Financial and Accounts Rules of the University of Nrth Bengal

Chapter — |
SHORT TITLE AND DEFINITION

1. 0] These rules shall be called the Financial Aocounts Rules of North Bengal University.
(i) The Executive Council has framed these Ritesxercise of power vested in it under
section 53 of the North Bengal University Act 19&rein after referred to as the Act.
(i) These Rules supersede all previous Rules and Ootletie subjects and shall come into
force with effect from 3.5.93.

2. Definition:

0] “Bank” means State Bank of India or any otleheduled Bank in which the funds of the
University are kept in current, savings or fixeghdsit accounts, with the approval of the Execu@egincil.

(i) “Controlling Officer” means every Head of tlgepartment of the University and any other

officer/teacher of the University entrusted witle tiesponsibility of controlling the incurring of genditure
and/or the collection of revenues of the University

(i) “Dishursing Officer” means an Officer or Teacherttead of the Department who has been
authorized to draw the bills on behalf of the resipe Department of the University and disburserthe
(iv) “Financial Year” means the year beginning on th@dy of April and ending on the 3tlay

of March of the following calendar year.

(v) “Accounting Year” means the year beginning on tHeldy of April and ending on the 31
day of March of the following calendar year.

(vi) “Head of Office” means an Officer or Teacher desthas such under any general or special
order of the competent authority.

(vii)  “Competent Authority” means a body or an Officed€eer empowered by the
Act/Statutes/Ordinances/Regulations of the Univgrsi

(viii)  “Head of the Department” means the Head of an amadBepartment, Director of Centre
or the Head of an Administrative Department/BraBSelation declared under any general or special aider
the competent authority. The terms include the d?eis-Charge of a Department appointed temporasly
such.

(ix) “Budget” means the statement of the estimated pesand expenditure of the University for
any financial year as approved by the competeihtoaity.

(x) “Major Heads” mean the heads provided in the Budgtt the object of classifying receipts
and expenditure of the University.

(xi) “Minor Heads” mean sub-major heads under the niagad in the budget.

(xii)  “Appropriation” means the allotment of a particutarm of money to meet the expenditure
on a specified item included in the budget.

(xiii)  “Re-appropriation” means the transfer by the competiuthority of a particular sum of
money from one unit of appropriation to anothemteet specified expenditure.

(xiv)  “Non-recurring Expenditure” means expenditure sSametd as a one-time charge
irrespective of the fact whether the expendituractsially incurred in one lump sum or in installngen

(xv)  “Recurring Expenditure” means expenditure whicimgurred at periodic intervals.

(xvi) “Department” means an Academic Department or Adstiafive Department / Branch /
Section.

(xvii)  “University Fund” means the fund of the University defined in the Act.

(xviii) “Advance Payment” means a payment made to a cdotrac supplier for work to be done
or supplies to be made.
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(xix)  “On Account Payment” means a payment made aftenuiasurement on a running account
to a contractor in respect of work done or supptiesie by him.

(xx)  “Administrative Approval” denotes formal acceptara® is in effect an order of the Vice-
Chancellor in consultation with the Finance ComeeitBuilding Committee to execute certain work at a
stated sum, based on an estimate with preliminansgrepared by the University Engineer.

(xxi)  “Contract Work” is in the form of a written agreemdeand contains a stipulation as to the
guantity and rates of item of work to be done dredtime within which it is to be completed.

(xxii) “Final Payment” is the last payment on a runningoant made to a contractor on
completion of contract and in full settlement of #ccount.

(xxiii) “Secured Advance” is an advance made in the sgcofitnaterials brought to the site of
work by a contractor whose contract is for commlétems of work.

(xxiv) “Technical Sanction” is an order of the competartharity sanctioning a properly detailed
estimate of cost of work of construction and repair

(xxv) “Work Contingencies” indicates the incidental exges of miscellaneous character which
cannot be classified appropriately under any dissub-head of work in the estimate yet pertaitheowork
as a whole.

(xxvi) The terms ‘stores’ applies generally to all arickend materials purchased or otherwise
acquired for use of the University, Department/@fComprising:-

0] Consumable materials, and
(i) Equipment, plant, machinery, furniture etc.

CHAPTER - I
General Principles of Financial Management and Combl of University

1. General Principles:

0] All transactions involving taking and giving afash, stores and other properties, rights,
privileges and concessions which have monetaryeyaloall be brought to account as early as posgitder
proper heads. Every University employee is perdépmasponsible for the money which passes through h
and for the proper record of receipts and paymanthe accounts as well as for the correctneshef t
accounts in every respect.

(i) Financial records and accounts of the Uniwgrsihall be maintained separately for each
accounting year in the prescribed forms and regisie approved by the Finance Committee. The Fnanc
Branch will circulate a Proforma approved by the&xive Council to all controlling officers. In @asf any
dispute relating to the proper nature of recorks, dpinion of the Finance Committee as approvethby
Executive Council shall be taken to be final.

(iii) All financial record books, accounts and regissall be properly bound and preserved.

(iv) The Finance Officer and Heads of Departments empavid collect money shall ensure
that the dues of the University are correctly amdmptly assessed, collected and deposited into the
University account under the proper head.

(V) The Finance Branch shall ensure that the grantuade by the University and the income
accruing to the investments are received in due.tifne F.B. shall maintain a Register of Grant$ wite
of receipt of grants and their specific purposek.afnounts so received shall be reported to therkén
Committee preferably once in three months. The rkieaCommittee shall also be kept informed of the
financial inflows to the outflows from the Univetsi

(vi) A claim to revenue shall not be remitted or abaedosave with specific sanction of the
Finance Committee and the Executive Council.
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(vii)  There shall be no diversion of fund unless apprdxethe Vice-Chancellor.

2. 0] Subject to the general direction by the EMde Council, the Finance Officer may, in
consultation with the Vice-Chancellor, make investits as and when funds are available for investamsht
shall promptly report the same to the Finance Cdtemi

(i) All surplus balances of the various funds @iare available for investment for a short
period shall be invested in call and short termodédp with the approved Bank. All sums receiveckhy
way of bequests, endowments, etc. and the surplasdes standing to the credit of various Univerfsihds
which are not generally required at short notitgllsbe invested on long term deposits with theraypgd
Bank or in Govt. securities.

(i) Records of all investments of the University shb# maintained in a Register of
Investments.

(iv) The Finance Officer shall submit periodic repodshe Finance Committee regarding the
position of University Revenues and seek directfonshe management of the resources of the Urityers
3. General Rules of expenditure:

0 A Controlling Officer shall not incur expendie or enter into any liability involving
expenditure, transfer of money or investment orodggdgrom the University account unless such exjpeanal
or transfer has been sanctioned by the generglemiad orders of the Finance Committee and the Ekex
Council.

(i) There should be provision of funds authorizgdthe competent authority fixing the limits
within which expenditure can be incurred.

(i) The expenditure incurred should conform to thewvaaié provision of the Act, Statutes,
Ordinances, Regulations and Rules framed by thedusity.

(iv) There should exist sanction, either general oriaheaccorded by the competent authority,
authroising particular item of expenditure. Expléoa Mere budget provision does not automaticadyry
with it the authority to incur the expenditure, fahich prior sanction of the competent authoritysinu
invariably be obtained before incurring it saveotserwise provided in these Rules. The budget prowi
indicates the maximum limit upto which expenditoray be permissible under any head of account.

(V) Every University employee shall exercise the sangglance in respect of expenditure
incurred from the University fund as person of pediy prudence would exercise in spending his own
money.

(vi) The expenditure should not be prima-facie more thiaait the occasion demands.

(vii)  No University employee should exercise his powdrsamctioning expenditure to pass an
order which will directly or indirectly add to htsvn advantage.

(vii)  No University employee shall pass bills of his ogxpenditure. In such cases the bills shall
be countersigned by the person higher in rank thamroncerned employee.

(iX) Each Head of the Department/Head of Office shalfrdsponsible for enforcing financial
order and strict economy at every step.

(x) A Head of the Department shall ensure not only thattotal expenditure is kept within the
limits of the authroised budget appropriation bigbahat the fund allotted are spent in the inteoéshe
University and only upon the objects for which theney was provided. In order to exercise propetrobn
over expenditure, he shall ensure maintenance tafleié upto date accounts not only of what hasadigtu
been spent from an appropriation but also what cionmemts and liabilities have been incurred againste
must be in a position to assume before Finance GtteatExecutive Council complete responsibility for
expenditure and to explain or justify any instaotexcess or financial lapse that may be broughbte.

(xi) Every claim received in the University office shiadl duly checked before payment.

(xii)  All bills presented for payment shall be examine@décordance with the relevant provisions
in these Rules to ensure that the claims for paymenadmissible, the authority is proper and tgeature
is true and in order and the receipt has legal itagae. All bills shall be countersigned by thesRirsing
Officer.
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(xiii)  No claim against the University which is not prasenwithin the prescribed time limit will
be entertained without a special sanction of thepmtent authority.

(xiv)  No cheque shall be signed unless required for inmbedlelivery to the payee or drawn in
favour of a person other than actual payee.

(xv)  No erasures or overwriting shall be made in bilisjchers, cheques, registers, statements or
accounts of any description.

3. Contracts:

Contract or agreement shall be made by the pass@mpowered to do so. The following general
principles should be observed by all persons empvéo enter into contracts or agreements involving
expenditure from the University funds:

0] The terms of contract should be precise and defiaitd there should be no room for
ambiguity or misconstruction therein.

(i) No relaxation of specification agreed upon in cactrand relaxation of the terms of
agreement entered into by the University be maderdexamination of the financial effect involvedsuch
relaxation. The interest of the University shoukldtaken due care of before agreeing to any relaxatf
agreement or contract. The Finance Officer shalliiably be consulted in such cases.

(i) In selecting the tender to be accepted, the fighratatus of the individual and firms
tendering must be taken into consideration in @mdio all other relevant factors.

(iv) Save in exceptional circumstances, no Universitykwof any kind should commence
without prior execution of contract documents. Euenase where a formal written contract is not eaw
order for supplies etc. should be placed witholgadgt a written agreement as to the price.

(v) Provision must be made in contract for safeguardimjversity property entrusted to a
contractor and for recovery of hire charges, if,ahgreof.

(vi) When a contract is likely to endure for a periodenthan 3 years or where contract provides
for a clear schedule for the fulfillment of variossages of contract, it should include provisiom fo
unconditional power of revocation or cancellatiothe discretion of the University at any time ae £xpiry
of reasonable notice to that effect. The periodatice should not normally be longer than 3 months.

(vii)  All contract should have a provision for recovefjiquidated damages for defaults on the
part of the contractor, unless any special insimnds issued by the competent authority.

(viii) The terms of contract for the purchase of perishalbres should invariably include a
“warranty clause”.

CHAPTER - 1ll
Budget and Control over Expenditure

1. The budget estimates shall be prepared under thasmms of the Act and the Statutes in the form
as may be prescribed. The budget should be bradtled into four parts viz.

Part-1. Non-plan receipts and expenditures dealiitly receipts and expenditure connected with the
normal functioning of the University including geakand auxiliary services.

Part-1l. Earmarked Special Funds: dealing witteijgis and expenditure against funds earmarked for
specified purposes.

Part-lll. Plan Receipts and Expenditures: dealimigh receipts and expenditure relating to
development activities in the University out of plarovisions.

Part-1V. Debts, Deposits, Advances etc.: dealirith weceipt and expenditure relating to debts,
deposits, advances etc.
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2. The budget Estimates shall also contain — (Budget note or explanatory memoranda which shall
explain salient features of the items provided #edmajor variations. It will consist of:

i) Review of the financial administration of thespgear.

i)  The financial position for the current year.

iii)  The budget estimate for the ensuring year wittifjaations.

iv) A report on the current and expected finangiosition of the University, including a

statement of accumulated deficits, if any.

Each head of account shall be dealt with separatetlythe proposal for the expenditure should be
explained clearly.
3. (1) Save as otherwise provided in the Act ane tBtatutes, the Head of the
Department/Branch/Section shall submit to the Féea@fficer within 31 July of the financial year, a draft
of the budget statements of the Department/Braechit$ for the following year. For teaching
Departments/Centre, the draft should be approvetidpepartmental Committee.

(2) Draft shall be discussed by the Vice-Chancellwith concerned head of the
Department/Branch/Section, if necessary.

