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Merno t\o. 67 2_ I 29 / CAO / A&R/ 20
Dated: L7 /04/2lt0I4

Sub:- Accounting procedure for disbursement of salary centrally at Head Office,
prepared by the Divisional office ON-LINE (except AO/SLDC), in the salary
package developed by SE/|T, pSpCL.

PSTCL has decided for disbursement of salary cr:ntrally at Head office level,
prepared by the Dir,'isional officr: oN-LINE (except Ao/SttDC), in the salary packa6Je
developed by SE/lT, PSPCL. For ther implementation of the same, the following procedure
has been framed whi:h shall be followed by all the Accounting Units of pSTCL w.e.f. the
salary for the month of Aprril 201"4 onwards. The following account codes (already created
by PSPCL in the Elook.let of' "Chart of Accounts - Commercial Accounting Systems Vol.-l
Part-l vide its Accounts Circular Nc. 11/2013) shall be operilted by the accounting units
for this purpose.:-

Account cocle

44.360

44.429

44.430

tu-f-36.1

Accog$lleed
Amount paid on behalf of Divisionar officer/officer-in-charge by
Centralized Pay Cell.
Grclupr Insurance

Club l\/embership Fee

Amount receivable by centralized pay ceil from concerned
Divisional officer/officer-in-charge being amount of salary paid
/adjusted on behalf of their office.

(a) Divisional Officer/Ofrficerr-in-charge shall update/enter all the particulars of the
ernployees in tlre HR data as well as in Salary Package developed by SE/lT pSpCL

frrrm the retcord maintained by his office, The service books/service record of all
the employees/officerr; shall be maintained in the offices of Divisional
o1'ficer/Officer-in-charge as per prevailing practice. All the documents shall remain
in custody of Divisional Officer/Officer-in-charge and he shall be responsible for all
the information updatecl/entered in the HR Data/Salary package.

(b) Every month, Divisional Officerl Officer-in-Charge shall check the salary ledger of
hi:; office anrd make changes (i.e. regarding Increments, Pay Fixation, any change in
allowances & rr:coverie:s, addition/deletion of any ernployee etc.), if any, up to
22nd of the month and no change after this date shall be entertained. He shall
certify as per certificate format given at the end of these instructions, that he has



(c)

checked tlre s;alary ledger and the entries recorded/changes affected in the ledger
ilre correct as per record. Where the pre-audit system is prevalent, the Divisional
tlfficer/officer-in-Charge shall be responsible for getting the salary ledger pre-
audited before giving the requisite certificate on 22n't of the month. Ihe certificate
'ls 

per Annexure-C shall be transmitted electronically as available to Divisionalofficer/ clfficr:r-in-charge, in software package. At the time of submitting the
certificate Divisional crffic<:r/ officer-in-charge shall take the print out of ledger,
abstract of leclger, bank-wise abstract, certificate and any other report/document
as requirerc & r;ign its copy for his office future reference.
The Divisircnal officer/officer-in-Charge shall pass the ledger as per prevailing
Srractice and pass the adjustment entry (TEo/JV) instead of entry in the cash
book, sho,wing the adjustment of gross salary and net payable salary with
recoveries marle from the employees as usual (Please refer to accounting entries
as per Anrrexure-A) Anotl-rer TEo/JV will be issued by them for transfer of Net
amount of salerry payable and recoveries on account of GpF subscription, recovery
of GPF refundable,ad\/anc,es, CPF & any other recovery decided by competent
authority from time to time, to be paid through Centralized pay Cell under Ao/ pay
& Account:i oflrJ Cash, hry creditin g 44.360 (Newly opened account code) - Amount
paid on behalf of Divisional Officer/officer-in-charge by Centralized pay Cell & by
giving minus credit to respective account codes (Please refer to accounting entries
aS per Annexure-A & lB). Sio far as other reco,veries i.e. Income Tax, LIC/Group
Insurance, Benevolent Funrl of all unions, club Membership Fee, civil advances
(r:ar loan, scooter loan, Hoursing loan, computer loan etc.), sarary advance, Rentarfor Corporation's acc;omrnodation, Private use of vehicles, miscellaneous
recoveries, Court attachment order/recoveries etc., are concerned, the same shall
b'o dealt by concerned Drivisional officer/officer-in-Charge as per prevailing
in structions/'proceo u re.
Divisional Officer/Officerr-in-Charge, shall post the Schedule/subsidiary ledger on
tl're basis ofadjustmernt entry (TEO/JV). The recovery made by one office on behalf
ol'the other shall also be settled by their offices ils per prevailing practice/ existing
instructions;' The recove'ries as credited clirectly in the accounts of pSTCL shall also
be accounted 1'or by'Divisional OfficerlOfficer-in-Charge at their own level, i.e.
recoveries on ilccount of F'rivate Use of Vehicles, Mobile Bill, and House rent
recoveries etc.
lf any employee joins the officer during the mc,nth, Divisional Officer/officer-in-
Charge shall ch,:ck the data already entered by the previous office in the HR data
and Salary pacllage and make corrections, if an'y, in the fields accessible to him,
otherwise get the same correctecl from the concerrned office, immediately,
Cerntralized Pay'Cell orr or after 22"d shall monitor/check from the statement
explored/gernerated in the :;oftware that all Div,isional Officer/Officer-in-Charges
have checked the salary ledgers and recorded the certificate in this regard. lf
certificate I'ron" any office is awaited/not received up to 22nd of the month,
Centralized Pay Cell shall take up the matter with that Divisional Officer/Officer-in-
Charge as lvell as wlth Head of the Department, for appending the certificate
immediately. lrr cas€t of non-certification by any Divisional OfficerlOfficer-in-
Charges in time, the whole responsibility for non-payment of pay during the
month shall rest with ther concerned Divisional Officer/Officer-in-Charges.

