision taken by
the Board in its 14/85 meeting held at Chandigarh. The Chief
Accounts Officer has been authorised to amend, modify and issue
clarifications, as may be necessary with respect to the Manual, within
the framework of the Rules framed by the Govt. of India.

Suggestions for improvement would be welcomed and may be
sent to Commercial Accounting Cell, Patiala.

Co-operation received from the various officers of the Board in

‘Tinalising this work and good work done by the officers of the

Commercial Accounting Cell of the Board, in this behalf, are
ratefully acknowledged

L, D ek,

PSEB, Patiala.




SALIENT FEATURES

Under the Commercial Accounting syslem salary/wages and stafl
related expenses of not only of regular emplovees bul also those of
work charged Lstt. and daily labour are to be recorded under Account
Head “Emplovee Costs” (GH 75). The expenditure on account of
"Employee Costs” to be capitalised shall be charged to works
concerned (GH-14/15) by credil lo Accounl code 75.9. No nel

off the expenditure is permissible.

2. Salaries of workcharged & daly-rated labour will continue to
appear in the work/Asset Accounts as heretofore. In addition.
expenditure on reogular establishment will be aliocated 1o works/assels
on aaua__ﬁ'_i fﬁ':r'['hasis' excepl an lurniure, ollice equipment and
vehicles. This was not done under the existing procedure. A separate
column has been introduced in the 'Works Register’ lo record Lhis
element of assel/work cosl separately.

3. Conveyance and Travelling expenses which prior 1o infroduction
of new system were treated as part of "Emplovee Costs", have now
been classified as "Administration & General Lxpenses” under GH
76.

4.{i) Under the existing regulations, inlerest on stall foans and
advances is adjusted in the accounts when it becomes due for recovery
after repayment of principal amount of loans and advances. Under
the new Accounling Rules, the interest will be accounted for as
income in the vear in which it is earned even if not due. The
receivable account will be adjusted as and when the inlerast becomaes
due and is receivad.

(i1} An account of long term loan and advances bearing interest
(other than GPF) shall be maintained which would from part of Service
book/Record so that a complete record of principal amount paid anu
details of its recoveries and interest are available from one record.

5. The provision for Bonus will be made at the end of the year by
ench Accounling unil.

6. The provision for pension and other retirement benefils will be
made in the Head office. The expens. 'ure on account of pensionery
charages will be transferred 1o Head office by Accounting units through

IUT Bills.
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Form No. Title of Formats Page Mo,
PA-0O1 Payv Roll Ledger 79
PA-OL-A Pay Roll Ledger {Arrear) 80
FA-02 Acquiltance Roll 81
PA-Q3 Register of Wages of Work-charged s

Daily Labour Employees 82
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L. J




the Board for the particular post.

-

6. Prepare and distribute capies of the
AL to concerned autherities/sec-
tions as prescribed by the Board.

7. Oblain acceptance of appointment
from the selected candidatels)-

8. Obtain medical litness certificate is-
sued by the competent authorily as
may be specified.

g o

- ™
01 Regular employees appointment
Responsible Action - Tirming
Recruitment |1. Receive intimation regarding vacan- [As and when
Cell at HG cies from Lhe various offices of the
Board.
Competant 2 Proceed with the recruitment of per- |Immediately
nuthority, sonnel for the concerned posts in
Recruitment accordance with the requirement
Cell at HO received from various offices of the
board.

3. Send intimalion of selection lo the |Within 7
selected candidatels) specifving the |days of the
period of validity. interview

4. Forward copy of intimation to the [Immediately
competent appointing authority to
gether with concerned papers of the
cancdicdatels).

Appointing 5. lssue appointment letter [AL) to the [Within 7
autbiority selected candidatels) laying down [days of
terms and conditions prescribed by |sending

intimation of
selection to
the
candidate

Immediately

Within the
prescribed
period

As specilied
by the Board

j EEEA




Responsible Action Timing
9. Obtain character verification certifi- |—do—
cate, copies of academic/lechnical
qualification certificates, affidavit or
any other docwment as specified in
the AL.
10. Submit documenls specified in (8)|—do—
and (9) to the competent authaority
al Work location/Head office.
Selected 11. Prepare the Charae repor! (Joining)
emploveels) and distribute as follows -
(Class 1 & 11
categories) {1} One copy toe the head of the con- |On the day
cerned section//immediate superior [of joining
{2) One copy lo the secretary Board
lestablishment section)
(3} One copy to the accounts officer
concerned
(4) One copy (o be retained.
12, Distribute additional copies of the |—do—
charge report (CR) to the concerned
section as may be required.
Selected 13. Prepare the joining reporl (JR} and |On the day
employes(s) submit it to head of the concerned ol oining
(Class I & IV office /immediate superior.
calegories)
Competent 14, Allet file no./ecode no. lo the per- |Within 10
authority al sonal file of each emplovee. File the |days of
work location,/ following documents in the employ-|joining

Hend affice

ee's personal file -

(1) Appointment letter (AL)

T

|




Responsible

Aclion

Timing

Clerk establish-
menl/section

Establishment
Section at
woark local./
head office

15.

16.

17,

{2) Emplovee’s acceplance of em
ployment

{3) Charge report/Joining report
(CR/AJR]

{4y Affidawvit
(5) Character verification certificate
(6} Medical fitness certificate

(7) Copies of academic/technical
qualification certificate(s)

[(8) Any other document as may he
specified in the AL,

send personal file of the emplovee(s)
te the seclion responsible for clearing
salary.

Receive personal file. Note the par-
ticulars in the payroll ledger (PR}
and get these attested by the divi-
sional/SAS accountant/superintend-
ent. Return the personal file to the
concerned section.

Intimate next higher authority re-
garding joining of the employee.

Immediately

Same day

Within 7

days
of joining

FORM TITLE FORM NO.

Appointment Letter (A1) Existing

Charge Report (CR) PA—12

Payrall ledoer (PRL) Pa—01
{ 3 }=
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02 Regular employees-maintenance of service record/service book

..1

Hesponsible

.."'n::r1'i:}|:|

Timing

Eslablishment
section at work
kocation heml
office

Adtesting
officer

For upkeep of SR/SB refer ol chapler
¥l of the PSEB, Main Service Regula
tions 1972 (MSRE), volume 1, Part 1. In
addition, entries in respect of major loans
and adwances are to be recorded in the
Torm of loans and advances account’
newhy infroduced in the service buck [SB)
service record {SH).

Open a service boek (SB) on appont-
ment of a regular employes of category
il or IV. For emplovees of class 1 & I,
enter details in the service record (SR).
Maintain the SB/SR for the period the
emplovees 15 in service.

Verify all particulars stated in the first
page of the SB/SR i.e. "personnel par
ticulars' and sion,

Verify all other particulars as well as
upclations,/revisions and sign in the ap
propriate columns provided for the pur-
pose.

Enter details oof major loans and advances
taken by the employee in the ‘form of
loans and advances account’ of the 5B/

SR giving details in respect of the fol-
e

(1) Mature/type of loan taken
(2} Office order no. by which sanctioned
{3} Principal amount

{4) Rate of inferest
ST

A aned when

D so0n &S
particulars
are recorded

As and when

—do—

S



Responsible Action Tirning
{3 Interest amount
(6} Period o repayment
{7) No. of instalments for repayment of
privcapal amount
(8) Mo. of instalments for repavment of
interest amount o
(9] Balances outstanding in respect of {7)
and (8]
Clherk Post annual recoveries of loans and ad- |In the month
concerned vances from the payroll kedger, of April of the
followang vear
Adtesting The entries in the SB/SR should be at- |lmmediately
officer tested by the authorities as specified in

chapter Xl of the MSR volume [ part 1.

FORM TITLE FORM NO),

Service book (58) PA—06-A

Service record (SR) PA—06

Payroll ledger PA—01
R

et




03 Regular employees-Pay fixation/revision and increments

Responsible

Actiom

Timing

Drriviryg arpd
disbursing

officer

Establishiment
saction

Fay &
accounts
section, head
officewaork
location

Drivw pay and allowances for the newly
appointed emplovee in the scale of pay
offered to him/her as per the appoint-
ment lelter (AL)
L 1

Determine the emploves’s eligibility for
annual increment from the incremenl
control register (ICR). The ICR gives
month-wise details of employvess entitled
for merement. Record entry of the an-
nual increment in the SB/5R and get it
mted from the section drawing salarny
of the employee.

Prepare periodical increment certificate
(PIC) whenever there is a break in serv
i or when extraordinary leave taken
by the employee does not conmt lor in
crement. If the postponed date of incre-
menl [alls on any date of a month in
which it was originally due, it shall be
granted from the first doy of that month
without getting it pre-audited from the
chiel accounts officer {establishment &
aucit section], CAQ (EADN. o all other
cases, e PIC in duplicate should be got
pre-audited from the head office. (See
annexurs Y {o this subject code.

For increment above efficiency bar (for all
employee categories) prepare periodical
increment cerlificate (PIC) as per instrue
tions of the Board laid down in chapter 11
of the MOl on service matters, vol. 1L

'

As and when

Al he
beginning of
every monlh

dex

As and whwen

el A




3 '
Responsible Action Timing
Compsetent 0. lssue order sanctioning increment above |—do
authority etficiency bar.
Head office/ 16, File copy of PIC/order whenever appli- | Immediately
work location cable, in the personal file of the con-
cerned employes.
Section 7. Receive persomnal file and S Book/ |Within 7 days
responsible for 3, Record and post details off PIC /order |of sanction of
drawing salary in the pav roll ledaer, increments
8. In case of stoppage of increment with [Within 7 days
or without fture effect record necessary |of stoppage of
details in the SB/SR and ICR and get- |increment
ting it noled from the seclion respons
ble for drawing salary.
Drawingand |9, In case of general revision of pay scalels) | As and when
disbirsing of emplovee(s), fix the pay as per the
officer (DDO)/ instructions laid down in the order of the
competent Board revising pay scales or in the ab
autherily sence of which, as per the provisions laid
down in the MSR vol. 1, part L.
FORM TITLE FORM NO.
Increment control register (ICR) PA—O7
Service book (SB) FAa—0G A
Service record (SH) PA—OH
Periodical increment
certificate (PIC) Pa—07 A
L i L
'L?_-"'




Annexure 'A' to Subject Code—03.

Copy of Secretary/Finance, PSEB, Patiala
Memo No, 34732/35102/Fin-326 dated 5/
4/1984.

Subject : — Periodical increment
certificate. Audit verification
herant.

1. According to the existing instructions
applicable with effect from 1/1/75 the
annual increment to a Board employee is
allowed with effect from first of the month in
which 1 falls due. Cases have come to the
notice of this affice that whenever an
emplovee proceeds on Extra Ordinary keave
and such period does not count lowards
increment or where there is any break,
periodical increment certificates are sent 1o
Chiel Accounts officer for pre-audil though
there is no change in the date of next annual
increment,

2. The matter has been considered and it
i« clarified that the postponement of normal
increment will be worked out as per extant
rubes and orders. 1, however, the postponed
increment, falls on any date or a menth in
which it was originally due, it will be granted
from the first of that month. In such cases
the submission of the periodical increment
cerlificete for verification of date of increment
lo Chief Accounts Officer (EAD Section),
PSEB, Patiala is not necessary. The
increment in such cases may be sanctioned
b the competent authorities themselves.




04 Regular employees-transfer

Respomnsible

Artion

Timing

Establishiment
section, trapns
lerar kocation

Lmployves on
Iramisler

Establisharient
sy, trans-
feror Jocation

Ll

ey

Receive transter order {TRO) and
etidorse copy of the TRO to the
employes.

Receivwe endorsed copy of TRO. Prepare
charge report (CR)/departure report
{DR} in duplicate snd subumit it to his/
her nmediate superior. In the case of
officer grade emplovee. send copies of
the CR {departure) to the fallowing :

(1} One copy to the secretary PSER

{2) Ome copy to the drawing and
disbursing officer (1210

[3) One copy 1o the establishment section
(4] One copy lo be retained by the officer

Addilional comes of the CR {departure}
may be sent to other alficers authorities
of the Board as may be specified.