3) The draft proposal after revision, if any, It taken into account by the Finance Officer
for inclusion in the annual budget estimates of theversity. These budget estimates together with t
revised estimates for the current year shall beudsed by the Finance Committee, the Executive Gloun
and the Court under the provisions of the Act drelStatutes. After final approval by the Court, huelget
estimates and revised estimates shall be forwdaite: state govt. for final approval and sanction.
4, The Finance Committee shall make a mid-termapalr of the financial position of the University
and shall monitor the income and expenditure ferghariod against broad items of the budget. Tharke
Committee shall evolve methods to see that grastsived from the UGC, State Govt. or other funding
agencies are properly and timely utilized.

CHAPTER - IV
Financial Powers and Sanction of the Authorities
1. Subiject to the provisions of the Act, Statutes,ifmdces, Regulations and Rules, financial powers
shall vest with the Executive Council and the Fom@ommittee.
2. The powers and functions of the Departmental Coteastare prescribed in the Statutes. In exercise

of these powers, the Departmental Committee willpesvise general financial affairs of a
Department/Centre, approve the purchase or comtaygexpenditure and take all action deemed negessar
for the smooth running of a teaching Departmenti@en

3. Deleted .

4, The Composition, power and functions of the Buiididbommittee are prescribed in the Rules. The
Building Committee shall oversee all civil constian works in the University and initiate prepaoatiof
plan and estimates, supervise tender operationsesmainmend financial sanction of construction prtge
The Building Committee will also review the progsesf construction works and make periodic repats t
the Executive Council.

All proceedings of the Building Committee shallfbewarded to the Finance Committee for final appatov

5. There shall be a Vehicles Committee consistingoof for five members to be nominated by the
Executive Council. The Committee will meet onceewery two months and advise or detailment and
maintenance of University vehicles, economy regaydiuel consumption, timing of bus services and
recovery of fares/fees against the use of Univyehsises and vehicles.
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All proceedings of the Vehicles Committee shall foewarded to the Finance Committee for
approval.

CHAPTER -V
Fixation of Pay and Increments
Pay Fixation
1. 0] Persons joining the University service shmtiinarily be allowed initial pay in the relevant

scale. If the selection committee recommends grgntf increment(s) not exceeding 5 (five) and its
recommendation is approved of by the Executive Cibumgher initial pay may be granted.

(i) A person joining the University from immedéatiast regular and permanent service in
another Indian University, Government or Govt. Symed college, Govt. services or quasi Govt.
undertakings, or Govt. Sponsored Research or athganizations and who has enjoyed identical or
comparable time scale of pay as that of the tinaéesaf the University post, shall be allowed to lggsic pay
fixed at the stage of the University scale for fhest above the basic pay drawn by him in the last
employment with D.N.I. after a year from the datgoming.

(i) A person joining the University from a regular gretmanent service who had drawn a pay-
scale or last pay and/or total emoluments compyibasic pay and dearness allowance only in the oiatee
last service at a sum higher than the pay-scailait@l pay or total initial emoluments of the Ueissity post
to which he is appointed and who seeks protectfolast emoluments may be given a protection of pay
ordinarily limited/to five additional increments ¢me initial of the scale.

(iv) A person from outside or within the University wihad joined a post with higher or
equivalent scale of pay and had been allowed payidin either on point-to-point basis or at thdiahiof the
scale of pay may, consequent on revision of pathénlast post/scale and on seeking protection, loeay
given protection of pay preferably limited to fiseditional increments on the initial of the scaMere such
scale liable to revision the pay fixation shallrbepened and/or revised by the Executive Council.

(v) When a University employee holding a post in suiista capacity is placed in the
appropriate scale under C.A.S. or promoted to gprFapriate scale or appointed in substantive cépéi
another post carrying duties and responsibilitfegreater nature than those attached to the pddtoyenim,
the pay of such University employee in the scal@ayf of the higher post shall be fixed at the stage
above the pay notionally arrived at by increasiigday in respect of the lower post/scale by omeeiment
at the stage at which such increment had accrdigtle Ipay after notionally adding one incrementha
lower scale becomes equal to a stage in the higgtede, then one increment shall be added at thge sif
the higher scale to take the pay to the stage ad@mwe the pay notionally arrived at. Next incremarthe
new post shall fall due on completion of 12 morghalifying service after such placement/promaotion.

6. Provided that where the promotional scale of anleyeg is similar to the existing scale obtained
under CAS, the pay in the promotional post/scateytey duties and responsibilities of greater impaoce
that those attached to the post held by him/helt bbafixed by adding two promotional incrementttee
stage of the existing scale. Next increment inribes post shall fall due on competition of 12 months
qualifying service.

(Including amendment dated 19.2.07)

Provided that where a University employee, immetjabefore his promotion or placement or
appointment to the higher post is drawing pay atrtiaximum of the scale of pay of the lower posg, th
initial pay of the employee in the scale of payra higher post shall be fixed at the stage neavalthe pay
notionally arrived at by increasing such pay inpext of the lower post by an amount equal to tls¢ la
increment of the scale of the lower post.

80



Provided further that where a University employeeniediately before his promotion or placement
or appointment to the higher post is drawing payuding one or more stagnation increments, suchimpay
the lower post shall be treated as the basic pafixiation of pay in the higher post in accordamgth para-

2. Next increment in the new post shall fall duecompletion of 12 months qualifying service. In edlse
pay so fixed exceeds the maximum of the scaleettiq@oyee will be deemed to have enjoyed the diffeze
between the pay so fixed and the maximum of thée sts stagnation increment(s). Subsequent stagnatio
increments, if any, shall be allowed subject todé#ing of such increments as per Govt. orders.

(Including amendment dated 2.9.96)

(vi) Pay fixation in the Govt. approved or sanotd revised scale of pay shall be governed by
the terms, conditions and rules specified in thetGorders as may be received in this connectiah an
approved of by the Executive Council.

(vii)  The pay of a University employee who is mddn the Sr. scale/selection grade/higher scale
under C.A.S. shall be fixed at the stage of thetgwale which is equal to his last pay or if thereo such
stage, at the stage next above the last pay drathrDaN.I. after 12 months of qualifying servicetime new
scale.

(viii)  In case of re-employment of a University playee after his retirement on superannuation,
pay last drawn by him shall continue to be dravamglwith allowances as per University rules.

(ix) In the case of appointment of a retired penesri the pay last drawn by him and conforming
to the stage of the University scale he is appdirite shall be allowed along with allowances as per
University rules minus the pension amount, pensignivalent gratuity and other forms of retirement
benefits (for person other than Military Persororgbersons of exempted service) as are enjoyednny h

x) Annual increment and University Contributiamthe P.F. shall not be allowed to any such
re-employed person.

2. 0] The service of an employee in officiating temporary capacity on the time scale of pay
shall be counted if he is absorbed in that postibbstantive capacity without break.

(i) When a University employee is appointed oms lown request to a new post and the
maximum of the time scale of the new post is I&ss tthe substantive pay in respect of old posiyilie
draw the maximum of the scale of pay on the new asis pay.

Increment:

3. @ An increment shall ordinarily be drawn amatter of course unless it is withheld. When an
increment is ordered to be withheld, the authgragsing the order shall state the period for whighto be
withheld, and whether the postponement shall hbeesffect of postponing future increments, anajffer
how long. Where the order fails to specify cleddy what period the employee is to be deprived isf h
increments, the deprivation shall be held to ceas¢he expiry of the period during which the emgley
would have drawn the increment initially withhelloreover, unless the order provides otherwise, the
employee shall, when the deprivation ceases, hereesto the same position in the time scale asdwdd
have occupied had the order not been passed.

(i) When an efficiency bar is prescribed in adiscale the increment next above the bar shall
not be given to the employee without the specdiacsion of the Executive Council.

4, The following provisions prescribe the condisamm which service counts for increments in a time
scale:

() (a) Service as a probationer or apprentipevided that such service is followed by

confirmation;

(b) joining time and

(c) the period spent on a duly authorized exatiitnaand course of instruction or training
including the time reasonably required for journ&ysand form the place of instruction or
training.

(i) Service on deputation and leave other thamaexdinary leave shall count for increments in
the time-scale applicable to the post.

81



(i) Extra-ordinary leave shall not count for neenents but University may, in a case where it is
satisfied that leave was taken on account of ifr@sfor any other reason beyond the employee’sr@ioor
for prosecuting higher/scientific/technical stuglidgect that the whole or any portion of such Eeahall
count for increments.

Provided that such an employee shall render seiteiche University for the period as provided in
section 11(4) of the Rules relating to leave.

(iv) A period of overstayal of leave does not doimwards increments unless it is sanctioned by
the competent authority.

(v) Notwithstanding the provisions made abovee-&mployed person shall not be allowed to
draw any increments in the time scale pay of the fwowhich he is re-employed.
5. Notwithstanding any thing to the contrary ingbeules an increment in a time-scale of pay diall
drawn with effect from % day of month in which it becomes otherwise due.
6. Save in exceptional circumstances, no Universityployee of a time-scale of pay shall be granted a
premature increment in that time-scale.
7. In a case when an increment or increments haea lordered to be withheld, the date of next
increment shall be deferred in conformity with grevisions made under 3(i).
8. Stepping up of pay or ante-dating of incremenaliowed in the case where an employee being

senior in the cadre and post gets at a certaie stegs pay than the junior in the same cadre astgecause
of direct application of any rule/order on revisiainpay scale and in such cases next incremeritfaialue
on completion of 12 months of qualifying serviceeakuch ante-dating.
9. Stagnation increment shall be paid to an emgldgeaccordance with State Govt. Order in this
regard.

(Including amendment dated 10.9.96)
Combination of Appointments:

10. The University may appoint a University empleye officiate in one or more other posts at one
time. In such cases the University employee’s el be regulated as follows:-
0] In addition to his pay in his existing posg may draw 20% of the presumptive initial pay of

a post higher than his substantive post as spaltoalance.

(i) The special allowance under clause 4(a) bélladmissible if combination of appointment be
for a period of more than 2 (two) months.

(i) A University employee officiating in an equdlent or lower post in addition to own post will
not get any additional remuneration for combinatbappointments.

Dismissal, Removal and Suspension:
11. 0] The pay and allowances of a University esypke who is dismissed or removed from service
shall cease to be drawn on and from the date &f gdisenissal or removal.

(i) An employee under suspension by an ordetefappointing authority shall be entitled to
the following payments:-

a) a subsistence allowance at such rate, not dixgeéb0% of the pay on the date of
suspension.

Provided that where the period of suspension esderee months the authority which made the
order of suspension shall be competent to vary @atm®unt of subsistence allowance for any period
subsequent to the period of the first three momihis exceeding 75% of the basic pay on the date of
suspension.

b) dearness, medical or other compensatory allogyahany, admissible from time to time on
the basis of pay which the employee was in reawipthe date of suspension or such portion theredfi@
authority making the order of suspension may decide
12. No payment under this rule (i) shall be madessithe employee furnishes a certificate that moi
engaged in any other employment, business, professivocation.
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The Head of the Department shall certify attendasfcan employee under suspension for payment
of the subsistence allowance.

13. The following recoveries shall be made from shibsistence allowance granted to the University
employee:

a) Government dues such as Income Tax, Profe$sion

b) University dues such as house-rent, chargel&mstricity, water, vehicle, furniture and the
like;

c) Contribution towards Group Savings Linked l@swe Scheme;

d) Loans and advances taken by the employee fiertniversity;

e) Over payment made to the employee by the Usityesind

f) Loss to the University for which the employesstbeen held responsible.
14. Recovery may also be made from the subsistimgance to the University employee in respect of
the following:-

i) subscriptions to Provident Fund;

i) premium due on salary savings insurance pedici

iii) dues of University employees co-operative societies
15. When a University employee who has been suggkeoidcompulsorily retired is reinstated as a tesul

of appeal or review, the authority competent toeorceinstatement or withdrawal of suspension shall
consider and make a specific order:-

a) regarding the pay and allowance to be paidh¢oeimployee for the period of his absence
from duty and suspension.

b) whether or not the said period shall be treategeriod spent on duty.

c) where the authority is of the opinion that tbeployee who had been suspended or

compulsorily retired has been fully exonerated,ah®wloyee or person shall be paid full pay andradlices

to which he would have been entitled, had he nenhlsispended, or compulsorily retired.

16. Where the dismissal or removal or compulsotiyament of the employee is set aside by a court of
law and such employee is re-instated without hgldiny further enquiry, the period of absence frartyd
shall be regularized and the University employeealldbe paid usual pay and allowances subject to the
directions, if any, of the court.

17. The W.B.S.R. and orders thereunder shall Bewed where rules made in this chapter fall shért o
or do not specifically cover a question of pay fiaa.