(d)

(e)

(f)



(e) Centralized pay Cell sl"rall 6rass a JV
lcy debit to account code IUT 36.1
payable and to ther ar:count codes
relate.

for the amount to be paid through their office
and credit to account code 44.3I0 Net Salary
to which the recoveries made from the pay

(h) tlentralized Pay cell :shall raise demand of funds for pay as well as amount
transferable to other departments/organizations recovery of which has beenlrade frorn tfre pay by ccrhc€fr'r€d Divisional officer/officer-in-charge. He shall
rnake payrrent by debitinS; the amount to concerned account codes or any other
:;pecific account code Presr:ribed for specific payment. The salary shall be creditedto the individual ;lccount through respective Bank against the consolidated
payment (Cheque or electr,cnically, as the case rnay be).(i) Divisional officer/clfficer-in-charge shall remain in liaison with Centralized pay
Cell until tl.re payment is made to the employees;.

(j) The payment to the employees shall be made only through Bank and the
employee shalll have tlre saving account only in his name (not the joint account)
in any of the foilowing banks:-

Dlvisional Officer/Officer-in-Charge shall check the Bank passbook of each
employee and ensure that the saving account is in the name of employee only
and not joint arccount. The banks will also be instructed not to open/maintain
any salary erccount in joint name.

(k) The Divisional officer/Officer-in-Charge shall se:nd the U-Cheque to Centralized
Pay Cell yearly for arrear, regular or any other ledger, as specified by competent
authority from time to time, witir respect to the amount credited to account code
4t1.360, by debiting account code 44.360 & crediting blank code 37.000, with detail
of recoveries rrade andi net payment of salary as transferred to centralized pay
cell.

(l) Cerntralized Pay Cell shall check the details of U-Cheque at year end and tally the
anrount witlh thr3 payment made to employee thr,cugh his office.

(m) Cerntralized Pay Cell shall pay the amount standing in credit of 57.L26, onthe basis
of certificate submitted online by Division al officer/officer-in-Charge, to Ao/GpF
Trt.151 Account. l\O/GPF -[rust shall be given access to salary package especially for
account corje Ii7.126 for compiling monthly schedules on-line, as posted by
dif'ferent off ices and will remain in liaison with Divisional officer/officer-in-Charge
for any query/clarification regarding account codct 5T,L26.

(n) 'The Divisiorral Officerr/Officer-in-Charge shall submit a certificate ontine to
,ACr/New Pension Scheme (NPS) on monthly basis regarding the amount of NpS
transferred to Centrdize'd pay Cell under GH-57. i,60, 57.j,65, 57.I70 and 57.I7S.