File the TRO and CR/DR in the personal
file of the emploves and ipdate the
fallowing records -

(1} Senvice book (SB)/ senvice record (bt o
(2} Increment contral reaister (ICR)
13 Payroll ledaer IPRL).

Inform pay bill section to prapare last pay
certificate (LPC) of the roancerned

i = 1

hrediatehy
on Heceinl of
TRO

As and wher

—il

[mrmediatehy

~do—

G, e

—



saction, trans
feror section

employee to the transferes location:
(1) Service record (SK)/ Service book (SH)

12) Personal file
{3) Last pay certificate (LPC)

e N

e
Responsible Action Timing
emplovee. In case of transfer of employee
within an accounting unit (ALT), LPC is not
ey b issued by the pay bill section. Instesd,
ontly the name of the emploves is 1o be
nated under the transferee section/office.
Pay bill section | 6. Draw salary for the number of days the Irmnediately
emplovee has worked in the AU anddue date of
make payments to him, In case transker is | paanent
within the AL, pay salary on usual dale.
7. Prepare the LPC indicating the following: | hnmediately
(1) Period upto which the salary has
been paid

() Mature of recoweries in respect of
loans and advances and all other
types of deduchions

{3} Period upte which deductions have
been made.

8. For recoveries in respect of loans and | As and when
advances, follow the procedure given in |monthly
the 'manual on inler unit accounting' for | sccount is
raising debit/credit. comphed

Establishment |9. Forward the following records of the |Withim 7 days

ol emploves
oining the
transferee
bacahion

S




Sl
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Responsible Artion Timing
Transleree 10, Receive the various records stated in {9 |Same day
location pertaining to the transferred employee.

Update the transfer in the following
records;
{1} Increment control register (ICR)
(2} Payroll ledaer (PR1)
Employee on | 11. On joining the new location submit CR/ |As and when
transfer 4 JR tex his/her immediate superior at the
niew location.
Transferce 12. In the case of officer grade employees, Immex ity
location forward copies of the CR {oining) to the
varios authorities as specified in step
{2).
FORM TTTLE FORM NO.
Charue report Fa—12
service book (SB) PA—06 N
Service record (SR) PA-— (6
Increment control register PA--0O7
Payroll kedyer (PRL) PA—O]
Last pay certificate (L PC) PAa—11
- ) s T




Employvee on

iramisler

the promoetion order/office order {O/0)
to the following -

(1) (e copy to the establishment sec
tion accounts section of concerned
Fracalica

(2} One copy 1o the head of the seclion
where the employes is working

(3 Oue copy to the employees con
cerned

{4) Caopies to other concerned authori-
lies ds may be specified,

Receive copy of promaotivn order. Pre
pare charge reporl in respect of post
from which promoted and submit it 1o
his her immediale superior. Lo the case
al ollirer grade emplovee, distribute
copies of the UR (departure) (o the au-
thorities as specified in step (2} of sub
ject code (04,

In case of translers on pooanotion; fol-
lonws all steps, covered under subject onde
2.08 on transfer’,

FapT

-
05 Regular employees-promotion
Responsible Action Timing
Compelent Issue prometion order of the employes | As and when
authorty in the after completing all formalities as laid
Board down by the Board for promalion of its
employess in chapler | of the MO on
service matters, vol. I Send copies of -

As i when

As specilied
in sihect

Ciode 204

| S
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Responsible Action Timing
Lstablishment |4,  Make entry of prc:nmul::;rn inn the SB/5R | Within the
serion, of the concerned emplovee. Gl the pay |sarme month
accomils fixe from the competent authority and
section complete the SBASR and ICR,

Transferes 2. Incorporate changes on account of fixa- |Innnediately
1303 ton of pay in the payroll ledaer for the
month on he basis of approval given by
by e competent authority,
. Faoliow the abowe procedure in case of
dernotions alsa.
FORM TITLE FORM NO
Charge report PA—12
Sarvice book [SB) PA—06 A
Service record [SE) PA-00O
Increment control register {ICR) P& -07
Pavrall kecloer (PRI Pa—01
{15

Sl




06 Regular employees-resignation

Responsible

Actinn

Timing

Competent
atthority

Emploves

resigning

Establishment
seetion =

P sac at FIC,

Aves. Sec, Proe
ct accoumting al
at waork location

3.

Acceptance resionation of an emploves,
inform the concerned offices/ sections
of the Board and employee concern.

Receive copy of acceplance of resignation
from the competent authorily Prepare CR
(departure)/DR in duplicate and submil it
to his/her immediate superior.

Receive copy of acceplance of resignation
and CR ideparture}/DR. File in the
personal lile of the employee and update
the SB/5H and twe ICK.

Enter particulars of resignation in the
PRL. Ensure thal the emploves who has
resignad is not nchaded i the month's?
subsequent month’s pay bl

Ensure that tlie no demand cerlificate’ in
respect of emiploves whe bas resigned, is
received fromn all comcermel offices of 1he
Board before be/she is paidl hisser salang,

[f thwe ernploves who has resianed wants
to be relieved before expiry of notice
pericnd, get the aiount deposited from
him for the period short of notice period.

Wilhin 3 days

A and when

Immediately

Same day

s early as

possible

Immediatehs

FORM TTILE

Chiarge repor

Departure report (DR}

Service book (SB)

service record (SR)

eremnental conlrol register (IC1K)
Payroll kedger (PRL)

Mo demand certiticate

FORM NO.
Exisling
Exdisting

PA—0O6 A
PA-06
FA—I7
PA—O1
Existing

{ 14 }

S




07 Regular employees-retirement

Responsible

Actidn

Timing

Seclion
Maintaining
SB/SH

Appropriale

Hehring
ernployes

Establishnent

sl

Sefion
responsible for
drawing salary

o

authority :

Prepare list of employees retiring dur
ing the year on the basis of employee-
wise details recorded from the SB/SRE
and bio-data records,

Farward list of employees retiring Lo the
appropriate authority for issue of retire-
ment order,

[ssue order conlirming retirerment of
service of the emploves. Send copy of
order lo the emplovee and concernsed
offices of the boardl.

Submit charae report (departure] CR {de-
parture} departure report (DR) te hisy?
her immediate superior on his/her date
of retiremen! and if the date of retire

meni happens to fall on a holidayls).
submit it on the last Working day before
the date of retirement.

iMote ¢ Tt in the responstbiity of the offker in charge
whigre SE/SH i mahdained o enbure that any e
ployes due for rethwment on a paitivular date is not

llpmad to retain i services aven il sefiremsent arders
are nob recelked by hinhary

Receive order and record retirement of
service in the SB/SK and personal file
of the employee.

Inform pay & accounts section and sec-
tion concerned, of the relirsnent date
ol the emplovee.

Ensure that emplovees mentioned in the
retirement order are not inchided in the
manth's/subsequent month's pay bill.

At the
beqginning of
the year

As aned when

Well beefore
retivemaernl
date

As and when

Same day

—dn—

Samme cay

.
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Respomsible

Titming

Establishimwent
Sertion

Drawing and
distuirsing
oflicer

B

10,

11

12,

Action

Obtain ‘no dernand certificate’ [rom each
affice where the employes has worked
turing his service.

O receifgl of the no demand ceritiicats’
from the concerned ollices, prepare a
cansalidated no demand certificate 1o-
gether with the final settlenent account
fromn the pavroll ledger/ nequillance rixll
[or the person whose smnployment has
censel.

Forward the final selilemenl accounl
tegether with the cor solidated o de-
manel certificate’ to the compaelent au
tharity for sanction of payoent.

Forward copies of documents menlioned
i (9) alongwith pension papers o th
pension section.

Ensure that the last months salary is nol
clishursent. unless no demand certificate’
is received (rom all concerned offices of
the Board.

Within period
prescribec by
the Bard

As and wien

Iminediately

dio-

FORM TITLE FORM ISCL
Service book [SB) Pa—06 A
Service record (SR} PA—00
Payroll ledger (PRL) PA- 01
Acquitance roll (ARl PhA 02
Charge Report (CR) PA—T2

i1 )

e e
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08 Regular employees-dismissal/termination of services s
Responsible Action Timing
Approprinte 1. I case it is devided totenminate the serv- |As and wien

authority ices /dismiss and the emplovee(s) of the
Board, send copies of the termination, dis-
rnissal arder to the Eetablishment Section.
Establishment |2, On the basis of the abowe order, record ter Same iy .
seclion mination of services/dismissal in the 5B/
SR and personal file of the employeels).
13 Sendthe SB/SR to the section respon- |—do—
sible for drawing salary.
Drg. & disbur- |4. Ensure that the emnploveels) mentioned |—do
sinv officer in lhe order is/are not inchided in the
month's/subsequent month's pay bill.
Establichment [5. Carry oul sleps (3), (9) and (1) of sub- | As mentionead
seciiom ject cade 07, on subject
aele O
Tenminiated 6.  Submit charae report [departure) CR (de- | As 8 when
Dismissed parture)/departure report {DR) to his/
employves her immediale superior:
Drg fedistursing | 7. Carry out step (12) of subject eode 207, |—do—
ufficer
FORM TITLE FORM MO.
Service book (5B PA-- 06 A
Service record (SR) PA-—06
Payrodl ledger (PRL) PA—01
Charge Report (depariure)
CR (departure) PA—1Y
Acouitance Roll (ARaoll) Pa--02
. {17 ) »
LR




supervisor al
otk Jocation

ployee from the nomines/legal heir of
the deceased emplovee. Iorward it 1o

s
2 b
09 Regular employees-death
Respansible Action Tirming
inmediate 1. Received death certificale of the em-|As and wien

of the deceased the appropriate autherity for further
emplovee action.
Appropriate 2. Send intimation of cessation of employ- | Within 3 days
authority ment on account of death of the em |of receipt of
ployee to the Establishment Section. | death certificate
Establishment |3. On the basis of the above intimation, | Same day
Section record date of expiry of the employes
in the SB/SR and personal file of the
deceased emplovee.
Drawing and |4, Draw the salary of the deceased em-|[—do—
clistn irsing ployes upto and inchading the day of
officer death, if otherwise admissible.
Distairsing 5. Foliow the procedure for payment of dues
officer to the legal heir of the deceasad employee
as laid down in the annesure A’
Pay &A/cs Sec-| 6. Ensure that the name ol the deceased | Al the time of
tion at H.O./ emplovee is not included m the month's/ | preparation
Ao Section at subsequent month's pay bill of the payrall
waork location,” ledager
proects acooun
ting cell at
project location
7. Ensure that such employees [igure as a | As and when
reconciling item in the pay bill reconcili-
aticn for the montls
8. Follow steps (7) and (8] of subject code | As mentioned
07. in subject
code 207
[ 18 )} -

|




Responsible

Action

Timing

9. Forward the final settlernent account teo
gether with the Conselidated no demand
certificate’ fo the competent authority for
sanction of payment lo the nominee/Je
gal heir of the deceased emplovee.

10. Take suitable action for processing fam
ily pension and other pensionery ben-
efits as mentioned under subject code,

Immediately

N and when

26,
FORM TTTLE FORM NO.
Service book (SB) PA—D6 A
Service record (SR) PA--06
Payroll ledger (PRL) PA--01
Acquitance roll (A Roll) PA—(2

i 19 )
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APPENDIX-1
iSee aibjec! code-09)

DEATH OF PAYEE

1.  Pay, allowances or pension can be drawn for the day of a person's
deanth, the hour at which desth takes place has no effect on the claim.

Mote-Day’ for the purpose of above para should mean a calendar day
beuinning and ending at midnighe.

2.  Pay and other allwwarnces of pensions claimed on bebalf of o de-
ceased Bodrd emplovee or pensioner may be paidl without the production of the
usual legal authority © (1) o the extent of Rs. 2.500 under the orders of the
Dhisbursing officers respunsible for the payment after such enguiry into the right
anl tithe of the claimant as may be deemed sufficient; (2 for the excess ouwer Rs.
2500 under the orders of Board on execulion of an indemnity bond for the
aross amount due for payment with such surefies as it may be required, if it is
salisfied of the right and title of the claimant and considered thal imdue delay
and hardship would be cavsed by insisting on the production of letters of adimin
istration.

3. Inany case of doubt payment shall be made only to the person
prochecing kegal authority. Payment of arrears of pension on behall of a de-
ceased pensioner is lurlher subject to the provisions of note 3 below this para.