CHAPTER - VI
Research Projects, Sponsored Research Schemes

1. Research activities of the University fall unttex following categories:-

i) Research project financed by the University.

i) Research Schemes Sponsored and financed tpthbe Institutions/Organisations and

iii) Consultancy projects and Services.
Research Projects:
2. There shall be a committee attached to the FacGlyncils for Postgraduate Studies to

consider/review/recommend all proposals for resegrmjects to be financed by the University. The
composition of the committee shall be prescribethieyFaculty Councils for Postgraduate Studies.
Disbursement of fund for the projects so recommersthall be decided by the Finance Committee.

83



Sponsored Research Schemes:

3. 0] Research projects/Schemes funded by extexgahcies like CSIR, UGC, ICSSR, ICAR,
ICMR etc. may be accepted by the University foroetion through the concerned teacher/Postgraduate
Department/Centre.

(i) The proposals in these cases shall initialyprocessed by the Registrar’'s Department, steps
shall be taken to see that the formalities of tlieding agencies are abided by at all the stagetheof
schemes.

(i) On acceptance of the proposal by the fundaggncy, the Finance Branch shall be notified
of the same with a copy of the initial letter ohston.

(iv) Initial expenditures, within the sanction alivtits shall usually be allowed after the project
fund is received. In case of continuation/extensibthe project/scheme, salaries of research peetahall
be paid against the renewal letter not exceediragtmonths.

(v) Processing of the Grant-in-Aid bill and itsbsoission to the funding agency shall be
completed by the concerned office within ten ddyoeipt of the sanction/renewal letter.

(vi) In respect of the purchase of stores, for phgject/scheme, the procedure in vogue in the
University shall normally be followed.

(vii)  The accounts of consumables and equipmerdal be maintained as per instructions stated
elsewhere in these Rules.

4, The Project Director by whatever name calledl glmsure timely submission of periodical reports o
progress of work on the project/scheme as maydpgresd by the funding agency and of a final reporthe
conclusion of the project/scheme are sent timefe Project Director shall also extend his assistdodhe
concerned office in securing release of grants filearfunding agency.

5. Bills for expenditure on different items sha#f bubmitted in the forms and manner required, duly
countersigned by the Project Director. Such bitlalisbe scrutinized and passed for payment or adprst

in the same manner as in the case of other billseoUniversity.

6. An advance may be drawn by the Project Direfctiospecific items of expenditure on sanction from
the Vice-Chancellor. Accounts of expenditure adamsch advance should be submitted and adjusted
without delay. Further advance shall not normaéiyréleased unless the earlier advance is accofortedd
adjusted.

7. Accounts of an advance shall normally be adfustéhin the period stipulated by the funding
agency. Adjustment certificates shall be issuethéProject Director or concerned person by tharkie
Officer within a period of three months after acatsufor adjustment have been submitted.

8. 0] No funds in excess of the amount sanctiohgdthe funding agency shall normally be
released by way of advance.
(i) In case of advance claimed against the saneti amount not yet released by the funding

agency, the matter shall be decided by the Fin@oremittee as under:

€) The Finance Committee may, under exigent circunest®nrecommend sanction to the
advance provided it is convinced of the eventualase of funds by the funding agency.

(b) The Finance Committee, when it has reasons to hepce that the fund may not
immediately be released by the funding agency, gitner not recommend sanction to the
advance or, it may recommend sanction of advanbeanthe specific understanding that
the Project Director will stand responsible forug@ng release of funds to the University.

9. A record of all assets like books, equipments which acquired under the research project/scheme
shall be maintained in the central stock registeithe concerned Department/Centre. All assets shall
eventually be returned to the central pool of thep&rtment. In case of conditional acceptance of any
project/Scheme, however, the University will abliethe conditions laid down in the agreement wité t
funding agency.

10. All Rules relating to sponsored research ptsjscheme shall be observed, where applicabldein t
case of consultancy project and services offeretthé@yJniversity.
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CHAPTER - VIl
Research Fellowship/Scholarship/Associateship andiPes/Medals

1. Save as otherwise prescribed by the funding aggntie following rules shall be followed:

0] Research Fellowship/Scholarship and Assodigpeshall be awarded according to the terms
and conditions that govern each category aftewiddal cases have been duly considered on theiit mer
the competent authority.

(i If a University JRF/SRF/RA discontinues thesearch programmes for which he/she was
appointed, he/she shall be liable to refund to théniversity the entire amount of
scholarship/stipend/remuneration received by him/lRecovery in equal installments after signing an
indemnity bond shall be considered, provided, hawea NET/SLET/GATE qualified JRF/SRF/RA, if
appointed by the competent authority to a reg@aching/research post, he/she may be exemptedsfiom
a refund upon giving a written undertaking thashe/shall continue research in future leadingdegree.

In case of JRF/SRF/RA and other research stafbiapgal in research schemes funded by external
national/international funding agencies, refundhaf scholarship/stipend/remuneration shall be eg¢gdlas
per guidelines of the concerned funding agency.

(Including amendment dated 27.5.02)

(i) Payment of fellowship for the last month #haot be made till the receipt of clearances

from:-

(@) The Registrar's Department

(b) The Project Director/Head of the Department

(c) The University Library

(d) The Estate Officer, if applicable

(e) The watch & Ward Department

(H  The Finance Branch
2. 0] An advance may be authorized out of the iogeincy grant to fellows on the
recommendation of the Supervisor/Head of the Depamt for expenditure on authorized items of
expenditure bills for such purchases and accohetgof received in the prescribed form will be passnly
if a complete account of advance taken is submiffibé account shall be submitted immediately orirgxp
of the period for which advance is sanctioned andawn.

(i) The bills for expenditure out of contingengyant shall be scrutinized to ensure that the
terms on which the expenditure has been incurreth @pe authorized and that the expenditure confoeoms
the scales, etc. wherever prescribed. In the cdsapparatus, equipment etc. purchased out of the
contingency grant which are returnable to the Ursitye on completion of the fellowship, the billsadhbear
an endorsement of the Head of the Department thet@d of such apparatus and/or equipment has been
kept for ensuring their eventual return to the énsity.

(i) A list of Books purchased out of contingengyants shall be submitted to the University
Library for record and the department where thiefedhip is tenable shall maintain a stock-registesuch
books. On completion of the tenure of the fellow&hssociateship, such books shall be returnedeo th
University Library through the Head of Departmeiihe University Librarian and the Head of the
Department shall ensure compliance with this piowi®efore issuing clearance.

(iv) Teacher Fellowship also shall fall under theeview of the aforesaid provisions unless
otherwise specified in the terms of award.

Award of prizes and medals:

3. 0] The award of prizes and medals by the Umsittgrfrom the University funds, endowment
funds and trust funds to encourage meritoriousesttsdshall be in accordance with the procedur@sagsbe
prescribed by the Executive Council and/or recormdedrby the Endowment Committee.

(i) A register of medals shall be maintained bg Registrar showing (a) authorization number,
(b) name of medals, (c) cost of medals, (d) dadisifibution.
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Free Studentship and Grants:

4. Free studentship/book grant/scholarship or ahgranonetary incentive/benefit from the University
fund shall be awarded to the Postgraduate studdritse University in accordance with rules as may b
prescribed on this behalf by the Executive Cousabject to the limit of budgetary provisions forcku
awards.

CHAPTER - VIII
Expenditure and Advances

1. Revenue expenditure shall be subject to thewidtig rules:

0] Expenditure shall be confined within the limibf budgetary appropriation. Provided that
special approval of the Vice-Chancellor shall beaoted during the interim period when the budget
allocation is not available.

(i) Unutilised budgetary appropriation shall slalapse at the end of each financial year.
Advance drawn during the year, remaining unadjustethe end of the year shall not be considered as
utilized against the budgetary provisions for tyer.

(i) Purchase of stores shall be subject to the proesdaid down elsewhere in these Rules.

(iv) All charges against services actually renderedndua financial year must be drawn and
paid. Under no circumstances will they be allonetéd paid from the appropriation for another year.

(v) No money shall be drawn from the University fundess it is required for immediate
disbursement. It is not permissible to draw moneyamticipation of demands or to prevent the lapse o
budget grant.

(vi) In case of materials purchased, such as chemagpsratus, books, stationery, dead stock
articles and the like, the stock entry will be edisd and the requisite entry with page numberhim $tock
book shall be mentioned on the voucher/sub-voucher.

(vii)  When under any special order of the Finance Coramitt lumpsum amount is placed
annually at the disposal of a subordinate authdoityexpenditure on specified items of contingendthout
further restriction, the subordinate authority irgwg expenditure there against shall be held nasipte for
regularity of such expenditure and for any expenditncurred in excess of such allotment.

Contingency Expenditure:
2. 0] Items of expenditure which are not provided under specific heads in the budget but are
essential for day-to-day business shall be incustgf contingency budget provisions.

(i) No expenditure of personal nature or for pea gain or for meeting personal liability shall
be incurred out of contingency fund.

(i) In case any scale in regard to contingenbgrges is prescribed by the Executive Council,
this scale shall be adhered to.

(iv) No pay of any kind or any additions to pay ymbae drawn on bills for contingency
expenditure under normal circumstances.

3. Heads of the Departments and other officershef Wniversity who have to make payments for
contingency expenditure under the budget sub-heddef expenses” may make such payments out of
imprest or permanent advances (petty cash) whigh ey be permitted by the Finance Committee td hol
subject to recoupment on presentation of contingéiits. The grant of such imprests is regulatedader:

0] As the advances involve the permanent retantiomoney outside the general cash balance
of the University, they must not be larger than tadra absolutely necessary.

(i) All expenses incurred upon and met from thmpliest shall be accounted for by the imprest
cashholder in the imprest account register. An @sprcashholder shall obtain recoupment of imprest
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monthly or as often as required during a month. iffg@est account have to be closed before the Eadah
financial year by submission of the account andh¢ashand, if any, to the Finance Branch. Thereafte
Finance Officer shall release fresh imprest cashlltthe departments as per norms within seven déys
commencement of the new financial year.

(i)  The holder of the imprest will be responsitfbr the safe custody of the money placed in his
hand and he must at all times be ready to accaamthie total amount of the money. The amount of
imprest/departmental advance shall not be mixedwiiln the general cash of the office of the
imprest/advance holder nor with his private cash.

(iv) Save and except under very special circuntgtsnimprest shall not be utilized for the
purpose other than to meet petty contingent expenagi sanction of the competent authority shall be
obtained in cases where necessary. Particulamease be taken by the imprest cashholder to enbatenb
purchase order is split up to allow the expenditaree met from the imprest.

4, Imprest advances should be reviewed periodigallgrder to see that the amount held by various
Disbursing Officers are sufficient to meet theirntidy requirements.

Advances:

5. Advances for urgent purposes may be sanctiogeithéb Finance Officer subject to availability of
sanctioned budget provision vis-a-vis fund or othiee by the Vice-Chancellor to the Heads of the
Departments and/or Heads of offices and/or alssamtoother person in special cases on the recomrnienda
of the Head of the Department/Head of Office. Sad¥ances may be granted for:

i) Meeting petty and emergent expenses.

i) Meeting the expenses of a Seminar, Tournaniesr, excursion etc.

iii) Obtaining clearance of a parcel or consignment ftoenPostal authority, Railway or Transport

Agencies.

iv) Obtaining release of dispatch documents relating twonsignment from the bank when the

agreement with the suppliers for the relative siggdhas specific provision on this behalf.

v) Advance payment for supplies in accordance withatlpieed and approved terms of the relative

suppliers as approved by the competent authority.

vi) Other authorized purposes.

6. The advances shall be classified and chargtdtooncerned head of account for budgetary control
7. 0] All advances shall be applied for in theuisition form which shall clearly indicate:

(a) The purpose of work for which advance is neggli(b) amount of budget provision under
the head of account (c) expenditure already induareder the head of account (d) the informatiomreing
previous advance drawn and remaining unspent grdhfe on which the amount is required and whdther
cash or by cheque.

(i) The amount of the advance shall be utilizpddifically for the purpose or work for which it
is drawn and sanctioned.

(i) Statement of expenditure shall be submittedy completed in all respects and supported
with all vouchers, bills or cash memos within 1%ysl&om the date of completion of purpose or wark f
which the advance was obtained along with unspalanice, if any. In no case shall the retentionhef t
unspent balance be allowed beyond this period.

(iv) No further advance shall be granted unlessethrlier advances are fully cleared except with
justifiable reasons.

(V) All advances out of the recurring budget hestuisll have to be settled before the end of the
financial year.