,\o/NPS shall generate cl'rallan on the basis of certificates issued by Divisional
tf,fficer/o{'fice'-in-Charge and after compiling monthly schedules online as posted
by differernt offices' Thre Centralized Pay Cell shall transfer/pay amount standing in
r:redit of 1i7.160,s-tt.Lt35,:;7,I70,57.I75 to trustee bank account on the basis of
r:hallan generated and confirmation of amount by Ao/Nps, Divisional
tlfficer/officer-in-Charge will remain in liaison with Ao /NpS for any
query/clat'ific;rtion regarding account code 57. 160, s,t.165, s7.r7o & 57.175.(o) 'l-he payment of recoveries on account of Income tax, LIC/Group insurance, Club
lVlembership Fee and Benevolent Fund of all unions shall be deposited to tfie
concernedl Department by the Divisional officer/officer-in-Charge as per
prevailing prar:tice' The responsibility for uploading/posting of TDS of income tax,
checking of proof of saving, issue of Form_16 and filing of euarterly/ Annual
Fleturns shall rest with Divisional officer/efficer-in-Charge. Divisional
officer/oflFicer-in-Charge shall also be responsible for timely deposit of the
amount of' TDS deducted from the salary of the employees. salary of arry
employee shall not ber stopped by officer-in-Charge/ Divisional officers due to
non-submission of saving proof for Income Tilx Purpose. Therefore, officer-in-
Charge/Dir,risional officers shall collect proof of savings/declaration from all the
employees/pensionelrs till !il-st January every year. l1 the case of non-submission
of saving procfs by ernployees till 31't January, thel total tax shall be finalized
accordingly & tax pa'yabh: shall be deducted by officer-in-Charge/Divisional
Ctfficers from the salary/prension for the month of February i.e. up to z2nd
February. In case of excess rleduction of Income Tax the employee/pensioner shall
claim refund of income tax {'rom Income Tax Department directly.(p) All the pay'ment vouchers for the payment merde through Centralized pay Cell,
shall remain in the custody of the Centralized Pay Cell & detail of payments shall
br: entered on the salary package, accessible orrly to Divisional officer/officer-in-
charge on the basis o1'which the Divisional officer,/officer-in-Charge shall give
rermarks in the concerned record e.g.pay roll ledger and subsidiary ledgers. The
figures of ;cayrnents sl'rall be incorporated in the N4onthly/Annual accounts of
respective rnonth, in which paymentshall be made byCentralized payCell & not in
the month of posting of ledgers by respective Divisional officer/officer-in-Charge.
For this purpose as & w'hen Payment shall be made by Centralized pay Cell, their
office shall give the remark:; of payment in on-line interface & the same shall be
reflected orr the Salary package of all the Divisional Officer/officer-in-Charge.

(q) A0 Cash will prepare monthly trial balance after incorporating the account/ figures
of Centralizr:d pay Cell.

(r) The arrear lredger shall be made twice in a month i.e. from date 7th to 21't and 2|nd
to 6th of the following rncnth. The first arrear ledgler will be named as ',ARREAR-07-
23"" & Second arrear lerJger as'"ARREAR-22-07". Arrear ledger "ARREAR-g7-2I',
will close in the afternoon of 2L't of the month & Arrear ledger "ARREAR-2 z-07,,
will close inr the afternoon ,of 7th of the following month. Therefore, the arrean
posted/uploaded by the Divisional office in the Salary Package up to 2l-'t & 7th of
thr: month shall be paid on availability of funds, that shall be raised by Centralized
Pay Cell & not by Divisional Officer/officer-in-charge. Divisional Officer/officer-in-
chiarge shall ensure that no arrear should be merged in the regular monthly pay
of the employeer.



(s)

(t)

lDivisional Officer/Officer-in-charge will also check the correctness of pAN NO. of
the emplc,yees and certify that pAN Numbers uploaded are correct.
lSo far as the disbursement of salary of work chargeld employees is concerned,, it
shall be nnade by the Divisional Officer/Officer-in-Charge, The payment of work
r:harged employees will be handled through the pro'uisions of work charge ledger.'Ihis ledger will close on 7t" day of the next month on the closure of this ledger the
rCata /Ledgers,/information will be refreshed on 8th day of the current month in the
salary packagr:.
'fo have proper contrcll over accounts of pay, if any amendment
software is re,quired, will be got made from SE,/lr, pspcL with the
CAO/HQ, PSTCL as per their requirement from time to time.

The above procedure s;hall be applicable fo,r all the accounting units of pSTCL
(except AO/SLDC). Ao/sLDC will disburse the salary as per present practice at their
clwn level.

This is:;ues with ther approval of DirectorlF&c, psll-cl, patiala.

(u)
/creation in the
approval of Dy.

DA: t\n nexure A to C

E ndst. rrlo. 730-75O/cAo/A& R/20
Copy of the arbove is forwarded to

necessary action please.
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2.

3.

4.

5.

6.

7.

8,
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Ltl.

11.
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.\l"-, "'-
Accounrts Off icer/A&R (Compilation ),
PSTCL, Patiala.

Dated: 17/041201,4
the follo'wing for information and further

Chierf Engineer/TS, PSTCL, Patiala.

Chierf Engineer/SLDC, PSTCL, patiala.

Chief Engineer/HtR, ll-& planning, PSTCL patiala.

Chief Engineer/p&M, PSTCL, Ludhiana.