Mote 1. Normally there shoukd be two sureties both of known financial
ability, unless the gross amount of the claim is bess than Rs. 5,000 in whicl case
the autherity accepting the indernnity bond, on the form A attached for and on
behalf of the Board, shoukd decide, on the merits of each case, whether accept
oy one surety fnstemsd of two.,

Note 2. The obliger as well as the surelies executing the indemmity bond
shonild fewe attained majority so that the boned 1wy have legal effect of force.
The bond is also required to be accepted on behalf of the Board by an officer
chily authorised.

Mote 3, Pavinen! of arrears of pension e to the deceased pensioner
miay be misde 1o his heirs/nominated heirs. provided they apply within one year
ol his death. It cannot be paid thereafter withoul the sanction of the aithority,
t whom the pension was sanclioned.

{20 ) =
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MNote 4. Pensioners are allowed to register the name of their heirs with
the CACD (Pension Section).

4. Arrears due 1o the deceased pensioner may be paid by the Distvrs
ing officer to the wite/Tushband of the deceased as recorded with him cn submis-
sicn of a death cerfificate sigred by a responsible officer, the pensicner’s copy of
Pension Pavment Order. In other cases the payment to the legal heir be made
ot the sathority of CAQL

5. A person claiming as the heir of a deceased pensioner. shall be
required to produce the pensioner's portion of the Pension Pavment order, or it
no Pension Payment Order has been issued. the copy of the order n which
sanclion to the Pension was communicated to the pensioner or his heirs.




the pay hills.

-
10 Regular employees-attendance procedures
Responsibie Action Timing
Work kocation, Prepare detailed Acquittance rolls (A, |Upto the ol
division Rodls) upto the cut off date for reporting | off date
of attendance for Non gazetled employ-
s,
Record exceptions in altendance i.e, |Cut-off date
absenteeism in the duly certificate for
Mon gagelled employee and forward il
o the Establishment/Pay bill section.
Establishrient,” Receive the duly certificate/report of | —do—
Py hill secticn ahsenleeism from the concerned olfices
of the Board.
Pay bill section Incorporate the absenteeism reports in | mmediately

FORM TITLE FORM MO
Accopiltance rolls (Aoralls) PA—0Z2
oo )




11 Regular gazetted employees-pay bill/pay roll preparation and

disbursement.

Respansible

Action

Timing

Drawing and
disbursing

afficer

oecrelary
Board

Pay &
Accounts/Pay
bill section

On receipt of the charge report {ioin
ing) CR (oiming)/joining report {JR)
al the employee record Lhe particu-
lars relevanl to lis/her drawing of
salary in the payroll ledger (PRL).

[1n 1he case of any change in a par
ticular month's payroll/pay hill, in-
form the Pay and Accounts/Pay hill
Section through a memo, of the
changes as a resull of

(1} Stoppages/fresh grants of incre-
ments above efficiency bar.

{2) Suspension of stafl due to mis-
conduct etc. regularisation of
suspension period.

{3} Any other event etfective the pay.

Record changes mentioned in (2}
above in the SR and pavroll ledger

(PRL).

. Maintain records of changes in (2)

as also -

(1) Loans and advances to emplovees
{21 Medical reimbursement

{3) Convevance Allowances

Prepare pavroll ledger giving par
ticulars of gross salary, deductions
and net salary payable.

Prepare cash/bank payment vouch
ers for net salaries pavable. Attach
a separate sheel showing list of

lmmediateh;

A and when

hinmediateby

As and when

By .'Iﬂrd week
af the month

Last week of
the month

| 23 }
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-
Respomsible

Action

Cashy section

Pay and
Accounts
Section/Pay
bill section

11).

TL.

T

names of emplovees and account
numbers to the bank pay vatieher.

Gel the list/voucher approved by
competent authority and send list/
cash/bank payment vouchers to the
cash section.

In case of standing instructions Io
the bank Tor direct credit into indi
vichial emplovee bank accounls, pre:
pare a consolidated cheque for the
et salaries pavable and forward to
the bank together with the list al
names and bank account numbears.
Enter into the bank pavment book
debiting net salary account.

In the case of direct payments pre:
pare cheques and jorward them to-
gether with the salary slips to the
gazetted officers. Enter the name in
the bank payment book debiting nel
salary payable account,

Ohlain receipts from employees to-
qether with the duty cerlificate and
ather relevant certificales i.¢. house
rent certificate, certificate for the
drawl of local outdoor duty aliow
ance/special allowance etc.

On receipl of cerlificates, scrutinise
for any discrepancies. In the case of
any discrepancies, take appropriate
action ta adjust for the same in the
next months salary-

Make  appropriale updations/
changes through the ‘plate’ into, the

{ 24 }

Same day

Same day

As specified

Immediately

linmediately
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Hesponsible Action
plite updating ciard maintained on
the bradma systems,
Pay and 14, Prepdre a bank pavment voucher for

Bocounts
Section/Pay
Lill section

14.

deposit of deductions such as in-
came tax, LIC etc. and get the same
authorised by the competent aulhor

iy,

Forward the bank payment voucher
lo the cash section lor preparation
of cheques.

next month

lmimediately

{25 )

FORM TITLE FORM NO.
Charge report {Joining) CR

CR (joining) PA—12
Payroll Ledger (PRL) Pa- 01
Service record (SR} PA—-0G
Cash/Bank payment voucher CEB-—3
Journal voucher Comp—I
Bank payment bock CEeB-- [
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12 Regular non-gazetted employees-pay bill preparation and

disbyrsement
Resp-crns':hid Action Timing
Estt./ Sectio 1. Receive acquittance rolls (A Rolls) | Cut-off date
| 2 Dl Qifice from Sub-divisions/different sections
Bill Section at of Head Office together with the at-
H.0. tendance certificate on the A, Holls.
Establishment |2. Prepare pay roll ledger for Non-|3rd week of
Section at Dim. gazetted employees based on attend |the month
Establishment/ ance records. leave records service
Bill Section at book (SR) and increment control reg-
Head Office ister (ICR) {for any changes).
3. Compare current month's computa- | —do—
tions with previous month's computa-
tions. Ensure that the difference be-
tween the current month's computa-
lions and the previous month’'s com-
putations can be accounted for.
4. Record pass order on the PRL and get | Immediately
it signed from the drawing and disburs
ing officer.
Far offices 5. Get the payroll ledger pre-audited |5/6 days
locates at from the EAD section. before the
Patiala due date for
salaries '
EAD Section 16. Prepare the cash/bank payment|Next day
at Division/ voucher (CPV/BPV) for the net sal
Establishment ary payable and ensure that the ac-
Section H.O. count head being debited is the net
salary payable accounts.
Pay bill section | 7. Get the C/BPV approved by the Com- Immediately -
at H.O./ petent Authority. In case of standing
Accounls instructions to bank for direct salary
Sectlon at credits into individual emplovee bank
. 26
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.
Responsible

Aetion

Timing

Division

Cash Section

Disbursing
officer fofficial

Disbursing
afficer

Disbursing
oifficer

9.

accounts follow procedure outhned in
Step 8 of subject code. 11,

Forward audited payroll ledger to-
gether with the C/BPV to the cash
section for payment.

Receive sanclioned/approved Cf
BPV's and payroll ledger. Prepare
cheques for net salary payable in the
names of disbursing officers/SDO,

10. In the case of direct payment of salary

L1,

.

¥3.

14.

inte bank follow procedure cutlined
under subject code 11 of this Manual.
In case salary to emplovees is payable
through a bank where the disbursing
officer has no drawing limit, prepare a
bank demand drafl i favour of the bank
manager and send it to him alongwith
a list of emplovees, their account num
bers and amounts to be credited into
thelr individual bank accounts.

Obitain emplovees’ signature on the vari-
ous revenue stamp affixed against his
name of the acquittance roll (A, Roll)

Encash the cheque received and pay
salaries on the appointed day.

In case of head office/Project offices
jssue cash equal to the passed A. Rolls
to an employes authorised by Disburs-
ing Officer for disbursement of salary
to the employeses.

Return A. Roll together with the pay-
menl certificate and undisbursed cash
amount to the cash section.

e

Same day

Immediately

Immediately

MNext day

Appointed
day

Same day

—




Responsible

Miqn

Timing

Cash Section

15.

16.

L7

15.

RHecelve receipted copy of acquillance
roll and undisbursed amount, if any.
Frepare cashobonk powment voucher
{CPV/BPV) and ensure that account
head being debited is the net salanr pay-
able accovm!t and accounl being cred
ited is the cash/bank account {for amo-
unts paid) and unpaid salaries account
(for amounts remaiming undisbrsed).

Make necessary entries in the cash/
bank payment baok under net salang
payable account column and cash/
bank receipt under unpaid salaries
Account (:[Jl.l]]['l'lfl,

For payment of unpaid salories follows
steps outlined under subjecl code 22,

Herord particulars of unpaid salaries
i the unpaid salaries regisler.

Same day

End 12f the
meith

Immediately

FORM TITLE FORM MO
Acquitlance roll/attendance

(AR/AC) PA—0Z
Payrall ledger (PRL) Pa-—01
Service Book (SH) PA—D6—5&
Increment contral

reqgister {ICR) PA--07
Jovrnak voucher Comp—I
Cashs Bank pavinent voucher CRB—3

Linipard salaries reaister

Cannp-5

{ 28 }
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13 Work charged/Causal employees (daily labour employees)

appointment.

Responsible Action Tirming
Compreter] 1.  Appoint work charged /casual emplay- |As and when
autharity ees under proper sanction within the

provision in the various estimates.

2. Issue appointment letter (AL) in case |bnmedialely

of work charged emplovess as per in-

structions of the Board.
General 3.* TForward a copy of the sanction//addi- [Immediately
section lional sanction order to the Divisional

Supdt. (Aceounits) Accounts Section.
Divisional 4. Receive the sanction/additional sanc [Same day
Supdt. tion order and record particulars of b
Accounts the sanction/additionial sanction in the
section ‘Register of Wages to Work Charaged/

Daily Labour Emplovees’. Initial the

entries.
Sub division 2. Maintain Service Book (SB) in case of |As and when
Office work charged employees.

FORM TITLE FORM NO

Register of wages of work
charged /daily labour employees PA- 03

Service book [SB) PA—O6




-~

attendance procedures

14 Work charged/Casual employees (daily labour employees)

Responsible Auction Tirmng

JE/SO 1. Maintain record of attendances of ab- | Daily
sences of work charged establish-
ment/casual labour {daily labour em
ployees) in the atlendance sheet.

SDO 9 Send requisition for the blank attend | 10 days
ance sheet to the Divisional office/ |before end of
Project accounting cell. the month

Divisional 3. On receipt of requisition, issue blank |Within 3

Office/Project attendance sheet duly signed by the [days of

accounting cell Divisional Accountant. Allot serial |receipt of
number and keep a record of attend- | requisition
ance sheets issued to various sub-di-
visions/offices in a register.

JE/S0) 4. Mark attendances and absences in the | Daily
attendance sheet. Avoid interpola
tions. Cuttings. if any, should be al-

~ tested by the SO
| ;

JE 5. Prepare progress report (Form C & |—do
E-41) in case work is being executed
by emplaying daily labour. This should
he authenticated by the Engineer

j incharge of the worl.

JE 6. Measure the work done by the work |First Day of
charaed establishment/daily labour | the next
employees, and record the same m the | month
"Work Measurement Book (WMB). In
the case of major works. record meas
uremen! in the Initial Waorks Hegister’*’r
{IWH).

Mot - Gross salapy of the emploves plus emplover’s
share of sontrbution fowards EPT be taken into
arcount while companing vakie of work done
k- T ~

—




10 Instruction laid in Annexure "A' be fol
lowred meticulously.

Responsible Action ']'irlliljg
sDO 7. Serutinise the measurement recorded |Immediately
by the JE and check measure as pre-
scribed by the Board.
SDC/Clerk 4. Check arithmetical accuracy of the [Same day
measurement and sign.
SO 9. Sign the WMB/TWR. —do-

FORM TITLE FORM NOQ

Attendance sheet CE-10
Daily progress report CE 41 Existing
Work measurement book (WMB CE-1

Initial works register (IWR) CE-26

31 )
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"Annexure A"

In order 1o avoid malpractices as a result of the misuse of the
muster Rall /atlendance sheets of daily labour/work charged labour
the following instructions be followed meticulously and for strict
coanp liance.