(vi) Advances lying unadjusted for more than oeansince the date of drawing shall be brought
to the attention of the Finance Committee.

8. Records of advances shall be kept by the FinBnaech in a Register of Advances and adjustment
or recovery of advances shall be closely watchethéyBranch.
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Postage Stamp account:
9. 0] The account of the postage stamp used inditigatch of letters etc. shall be kept in the
columns provided for this purpose in the dispaggister. Clerk-in-charge of the dispatch secticalstheck
carefully stamps on each cover, parcel and in takethis check initial the last entry of each daytihe
dispatch register.

(i) A register of postage stamps shall be mamgdiin which the receipt and total daily value of
stamps issued as per the dispatch register shedicheded.
Contributions to Societies:
10. Where a registered society makes an applicdtioeontribution from the University, all relevant
information/literature relating to its objects, ftenctioning, the programme it has under way, itsricial
position etc. shall be obtained from the society eramined by the Registrar, the Head of the Depart
and the Dean of the Faculty concerned and a reconfatien will be made to the Vice-Chancellor, subjec
to the budget provision being available, on thestjoa of making a contribution to the society. The
application requesting such a contribution shallslgmed by the competent office-bearers of the ebpci
concerned.
Insurance:
11. If the University authority deems fit, it shadkure its buildings and other properties likeipment,
books, instruments and the like with a nationaliresdirance company. For this purpose the followiogns
of insurance cover shall be adopted:

Equipment - 100% of the value.

Books - 100% of the value.

Vehicles - 100% of the value. With comprehensievect

Buildings - Notional value shall be taken for thepose of insurance (this is arrived

at by taking into account the operations of thddings which are prone to
fire hazards).
Legal Expenses:
12. 0] Before a suit is instituted in a Court @, involving substantial amount of expenditure, th
entire facts and legal opinion in respect therbtmufd preferably be considered and cleared by #exlive
Council. No suit shall be contested except withgher approval of the Vice-Chancellor.

(i) The University may prepare a panel of lawyemd advocates for seeking opinions,
conducting court cases after considering the doatibns, experience and eminence and also fees and
charges payable to each such person.

(i) A record of all suits in which the Univergitis a party, a Register of Suits shall be
maintained in two volumes, one for suits in whible University is the plaintiff and the other foritsun
which the University is the defendant. The Partcsiof each case shall be entered in the Regis&uits as
soon as a suit is instituted by the University aratice of the institution of a suit against theivémsity is
received by it, and further action taken theremorged from time to time.

The Register shall be checked and signed by tigisRar periodically and laid before the Executive
Council every year for review.

13. The Disbursing Officer shall ensure:

0] That the rules regarding the preparation 8§ lzire observed.

(i) That an order of bill is not split up so a@savoid the sanction of a higher authority.

(i)  That vouchers are obtained showing the fldkcription of the service rendered or purchases
made, quantity, rate and amount charged and thatdihchers are authentic.

(iv) That the material is checked and found tarberder and is recorded in the relevant register
and a certificate to that effect is recorded onvitngchers.

(v) That the money drawn is either required fomiediate disbursement or has already been
paid from the imprest or advance.

(vi) That the expenditure is within the availagtants.
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(vii)  That before incurring the expenditure akss have been taken with a view to obtaining an
additional grant, if the original grant has beeiisdikely to be exceeded.

(viii) That a register of contingent expendituteowing the budget provisions made, further re-
appropriation, if any, under the various sub-headsdetailed head is kept.

(ix) That every sanction and bill is noted in tlegister under initials of a responsible person.
Responsibility of Controlling officer:

14. A controlling Officer shall ensure:

0] That the items of expenditures included inlbfbr contingent expenditure are all of obvious
necessity and are at fair and reasonable rates.

(i) That the charges incurred are in accordandh the prescribed scales, if any, and the
conditions which govern them.

(i)  That previous sanction for any items reguiriit is attached.

(iv) That the requisite vouchers are all receigad are in order.

(v) That the calculations are correct.

(vi) That the grants have not been exceeded mothay likely to be exceeded.

(vii)  That if, under exceptional circumstances ampenditure is in excess over the budgetary
provision, the Finance Officer is notified of tlagher through a note on the bill or otherwiselef teasons
for such excess expenditure.

15. Administration of Current Account and/or Savings:

0] Apart from the imprest cash, such departmédiitéo as may be identified by the Executive
council, shall maintain a current and /or savingsoant in the SBI, NBU Campus branch for incurring
approved recurring expenditures. The balance Imefdd account shall not exceed Rs. 20,000/-. Theuaxt
shall be operated by the Head of the Departmerg. ddvances released by the Finance Officer shall be
deposited in the current and /or savings account .

The account shall be opened with the minimum reguamount out of University fund and at the
end of each financial year, the balance, if anyerosuch minimum amount shall be refunded to the
University fund in order to adjust the total advesidrawn.

(i) Monthly statement of the current and /or sma account shall be checked by the Head of
the Department and year-end balance shall be expaat the Finance officer who shall take these into
account while compiling University Accounts.

16. Telephone Charges:

The telephone holders shall record all detailewifjoing calls beyond local exchange area, verify
telephone trunk call bills including calls of pemsbnature in accordance with the procedure taisedown
by the Executive Council.

Electricity Charges:

17. ® All electricity bills shall be examined prptly by the Engineering Branch with reference to
actual consumption/meter reading. It shall forw#ni$ bill after verification to the Finance Branébr
payment.

(i) The University Engineer shall maintain all aessary records of detailed consumption at
different connection points and ensure correcingjlin case of personal consumption at WBSEB raths.
University Engineer shall take all necessary stepsheck the leakage, misuse of electricity and lof
revenue.

Canteen Subsidy:

18. Canteen subsidy, at such rates as may be ipecshall be restricted to regular Universitydstots
only and not to JRFs, Research Associates, Tedellws and persons otherwise engaged/employed in
remunerative posts.
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CHAPTER - IX
Sports Board

1. The funds of the Sports Board shall derive from:

@) Sports Registration fees.

(b) funds allocated in the University budget, and

(© donations or grants received by the Univeffsit Sports activities.
2. By the end of July every year the Sports Bohaadl slecide on budget requirements for the follayin
financial year together with the particulars of fhgramme of the activities proposed to be unilerta
during the ensuing year and shall prepare a corapsive budget together with explanatory notes ¢oger
all Sports activities. The budget as prepared BySports Board shall be forwarded to the Finande&f
for inclusion in the Annual Budget.
3. 0] All expenditure on sports activities shaluire sanction from the Finance Committee and
shall be incurred in accordance with the finanai#s of the University.

(i) The expenditures on sports activities shadl incurred upon by the Officer or Person
authorized on this behalf who shall also exerdisepowers of controlling officer in this regard.

4, The purchase of sports materials and equipnieitlse made in accordance with the rules specified
for general purchases and with sanction of thed#tgrpurchase Committee.
5. The Treasurer may be paid such advance as megnis@lered necessary to meet the expenditure on

various activities of the Board. The advances aljdsément thereof will be regulated in accordandé the
provisions specified for general advances.

CHAPTER - X
Hostels

1. @ Separate books of accounts and registets aetails of all financial matters, including bank
accounts, shall be maintained for the Universitystdls and the Hostel Superintendent of each Untyers
Hostel shall inspect and certify the books of acte@and registers periodically.

(i) Annual Accounts of expenditures on the Unaigr Hostel and Annual Reports for each
hostel shall be submitted to the Executive Couhedugh the Finance Committee for such action, ag e
deemed necessary.

(i)  The bank accounts of the University Hostethall be operated by the Hostel
Superintendents, or in such other manner as mayréeted by the Finance Committee.

CHAPTER - XI
Publication
1. Any publication in printed form to be broughtt @ the name of the University shall have the prio
approval of the Publication Committee.
2. All University Publication shall be published the Registrar on behalf of the Publication Bureau.
The composition and powers and functions of thdiatimn Bureau shall be prescribed by the Rules.
3. The publication funds at the disposal of thelipabion Bureau shall derive from:

(i) Publication grants from the U.G.C. and oteeternal agencies, and
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(i) Publication grants allocated within the Unisity budget.

4. The Publication Committee shall take into act¢dhe UGC guidelines when approving publications
funded with UGC grants.
5. Till posts for the Publication Bureau are sawetd and filled up, the publication of departmental

journals and/or occasional papers shall be donetendccounts of sales and stocks thereof be niragdtdy
the Department concerned.

6. The Publication Committee shall consider andmauend all matters relating to publication, sale,
pricing and payment of royalty for each publicatiorthe Executive Council.
7. 0] The Publication Bureau shall maintain royalegister, copy-right register and stock

accounts of all University publication and shalepare Annual Account and Statement in respect ®f th
publications.

(i) The annual account and the annual reporthenpublication activities and performance of
the Publication Bureau shall be placed before tkextive Council.
8. At the end of each financial year, a physical veation of the entire stocks shall be carried oud a
requisite certificate shall be recorded in eacharaty stock book.

CHAPTER - XiII
Issue and Disposal of Stores

1.Deleted.
2. Deleted.
3.  (i)A Store-keeper, if in position, shak Btores-in-charge of all stores of a Departmefit€¥. For
Departments/Offices without a Store-keeper, thedHe#aDepartment/Head of office or delegated members
of staff shall be stores-in-charge. All entriedhie stock registers, certificates on the supphdts etc. shall
be countersigned by the Stores-in-charge and signélde Head of Department.

(i) All bill for stores submitted for payment nmuse certified by the Stores-in-charge and/or the
Head of Department in respect of delivery as peci§igation in orders and of entry in the stockiségy.
4, Any loss of stores due to any cause whatsoehadt, sSmmediately after detection, be reported in
writing by the Head of Department/Head of Officeghe Finance Officer, who shall bring to the noti¢¢he
Executive Council.

5. @ Every University Department shall maintagparate stock register for:
@) non-consumable stores like apparatus, instntsnenachinery, furniture, equipment, etc. and
(b) consumable stores like chemicals, glasswéadpsery small components, petrol and diesel
etc.
(i) When applicable, the above stores-registéial salso be maintained by every University
office.
6. In the case of consumable stores which are dssoehe basis of day-to-day requirements, a record

of consumption of all such stores during a calemdanth shall be maintained in a separate issue-aadk
total consumption during the month shall be debitech the stock register.

7. All issues of stores of a general nature shalinade against issue slips duly approved by thel Hea
of Department/Head of Office. In case of laboratstigres the Departmental Committee shall decidthen
mode of their issue. Records shall be maintaingdarnissue-register of all such issues.

8. 0] Physical verification of all stores held &yDepartment/Office shall be made at least once in
a financial year.
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(i) A standing committee may be constituted by tBxecutive Council for supervising the
verification as per procedures to be prescribed.H8ads of Department shall send reports of physica
verification of stores to the Chairman of the comtes by the month of July every year.

(i)  Verification shall be undertaken by the d$tadf a Department/Office and no extra
expenditure from the University Fund shall be adiible on this account.

9. 0] Each Department/Office shall periodicallycegain which of the stores held by it are
obsolete/unserviceable in nature and hence of eda&. A statement of all such stores shall bevéoded
to the Finance Officer who shall bring it to theioe of the Disposal Committee.

(i) The Disposal Committee shall comprise the é/chancellor as Chairman, the Audit and
Accounts Officer as member Secretary, the Deanbeofaculties, the Head of Department/Head of ©ffic
concerned, the Estate Officer, and two nominegseExecutive Council.

(i)  The Disposal Committee shall be competentdiecide on the mode of disposal of an
obsolete/unserviceable stores and to report t&xieeutive Council.

(iv) In case of disposal of small stores, the D& Committee shall have the authority to
delegate powers to the Department concerned.

CHAPTER - XIlI
University Science Instrumentation Centre (USIC) ad Computer Centre

1. The University Science Instrumentation Centr8IQ) will serve all sophisticated instruments ie th

possession of the University and its Departmenit®$ The USIC will also look after proper on site
maintenance and servicing of all sophisticatedrimsénts and shall prepare an inventory of all major
instruments.

2. 0] No charges will be levied for services remde by USIC to Departments/Offices of the
University.

(i) Suitable charges may be levied by USIC foalgtical and other services rendered to other
educational and research institutions includingiaféd colleges and other University subject tprapal by
the Finance Committee.

(iii) Charges for services rendered to industryyrha levied at higher rates subject to approval
by the Finance Committee.

3. All necessary records, registers and accounteeof/arious services rendered and charges realized
shall be maintained by the Head, USIC.