Financial Advisor, PSTCL, Patiala.

Chief Accounts Officer (WM&G), PSPCL, patiala

411 Py.CEs/SEs urrder PSTCL.

All Dy. CAOs / 0y. CRs / Ov. pRs under PSTCL.

Company Secretary, PSTCL, Patiala.

RAO, PS-|-CL, Patiala.

SE/llt, PSTCL, Patiala for placing the circular on rvebsite of pSTCL.

--1\r'r 
'. i'if.rlrt

Accounts Officerr/A&R
PSTCL, Paltiala.

(Compilation),

CC

Sr. PS to Director/F&C, PSTCL, Patiala for kind informaliion of Director please,



Annexure-AEntries Drawing office4/officer in cha
Forr Booking ot Gross Sali

ibutorl' Pension Fund - Board's
ution

Contributory' Pension Fund -

Employee's Contribution {recruited
alter 16.04.2C10 by PSTCL
Contrilcutory Pension Fund - Board's

tribution (recruited after 16,04.2010
PS't'CL

Amount to b,.' paid through Centralized
Pay Cerll under AO/Cash

and advances-l nterest Bearino

t rocoverable from enrployees_
use of Mobile phone beyond

Amount rercoverable from emptoyees

Account Code 28.41 1

Account Code 28.868

Account Code 44.401Lif€ lnsur€rnce Corporation count Code 44.409

Other mis<:ellaneous r€lcover Acr:ount Code 44.419
count Code 57.126

Account Code 57.126

Acr:ount Code 57..160

Provident Fund Trust-contribution
Provident Eund Trust iRefundable

utory Pension Fund -

Contributory Pension Fund - Board's

tributory Pension Fund -

Employee'r; Contribution (rec ruited
16.O4.2010

<;ount Code 57.165

Acc;ount code 57.170

Contributory Pension Fund - Board's
Contributio n (recruited after 1 6.04.201 O

for transport facilities

Account Code 57.175

Account Code 62.630
Account Code 62.90i

nt Code 44,410 to 44.424

Account Code 46.941Recoveries on behalf of
accounting units-Credits awaiting IUT
Bills
Any other account code relating
recoveries

Account Code concerned

nt Code 44.310
For transfering aLmount to be paid through AO/Cash-Centralized

nt Code 44.310 (Minus)

nt Fund Trust-contribution Account Code 57.126
Account Code 57.126 (Minus)Proviclent Fund Trust Refundable

Adva n ces-Recoveries
Contributo4, Pension Fund -
Employee's Contribution

Account Code 57.160 (Minus)

Accqunt Code 57.165 (Minus)

Account Code 57.170 (Minus)

Code 57.175 (Minus)



3) For Payment to other Departments directty uy oivisional
Offi cer/Offi ce r-i n -C ha rge

Particulars Debit
Cash Book
fllonthly Income tatx deducted ilt source Account Code 44.,401

Life Insurance Corporation Account Code 44.,109
Benevole tt funds Account Code 44.410

to 44.424 (except
44.4',191

Other miscellaneous recoveries Account Code 44.419
Group insurance lAccounf Coda tL A2q

4)

U-rlheqre

Clulr Mem Account Code 44.430
Disbursernent
Patiala

State Bank O

fee [-
Account Code 24.401

rssue u-uneque to Ao/Gash-centralized pa,
selltlement at thre year end

particutars 

----f- 
Debit --l

Cell for final

Credit
ua$n Bool(

)'early
Payable to AO/CPC Account Code 44.3;60

Elan k code Account Code 37.000
rL trtdy pe noreo rnat no payment on account of Salary/l
in double payment.

sata,y ot Non-gazetted employees dri?wn through Sup(
b,y Pizy & Accounts Secfi,rn w.e.f. 01/(t4/2014 instead ot

)PF will be made b5r the DDO in any case as it may result

tt J B ; l k, n de r A Orc o rpo rat.W
Cash Secflon.



Annexure-B
Entries alized tr Call

1 on fi n a I iz1llon _9lge!g_tt_byparticulars
Drawinq Officer:

Debit r-
'l'Eo/JV

Monthly
Amount receivable UV nOlCentrafizeO

Pay cell from concerned Divisional
Officer/Olficer-in-Charge being amount
of salary paid /adjusted on behalf of
their office.

tuT 36.1

Pro'vident Fund Trust-contribution
Pro,yident Fund Trust Refundable
Ad va n ces-Rec ove ri es

Account Code 57..126

vsilrr ruuU)ry Fenston Fund
Employee's Contributi on

Account Code 57.160

lContributory Pension Fund - Board,s
lContribution-T1-:-.--

Account Code 57.165

uonrrourory r,ension Fund _

Emprloyee s Contribution (recruited
after 16.04.2010 by pS'fCL)