For wark done by daily labour, the subordinate incharge of the
work will prepare muster roll which will show the work done by
this means labour and the amount pavable on this account.

The nominsl muster roll, PA-05 is the initial record of the labour
emploved each day on & work and must be wrilten up daily by
the subordinate deputed for the purpose.

One Attendance sheet/Muster Roll for a month should be issued

to i JE for execution of various works under him instead of one
roll Tor one work (as circulated vide CAQSWMEG, PSEB, Patiala

‘memno Mo, 41981363, WMEG dated 29.3.90),

The daily altendance and absences of labourers and the fines in-
flicted on them should be recorded daily in Part | of the muster
roll in such a way so as to -

i) [facilitate the correct caloulation of the net wages of wach per-
son for the period of payment ;

i) render il dilficult to temper with or to make unauthorised ad
ditions {o or allerations in enlries, obce made ; and

iii) facilitate the correct classification of the cost of labour by works
and sub-heads of works, where necessarny.

The muster roll/allendance sheet thus prepared be given the spe
cific serial number and enlerad in mnster rofl /workcharaed attend
ance sheel conlrol register to be maintained in the Divisional
Office. The signature of the afficer /official of the sub-division be
abtained in this register.

The muster rolls/altendance sheets received by the SDO from the
Divisional Office be entered in the contral renister to be maintained
by the Sub-Ihvision.

The attendance on each muster roll ‘werkcharged-attendance sheet
be marked by SO/JE Incharge daily and physical checking of the
attendance be done by the SDOQ Incharge once in every fortnight.

SE Incharge of construction must alse lest check some of the
muster rolls/attendance sheets so as (o ensure thist the same are
oeing issued and mainlained properly.

{32 ) .
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5

9, The Extent of responsibility/ acemmtability of 1he dunior Enoineery
Sectional Officer, SDC /Clerk concerned and that of the SDO in
regard o the allendonee proceduge, inaintaining record of altend
ance, making entries in the Measurement Booi, sendting of the
measurement and checking arithmetical accuracy of the mefsure
menls is further lnid down in this manual.

10, In addition. complete postal address (both permanent and local)
of every person emploved on daily wags/workeharged basis should
also be maintained in Sub Divisional Qffice. It should be meaticu
loushy ensured that muster rolls, duly completed daily are available
at site for verification by any checking authority, Its non-availabil
ity would carry an adverse presumption of malatide resulling in
disciplinary action.

11. The Board has further decided s under -

1 srocXens should issued identity Card 1o work-charged employ
ees and these should be shown 1o the agency exércising the
surprise checks. officer /officials making payment of wages elc.

it} Sr Xen should check all the workers al the site of a work
alleast once in a month in one Sub-Divn. and authenticate the
altendance of the Muster Rell/Attendance Sheel. The Divisional
Supdt. /Accounts shall not pass the pay bill inless the check
ing of 5r. -Xen is recorded as alorasain.

iy Sr Men shookl obtain specimen signatures/ Thumb impressicns
of the workers winle checking their presence an the site ol
work and pass on the specimen signabire Thnb impressicn
Sheet duly attested 1o the Divn. Supdl AAccounts for compari
son with the said Muster Rall/Acopattance Roll after the paid
wonichers are received G0 the Dwision.

It should be clearly understood that il any one i3 found negli
gent/quilty in not maintaining the proper record, exercising the pre-
scribed checks in accordance with the abowe procedure, during check-
ing threush vigilance and other means contemplated by the Board,
immorance ol the instructions/ provisions of the Code would not be
constlered as an excose and the delinguent officer fofficial will be pro
eegded against Tor suitable disciplinary action.

e . o -
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checking

15 Work charged/daily labour employees—pay bill preparation and

.."

Responsible

Action

Timing

JEAS0

SDC/Clerk

S0

Supdt. Divnl
Accounlant/

progct acco
unting cell

[y |

Prepare pay bills [rom the attendance
shee! and hand over along with attend
ance sheet, WMB and IWR to the
SDC felerk.

Checl the pay bills and attendance
sheet with related WMB/IWER and re-
for to sanctions/order issued for the
purpose, Also, check the rates of pay
and associated compulations. Sign thie
pay bill certifying the accuracy of the
same. Forward 1o the S0

Serutipise on receipt, the pay bill,
WMB/TWR and approve.

o case the work in unsusceptible of
measuremenl, certify in the pay bill
i1l case of W.C. establishment and in
muster roll for daily labour that the
concerned wark s not measurable,

Ferward pay bill along with attendance
sheet and WMB/TWR to lhe accounls
section al the division/project ac

coumnting cell.

On receipt of pay bill, attendance
sheet WMB/AWR, check the same with
reference to norms lakd down/sched
ule of rates fixed by the board.

For the No. of days, the staff is em

ploved on Capital works, the wages
shall be capitalised on the concerned
warkls). In case, some staff remains
o be adisted the amount be charged

Begmning of
the niext
month

Same day

to—

do—

fle—

Inmedialely

“ghr—

{ 34 )




Responsitile Action Thming
to special maintenance estimates as
per mstruction contained in memo no.
B3/BL/PASCC (Financel Loose
dated 16:3.92 issued by Chial Con-
lroller Finance, PSEB, Patiala.
Supdt. Dival. |8, Enter the details of the pay bill in the |Same day
Accountant/ Tegister of wages to work charged/
project acco- daily labour employees’. Record pass
uriting cell arder. Prepare C/BPV for nel amount
payable and put it up to the divisional/
E accounts officer.
Supdt. Divnl. |9, On receipt. scrutinise pay bill with |Immediately
Moecounts WMB/IWR and approwesif found in
ufficer order. Sign C/BPV and forward pay bill
along with C/BPV (o the Supdr. divisio-
nal accountant/pro®ct accounting cell.
Supdt. Dival. |10, Send C/BPV 1o the cash section. Same day

Acoountant/
progcl acco
unting cell

FORM TITLE FORM NO.
Initial works register (IWR) CE-26
Cash/ank pavment wncher

{CPV/BPY) C&B-3

Waork measurement book (WME) CE-1

{ 35 )
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16 Emplovee contribution of GPF

Responsibl Action Timing
Establishment/ Prepare alphabetically, emploveswise Beginnimg ol
accourts details of deduction in respect of en- the next

seclicon at
ihvn, project
acoauniingg

cell

Dirawing &
clisbirsing
:_Ifﬁl.‘ﬁl‘

Fsiablizhinent
acconttilbs

sens i progect
arcounling cell

Diravaring &
dhslnirsing
oificer

Estt. Jaccounts
seclion project
accounling cell

ployee contribulion to CGiPF in respect
of all emplovees under an ALl and
prepare and alphabetical abstract.
Tally the amount with the trail bal
AL

Submit 1he abstract of GPF schedule
ta the drawing and disbursing officer

Approve the abstract of GPF schedule
and seqt it to the establishment/ac
conmits section/project accounting cell.

Prepare alphabetical emploveewise ab
siract of GPF schechile in respect of
refundable/mon refindable advances
given o emplovees agoinst the GHF.

Forward the abstract of GPF schedule
Lo (e drawing and disbursing officer.

Approve Lhe abstract of GPF schedule
the senl it to the establishment/ac
counls section/project accounting cell,

Ensure 1hat the details in the sched-
ules tally with the general ledger,
monthly account and trinl balance.

After the close of accounl for the
month of March, sent to A.Q, (GPF)
a U-cheque for the total amount de
ductad from the emploves during the
arcount year. Also riaise LLLT, bill tor
the total amount paid to the employ

{24 ]

menth

Within 10
days

Same day

Heqinmng of
the et
memith

Within 10
ilays

Same divy

Same day

I the month
of May

; S




Hesponsible

Action

Timing

Dirawinicg &
chisbursing
officer

GPE section

Dyrapwrimicy &
dhiskiirsing
efficer

sl section

.

10.

1

13-

14

T

L
ees on account of refundable /non-re
fundable advances and final pmanent.

Receive sanction for pavment ol ad
vance from the GPEAund withdrawal
of GPF from competent authority.
Enter in the ‘reqister of miscellaneons
sunctions’,

On receipt of dockel voucher (DV)
[orim in duplicale from the claimant,
examine with reference lo sanction.
Approve it and put it up to the divil./
accounts olficer lor signature.

Forward DV duly approved 1o the
CAD IGPT section) for pre audii.

Receive DV and examine with reler
ence to sanction accorded by the com-
petent autherity. I found in crder,
debil personal -aaccount of the em
vloyes in the leduer and record Lhe
pre-audit order.

- Return the orainal eopy of the DV to,

the drawing and disborsing officer con
ceTied.

Prepare C/BPV debiling relevant em

plovee loan/advance account head arud
crediting disbursement bank acoount.

. Get the C/BPV approved by thie com-

pilent authority and lorwird the C/
BPV to the cash section for paymentl.

Make payment as per procedure ol
livseedd 111 the ‘manual on Cash and Bank
accounting .

37 3

M and when

-tle—

Same day

Within 2
days

Immaedintely

o

Same day

“tlr—
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-
Respansible

Action

Timins

GPF section
at head office

Compute interest on each emplovee's
canlribution in the GPF ledger and
prepare journal voucher (V) debiting
interest on GPF a/c and employee
contribution to GPE-.

bZ.

18. In case an employee is transterred
froan one division 1o another, intimate
his GPF account mumber in the LPC

tor the transleres division.

Far investmen! [rom GPE, lollow pro-
cedure laid down in the ‘manual on
investiments and borrowings.’.

19:

At the end of
{hue
accounting
period

As and when

As per
Al o
irpeeslment
and
borrewing

FORM TITLE FORM MO
Remster of Miscellanenus

sancticns : CLE-37
Docket voicher CE35
Last pay certificate (LPC) PA-ll

{38 )
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17 Employees contribution to EPF and ESI

Responsible

Action

Timing

Fatablishnment
section project
acconmtbing cell

gt
Divisional
accountanl

Prepare emploveswise details of EPF
deductions Irom the pay bill of
W.C . Estt, and be seqregated workwise,

Prepare emploveewise details of ESI
deductions from the pay bill seqre
gated workwise from the ESI register
{memorandum record) of emplovees
remilation 32 maintained in accord
ance with the Acl.

Enter the employees contributiom 1o
EPF and E5I in the refevanl registers
as  requred under the Factories Act

and EPFAES] Act.

Prepare consalidate workwise abstract
of the EPF and ESI deductions segre-
nated sub-divisionwise,

Frepare cash/bank payment vouchers
separately tor EPI and ESE deductions
aeed board's contribution.

Forward the cash/bank paymenl
wirichers duly supporled b il stale
ment of EPF and ESl deductions/
board s coniribution to the Supdt. di
visitmal accountant.

Receive the cashs/bank payment
volcher, Serutinise the voucher and
sign in loken ol checking.

Get the cash/bank payments vouch-
wrs duly approved by the ™ EN/AQ and
torward to cash section,

{ 29 3

Beginning of
next month

cley

Sarmne day

Immediately

i

oy

S day

Immediatelsy

o




Hesprmsible

Action

Tirning

Casliier sub-
ilivisian

i :::l!-l st

Estahlishment

sachion,/ Ac/s.
spctionaproecl

Accormtng celt

9, Deposit the dmount into L bank sugp
ported by the ESE Challan s spaci
fied in the cash and bank manual.

10, Deposit the EPF deductions Amcunl
supported by the EPF challan in L
EPT Commissioner accounl as sprecl
fed in the cash and bank mannal,

1l. Heceive anminl staterment e[ condrib-
tions in respect of each empHoyes
from the FPT Commissioner.

12, Parward the same to the 50 con
corned for distribulion o the: e
[l

Satne tl.u_.,r

— bty —

Aamually

As and when

FORM TITLE FORM NO.

EPT and LSl records As per the
Factories
5] act

Cash/hank pavinent voucher CEB-3

{ a0 )

B




18 Other personnel payments—Bonus

Responsible

Aution

Tirming

Div. Actt/SAS
SupdtSupdl/
Bill elr.