Services of the Computer Centre:

4, 0] Charges, according to a schedule determinethe Advisory Committee of the computer
centre will be levied for services rendered to @nsity Departments/Offices, teachers and reseadiehe
University.

(i) Suitable charges at higher rates, to be fikgdhe Finance Committee on recommendation
of the Advisory Committee, shall be levied for seeg to other Universities and educational andarese
institutions and the colleges affiliated to the \nbity.

5. All necessary records, registers and accountieofervices rendered and charges realized by the
Centre shall be maintained by the Head of the CoenpGentre. All charges realized against services
rendered shall be brought to account and forwaralé¢loe Finance Branch.
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CHAPTER - XIV
University Library

1. Save as otherwise provided in the Library Rules:

0] There shall be continuous verification of hthoks and journals stocked in the University
Library in such a manner that full verificationdsmpleted every five years. The administrative iregpents
for such verification should be decided by the &ifmn in consultation with the Library Committeedan
Finance Branch.

(i) Any proposal for writing-off of books and jooals shall be placed by the Librarian before
the Library Committee. The final approval in suebpects shall be accorded by the Executive Council.

(i) In case of loss of books and journals frame tUniversity Library, the Librarian shall submit
a report on the losses together with action takehe Executive Council through the Library Comawtt

(iv) In case of necessity for disposal of obsaesdooks, journals, manuscripts etc., the Library
Committee shall make suitable recommendation t&Etteeutive Council for its direction.

(v) A physical verification shall be conducted Bvgear, preferably before 3Duly, of all dead
stocks, materials and equipments in the Librarye Thport of such verification, along with list of
missing/damaged articles, shall be submitted tdcthexutive Council through the Library Committee.

CHAPTER - XV
Advance for Travelling

1. Advance for traveling may be sanctioned when ravéisity employee or official undertakes a
journey outside a radius of 50 kms from the Uniigrsffices on University work. Payment of advances
shall be made before performance of the journeygdvance as such will be permissible after conguietif
the journey and the payment for the same may taethby preferring a T.A. bill.

2. The following norms and procedures shall be wtegkin this regard:

When deputed for travel for University work:

€) The amount of advance to be released shabbesalent to the estimated T.A. claim. The
advance shall have to be adjusted with the T.Atdibe submitted on the completion of the journey.

(b) Accounts of expenditure against advance receshall be submitted within 30 days on
completion of the journey. In case of field tripsdaexcursions, the account shall be submitted wighi
months. In case of failure, proper action shalldken by the Finance Committee.

3. T.A. claims will have to be preferred within onths, failing which, the advance drawn shall be
recovered from the pay. If the T.A./D.A. claim istrpreferred within one year of completion of tbarpey,
then the claim will be forfeited unless otherwiseided by the Executive Council.

4. For travel for authorized work-

) The traveling allowance shall be drawn frone thutside body/organization which has
nominated the University employee concerned todtamittees, etc.

(b) In case of unavoidable delay in getting anamde from the outside body/organization, an
advance upto 80% of the estimated amount of the diadm may be sanctioned by the Vice-Chancellor.
(c) The advance shall be normally repaid by theleyee to the University within a period of 3

months from the date of drawal or on his drawing.Tfrom the outside body/organization, whichever is
earlier, failing which it will be recovered fromshsalary.

5. Advances for traveling shall be sanctioned bg #uthority approving the deputation of the
University employee/official concerned for the wimdnference, etc.
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6. Except in emergency circumstances, necessititengndertaking of a journey soon after completion
of an earlier one, a second advance shall notlbased to a person under these Rules until theuatcd
expenditure against the earlier advance has bdxnitted.

7. In cases where the University meets the trangelfind halting allowances, as is normally the case
when a person is deputed within India, 80% of tftéreated amount of the T.A. claim may be advanaed o
request.

8. All requests for advance against traveling sbalsubmitted in the prescribed form to be preeckib

in this behalf.

CHAPTER — XVI
Special condition of grant of advances to the fanylof an employee who dies while in service

1. The Vice-Chancellor may sanction an advanceaofamily of a University employee, excluding
casual labour and daily wage staff, who dies winilservice, whether on duty or on leave with orhwiit
pay in order to enable the family to meet its imiatdrequirements, if in his opinion the family cemed
has been left in indignent circumstances upon #dahdof the employee on whom it was dependent aad h
immediate need of financial assistance.

2. The amount of the advance which may be grantedl be equal to 3 months basic pay of the
deceased employee subject to a maximuRsf20,000/-.
3. The advance shall be adjusted as early as p@ssild in any case within a period of 6 months from

the date of its sanction by deduction from the amdbat may be payable on account of arrears airgal
due, leave encashment, gratuity or any other patythento the deceased.

4, For the purpose of this Rules, the word ‘fam#fiall have the same meaning as in the statutes
relating to Contributory Provident Fund.

CHAPTER — XVII
Security Deposit and Caution Money

1. Cashier, stores keepers, sectional officer ahdr@mployees of the University who are entitled t
receive cash allowance shall be required to furatgheir own cost, the fidelity insurance bondoading to

the scale prescribed below. The Heads of the Dejemts and the Finance officer shall ensure annual
renewal of the bond. The Finance Officer shall alsofy execution of the bond before making paymat
the cash allowance.

Cash Allowance Fidelity Insurance Bond

Upto Rs. 50.00 Rs. 5000.00

Above Rs. 50.00 Rs. 10,000.00
2. For stores of value above Rs. 1.00 lakh, thevétaity may pay premium for any Fidelity Insurance
Bond executed in favour of the employee in chafgbe Stores.
3. It shall be the responsibility of Head of thep@gment to make proper arrangement for the safe
handling custody and carriage of cash/stores/védaalf the University.
4, In the Department/Office where a whole-time G@agStore keeper is not in position, a member of

the staff in permanent shall be assigned to perfitienabove duties in addition to other work engdso
him.
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Caution Money Deposit:

5. Caution money deposit at the rates prescribaterustatutes, shall be collected at the time of
admission of a student in the University.

6. Caution money shall be refunded to a studeragtroapplication through the appropriate authority on
his leaving from the University, after deductingdales, fines and other claims against him.

7. If any student does not claim the refund ofdhation money deposit within one calendar year from
the date of publication of the result, it shalldmmsidered to have been forfeited.

8. In the accounts for March every year, balancedaimed or unadjusted for more than 3 complete

financial year after it becomes due for re-paymérghall be credited to the miscellaneous reveridbe
University.

CHAPTER — XVIII
Time limit for presentation of Certain claims

1. No claims against the University which are natspnted within the time limit prescribed hereunder
will be entertained.
0] No claim for payment for traveling and haltiatiowance will ordinarily be entertained after

a lapse of one year from the date on which it bexodue for payment.

(i) A claim for overtime allowance may be consige to have fallen due for payment on the
first of the month following the month to which tlogertime relates. No claim will be entertaineceafa
lapse of 12 months.

(i) University scholarship not claimed within 12 monfien the date of award shall be lapsed.
2. All payment involving fraction of a Rupee shiadl made and brought to the account in multiple of a
Rupee as far as possible. Paise fifty or above Bhabunded off to Rupee one. Paise upto fortg simall be
eliminated or ignored.

Recovery of over payment:
3. Over payment on any account to the Universitplegee or to outsiders shall be recovered in cash
or may be adjusted by deduction from the curreatgds or dues.

CHAPTER — XIX
Internal Audit of Financial Transaction and Accounts

1. The Internal Audit shall be carried out by the Auatid Accounts officer under general supervision
of the Finance Officer. Appropriate arrangementdldie made for pre-check of all bills before paptend
concurrent check of all other financial records andounts in order to:
a) ensure maintenance of correct accounts;
b) prevent and detect errors and irregularities ardrand
c) guard against loss or leakage of University mos&yes or property.
2. Pre-check and concurrent audit should covehalhctivities of the University and shall comprise
0] Pre-check of all payments and concurrent aofd#ll other financial and accounts records by
the Officer-in-charge of Audit.
Note: The following transactions shall be pre-aediibefore any bill is passed for payment:-
a) First Payments sanctioned involving recurring ligyi
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b) Last payment of salaries.

c) Travelling allowances on account of leave travelagssion, if any.

d) Payments for supplies in excess of Rs. 10,000/-

e) Payments for works in excess of Rs. 10,000/-

f) Final payment of provident Fund, pension, gratuigsh equivalent to leave salary and other

retirement benefits.
(i) Checking of comparative statements of quotationdées for purchases and works costing above Rs.
10,000/-
(i) Consultation in cases of relaxation of servicegiilaving financial implications, and
(iv) Pre-check and concurrent audit of all other finahtansactions concerning receipt and payment of
the University and accounts registers thereof dratking and monitoring of accounts classification,
bank reconciliation, accounts of grant and advaneesining unadjusted for unduly long periods of

time.
Objectives and scope of Internal Audit.
3. 0] The objective of Internal Auditing will beotassist the administration in the effective

discharge of its responsibilities by furnishingwiith objective analysis, appraisals, recommendatiod
pertinent comments. The officer-in-charge Auditididdoe concerned with the review of all operatiohthe
University and should aid the administration by dwecting management audit, operational audit and
performance audit.

(i) In order to assess the effectiveness of theous internal controls of Departments/Offices
Internal Audit should:

a) undertake checks in sufficient detail to asgenvhether the records and reports do actually
reflect the actual state of operations and thaiults;

b) determine whether the controls established afegsiard the University's assets and to
prevent fraud are effectively applied and that propccounts and records exist in proper form aed ar
available for inspection.

c) check whether the established administratimaglpolicies and procedures of the University
as expressed in the minutes of the Executive Chuoffice orders and other written instructions are
complied with.

d) undertake follow up of the systems and procesiup check that they are in effective
operation and to detect any unauthorized deparftoesthem.
e) serve as a useful liason between differenidenfethe authority.

(i)  All sanctions, rules and orders of the Unisiéy having financial implications should be
audited by Internal Audit.

(iv) All agreements relating to major works angdrascribed percentage of agreements relating to
minor works shall be subject to scrutiny by thesinal Audit.

(v) The Internal Audit shall arrange physical fiedtion of assets and properties e.g. stores,
furniture, equipments, books etc. at suitable Wratksr and surprise physical verification of cash atmtk
where this is deemed necessary.

(vi) Internal Audit section should extend all ceogtion to Govt. Audit/Statutory Auditor in
conducting audit of University accounts.

4, The Officer in charge of Audit and such otherspa authorized in this behalf shall have access in
consultation with the Head of the Department to dagument/record as may be necessary for conducting
the audit.

5. The Officer-in-Charge of Audit shall prepareagdor submission to the Executive Council through
the Finance Officer on all important points noti¢edhe Internal Audit for which action is pendirde shall

also prepare an Annual Audit Report for submissiarthe Finance Committee and Executive Council for
onward transmission to the State Government.
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6. All Departments/Offices of the University shafford reasonable facilities to the Statutory
Audit/Internal audit for discharge of their funai® and furnish fullest possible information as niegy
required of them.
7. 0] The Internal Audit shall submit its repostthe Finance Committee.

(i) The Finance Committee after having considdtesl said report shall recommend necessary
measures to the Executive Council.

(i)  The Executive Council shall suggest meastioese undertaken.

(iv) The Heads of the Departments shall ensurertaies to observations of Internal Audit are
furnished within the time prescribed and no obgetthall be allowed to remain unsettled for undahg
periods.