Account Code 57.170

Contributory Pension Fund . Board,s
Contributi,cn (recruited after 16,04.2010

E JsrcL)_
Account Code 57.175

Net salanr payable _ Accorrnf e,odo Al 11.n
2l On payment of rnet salary &

Div is io nal Officrer/Officer-in
other deductions transferred from
'Charge

Particulars Debit Credit
asn Eook
Monthly Net s;alary payable lAccount Code 44.310

Disbursement Bank - State Bank O,
Patiala

\coount Code 24.4e1

3) On payrment of GPF- Subscriptrion/Recol,eries
Nc

l,antcutars I Dehir I

to GP Fund Trust

tlash Book
Ma nthlrr Provident t:und Trust-contribution J-*T.'=tf-

rrovtqenl t,unO IruSt Retundable
Adva nces-llecoveries

Account code 57.126

Disbursemrlnt Bank - State Bank Of
Patiala

Account Code 24.401

:ql -on payment of_lLffiount of (
particulars

PF to Trustee B rnk Account
asn bool(
Monthlv

Debit Credit

Contributory Pension Fund
Employee's Contribution

Account Code 57.160

Contributory Pension Fund - Board's
Contributiorr

Account Code 57.161i

Sontributory Pension Fund -

Eimployee's Contribution (recruited
rfter t|6.04.!t010 bv PSTCLI

Account Code 57.170

lontributor/ Pension F!nd - Board's
lontribution (recruited arfter 16.04.2010
ry PSTCL)

Account Code 57.175;

)isbursement Bank - istate Bank
)atia lir

Account Code 24.401

tr) Jn receript of u-cheque from concerned Divisional officer/officei
n€le4le for finial settlement at year end

Particular!; Debit Credit
U-Cheque
Cash book

tlYearly)

lank Code Account Code 37.000

rnt recoivable from concerned
being F'aid/adjusted on behalf of
office.

Account Code IUT-36.1



(Certificate for the Nlonth of

ANNEXURE.C
Format of Certificate: for Pa

) Location Code:-
!t is hereb'r, certified thart:
lllhe follo'wing amount is beins transferred to Centralized Cell for

l)
2,)

3;)

4,)

Net Parrment of salary to employees/officers:-
G.P.F subsr:ri en, of adv
E.q.F Siubsr;ription (Emplovee Share)

Rs.......

5) Club Fee/M,embership Fee :-
6) Total Amount :-
I further certif\r, that:-
1) All the parrliculars of the employees in the HR

are che,cked by this office and found correct.
'[his ofllice ]has cheched the salary ledger/Changes (as per comparison report) and
the entries recorded in the salary package are correrct.
In case of emplol,er,'s that have joined this office during the montho the data
already entered by the previous office in the HR data has been checked and
necessary c,orrectionLs in the fields accessible to this office has been incorporated
and the corrections if an.v have been got made from the office concerned.
No change/correctiorr in salary data is left, rvhile finalizing the salary of employees.
The PAN Numbers o,f all the employees as mentioned in HR Data base are correct.
The accounts of all the employees as entered in HR Data/Salary Package are in
his/her indi'ridual name and are in one of the eleven banks, as prescribed.
All the exception reports as flashed on salary package have been
rectifiecl/co.rected' 

Divisionar officer/officer-in-charge
A,ttentiq+:: Tlq. splant .qt tq,tat .*,*r*rr.,","*+J, emplgy""p.sl _k$_JQr" ith
fital*engu.uL-l{*Bu*..=,-,..*.-.-,',...r!-I!ql beiqe r:hlusmaid--as-Jltg-tr4lk-gf-lherc
elmpkxss;s;r1,1 frqls-*"lsvsspmsg{:hsd-bapkr' Jlhp rs'sps4f.ihilih:*&r*thrrane ph?ll
b,e .oJ r:qqr:rffic,e.

!{ote (Format a,f Certifir;ate'):-In this regards Divisional Officer/Officer-in-charge will
visit the portal of Salary' & login by entering his employee ID & Password in addition
t,o the login ID & Password of the portal. The s;'stem will show Bank-Wise amount
relating to offices under his control & he will cerl;ify the total amount payable. These
fiigures rvillt be displat'erl b1' the system. After the certification on 22"d of the month,
tlhe access to m,odify/alter the information will be,withdrarvn immediately.

Amount of Benevolent Fund of various
Unions.:- Rs...........

Rs......................
Rs......................

data as lvell as in Salary Package

z)

3)

4)
s)
6)

7)

L__