Drawing and
distursing
officer

Cihsh section

RBeceive order from [1O as regards
bonus percentage which should be
applied for the vear.

On receipt of bonus claim from the
emplovees, apply bonus percentage to
eligible employvees earnings as per their
SB/SH and compute the bomss amount
Apply statulory porms & determine
bonus payable 1o each employes,

Enter in the bonus reaister (BR) and
make an entry in the SB/SRE af the
eligible employea,

Ensure that all calculations are corract
and prepare a cash/bank payment
voucher (CPV/BPV) as the case may
be lor the amount of bonus pavable.

Scrutinise and Sign the CPV/BPV,
SB/SR & BR. Send CPV/BFV to the
DO for approval.

On receipl of C/BPVY Scrulinise and
approve. Send back to Divisional /SAS
Accountant.

Receive CPV/BPV and follow proce

dure tor cash/cheque pavimenls oot

lined in the manmul an cash and bank
deeomting '

I case bonus is to be paid to the em-
plovees by direct transfer into their

[y

As 8 when/
as stipufated
in the Bonus
Al

Same day

Irmediatehy

Within 2
days

Imumediately

Mext day/day
as stipulated
in“the Act/
a5 stipubated
by the Board
for payment

—do—

h MRS |




Responsible Action Tirming
bank accounts, follow the procedure
[ar cheque pavments oatlined in the
'manual on cash and hank accourting,

9. Provision for bonus <hall be made by March every
the accounting Units in the month of |year
Miirch every vear by debit 1o accournt
cnde 75.510/75.520 per conira
credit to account code 44.320. Bo
nue when paid shall be charged Lo ac
count code 14,320,

FORM TITLE FORM NO,

Bonus register (BR) Existng

Cash/bank payment

voucher (CPV/BPV) CRB—3

Saervice book (3B Pa—06HA

Service record (SR PAa—06

)

N



19 Other personnel payments—overtime

Responsitle

Arction

Tirmirg

SO Officer
incharge

JESSS0

sSDC
ETITTIEET

incharoe

Head clerk

=

el

£+ XEN/RE.

lssue olfice order direcling the em
plovees to workl over lime on advice
from the junicr engineer/sub-station
el licer (JE/S50) or any olther author
ised officer.

Prepare the overlime authorisalion
slip {OAS) giving emploves number,
name, nature of work and estimated
overtime and get it approved from the
offices incharge not below the rank of
SDO/AE,

Prepare duty roster for emplovees giv
ing indication of overtime worked by
employess concerned.

Enter details of actual owvertime

worked together with ressons in the

OAS and overtime bill.

Forward the duty roster, OAS and
overtime roll to the SDO for approval.

Check whether overlima calculated in
overtime roll and QAS from the duly
roster is in accordance with instrue-
tions issued by the board.

Approve the overtime roll and QOAS
and gel it sanctioned from th%l}(l—'.ﬂ-

Receive and examine the overtime roll
and QAL issue office order sanction:
ing the overtime calculaled as per
overtime roll with the approval of

{43 )

As and when

Immedintely

As arnd when

Immediatehy

Same day

Same day

Within 2
dlas

el




Responsible Action Timing

SDC/Clerk 9 Enter in overtime register and prepate Charterly
concerned clatm in accordance with the sanction.
Send il to the X EN/AD in case of
project.

Divisicnal 10. On receipt, examine with reference to within 3 days
affice/project the rules and regulations for payment
accoinling af overtime. Enter in the overlime
cell- register.

11. Pass the claim for overtime and recard |=do—
= the pass order in the overtime regis
tet, Prepare CPV/BPV and qet it ap
proved from the drawing anel disburs-
g mIf%etprggl.th;'Am- Forward it to
the cash seclicn.

Cash section | 12. Make cashy/bank payments as pear cash |Within 3
and bank manual, days

FORM TITLE FORM NO.

Cheertime athorisation
shija (OS] PA—13

Duty roster for employee Exisling
Owverthne rofl Existing
Ouertinie reasier Faisting

CPV. B8PV CEB--3




20 Payments of reimbursement of medical eXpenses

Action

Timing

Responsible
Cfice Lo 1.
which
employves is
aultae led

2.

3.

4.
Competent B
Authority

i,
Establisbunen) |7
Sect. A S
et
LN

Receive reimbursement claims in the
docket voucher form (DV) Irom the
employee, The docket voucher form
should be accompanied by the follow
ing documents

(1) Prescription slip and essentiality
certificale from the doctar of dis
ease/illness of the emplovee or any
of his dependants and 1o effect thal
the medicines and tests are essen
tially for the purpose of diacnosis
frediment.

(2} Bills for medicines purchiased, diag
ngsis and other medical treatment.

Forward the DV together with doeu-
ments to the competent authority.

Check each item in the voucher for its
admissibility ssued by the Board from
time lo-time. Reject items which  are
nel admissibile,

Ensire that medical claims have beny
miade within stipnlated time period and
that everything is in orders.

Approve the docket vonicher form and
arcord sanction on the saimne. Keeps
record of all claims approved.

Forward the approwved DV toce bver with
stpports to the establishment /accoun|
SeClics,

Manaain medical reimbnirseiietts T
sher. This reaister will give

{ i5°)

As and when

Same day

imediately

dex-

Saine day

As andd when

L




Responisible

Action

Thming

Casly section

(1) Employee wise details including
names of the employee’s depend-
anls.

() The amounts reimbursed to the
employee during the various
meanths,

4. Receive the approved DV together with
inderlying documents [rom the compe
tent authority. Examine the details with
reference to the rules/remlstions issued
by the board lor reimbursements of
medical expenses.

9. Enter the sanctioned medical claim
against each emplovee in the medical
reimbursement register (MBR). In case
the claim pertains to the medical treat-
ment of emploves's dependants refer to
the employee's details revealed in the
MER and ensure that the dependanls
name appears in the MRRE. Prepare
cash payment voucher and get it ap
proved from the competent authority.

10. Forward il to the cash section for pay-
- mvent.

11. Receive approved CPV/BPV sanc-

Same day

Same day

drr—

As and when

lioned for medical rennbursement and | employee
mike payment as per cash and bank |claims
marneal. reimbnrseroent

FORM TITLE FORM MO,

Dockel voncher form (DVE) CREE-33

Mechical reimbursemen! register

{MRER} Faxasting

Cash./bank payment voucher CHeB-3

{ 46 }

e ik




21 Loans and advances to employees

Responsible

Seticn”

Tirming

Estalilishment
sections
Tl
accounting
cell

Cash section

Establishment/
acconnls
section
progect
o finieg

cell

a,

0.

Receive office ocrder sanctioning loan/
advance from the competent author-
ity. Enter in the loans and adwances
register under the daled initials of
Supalt, divisional /SAS accountant.

On receipt of release order from the
compelenl authority and dockel
visicher (DV) from the employee pre
pare a C/BPV. Give a nole on the
payrall ledger amd enter in SB/SR
{Farm of loans and advances account).
Gel it approved from the drawing and
disbursina officer (DDO).

Forward the same (o the cash section.

Receive C/BPV and follow steps fer
cash/cheque payments cullined in the
cash and bank manual.

Record in the individual employes’s
[obin in the relevant loans and ad-
vances ledger maintained loan cat-
egory-wise and the loans and advwnces
patd. Give cross reference on the DV
trom the cash/bank payments book.

Ensure that recovery is made regu-
larly. Post from payroll ledger the de-
ductians made through repayment of
forans and advances in the relevant
loans and advances ledger and 'Form
aof loan account” in the SB/SKE.

I sase the loans and advances are
interest bearing. Caleculate the inter-
2sl in the order sanctions loan/Ad-

{47 )

As and when

same day

— de—

Asin cash
and bank
maknzl

Within 3 day

Within 3
days of
preparalion
of pay bill

Al the end of
the year

SR




—

Responsibie

Mebion

Timing

¥
vance and niles framed by the board

fron tine lo lme. Prepare a jourt

1al

veicher: debiting interest an statf loans

and advances and crediting incor

TLe

aceraed and duesmot due on loans and
advances to stafl. See accounting en-
tey civen at Sr. No. 13 af subject code.

B2
FORM TITLE FORM NO.
Loan & advances leduer
Docket voucher form CE—33
4 458 }

N




Employves

Oiffice

Estt. Accountss
Sec, Project
Accoumting Cell

[ lash and
brank section

Estl, Mecounts
Sec, Project
Arccounting Cell

2. Prepare docket voucher form in dupli
cate for claiming unpaid salary and sub
it to the office where he is working,

3 Receive docket voucher and forward
it to the establishmen! account sec:
tion/prokcet accounting cell/cash and
bhank section.

4. Enter details of docket voucher in the
vnpicd salaries register. Prepare CPV/
BPV and submit ta DDO for approval
alomgwith unpaid salaries/wages register.

5. Forward approved CPV/BPY to the
cash and bank section,

. Proceed to make paymenl of unpaid
salaries as prescribed in the cash and
bank manual.

7. Periochically review the unpaid salaries
reqgister 1o determing salaries remain-
ing unpaid for 36 months.

8. Prepare a jounal voucher (JV) to trans-
fer salaries remaining unpaid [or 36
months from unpaid salaries account to
miscellaneous income account.

s ™
22 Accounting of unpaid salary/wages and its disbursement
Respensitle Action Timing
Estt. /AdesSec, | 1. Work out details of unpaid salaries/ |3 days after last
Project A/cin Wages for the month from pay bills/ |[day specified
call cash an acquittance rolls and enter in the un- [for pewment of
hank secticn piatcl salaries/wages register. salaras

As and when

Same day

Immediately

Same day

Same day

As and when

FORM TITLE
Unpaid Salaries Register (USR)
Docket Voucher form (DVF)
Journal Vousher (JV)

FORM NO.
Existing
Existing
As in manual

on final accounts

Cash payment /bank
pavrnent voucher

[ 49 )

C&B—3

S




23 ®ther personnel payments—arrears of salary

Responstble

Articn

Timing

Dealing clerk
in Establish-
ment section/
acecounls sec./
project accg-
unting cell

ldentify the emplovee categories for
whon arrears are to be drawm/paid for:

(1) Late sanction of increment
(2) Leave
(3} Salary revision etc.

Compute arrears of salary in the
"arrear payroll ledaer” giving reference
to the original payroll ledger. This will
show the following .

(1) Hevised amdount payahle to the
employee for reasons given in 1
abowve showing computation under
einch head of 'gross earnings’ and
‘deductions

(2} Amount already paid 1o the em-
plovee as per payroll ledger.

(3) Difference betwean (1) and (2]
above against each employes un
der different heads of earnings anud
deductions.

Give a note drawing of arrears of sial-
ary in the original payroll ledger to
avoid duplicate payment. The nole
should be signed by the Supdl. Diw-
sional /Accounts SAS accoumtant./su-
petintendenl.

Prepare cash/bank payment poucher
and get it approved the competent au-
thority. Forward it to cash section.

et -y

As and when

-,

Immediatehy

Same day

U R




Responsible Action

Timing

ment of normal pay bills

5. Follow the procedure outlined for pay-

FORM TITLL
Arrear payroll ledger
Payrall ledoer

Cashy/bank payment voucher

FORM NO,
PA-D1-A
PA-O1

ChkB 3

{ 51 }




24 Other personnel payvments—workman's retrenchment
compensations and encashment of earned leave

Responsible

Selion

Timing

k-

="
XEN

S0

Accourls
section, divn./
project acoo
unting «ell

{iive notice to the employees for the
period as may be required in accord
ance with the lerms stated in his ap-
pointment letter/standing orders
framed under. Industrial Employmenl
tstanding order) Act, 1946,

Prepare claim for retrenchment com
pensation in accordance with provi-
sions of the lndustrial Dispute Act.

Prepare claim for payment of gratu-
1y as per provision of the Acl.

Prepare claim for earned leave as un
der the provisions of the Faclories
Act, where applicable. In case of leave
encashment, record the same in the
‘Form of leawve account’ in the service
book (SB.

Record particulars of claims in respect
ol retrenchment compensaticn, gra
tuity and leave in the SB.