CHAPTER — XX
Group Savings linked Insurance Scheme
1. Eligibility:
a) All University employees who are not less th&nyears but not more than 60 years in age

shall be eligible to join this scheme. Employeespoobation are eligible to join the scheme onlerft
confirmation in service.

b) For all future employees of the University s@heme shall be compulsory on the relevant
entry dates as soon they will satisfy other condgiof eligibility.

c) Existing University employees who do not opt foming under this scheme shall not be
allowed to opt for coming under the scheme for sutysequent dates.

d) University employees who are absent on medjoalind and/or are hospitalized may join
the scheme after resuming their duties and frond#te of entry.

e) No member of the GSLI scheme shall be allowedithdraw from the scheme so long as he

remains in service of the University.
2. Extent of cover:

a) The classification/gradation of employees axtdré of cover shall be as follows:
Categories Monthly Life Insurance
Contribution Rs. Benefit Rs.
i) Teachers and Officers 270 2,70,00
who are in the scale of Rs 8000-13500 or above
i) Supervising staff 200 2,00,000

Superintendent and other employees who are in the

Scale of Rs. 4800-10925 and 5000-11325 or revised

scales thereof or above.
i) Clerical Staff 135 1,35,000

Jr. Asstts. Cum Typist & Sr. Asstts. and other

employees who are in the scale of Rs. 3850-8075,

Rs. 4125-9700 and Rs. 4525-10175 or revised pay

scales thereof.
iv) Workers and Sub-Staff 65 65,000

Lower subordinate staff and other staff below the

rank of Jr. Asstt. Cum Typist and equivalent.

b) Members of the scheme will be allowed to inseeeover as a result of change of category

from the policy anniversary date i.e. from Octolexery year immediately following changes of catgg
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3. Contributions:

a) The University shall recover the contributionréspect of the members from their salaries
and remit the same in full to the corporation month
b) The monthly contributions and apportionmentsirggs and risk Premium shall be as
follows:-
Monthly contribution Risks Savings
270 94.50 175.50
200 70.00 130.00
135 47.25 87.75
65 22.75 42.25

4. Termination of Membership:

Membership of the scheme shall be terminated ohapgening of any of the following events:

i) Death of the member

i) Member ceasing to be in the service of the Unitaersi
5. Admission and appointment of Beneficiary:

Every member shall apply in a prescribed form jmning the scheme and shall appoint the
beneficiary in the prescribed form of the LIClL.alfmember does not have a wife or child or depentthemt
he shall appoint his legal representative to bebémeficiary. In the event of the death of a member
benefit in respect to him will be paid to the béciafy appointed by him. The appointment of benefic
shall be limited to one person who is not a minor.

6. Benefits:

i) On death of a member during the membershihefscheme the benefit will be the equal to
the sum assured as noted in (2) above plus uptcadatumulated amount with the interest @ 11% p.¢he
Savings premium.

ii) In the case of resignation/retirement of themfer, the benefits will be equal to upto date
accumulated value with interest on the savings pnen@ 11% p.a.

7. No new entry of members will be admissible letw one entry date to next anniversary. No
withdrawal from the scheme will be also permittedétween the dates.

8. The commencement date for insurance cover dwlthe date when the first contribution is
deposited to the Cooperation.

9. Employees in temporary appointment or appoifiea@ fixed period shall not be eligible to joirigh
scheme.

10. It will be the responsibility of the memberssie that their contributions have been deductad fr
their salary. If at any time during the currencytlod scheme the contribution is not deducted froenstalary

by reason of non payment of salaries or otherviteemember concerned shall deposit the contribugion
the f' date of the month or the date when salaries aig aiathe University Cash Counter. All arrear
contributions shall have to be deposited to thep@@tion by the member concerned and the contirofity
the cover shall have to be restored by him pergonal

11. Final payment shall be made by LICI directhe tlaimant on receipt of application duly endorsed
by the Registrar. All enquiries in this regard bal made by the claimant concerned to the LICI.

12. Save as stated in the aforesaid Rules, theelined/changes as may be prescribed by the LIGI sha
also apply and be incorporated into these Rules.
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CHAPTER — XXI
Receipts and Payments

1. (@ No bill shall be presented for payment excafter verification by the Controlling Officers
empowered on this behalf.

(i) After the bills presented by the Departmertiti€c@ have been examined and the correctness
of the amount passed for payment has been checiedttested by the competent staff of the Finance
Branch, the Finance Officer, if satisfied, shalkg#he order for payment over his dated signature.

2. Orders for payment shall be recorded by therf€ieaOfficer or with the concurrence of the Vice-
Chancellor by the following officers of the FinarBeanch as under:

Audit & Accounts Officer and Account Officer: uo Rs. 40,000/-.

Note: All cases presenting special features whicjuired to be considered at a higher level shoelgut up
before the Finance Officer.

3. At the time of payment, all bills and vouchersluding sub-vouchers when paid shall be stamped as
“paid” and be cancelled so that these can not led assecond time. Revenue stamps affixed to vosicher
shall also be cancelled.

4, 0] Payment against bills and claims shall belendairough cheque, draft, letter of credit, Money
Order and in cash.

(i) Payment of monthly salary of the staff shiadl made through Bank Advice or by cheque.
Payment of personal claims of University employstesl be made by cheque.

5. All cheques, advices and other transactions amk8 and Treasury shall be received, drawn, signed
or endorsed jointly by the Finance Officer alondgwiudit & Accounts Officer or Accounts Officer on
behalf of the University.

Receipts of money:

6. Any sum of money tendered to the University Ishal received by the Cashier on behalf of the
Finance Officer and in the case of University Cgdle by the Cashier on behalf of the Principal. @hand
serially numbered receipts for cash, chequeswétde issued under the signature of the following

i) Fees and other dues, if tendered in the cashtepu  Cashier or person authorized in this behalf.

i) Payments of Guest House Charges. Estdiegdbr person duly authorized on
this behalf.
iiiy Payments for Private Trunk Calls Headaptt./Officer-in-Charge of Watch
& Ward Department.
iv) Payments for Vehicle hire charges. Offiaecharge of vehicles.
v) Admission, Registration, Examination Fee etc., Duly authorized staff in the office of the
tendered by Postal order or Bank dratft. Regjisthe Controller of Examinations

and the Secretaries of Faculty Cddac
Post-graduate Studies.
vi) Xerox, clinical charges etc. Respectilead of Departments.

Receipt books for this purpose shall be issuechbyRinance Officer. Similar arrangement may be
made under this Rule, for collection of sale pralseetc. by any other office/dept. of the Universiith the
approval of the Executive Council.

7. Remittances may be received by the Universithénfollowing forms:-

(@) Money Order / Telegraphic Money Orders

(b) Bank Drafts.

(© Postal Orders.

(d) Cheques.

Note — Cheques from individuals shall not ordinabié accepted.
8. 0] Bank drafts, Money orders and Postal ordéial be treated like cash and accounted for on
the date of their receipt with a view to ensure fhastal Orders and Bank Drafts are brought to @uco
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promptly. All offices will sent all drafts and pastorders received by them to the Finance Brandiitipely
within two days with a covering list of such redsip duplicate and obtain an acknowledgement tfere

(i) The Cashier will maintain a Register of Mon&rders for recording the money orders
received and a Register of Valuables for chequaskB®rafts, Postal Orders and other valuable receby
him.

9. The cashier shall be responsible for the phiysiaatody of all cash, including cheques, demand
drafts, 1.P.O.s which are received by or handed toveim. He shall also ensure that all collectiorede are
deposited into the Bank on the same day or thewesking day.

10. Details of cheques and other instruments degbsnto the Bank but returned by the Bank
unrealized, for one reason or the other, will beeddy the Cashier in a separate register andatime svill

be forwarded to the Department concerned for olbptgiftesh cheques/instruments from the party coresgr
As soon as fresh cheque/instrument is receivesthall be deposited into the bank. The registemoéalized
instruments shall be inspected periodically byRheance Officer.

11. The Cashier’s records shall comprise:-

Bank ledger account for each account or furtdeUniversity.

Cashier’s cash book.

Bank Deposit Register.

Register of unrealized cheques/instrumentsmet by bank.

Cheque issue register/stock book.

Register of undisbursed amounts.

Register of Receipt Books.

. Cheque cancellation register.

The Finance Officer shall supervise the mainteeari¢he Registers and inspect them periodically.
12. In the first week of each month the Cashietl streange to obtain from the Bank the statement of
account for the previous month in respect of variaacounts and funds and effect a reconciliatigh thie
balance entries in the Bank ledger accounts torenthe correctness and completeness of the ledger
accounts. The results of reconciliation shall tepécted by the Finance Officer/A.A.O. and actiofi e
initiated by him for settling the discrepanciesauify.

13. Realisation of Tuition and other fees from stud.

0] All students selected for admission to differeourses of study, shall pay such tuition and
other fees, as may be prescribed, to the Univelsityre a specified date and time.

(i) The Secretary of the respective Faculty Cadlufor post-graduate Studies shall keep watch
on the collections and ensure that dues from stadare realized in full. Necessary records shall be
maintained and collections received in the FinaB@ach shall be verified from time to time at leaste in
a financial year by the respective office of theeltey Council. Difference, discrepancy short fall the
annual collection of fees, if any shall be broughthe notice of the Finance Committee for its clians.

ONoA~WNE

CHAPTER — XXII
University Payments

Preparation and Form of bills.
1. The following general instructions shall be agaile to all Disbursing Officers drawing bills for
payments to be made by the University:-

) Printed bill forms shall be used as far asites.

(b) All vouchers shall be filled in and signed.

(© All correctness and alterations in the tofzh voucher shall be attested.
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(d) The complete accounts classification shaktkered in the vouchers and/or top sheet i.e. the
major head and sub-head etc. if any, of the Budgainst which the bill is to be debited.

(e) In the case of bills for supplies of storesatenials, articles etc. the approval of the
appropriate Committee with date and item no. ofgfeceedings of that committee, stock entry paldisu
shall be indicated and certified on the face oklgche bill.

) In the case of bills other than salary bidls, abstract shall be prepared showing:-

() the budget appropriation;
(i) previous expenditure against the approprigtio
(i) amount of the bill or claim for payment;
(iv) total expenditure till date, and
(v) Balance remaining unspent from the budget appriqmia
2. While preferring the bills, the Disbursing O#ficshall satisfy himself to the following:-

0] that there is a budget provision;

(i) that the charge is sanctioned by the competathority;

(i)  that the claim is arithmetically correct;

(iv) that the claim is so recorded that in futnesecond claim against the particular bill will be
possible;

(V) that necessary certificates are recorded.

Salary payment:
3. (1) Salary for a particular month shall becorae tbr payment on the last day of the month and
shall be disbursed within first three working dafshe next month.

(2) When an employee leaves the service of thevddsity due to resignation, dismissal or
death, a separate bill may be prepared for theapdyallowances due for part of a month and paidrbehe
end of the month provided the usual ‘No Dues’ fieettes are obtained from various departments coede

3) Salary bills for each department shall be areg separately and the amount chargeable to
different section of the University Budget shalldh®wn and totalled separately.

(4) Salary bills shall be prepared centrally by Hinance Branch. Each department shall send to
the Finance Officer on the $8lay of each month and “events” report containitfigrimation about:-

@) additions in the staff to the department/effituring the month upto the"8ay;

(b) amount and nature of leave enjoyed by each beenof the staff during the month,
particulars of leave not sanctioned;

(c) names of persons who have been discharggefsded from the University service or who
have retired/resigned from the service during toatm

(d) any recovery to be made from the employedofsses etc. where he is accountable; and

(e) any other event having a bearing on the Salayment of any member of the staff.

5. The disbursing Officer shall ensure-

) that in the case of new appointments, payrdsvd at the minimum of the scale of pay
attached to the post except where pay higher thanminimum is admissible under the rules, order or
sanction of the Executive Council;

(b) that where arrears of pay and allowances h&en drawn these are drawn preferably in a
separate bill and are supported by a detailedrstatt

(c) that where house rent allowance is drawn tierfirst time, the prescribed certificate from
the employee concerned has been received subjeahtiitions of the relevant Govt. Orders;

(d) that instalments of recovery towards advancpay, CPF advance, festival advance, etc.,
outstanding against the individuals as in the @stiave been deducted/adjusted;

(e) that deductions on account of house renttréddg and water charges, furniture rent, salary
savings insurance, group insurance, etc., have beate from the employee with reference to demand
statements from respective University departmestsitan/branch;

() that provident fund subscription has been veced at the prescribed rate;
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(9) that professional tax is deducted from empsygalary in accordance with rules; and

(h) that Income Tax is deducted as under the AdtRules.
House Rent Allowance:
4, Subject to Govt. Orders, H.R.A. shall be paidhe University employees in the sanctioned posts
and scales of pay, not occupying University quarten receipt of a claim from the employees corextrn

Travelling Allowance Bills:
5. The Bills for traveling allowance, other thanrmpanent or fixed traveling allowance, shall be
prepared and presented in accordance with theafioitpprovisions;

) The bills shall be prepared in accordance with T.A./D.A. Rules of the University and
shall be supported by all the necessary certificatescribed for the purpose.

(b) The journey and the period of halt at the taitsn for which D.A. is claimed shall have
prior authorization from the competent authority.

(© When a circuitous long route is taken thesosafor doing so must be stated in the bill.

(d) When a special sanction is necessary to thmeat of traveling allowance, the bill shall be
supported with necessary sanction.

(e) Advance if any, earlier drawn against T.A.Isha adjusted in the bill.