Forward the claims as {2), {3} and {4}
lo e KEN, divisional office/project
accounting cell for approval.

Receive the claims. Scrulinise the
same and record particulars/details of
the claims in the 'register of wages o
wirk charged/daily labour employees.

Pass the claims. Make an eniry in the
SH. Prepare CPV/BPVY and get it ap
proved (rom the DDO, Semd claims

{ 52 )

M ] when

Irnmediately

Same day

Mext day

Same day

do

| el




Responsible

Action

Thming

Cash section

tegether with CPV/BPV Lo the cash
secijon.

9. Receive claims and proceed to make
ciash payments ns outlined in the
'manual on cash and bank aceo miting’.

As aned when

FORM TITLE FORM NO,
Appoiniment letter (Al) Existing
Claim for retrenchment

compensation Exislting
Claim for gratuity payment Existing
Claimn lor earned leave Existing
service Book (SB) PA-06 A

Register of wages to work
charyed/ daily labour emplovees PA—03

Cash payment/bank payment
voucher (CPVARPV) CEB—-3

{ 52

i T




25 Other personnel payments-workman's accident/death

compensation

Responsibile

Actiom

Tirming

5
XEN

S0

H. Clerk

sDO

Legal heir/
nominea

1. Write to the employee/legal repre-
senlalive/nomineeJegal heir regard-
ing filing of accident/death compen:
sation claims for the period as may
be required in accordance with provi
sionis of Faclories Act/Workmen com
pensation @ct.

2. Prepare claim for accident//desth
compensation in Lhe prescribed form
with necessary supports on the basis
of claims filed by the claimant.

3, Forward claims together with under-
Wing supports to the competent au-
thority.

4, Examine the claims. Prepare CPV/
BPV and oet il approved from the
competent anthority.

Forward claims in respect of ex gratia
payinent to the legal heir.

(]

f. Return all other approved claims to
the S0,

7. Scrutinise the approved claims and
forward it to the insurance company.

B. Receive claim of ex-gratia pavinent to-
gether with relevanl papers and initi
ate suitable action for recovery of claims
{rinn Lhe compensalion commissioner.

9. Record claim in the service boek (SB/
SR)

As ancd when

Within 3
days

Mext day

Same day

As and when
Same day
tly—

clea—

Same day

FORM TITLE
Claim for insurance accident/
death compensalion

Service book (5B)

Hegister of wages of work
charaed Adaily labour employess PA-—-03
{ 54 }

FORM M.

Existing
PA—00 A

j e




26 Other personnel pavments-pension and gratuity

Responsibile Aclion Timing
Employees Class 111 & IV
H/Clerk 1. Rewew the service books (SB) of em |In the month
plovees. Make a hst of emplovees re- |of December
tiring within & vear.
Establishment |2. Forward the 3B's together with the list [Ist week of

section at for andit to the establishment and au- [January
HO accounts dit section (EAD) section at the head
section il afHce/project accounting cell al
waork location - privect location.
NS Hupdt. 3. Serulinise entries in the SB's and en |nmediately
vl sure that these are in order. Ensure
accountant that the list of emplovees retiring
within a vear is in agreement with the
SHs aned record the scruting cerlificate
sioned by the Divl. Supdt. {Accounts).
Estt. and audit [4.  Scrutinise, the SB's and forward the [Within 20
section 10O/ audited SB's to the establisliment sec- [days
prodect tions
accounting
cell
Emploves . Fill in the necessary particulars res |[Within time
quired for claiming pension and for |period
ward pension papers to the establish- |prescribed ing
menl Saccounts seclion. the board
Establishment |6 Receive pension papers and fill in rel- [As and when
section,/ evant data NeCessnry for pProcessing of
HECoUTl S PEnsIon papers.
section
7. Torward pension papers together with [Immediately
=B ta the pension section at the head
ioifice.
e

T




—

Respunsible

Puction

Timing

Compelent
avthonty in

QTSI SEc.
at head office

CAOQ, pension
audil section

Accounts
section of
D0

10:

11.

12

13.

14.

1]
Serutinise penston papers and accord
canction for pension payment after
settling discrepancies 1l any.

Forward pension papers o the CAO
[pension audit section (PAS).

Check the pension papers. [ssue pen
sion payment order (PPO), gratutty
payimenl order (GPO), family pension
payment order (FFPOL cumulative
value of PPO as the case may be.

Send copies of the PPO, GFO ant
EPPO) to the drowing and disbursing
olficer, retiring employee/legal heir/
FLesning e,

Record entries of pensiotl sanctioned
in the pension payment register and
SH aiving due reference ta the order
rumber and date. Get these entries
altested from the DDO.

File PPO. GPOQ, FPPO etc, in the per-
sonal file of the retiring employee.

Recweive pensioners portion of the
PPO. GPO, FPPO elc. Prepare rash
payinent voucher {CPV)/bank pay
ment woucher (BPV). On receipl of
claims from pensioner, enter in the
pension paymenl regisier. andd get 1
approved from the DO,

Forward the approved CPV/BPV 1o

the cash seclion for payment.

R

Mext day

Same ray

Within 3 days
al receipt ol
NS0T
papere

Sarne day

tlo—

Immediately

As and when

hmsnedialely

Sl



Responsible

Action

Timing

Cash seclion

ParA Section

at head offices
project Acco-
umking il

Emplovee =

Secreliary
[services) at
11.0.

Fay and
ACCOUNts
seclion

Pension audit
section [Pas)

at 11O,

Drawing and
tisbursing
officer

16.

L.

15.

19.

210

i

L

Receive CPV/BPY ditly authorised by
Lhe DDO tor payment and proceed to
imnake piayment by cheque as outline/
in the 'manual on cash and banle

Employees Class 11 & 1

RHeview the SR for gazetted officers
emich make a list of employess retiring
within a year.

Fill in necessary particulars reguired
for claiming pension and forward the
pension papers to the secretary (serv-
ice). al the H.(.

Receive pension papers and fill in rel
evanl data necessary for processing of
pension papers and obtaining necessary
sanction from competent autharity.

Forward pension papers sanction to
the pay and accounts section
alongwith sanction.

sorutinise pension papers. prepare
history sheet and forward all the pa
pers to pension audit section.

Carry oul steps (10} to (12) as out
lined abowve.

3. Carry out steps (13) 1o (15) as out-

el abose

{ 57 )

Mg aned when
emploves
claims
[PETLSLT

In the month
ol December

Within tienee
period pres-
cribed by the
Aclirules
framed by
the board

Ao ane when

Immediately

Mext day

Sarmne oy

AR




-
Responsible

Action

Tirning

Cash seclion

24 . Carry oul skeps I:'Il 6] as outlined above.

FORM TITLE FORM NG,

Service Book (5B)
Pension payvment Order (PPO)
Gratuity payment order (GPO)

Family pension payment order
{(FPPO)

Pension pavment reaister (PPR)

Cash payment/bank payment
woueher !_{?P."-.-r-"EPV:I

Serdice record (SR

[: 55 )

Pa-O6-A
Existing

Lxisting

Existing

PA-03

CheB-3

Fi-Oi

Sy g




27 Other personnel payments-encashment of earned leave

Responsible

Action

Timing

Establishirnent
section

Competent
authorily

Establishment,”
pay ard
aecounts,
sertion

Receive applicalion {or encashment of
warned leave from the employee.

Confirm the following -

(1) Eligibility of the emploves is Lerms
ol the board's rules and with rel-
erance 1o the form of leave ac-
coint” in the service book (SB)S
service record {SR).

(2} Amount that the employee is enti-

e te encash for earnad leave as

stated in the application is as per

the leave records.

o

Record admissibility certificate o the
application and forward it to the com-
prelenl authority for sanction of the
etcastunent,

Receive application from the establish-
ment section and issue sanction order
encashment of earmed leave. Forward
i copy of the sanction order to the es-
tablistimenl /pay and account section.

Receive the sanction order from the
competent authority and make entries
i the SB/SR giving reference to the
aal H.:H[}['I ‘I"II'{iE]'.

Campule revised balances ol earned
leave and updale the Torm of leave
accouml” in the SB/SR.

Receive claim from the employee in
the DV form and scrutinise with ref-

{ 59 X

As and when

Same day

Immediately

As and wihen

As ane when

Immedialely

As and when

| Sl




——

Responsibie

Action Timing

Competen
authoriby

Casli seclion

erence lo the sanction order and the
SB/SK. Also make note in the pay
roll ledger.

], Prepore cash/bank payment voucher | Same day
CPV/BPV and [orward it along with
the DV form to the competent author-
1y

9, Approve CPV/BPY and send it to the |- do—
cash saection.

10. Receive approved CPV/RPV and | As and when
mmake payment as per cash payment
procedhire/cheque payment procedure

ortlnred in the manual on cash and
biank.'

FORM TITLE FORM NO,

Application for encashment of
earned leave Form of

leave Account PA- 15 Lxisting
Service book (SB) Pa-06-A
Service record [SR) PA 00 Exishing
sanciion order Existing

Cash payment {CPV) bank
payment voucher {BPV CEB-3

{ 60 } -,

e




28 Oither personnel payments-leave travel concession (LTC)

Responsible

Ao

Tarming

Finployea

Office
Incharge

Estt. section;,
Afes saction)
prroject acco-
unting cell

ash section

1. sSubnnit claim under PSEBR T.4. Regu
lation on the T.4. Bill form to the ot-
fice incharge.

2 Serutinise and forward Lhe claim to the
BIEIEN

3. Receive, scrutinise and record pass
arder and enter i the SB/SE.

4. Prepare cash/bank payment voucher
(CPV/BPVY). Get it approved trom the
connpeient authority,

Forward the approved CPV/BFV 1o
i cash section for paymenl.

£n

6. Receive the CPV/BPV duly approved
and follow the cash payment/chegue
payment procedures cutlines in the
mannial on cash and bank',

As and when

Within £

el

Imrnecliately

Same day

dlo—

A and when

FORM ITILE FORM NO.,
Cash payment vouchier fank

pavinent voucher (CPV/BPV) CEB 3
T.A. Bill form PA09




29 Time barred claims & payments thereof

Responsible

Aclion

Timing

D.D.O

Follow the procedure as laid down for
drawing salaries, arrear claims ete. as
laiel down in the subject code 11, 12
.

Make the paymenl to the claimant as
per procedure Jaid down in the Cash
and Bank manual,

Eellow the instruct: :ns given:below for
liguidation of arrear claim aof Board
emplovesas.

(1) Arrear claims relating to pay b
allowances upto Rs.250/- which
are over one year old but nol more
than 5 vears old can be paid by
the disbursing officer withoul any
sanclion to the investigation/ pay
ment authority from the Chief Ac
counts Officer.

{2} Claims over Rs.250/- which are
over one vear old bl not more
than 1% vears old can be paid only
after geting the bill pre audited
from CAQ {EADL

(3) Claims which cannot be paid by
the disbursing officer under items
(1) or (M) above would be preaudited
by the Chief Accounts officeronly
after sanction 1o the Investiaalicn
ol time barred claims has been
conveyed to him.

(4) Appointing authorities have been
empowered to accord sanchion to

{ 62 )

As and when

—




Responsible

Action

Tumng

the investigation ol the claims over
the one vear ol but not more than
6 years old. Similarly, Chiet Enus
neers have been authorized to
sanction investigation of all claims
over G years old and such cases
newsd not to be relerred to Board,

(5) Claims over & years il which are
_ sanctioned by the Chiet Engineers

an welhoe basis due to limited pe-
riod of preservation of record of
audit oflice need nat be senl 1o
Chief Accounts Officer lor pre-
asclit.

16) Since pay Roll ledger wera intro-

duced with effect from 1.3.6% and
these are not sent 1o CAO's office,
separate bills should be prepared
for the claims relating lo pre-
ledger period and ledger period
and sent to the compsetent author
ity for sanction where ngcessary.
The sancltioning autharity should,
while conveving sanction send the
bill relating to pre-ledger period to
the CAC/AQ, Pre-audit office as
Lhe case may be and return the ll
relating 1o ledger period and cases
covered by tem V above to.the
cdhisbursing officers for payment.

{71 The right of a Board employee to

travelling allowance including Daly
Allowance is forfeited or desmed
ty Have been relinguished il the
claim for it s not preterred within
ome year from the date on which
it becomes due.

{ £3 )

|



Responsible

Action

Tirninag

(2 Claims  on "Account ol re
imbursement of medical charges
will become time barred after the
neriod prescribed in Punjab Medi
cal altendance mles 194 and in
timpation issued therewcder by the
Board.

[9) A claim presented lor payment
within 6 months or mare aller the
dlate af pre-audit by CAQ will again
reguire pre-audit by CACL

(L0} (a) In case of TA the period of
tirne barred is reckoned from
(lie date of return to head-
guarters or from the first of
the following month it the
tour continues over that date
or from the date ol sanction
of journey beyond sphere of

duty,

b) In case of leave salary period
will be reckoned from the
date of sanction of leave.

ie) ln case of increments from
the date of sanction ol incre-
[rent,

(dy In case of revision ol pay/
sanction  accorded with
restropective affect {from
hack date) the time limit will
be caleulated from the diatle
al sanction and not {rom the
date from which the sanction
takes effect.

[ &4 }

TRt




30 Period and activities

Responsible Action® Timing
Accounting 1, At the end of each period, account for |Closing of
saction al interest accrued on leans and ad- |accowts
ALl festabilish VHTICES.
ment section
al-H.C),

2. Enler detailsinto the interest column | —do—
in the loans and advances detail
ledoer.
Estt. clerk in- |3. Prepare a journal voucher. Forward |—do—
the ALLL to Accounts clerk for incorporation
the relevant accounting entry.
A & R section |4. Prepare journal voucher (JV) to pro- |[—do—
at H.a. vitle [or the liability on account of
pension and gratuity on the basis ap-
proved by the Board.
Establishment |5. Prepare an estimate of expenses to be [—do—
section at incurred on account of various statf
accounting refated cost and prepare a journal
wrsits voricher [JV) to pass the relevant ac-
eounting entry which is to be reversed
at the beginning of the subsequent
vear,
FORM TITLE FORM NO.
Loans and advances ledger Exisling
dosurnal voucher (V) Comp-]
~ { 65 )




employees

. 31 Travelling allowance claims & payments thereof to regular

Responsible

Action

Timing

Employes

Controlling
officer

HAcoounting
secliondoell

Accountant

DD

H. . ACashier

]

Claim travelling allowance at the rate
and for the journevs as admissible un
der MSR Vol. Ill (TA Requlations) on
form PA-09 TA Bill.

Submit TA Bill to controlling officer.

Scrutinize the TA bill with reference to
the provision of TA Regulations, verify
and approve the journeys and pass'on
the verified TA bill to the DDO.

Check the admissibility of the claim aned
make entry of the TA bill in the TA
check Register and add C/BPV and put
up oy the Accountant.

Receive, scrutinize and sign pass order,

C/BPV and TA check register. Put up,

te D.D.O.

Scrutinize the TA bill and sign pass or-
der, C/BPV and TA check and return
it to the Accounting Section/Ceil.

Make payinent as per instructions laid
down in the Cash and bank Manual at
the intervals fixed by the D.D.O.

The payment of T.A. 1o Workeharged
emplovees will be regulated as per in-
structions issued on the subject from
time to time. The work charge employ-
ees will also claim T.A. on the performa
PA-09 and their claim would be checked
passed by the various officers accord-
ing to above procedure.

Following
morth

Within twa
days

Within three
dlays

Within two
clays

Same day

Period fixed
by D.D.O

FORM TITLE

T.A. Bill Form

T.A. Check Register-
CPV/BPV.

FORM NO
PA-O9
PA-10
C&B 3

$i55 3
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Accounting Entries




LA

32 Actuunlingﬁ

EVENTS

SOURCE »

GLENERAL LEDGER

DOCUMENT

Ly

Cr.

i

."'u.':l::-;.r'.m:hl.u for
individual pavbills
of emplovees

vees, Payhills
for work charg
edcasual
emplovess,

Paybill for non-| 75.1 -
nazélled emplo-| salaries

5.3
Deamess
allowance

Firet o
Hher
Allowances

44 402 : Employvees
contribution o PE

44.403 - Emplovees
contribulion to FIPE

444,404 .
Board's contribution
e PF & FPs

Ad. 406 .
Emplovess
conlribution to ES]

44 407 . Board's
cantribution to ES[

44 401 . income-tay
deducted at source

44 408 - Posial
insurance

44409 4 Life
Insurance Corporation

44 419 . ather
miscellaneous
recoveries

02,901 : Rental for
staff quarters

AT iy e
Loan control account

37.120 GPF

28 407 .
Amount recoverablo
from emplovess

44 310 . Met salary
ravable account




l" z
"Entries

SUBSIDIARY RECORDS

ke,

Cr:

REMARKS

Over time bill ragister

Linplovees provident
mnd records GPF
aind EPF records

Emplovers ESl
record

Loans and advances
rieg|ster

Halaries and all other emplo yees
costs will be booked emploves
CAleqory-wise.

Loan recoveries will be credited
1o the specific loan accound.




SOURCE

GENERAL LEDGER

EVENTS
DOCUMENT Dr. Cr.
Accounting for Journal 75.810 : a4 404 -
Board' contriby- voucher Terminal Board's contribution
tion towards benefits [PF} |toward's PF
terminal benefits Board's
contribution
Transfer of credit  |Inter-unit 5T 120 - 37.000 :
balances in GPF transfer G.P.F. Inter unit accounts
accounts by acco-  |advice blank code
untings units to
H.Cx
Head office accoun- |Inter-unit 36 - 57120
ting for credit bala- transfer Inter Unit Emplovees contribu
nces in GPF acco- |advice accounts-per- | tlon o GPF
unts transfered by sonnel (conc-
other accounting.’ erned ACCOU-
Units. nling units)
Accounling for Pay hill 44.310 : 44,210 -
unpaid salany Met salary Unpaid salaries
pavable account
account
Accounting for |{Cash/bank 44 3110 - 24.4 .
payments made on |[payment Mel salarv Dibursement bank
account of salaries |[voucher pavable ° |account
acconnt
44210 ¢ 24,110
LUnpaid Cash in hand
salarigs
aceount
Accounting for {Bank payment | 44.402 . 24.4
payments made on |[voucher Emplovee Dibursement bank
account of staff contribution  |account
deductions to PF
44403 -
Emploves
contribution
b EFF
dd gk -
Board's cont-
ribution to PT
{ 70 )

it 4




SUBSIDIARY RECORDS

Dr.

Cr.

REMARKS

Unpaid salaries
teqgisier

LFF Register

Unpaid salaries

Tegister




EVENTS

SOURCE
DOCUMENT

GENERAL LEDGER

Dir.

.,

8.  Accounting lor staff
ralated expanses

9. Acocunting tor
prowvisin for gra-tuty
and pension at H

10, Accounting bor year
end banus
Provisicons

11. Provision for inte-
rest on staff loans at
yvear end

11-A When lnterest actl-
ally becomes dus

Jonrnal
woncher

Journal
voucher

Journal
voucher

JA

TooalY -
Medical
CRPENSES e
imbursegnent
accound

75:617 -
Earned leave
encashment

Th. 629
Paymenl
under work:
fmen's Compe
ensalion Act.

75.7 1
Stall welfare
EAPENEES

ThH 840 .
Terminal
erietils
{Gramwity)
PeEnEiOn

Terninal ben-
efits (pension)

o500 4
Bonus
(Relevant
Accounts
code]

28,360 .
Incame accu
red and duss
ral due loans
aitd advances
to stafl

A 00 1 5
Laan control
account

~

24110 ¢
Cash in hand

44110

44120 -

4. 320
Bonus pavable

B2 210 -

& advances

28.360 :

duesnol dus

Prowision for gratulty

Provision for pension

Interest on statf loans

Income ol current and

e

y ARl



SLUBSIRDIARY RECORDS

ke,

Ct

REMARRS

Gratuily regisler

Bonus register

Loans/adwmnces
regisier

Lioans/advwances
register

R




GENERAL LEDGER

EVENTS SOURCE
DOCUMENT Dr. Tx
12, Accounting foar Inter wnit 26 : Inter unit {27, 1727 .2 :
loans & advances (transfer advice | accounts Loan control
on  tran-sfer of personnel account
employees by (AL
trapsfercr locatin
[oiter unit a7.1/27.2 . |37.000
13. Accounting lor loans |transter advice Loan control |Blank Code
% advances on aceont
transfer of  em-
]['aluyues by trans-
eree location on
receipt of IUT Bill
14. Accountiing for [lmprest  cashl 24.210 28 110 ¢«
permanent mprest account/cash |Permanent Cash in hand
and bemperary [receipl/cash imprest wit
acanceEs. payment Vouc- | stail
her CCR book)
cash payiment
book
24,220 1
Temporary
imprest with
siall
15, Acocunting for ex- Relevant 24130 5
penses out  © EXpensas Cash in hand
permanent Imprest. head
16. Accounting tor ex- o4 110 Cash [ 24.220 :
penses out of tem- il hand | Temporany
porary advances [refund) imprest with statl
Relevant Zd-1718::
aNpPLNSEs Cash in hand
bead (paymeit)
17. Prowvislom [or pen- T7H.860 44,110 -
sion H oratulty Pensionany 44,130 1
chargas Gratuity and pension
18 O aclual pay-ment g4 110 4 29110
to pensioners 44.120 . Cash in hand
Gratuity and
penslon
¥ J ey




SUBSIDIARY RECORDS

D, Cr.

REMARKS

Loans advances ledger

ermanant  linprest
edger

Permanent impresi
leclaer

. | Temporary advance
ledger

Pension ledger to be
maintained in H

Eniries will be made in the
individual emploves folio in the
permanent imprest ledger/
temporary advance register.
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i 4
FORM PA—GZ
Acquittance Roll
{For Pay Allowances of Regular Estl.)
Mame Cfflce Section . Voeher Mo,
Maonth 19 Date Y e
Sr. | Mams & Designation | GFF Afc | Deducticn of Amnount Sign.
M, Mo 61 Received | of Payes
Bs. P
{ P ;




Register of wages to work-charged/

Mame of work or account

Sanction estimate Mo,

Authorily for employment

Sanchoned Maewmt

Sr. | Mane &
e | Deesla

nation

I

Hate ol pav

Particulars ol |

Eather's |ason 1.4.19 ~ Aprl

Tame

Mawy

ale of Eu.nf_r_ﬂrant
ncrerrent [ays H:-._I- F

Mool
[havs

Sureount

s [P |

TOTAL

Rill passed for : Rs.
Rupees in words
Passed by [AS585
¢ REM S A0
Amount paid
Rupees in words

wocher Moo and date:

Tritials Divisional Supdt. (Accountsl/SAS

Unpaid Wages

B



~

FORM PA-03

Daily

labour empovees

Period of sanction :

amount dus and paid

June March Total Amount
Mo, of Arneaint Ma.of | Amount
diays Rs [P davs | Rs. | P, Rs. |P:
|
. £ g5 )




Pay Bill of work charged

Mo. of Voucher Month of payment =
Mame of Sub Division
Bill for the month of
Item Mame of Father's Full Home | Designation Ferlod
Mo, Ereuirmbent Mame Salidress
1 2 3 L] 5 &
Tetal

Tatal Amount Paid in words

i) Certified that all persons whom wages have been drawn in this bill were on
duty during the period shown against their names, each man being emploved
on the work and on duty for which the appointment was sanclioned.

i} Certified also that the wages of every person actually emploved during the
month have been claimed in this bill.

Fay (Rs. b and

Chechked and Entered
Dated Signature of Supdt. Divisional (Accounts)

- { &2 ) <
M




-,
FORM NO. Pa—04

Establishment
Division
Mame of Section_
Hate Amount Amound | Dated acknow- | Daled initials of officer
dhuse Paid ledaement of making pavment
: paves
7 8 2] 10 11
Lrated Signature of 3D0/AE
{ 81 Y /




Muster

Cash Book VYoucher Mo, e Dated .
Part |—MNominal Roll

Mame of work

Estimate Mo.
Diescription Mame & Address Father's Mams Dates
M. {Mames grouped

accarding 1o classes

Daily Total

Initials of persen making the daily attendance
Initials of iInspecting officer

BALK

Partll  *  Details of the measurement of work done by the labour employed as
per this nominal Muster Roll in cases In which the work is susceptible of

measurernent.