4] The bill shall bear the countersignature @ tontrolling Officer.
Examination Payments:
7. Bills for confidential printing of examination mais®l and setting of question papers, centre
expenses, traveling allowance bills in connectiath wvineetings for the conduct of examinations, hitls
remuneration for evaluation of answerscripts, matien, tabulation, etc., in connection with Unixrs
examinations will be duly scrutinized, with refecento as per prescribed rates and conditions, by th
Controller of Examinations and certified for payrmdry him before they are submitted to the Finance
Officer for payment. To facilitate checking of kiland expenses, separate statements showing nmgcessa
details shall be furnished to the Finance Officer.
Bills for Stores and Supplies:
7. The following points shall be kept in view whpeesenting bill for stores and supplies to theakae
Branch:

) The bills shall be signed by the persons wiceatitled to receive payments.

(b) All sub-vouchers shall be attached to theshill

()  All totals on the hills shall be expressedigures as well as in words, and
(i)  The bill shall not exceed the limits of budgdlotment.

(© The expenditure shall be supported by a preaaction.

(d) Where tenders have not been invited or whewest rates have not been accepted, valid
reasons therefore shall be recorded in writinghentill.

8. In respect of the supplies and services rendeanedbill shall be accompanied by the following
certificates:
0] that articles are actually received and thmiantities are correct, the quality is good and

according to specifications.

(i) that rates and other conditions are in acaoo@ with the terms agreed upon and

(i) that supplies have been recorded in thevaahé stock register or in the case of books, in the
accessession register.
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CHAPTER — XXIlI

University Works
1. University Works are divided primarily into tvetasses:
0] Original works, indicating construction of @ety new works as also repairs to newly

purchased, acquired or previously abandoned piieperquiring to be brought into commission agaid a

(i) Repairs and maintenance indicating operatiomdertaken to maintain in proper conditions
all buildings and works in ordinary use.

2. 0] When a portion of an existing structure adriwvis replaced or remodelled and the cost of
such changes represents a genuine increase iralhe of the property, such replacement or remadglli
shall be classified as ‘original works’.

(i) Original works are further classified as majgorks and minor works. The monetory limit
for major works shall be Rs. 50.000/- and aboveumh amount as may be fixed by the Executive Cobunci
from time to time.

3. Save as otherwise prescribed in the Rules, tlildiBg Committee shall:

0] recommend to the Executive Council, a progranoheorks to be executed in the ensuing
financial year. The programme will separately sfyatiaintenance works, minor works and major works;

(i) prepare a panel of contractors and/or agenetes can undertake constructions on turn-key
basis, and also a panel of architects of provermpce and merit for University works and recomechen
these panels to the Executive Council for approval;

(i) be responsible for enlistment of suitable traotors on the basis of their technical experience
and financial capability; and

(iv) have the power to settle rates not coveretebgers and settle claims and disputes with the
contractors.

4, No original work shall be commenced or liabilibcurred in connection with it until the approval
and sanctions referred below have been obtained:

0] administrative approval from the Vice-Chanoellin consultation with the Finance
Committee;

(i) technical sanction to the detailed design astimate from competent authority as approved
by the Executive Council,

(i)  sanctions to incur expenditure from the Finoa Committee; and

(iv) provision of fund to cover the charge durtheg financial year.

5. 0] For purpose of approval and sanctions, aigraf works which forms one project should be
considered as one work and a work should not bilativor split to avoid having to obtain necessary
approval and sanction.

(i) In case works of urgent nature are carried iouanticipation of these formalities, prior
orders of the Vice-Chancellor shall be obtaineeviiting and the fact reported to Building Commitized
Executive Council.

6. A sanction to an estimate shall be restrictedetms of the estimate. Any savings on a sanctioned
estimate for a definite work shall not, without sipé¢ authority, be applied to carry out additiomadrks not
contemplated in the original estimate or fairly thiogent on its actual execution. Additional iterhattare
considered necessary, unavoidable and fairly cgetinto the work may be carried out upto 3% of the
estimated cost of the work with the written perigisf the Vice-Chancellor provided the fund is italale.
Such case shall be reported to the next meetitigedBuilding Committee.

Alterations and Deviations during contruction:

7. Should any alteration or deviation from the saned estimate involving additional expense be
considered necessary, which is not fairly contingenthe work, a revised or supplementary estirahtd!

be submitted for technical and expenditure sanciifiofund are available and the emergent alteratiod
deviation is upto 5% of the original estimated dbst work may be carried out by the University Ewgir
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with the written permission from the Vice-Chancellohe case shall be reported to the next meefirnigeo
Building Committee.

Annual Repairs and Special Repairs:

8. 0] In preparing the detailed plans and estimtie guidelines provided in the Public Works
Department code or the code framed by the Univyessiall be observed as far as possible.

(i) A schedule of Rates for each item of work enamly executed shall be prepared, for which
purpose the schedule of Rates of Public Works Deyant may be adopted.

(i) Detailed plans and estimates for original W®rshall be prepared only after the
administrative approval to the work is accordede Thumber of the receipt from the State Govt. or
University Grants Commission or the number of thiewant resolution number of the Building Committee
or Executive Council according to such approvadllsiways be quoted in the estimate.

(iv) The estimates shall be prepared generalliiénform used in the Public Works Department.

(V) The report accompanying a detailed estimatdl Beacomprehensively drawn. Information
on necessity and urgency of the work, expected &ihits completion, etc. must be indicated in tbpart.

(vi) Provision for contingent expenditure on therk®may be made to the extent of 5% of the
total cost. This provision shall not be divertedatty new item, not provided for in the estimatehwit the
sanction of the approving authority.

(vii)  When the original estimate is likely to beceeded for any reason, a revised estimate shall
be prepared as soon as the necessity arises amé befnpletion of the work.

Execution of Works:
9. (@ Works shall be executed either departmentdly employing daily labour or through
contracts.

(i) The contract can be either of item rate orcpatage rate above/below the rates given in the
notified schedule or lump sum rates for the entiogk. The Engineering Branch shall follow the systef
the Public Works Department.

(iii) In the case of works to be given out on gant, the University Engineer shall prepare the
following Contract Documents so that there may beambiguity which might subsequently give rise to
complications or go to the extent of vitiating ttantract.

@) A complete set of drawing, the dimensions @etdils of various parts.

(b) Complete specifications of the various iterhaork and materials to be used.

(© A schedule of the quantities of the varidesnis of work.

(d) A list of materials to be issued by the Depet giving the rates and place of issue.

(e) Rates of items of work.
() A set of ‘Conditions of Contract’ to be corgd with by the person whose tender is
accepted.

Opinion of the legal advisor shall be obtainedewhecessary.
Calling of Quotations and tender:
10. 0] For the purpose of calling tenders for ¢aucdion, the University Engineer shall have a list
of enlisted contractors prepared and approved byBthilding Committee. In line of the practical Piabl
Works of the Department, he may call tenders féfiedint types and categories of work from concerned
category of enlisted contractors of the Universitpf PWD/SEB/PHE and others either by advertisdriten
local news paper or through a circular. All detifarticulars of the work contract shall be fureidhin the
tender notice.

(ii) (@) For urgent works, the University Enginestrall be allowed to issue Work-Order within Rs.
50,000/- without any tender.

(b) For urgent works, the University Enginedmall be allowed to invite bid/quotation and

finalize it to issue Work-Order within Rs. 1,00,808fter obtaining prior sanction of the Vice-Chatltor.
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(©) For works above Rs. 1,00,000/- and upto RD,2(®/- the University Engineer shall be
allowed to invite tender and finalize it for issgimvork-order after obtaining prior sanction of tMiee-
Chancellor.

(d) For works above Rs. 2,50,000/- and upto RL,8(/- the Vice-Chancellor shall sanction
and approve the rate of tender/quotation/bid fgeat nature of work/works within the sanctioned deted
provision.

(e) The Vice-Chancellor shall sanction woaksl approve the rate of the bid/quotation/tender
etc. beyond Rs. 5,00,000/- subject to reportingp¢oBuilding Committee.

(H The University Engineer may be allowed to apgrexcess quantity of execution/supplementary
items/revised estimate/substitute items upto at lohb% within the estimated cost subject to maximaof
Rs. 1,00,000/-.

The contractor shall invariably enter date andahin the corrections in the schedule of quartditie
schedule of materials to be issued and other éakgatts of tender documents before submissiothef
tender.

Opening of Tenders:

11. ® All tenders received for the same contkaititbe opened at the advertised time and place by
the Tender Committee consisting of the UniversitgiBeer (convener) and Audit & Accounts Officer and
nominee of the Executive Council in the presencesumh of the intending contractors or their agests
choose to be present. A statement listing the narneshders or their representatives who are ptegeuld

be drawn up with their signatures at the time aéropg of tenders. No tender shall be accepted frayn
person directly or indirectly connected with thevise of University. The work order shall be issisdbject

to the declaration by the tenderer concerned tecethat this near relations are (indicating theneand
relationship) or are not in the University. If theclaration is in the affirmative, the matter shallreferred to
the Building Committee.

(i) All tenders opened shall be initialed by tmembers of the Tender Committee and tender
details immediately entered in the Tender Register.

(i) In every case in which more than one tengereceived, a comparative statement shall be
prepared and initialed by the members of the Te@enmittee. The Tender Committee shall record their
observation and/or recommendation for considerapibthe Building Committee subject to provisions of
Rule 10 (ii) of this chapter.

Acceptance of Tender:

12. The tender lowest in amount shall generallyabeepted, unless there be some objection to the
capability of the contractor, the security offetedhim or the execution of works formerly awardectm.

In such cases reasons for rejecting the lowesttesttbuld be recorded on the comparative statement.
Earnest Money and Security:

13. 0] Earnest Money deposits shall be requiredlbfenderers for each work contract above the
value of Rs. 10,000/-. The security deposit shallréquired of those contractors whose tendersedch
works valued at more than Rs. 10,000/- have beeapéed and who have been awarded the works. The
Vice-Chancellor may exempt such Public undertakiagisare accorded general exemption by government
from depositing Earnest Money.

(i) The rates for Earnest Money shall be 2% amdskcurity deposit shall be 8% of gross bill
value of work done and payment made.

(i) Earnest Money shall be deposited only by Badraft made out in the name of the
University, and not through any other means.

Work Order:

14. No work shall be performed unless a ‘work ortles been issued by the competent authority and
acceptance of the tender or bid and the conditiorise fulfilled are recorded in writing and signieg the
contractor.
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Agreements:

15. 0] In the case of works costing not more tiRs 10,000/-, a formal agreement may not be
necessary. However, all the relevant conditiondl &leaincorporated in the ‘work order’ which shoube
acknowledged and agreed to by the contractor.

(i) As soon a tender is accepted, a work ordail e issued and within 10 days from the date
of communication of the work order, an agreemenstamp paper preferably in the line of the practite
the PWD shall be carefully prepared and executdtpéges of the agreement shall be numbered, all
corrections attested and every page shall be sighdts bottom by the contractor and the University
Engineer.

Extra ltems:

16. If any item of work which is not included inettoriginal estimates, is required to be included

subsequently, a separate estimate for the extra #leould be prepared and approval of the Building

Committee obtained.

17. ® After a contractor has submitted a completieport and the work has been measured and
inspected, a completion certificate shall be pregpand signed by the University Engineer.

(i) Security deposits including Earnest Moneylsba refunded after the prescribed period on
completion of the work and final payment, on ohitagna certificate from the University Engineer thmat
defects have appeared in the work, necessitasiffgriieiture in whole or in part.

Initial Records of works:
18. The initial records on which the payments atmbant of work are based are:

(&) Muster roll, and

(b) Measurement books
19. When any work is done by daily labour, all MusRoll in the prescribed form shall be maintained
by the Official in charge of the work. The formsthE master Rolls shall be nhumbered and sealedthéth
University seal before they are brought to use.

The University Engineer shall keep Muster Rolldis custody after according them serial numbers
and issue them to his subordinates as and wheiredcpfter putting his signature and date of issughe
forms and keeping an account of the forms in a Haegister.

Measurement books:

20. Payments for all works done otherwise thandilydabour and for all supplies required for sfiieci
work shall be made on the basis of measurementdeddn measurement books at the site. These books
should be numbered serially and their account shbelmaintained by the University Engineer showirg
serial number of each book, date of issue and afais return. The measurement book shall be thetmo
important record and form the basis for all payreeRull particulars and the name of the works messu
shall be given in the measurement book to certify work being readily identified and the measurdmen
being checked.

21. The conditions governing the grants sanctiomgdhe UGC, the State Govt. and other funding
agencies for works should be complied with strictly

Work Charged Establishment:

22. For making payment to work charged staff, éstegshall be maintained to record their attendanc
Preparation of bills of contractors and suppliers:
23. Bills for payment to contractors and suppliers\yi@rk done or material supplied shall be prepared

on the basis of entries in the measurement bodkrdies, in accordance with the terms of agreersbatl
be allowed only if the quality of work done is upthe stipulated specification.