Disl:ri:p[iun af waok

(Fach distinet item of work, grouped by sanctioned sub hea ds where necessary]

Measuremaent taken cn

measurement Book Mo, P
Dratecd the
A, { 74 ) J




FORM MO, FA—05

Roll
Sub-Division
e RN
Total Hate Ammonnt Ncknowledge- Dated initials

menl of paves

and remarks of
paying officer
rriacle at the tims
of paymendt

Cruantity

Siotature
Rank

I the wotk bs Mot susceptible of measurement a remark to this effect should be
recorded. It declared rates mav be struck possible and shows i red ink nust
below the quastities i this colurmn.

k8% o

S




B
FORM NO. PA 06-&06-A

Service Record/Book

1. Mame L e = e S W
b Cualification
o Father's Mamse et - il
dq, Fermanent Address e e -
L. Dakk ol binth et - = R
6.  Date of first appointment inthe PSEB._ e S
7. Date of appointiment as officer_
B, Date of passing DEACE. B N
1 Date of atlaining the age -

of 55 -

al 58 =

Signature of AccountsOtficer
or other attesting ollicer




-,

r
Name of post | Whether | If offa. sub Pay in Addl. pav |Other emolu-
Lield with sta- |substantive | stantive | substantive | for offs, |ments falling

tion of posting | or offg appt. held posl under the
and tine scale term 'Pay
| & 3 q a2 6
Date of | Date of | Joining | LEAVE Authority | — Shgrealure
Asump- | relivguis- | time MNature for leave, | &5 "o 8 | ofthe
tionof | hing the |— Duration [rasting o ; & 5 | Altesting
charge charge g Form To| traosfes 2 28 | Officer
Ed E efc. ?_.E E\- *
- b EEEZ
& o E WE
k) g g
ETLE
W 580
Mo, Date} &= 2
i A 9 It 11 12 14
a - R -
e { &7 ) »




Mame of the afficer

Form of
To be governed by P.5EB. Leave Requlations

Date of commencement

Father's Mame

Earned Leave Half pay leawe on
Dty s Leawve taken Leng. of Service | Credit of
w 2 E lease
| e o [+ i -
| b= = . [
E = g B -
| = EE - 58 =
' w |8 |25 wl|l BEO af g8 |9
I = | B 5™ =l == H & ¥
i h A = wl a g a E s o
T3 |FiE 2| 28 S5 |8 ulfm
81, 1518 |6sal gl 15 36l 8|52 kelks
2 1o 4] G [n} s & L D =
W = = |8 fIUE‘LE[— sl ol £~ |28|85s838
s Sl i L 1 & |78 o |lw(n|lE |13 [
Mate . Thes acecent of the addilional kave adimissibde 1o officers of class | and [ senvices
under provisio o para 3 of-the memorandum of 24,2, 1949 shoukld b worked
out as and when necessary and maintained in subsidiary account.
Mot.e - 2. Penods of exiraordinany kave laken should be pobed inoped mk o Col. 27 Tor
Atk
Mote - 3. The entnes in Col. 10 and 11 should indicate only the beginning and ending of
completed vears of service at the time the hall pay keave commences. Tnocase
where an Cfficer completes another wear of service whale on hall pay leave the
extra credil shoukl be shown in column 10 10 14 by making suitable additional
entrres and (hs should be taken into account when completing column 26,
Mote - 4. Where transition from one fraction to another takes place the credid at thai

stage should be rounded ofl to the nearest day .o, fraction balow half should G
ignored and that of hall or more should be reckoned as a day.

{ 88 ) <

— S




.

Leave Account
' Date of birth__
of countinuous serdice

Date of compulsory retirement

Private affairs on M.C.

= W
Lave taken & f:;_' Leavenot | 5
22 |dueonMC|E |[E | &
e =i Md. o360 5 |=_.]s
Leave on Commuted |2 & in entire | 2 en| s
private | leave on M.C, | v § Service | 2% | 571 | = w | Remarks
allairs ar |on full pay Lid. ﬁ; o G| EE
on M.C. 240 daysin. |5 B ot 1By “E.“g
eiitlie service. | 2 E =3 | @5l w
= a3 e WU ba. £
el 555 “s [ESS|E Co|Es|F2| 2%
Slo|lo| 8| 0|02 de= |2 |e |eFBSlms| BE
B EDlL ([ ([EZnlEs | | fET| = mRlinH
1 I ]
15 16| 17 18 (19 | 20 21 |2z| 23 i' 24|25 | 26 | 27 23

oL (&9 )—




R’

(Part of FORM PA—06/T6 A

Loans and Advances Account
{For leng term intersl bearing Loan/Advances)
Mote :— Mot to be used lor G.P. Fund Advances)

Mame of officer /official and designation

Father's namea Mame of accovntipg ottt
Sr. | Mature of e Principal Mo, of Deduction | Ledger folio/
MNe.| Loan/ = Aamount | instalments | of prisclpal]  Receipt Mo,
o
Advance & E for repay amoimt
S o ment of from PRI
- = loan/Ady. | or by Cash
o
1 2 & &4 5 & i
Eg|Rateof | B2 | Deduction | _ g |Location Codel signgpue of
e | Interest | 2 = of interest 5 & |of office which | acctt™en/
E,, - % s from PRL = E made the AD
== % or by cash e paymsnt ar
Ao % i 25 recovered this
8 2 == E | Adv./interest
B = 10 11 b I 13 14
\ o0 ) g




Increment Control Register

Divislon/Circle,/Head Office
Location

Follo Mo, -

"
FORM PA—0O7

Location Code
Increment Details
2 =
S w w £ o |Data | [ o |PDate o |Remarks
No.l %5 = E Zlot | |Z|of =
wFl=E & | | € |2 |incre-| € | 2 |incre-| B |8
- o 5 sl 2 |2 I3 |l= 3
L2l EE e =8| & |S|ment | B | 5(ment| 3|5
arlag =] @ ok E | = o &1
Ealas Bl elaE s |2 < | = T |2
E | E a = | 5 | B2l Re | == 32
HEldgo |98 [ el Rs| o Rsl|o
. a1 ) y
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= ~
FORM NO. PA--08

Pension Payment Register

Mame of retired R I ]
Mame of nominee entitled for iy panston._____ e ——————

Date of retirement _______— ————

Monthly Pension Rs. . —— FPOMo._

L R e Revised PPONo.___ . ———
DCR Gratuity Re - . >anchon o - T
Ex-Graliapawnent Rs______ Sanchion videorderMo. . —

Mouth | Vr.No. | Gratuity Amount | Vr.No. [Pension Amount | Tnitials | Sien. ot
Year |& Late & Date of D/ | Oticer
L —_— - Supd!. I/ Charge

Rs. o s, I_F




Mame af Officar

Punjab State Electricity Board

T.A. Check Register

FORM MO, PA-10

FPage No.

-,

Dresignation. & aE
of, Disny [Date |Date of  |Dates| Places| Purpo [Amout |Ames [Amount[Sla, of
Mo Mo, |of prepara-  |of vsited| se of |of the jnt  |passediCont
Rece- [fion of the|Jour dour [l dis-  [for relling
it Bl b the [ney ey allowed |pay-  |Dishur
traveling frment  [sing
afficer afficer
i 2 5 q 5 (] 7 a g 110 11
- 95 ) o
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Funjab Stale Electricity Board
Last Pay Certificate

a) Mame ol emploves and designation
b) Namie of office with which attached

¢l MName of Accounting Unit Location Cade
He has been pald upto as per details given balow -
Officiating Pay i Hs.

Substantive Pay @ Hs.

Special pay i R,

Deamess allowance 0 Rs.

House renl allowance i Hs.

Conwveyance allowance o Hs,

Toatal

Details of deductions/recovery.

GFF. A/C No. Amount & Rs. per manth
Heouse rent Amount & Rs. per month
Bernevolent Fund Amount & Hs, e taonth
LIC. Policy Nao. Amount & Rs. per. month
House Bullding Advance Amount & Rs. par month
Car/Scocter Advance Amount & Hs, per tnonth
He has relinqushed charge of his post on FN/AN

Details of Advance/recoveries are given on reverse.

He has been paid leave salary as undeor ;-

FPericd Rate
From To Rs.
As per CADYs pay slip no. L.
his date of increment Is in the scale of =
Signature of officer
Seal
{ 100 ) -
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FORM MO, PA-11

Details of Recoveries

1. Mame ol recovery : Total amount of Advance
MNo. of instalments Recovery i Amount recoverad Balance
2. Name of recovery Total amount of Advance
Mo, of nstalmsents Recovery @ Amount recovered Balance
3. Nature of recovery
Months M s LIRS [1C GPF Incoome Lax Remarks
salary dledurtions
Rz P Es. P.. Es F. Rs F.
Aprnl 19
May 19
dume - 1%
duly ™ 19
Auog. 19
oepk.. 19
e R
MNov. 19
Dec. 19
Jan. 19
Feb. 19
March 19
Sianature of officer
Issuing of LPC
The winploves has jointed on FMHAAN
an in the office of
Sign. of Officer
. { 101 } =
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FORM Pa-12
Charge Reporis'
IFor Gazetted Officers)
l = = hereby
Mame and desionation
assurme charge ol the post
on the fore after noon ol N L
date, month and vear
and I____ heraby

parne and designation

relinquish charge of the post

ol the fore aller noon ol

o LTHDEEEI.J"!'Eﬁ!PmEl‘I’r.f"EEE'tﬂnath.:-t:,-"l.l;‘medjng on leave/after availing leave as
per Secretany/C E CAQ/CA office order No,_

daled y ==
Senature. of Oilicer Signature of Officer
relinguishing Charge assuming charge

Cournder Signed

Signature
{Mext higher autlworiiy)

(1027} &
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PSEB FORM Pa-13
Overtime Authorisation Slip
{To be printed in Triplicate)
Sr.Mo. Mame of Sub. Div.
Month & Date Name of Diwv.
= Lacation Code
= Aclual Owertisne 4
5r.| Emploves Mature| Overtime Hours [Reasons | Signature
Mo.| HName & of  |Estimasted) From | To | Worked| For af 5.0.0.
Destgnation| Work | hours Certime
Copy forwarded 15 XEN/RE D
Sig. ol 5.0 AE
{1035} =
| Nk Y
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FOEM MNO.FA 13 A

Funjab State Electricity Board
Register of Overtime Wages

Mame ol Sub Diviston

*

Mame of Devision_ - P AL
=, Marme & CHiice order Matura of Periods
Mo. | Designation | Mo, & dt. of waotk and :
of Emploves | Authority ship | reasons for | Late ['*E.n. of hours lor
RS which authorised o
wark ower lime
1 2 3 4 A 2
Periods Progress of |Dated initial| Sign. of
_— o — ! work done af afficer olficer/ Retriarks
Mo, of hours | RHate of ditlng over cificial
for which | Owver Hirme
authorised to | Time per
warl over time hirs,
7 | B ) 10 11 1é

{ 104 )
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FORM NO. PA-15
LEAVE APPLICATION
(Calrmm. Ne. 110 9 to be filled by she applicant oniy)

1 Mame and designation of applicant

2. Name of oflice dnd Section

3. FPav

4. House rent aliowancs and compensatyy allowante bedsie drawn
5 Period and nature ol eave & date from which teave is pucpiriced.
6. Sundays) and other holkiays b e prefied nffived.

4. Date of relirrn from previous Jeawve and period & nature.

8. purpose of kave

9 Address while on leawe

[ate Stanature of the applicant
& Desiniation.

10, Recommendation ol the superior officer with sy anesilons for arrancernomls
eif wrork

{To be used by office anly)

Loave Sdmissiblity Cartiicate

Coptitiend BHAT ..o i e o (MNature of wave}
from i ilaus. v admissibie 1o the amploye
Period
B days earnad leave 15 admigsibie undar Reg .
| G bl vy leawe 1 admissible under PO e e
F e othiys EXivE ardinany leawe 15 ardmissinte under Req...
RO R SO . arhrissible under Hag.....

Dated Siapatue of Officer
writhy Dhesiguation -

3
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