Payment to contractors:

24, 0] Under no circumstances shall an advanaadode to contractor for starting a work.
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(i) No payment shall ordinarily be made to a caotor in respect of any works, unless the same
has been measured and accounted for in the measitrbook.

(i) Running bills for contractors shall normally began execution of every 25% of the work.
The time schedule that should normally be adhardxy the offices shall be as under:

(@) measurement, preparation of bill, calculatietts at the site and in the office of University
Engineer upto 21 days.

(b) Checking, audit, passing and payments at tmarge Branch: up to 21 days subject to
availability of fund.

(iv) Running payments shall not, however, be m#&mlea contractor unless the works are
estimated to cost more than Rs. 10,000/-.

(v) Reduced rates can be paid to the contractourining bills, depending on conditions and
performance of work.

(vi) Final payment shall be authorized after tharkvhas been completed upto the specifications
and satisfaction of the University.
Advance payments and Secured advances:
25. ® In exceptional cases, an advance for anuaimpot exceeding 75% of running bill may be
granted to a contractor with the sanction of theaRce Committee when checking of the running adcoun
bill in the Engineering Branch is likely to involw®nsiderable delay causing hardship to the cawirathe
University Engineer, while recommending an advanoder this rule, should record the reason for such
delay.

(i) The percentage shall be calculated on the ambunt of the running account bill after
deduction of the security deposit, value of matesapplied, secured advances etc.

(i) No second advance shall be admissible t@mtractor, if a similar advance is outstanding
against him on account of the same work.

26. ® Issue of materials to works whether frorackt or by purchase shall be divided into two
classes, viz., (i) issues to contractors andgglués direct to works.
(i) Issue of materials to contractors may be matien an agreement has been entered into for

completed items of work i.e. both for material aatiour and there is a provision in the contract or
agreement for the supply of the material by thevdrsity.

In such cases the contract shall Specificallyridethe materials to be issued, the place of dgliver
and rate to be charged.

(iii) Materials in stock, the issue of which hast been provided for in the contract, may be
issued to the contractors for use in works onhhwiite special orders of the University Engineerctsan
order should clearly specify the rates to be clthagel the place of delivery. The rate charged shbalthe
market rates or issue rate plus storage rate, whérhs greater.

(iv) An unstamped but dated acknowledgement shal#lriably be taken from the contractor on
the invoice or the issue note at the time of dejivaef the materials and the cost chargeable to dhiall be
debited at once to his account in the works registe

(V) The recovery of the cost of materials shalhiede from the first bill authorizing payment to
the contractor.

Issue of materials direct to work:

(vi) Materials may be issued direct to works whenlertaken departmentally or by contractors
whose agreements are for labour only. The costeofrtaterials shall be treated as a final chargiestovork.

However, in order to keep an effective watch dherutilization of materials issued direct to wqrks
an account of the principal items shall be kepte Tonsumption of the materials shall be periodjcall
reviewed by the University Engineer. Any shortagening to notice shall be investigated and action be
taken for its recovery or write-off.

(vii)  Unused balance of materials shall be vediifé least once in a year.
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Contractors’ ledger:

27. €)] A personal account for each contractorgebrh contract for execution of work or supplies
made, shall be kept in the contractors’ ledger éonfmintained in the form prescribed by the Building
Committee.

(b) The University Engineer shall review the cantors ledger periodically to see (i) that
balances do not remain outstanding for a long fiih¢he advances paid to contractors are realizitdout
undue delay and (iii) that in the case of runniogoaint bills, they are prepared at reasonableviaker
Register of works:

28. 0] The Engineering Branch shall maintain aisteg of works in the form prescribed by the
Building Committee. A separate page shall be &tbtd each work.

(i) The register shall be a permanent and calleatecord of expenditure incurred on all works

carried out during the financial year.

Stores for University works:

29. ® The general administration of all storestw University works shall vest in the University
Engineer on whom shall devolve the responsibilityaranging the acquisition, custody, distributiand
disposal of stores.

(i) Materials shall ordinarily be purchased whascessary and no reserve of stock should be
kept as stores.

(i) All materials received shall be examined amminted or measured when delivery is taken.

(iv) Materials should be issued by the authorigpedson only on receipt of indent signed by the
University Engineer or Asstt. Engineer.

(v) All receipts and issue of stores shall be réed in the stock ledger.

(vi) A physical verification of all University Wés Stores shall be made at the end of each year
latest by the 31 March by the Asstt. Engineer under the personpémsision of the University Engineer.
The certificate of verification shall be recordegy the University Engineer on the ledger itself. The
verification certificate should be forwarded to tieance Committee for consideration.

(vii)  Discrepancies noticed, if any, should beushbt to the notice of the Finance Committee and
accounted for immediately so that the stores adcshall represent the true state of stores.

(viii) The Internal Audit Section will also verifthe accuracy of the physical verification at the
time of checking of the stores accounts of the B@giing Branch.

CHAPTER — XXIV
University Estates

1. The Estate Officer shall maintain an Estate &egbf all estates and immovable property (ineigdi
Faculty buildings, offices, shops, residential desa; etc.) built or acquired out of funds belomgto the
University or otherwise, showing date of acquisitar construction, costs incurred or values thereiof

2. The Estate Officer shall also maintain accowifitall income and expenditure against the estatle an
properties held by the University.
3. (a) Landed property shall be divided into thiéofeing categories:

(i) Land attached to office and faculty buildingsstels, etc.
(i)  Land under playgrounds.

(i) Land under Gardens and parks.

(iv) Land under cultivation.

(v) Waste land.
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(b) A record of land falling under each of the abmategories shall be kept separately in the
Landed Property Register and be periodically ugtate

(©) The Estate officer shall maintain a registeradidential quarters for all staff belonging to
the University. All quarters should normally beo#tied within a week of their falling vacant.

4, A separate register shall also be kept for othmmuse properties shops, etc. belonging to the
University. The Estate Officer shall issue billatag to rent of houses and shops every monthsaatl get
them served on the tenants/Unpants.

5. Where a University building or other propertylé&t out to a person not in the service of the
University, the full maximum rent of that buildireg property including water or other taxes, if aslyall be
recovered in advance every month and such secshiyl be taken for the payment of charges for the
consumption of electricity as the University Enginenay consider reasonable and sufficient.

6. 0] All trees standing on the University landaBhbe numbered and details relating to their
location, growth and dimensions, species, commievalae etc. shall be periodically entered intoegiRter.
Sale of timber or fruit, realization of revenuesrdof, etc. shall be watched in through a sepaegister.

(i) Records of sale of grass, garden produce,atd realization of sale proceeds thereof shall

be maintained in the Register of Estate Revenues.

Annual review and verification of Estate and Immovale property:

7. The Estate Officer shall take necessary stemmafisguard against misuse, encroachment, damage,
etc., to University estates and the property. Hal stiso record a certificate to this effect in thstate and
Immovable Property Register, whenever such an egigarises.

8. @ Occupation against allotment of residenaatommodation shall be made by the Estate
Officer in accordance with rules and proceduresgiked by the Executive Council.

(i) Schedules for Recovery of rent shall be predaby the Estate Officer in accordance with
rules laid down from time to time by the Execut®euncil and the same be communicated to the Finance
Officer.

(i) A tenant who proposes to vacate his quartereetires from service, or for any other reason,
he should give the authorities 15 days notice efdhte on which he intends to vacate the premiges.
University Engineer shall arrange to take chargalldittings of the premises and certify if thesedn order.
The Estate Officer shall be notified of every mment, dismissal or, resignation of those employees
occupying University quarters.

CHAPTER — XXV
University Motor Vehicles

1. For all University motor vehicles there shalldree or more Controlling Officers not below thekan
of Assistant Registrar, nominated by the Vice-Cleiloc
2. The Controlling Officer shall be responsible émsuring the proper use, care and maintenande of t

vehicles and for regulating journeys in accordanitk the procedures prescribed by the ExecutivenCibu
on recommendation of the Vehicles Committee.
3. The Controlling Officer shall arrange to keeg following records for each vehicle:-

0] A log book.
Note 1. The exact purpose of the journey, the gladsited and the nature of duties performed shall
mentioned in adequate details so that these ertriddse log-book are susceptible of independentiche
Vague terminology, such as “Official work” etc. stab be avoided.
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Note 2. Drivers of the vehicles shall to ensure the entries are made correctly and signaturethef
persons using the vehicles are obtained immediafedy the journey with time of release. The estiiethe
log-book made by the driver shall be attested alarpy the Controlling Officer in charge of the iaés.

(i) A Register showing cost of petrol, etc. comsmd by a vehicle and all incidental expenditure
on it.

(i) A record of all repairs maintenance and es@ments, indicating the cost and the dates on
which those were carried out, and the acquisitibepare parts. The vehicles shall be maintainegoiod
condition by the driver of vehicle, who shall eresparticularly that the km. meter is in working ddion at
all time.

(i) An inventory of equipment and small tools shalkeet in each vehicles.

(v) Vehicles will be ordinarily provided againstoper requisition in writing the prescribed
form.

4, @ Ledger accounts will be maintained by thenttalling Officer(s) showing the provision
sanctioned in the annual budget for (a) tyres abdg periodical and annual repairs and servicipggbcial
replacements and renewals and (c) running chaRgtso{, Diesel all, etc.).

(i) Under each of the above heads will be shomdenneath the cumulative and itemized
expenditure incurred month by month on the vehialed the monthly kilometers a tyre or a set ofdymas
run.

(i)  All payments made towards taxes and insuegmemia shall also be duly recorded under the
appropriate heads in the ledger.

5. A History sheet shall also be maintained byGbatrolling Officer recording chronologically ()&
date or purchase of the vehicles, (b) the type rmondel of the vehicle, (c) the purchase value, (d) t
registration number, (e) nature and number of grste policy and amount of premium, (f) cost of nepa
from time to time and (g) accidents met with, iffan

6. The ledger accounts and History sheets shaktdiewed annually by the Vehicles Committee to see
that University vehicles are being maintained priypehe registration and insurance are renewednvehes
and the repairing costs are not abnormally high.

7. The distances recorded in the log book shouldheeked periodically by the Controlling Officer
with km meter readings of the vehicles. Distanes®rded against individual trips should also beckbd to
see that these have been correctly entered.

8. The Controlling Officer shall examine and satisimself that the consumption of petrol, diesel,
motor oil etc. is normal and the vehicles give & fanning kilometer against per litre of fuel. @asof
abnormal consumption of petrol etc. and the lowdawerage shall be investigated immediately andgrop
measures adopted to check them.

9. The rates of hiring of University vehicles shdle fixed by the Executive Council on
recommendation of the Vehicles Committee.
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Amendments

CHAPTER — XXIlI
University Works

Opening of Tenders:

11. ® All tenders received for the same contkaititbe opened at the advertised time and place by
the Tender Committee consisting of the UniversitgiBeer (convener) and Audit & Accounts Officer and
nominee of the Executive Council in the presencsumh of the intending contractors or their agersts
choose to be present. A statement listing the narneshders or their representatives who are ptedeuld

be drawn up with their signatures at the time aéripg of tenders. No tender shall be accepted frayn
person directly or indirectly connected with thevese of University. The work order shall be issisdbject

to the declaration by the tenderer concerned tecethat this near relations are (indicating theneand
relationship) or are not in the University. If theclaration is in the affirmative, the matter shellreferred to
the Building Committee.

Amendment: The Committee noted the note of the &isity Engineer along with the observation of the
Registrar and resolved that the said clause (Nteteshall be accepted from any person directindiréctly
connected with the service of University) is apatile for the persons directly and indirectly redbivith
those employees of the University who hold univgrservice book

(Amended in the 181st Finance Committee Meetiraje 26/09/19 under item no. Supplementary-ll and
approved by the Executive Committee meeting daféd9219 under item no. 8. Ref: no. FO/235/1673/Fo-
19, dated 21/10/19)

The Committee noted the note of the University Bagr along with the observation of the Registrar an
resolved that the said claug@HAPTER — XXIII, University Works, Opening of Tersd 11 ()) is
applicable for the persons directly and indirectiated with those employees of the University bt
university service book

*Amended in the 181st Finance Committee Meetinateld 26/09/19 under item no. Supplementary-ll and
approved by the Executive Committee meeting daféd9219 under item no. 8 .

( Ref: no. FO/235/1673/Fo-19, dated 21/10/19)
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