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COURSE DIRECTOR
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MS.USHA ASWATH IYER

DEPUTY COMMISSIONER & DIRECTOR ZIET MUMBAI
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CO-ORDINATOR
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MR. M.G. REDDY, P.G.T. PHYSICS
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MR. SHASHI KANT SINGHAL, PGT COMMERCE MR. DHARMENDR A KUMAR,
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THT WeET TaA 6 LA 7. §. 7798
SUPPORTED BY FACULTY & STAFF ZIET MUMBAI

AAfT gear aAT TR Rf@wr srderer
MRS. PUSHPA VERMA, P.G.T.ECONOMICS

2t A, AT, Echar [ eres o
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3 DAY WORKSHOP ON
"Office procedures and Hindi Correspondence& Hindi Typing "
For UDC’s from 01/02/2016 to 03/02/2016

11:15A.M. to 1:00 to 2:00 —3:45 P.M. 4:00to 5:30 P.M.
11:15 1:00 P.M. 2:00 P.M.

A.M.
01.02.2016 3guTed/ Mfear va s I+ Tic T ufear
Inauguration Noting Drafting Annual Budget Purchase Procedure

9:00 A.M. to 9:30 A.M. to 11:00 11:00-
9:30 A.M. AM.
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Maintenance of Service Income Tax
Books

02.02.2016

scale, selection scale
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3.3, SMe.qgeas & . arfors HEATh Siic {FES Mr.
Mr. Dharmendra Mr. S.K. Singhal Manoj Parnekar
PGT Commerce Assistant ZIET Mumbai

Tea Break

Tea Break

AAdT AT YTceTh
Ms. Shraddha Patankar

Kumar
S.0. ZIET Mumbai

Cash Book

Practice for Hindi Typing Valedictory
A TSt

A vg.F.[gd #r vg.F.[ad

Mr. S.K. Singhal Mr. S.K. Singhal
PGT Commerce PGT Commerce

03.02.2016

Mr. Rajagoplan
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"Office procedures and Hindi Correspondence& Hindi Typing "

9:30 A.M. to 11:00 A.M.

11:00-

3 DAY WORKSHOP ON

For LDC’s from 01/03/2016 to 03/03/2016

01.03.2016

9:30 A.M.

3guTe/

3aT Aol IR &

11:15
A.M.

11:15A.M. to 1:00 to 2:00 —3:45 P.M. 4:00to 5:30P.M.
1:00 P.M. 2:00 P.M.

Inauguration

Hded U9 gifdeq
Duties
&responsibilities

of LDC'’s

A g AR, T3

Mr. Dharmendra Kumar
S.0. ZIET Mumbai

02.03.2016

UFs T¢1 TF I3
Cash bppk and vouchers

s vg.F.[ad

1. . oy

Mr. S.K. Singhal
PGT Commerce

03.03.2016

et A faas

s vg.F.R[ad

1. fa. aforsy
Mr. S.K. Singhal

PGT Commerce

Tea Break

Jar gReaeEt w1 IR T e & <For &g
ELCEECIC) e st F et &1 'ﬂ‘\?nﬂ?l? /Unicode for

Maintenance of Service AR Hindi Typing

Books Settlement of TA/DA bill
and children education
allowance

A AT AR A g TAR , 33T
HEATh e {FaS e qFas

Mr. Manoj Parnekar
Assistant ZIET Mumbai

#r . AHfAama

Mr.M.Srinivasan
PGT Maths

Mr. Dharmendra Kumar
S.0. ZIET Mumbai

e FEH SR gfSrer3it &1
Leave rules

e FRTEANT R

Tea Break

Stock registers
A AAST TEAHRT A TASTEE o va.s. g

e Sic H{Fas &=, . sifafe &=, 1. arforsg

Mr. Manoj Parnekar Mr.M.G. Reddy Mr. S.K. Singhal
Assistant ZIET Mumbai PGT Physics PGT Commerce

Petty cash book Practice for Hindi Typing
A AT WA, At g g

e Sl qFag &1, . arforsy
Mr. Manoj Parnekar Mr. S.K. Singhal
Assistant ZIET Mumbai PGT Commerce

Valedictory
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i gfades (Daily reports )

& 01/02/2016

gyt Aoft fAfsl 3q Fraedlle ufvar v G TR qur o w oIS
e Rawhe Friemer &1 qHRF e 01/02/2016 1 GrdeT FaT & AT FI
FEEA & AET I SN w3 A witetor deuE gEes , dwmador st
wH AT W o wiw FAR A o AT, FREA FAEeaas sl
A58 v ufaanft qarT gl ysorafad #XU FRIEH FT 3guea T
FHS TRUId H.Q.F qFS, IEAGEIE, IR , YeAT U FIAQ HAWT F qUR FO
Faft yaw Aoft AR F ve-vew F w@iEeT F srvar o= Ra3w |

et &1 vue @ At a3 qarr o A w3 e va gifvew & av #
faraRgds sarr wa gfasnft & weal & see st Re | awe § e
AAd FRar amar , gemF YT F.Qww. iy FRTeT grEag qEn o
T9C W 3edd & Ageaqet &7 o o G s @2 & e ad% @
aif¥e gore o Ramr welt gfasnfat & weqet @9 ) 93 & caegEs w9
# g1 vd deneard AAfa aRar amwar garr gfasnfagt & aiffs sore @ S
FAEAIAT FT FAUE AT AT ASe FE F weArd A eefg AR, e
el Sfie grad garr FI-9fha W @9 faar 3 e s awg aryan
AT FT FT S AT ATAE S drell RT3t va gEaf@ay & & &
Rrarqds samm| st e @R 93 & aifagds o @ ufaenfaat & Sreman
B oad fFar AT |1 wEwel 9w & qead Rer # ofaw @ o e
Afare, aerR fars aftq , e qgFa q@rr gfass w e = sh
sfaaraer o gfanfat A fd F g2 3 9 R wiew @ BT soe
P FH SBACGIE FA T F IR A TAMHAF T & AT | FHEAUAT F GIH
feaw & wAMe W A wo.d. Auad g@rn gfasnfat #1 g@X e @ Fdam &g
oS A Rfr a3 ordr wsi @ome 1 gag Ay g R

11




frar arar grder & gAER, gRER , 938 T & @E 9w 8-10 weAl & wraAwr
vg gfddesr # anffrer fFar amar | (TR vE g @amen)

f&=Ts 02/02/2016

FIAATET F qEY T FT HOMST TIGR UF gear Wor & wfoenfrat ganrr wqa
UIET @1 A EIAT | I W A (AW WHET F sl HUA o1 A FANK,
YT FHET & @ At gold @@ F gRar, gear d@omr & st golla FaR &
yuH faw &1 gfddea va st FAAA FAR A GeANH GEd H | G qar F
qeuTd A 3T INRTY I , fAderw va IuRgEd Sfie, HFasg g@nn yiasnfa
F gafa fFar mar | fagers #mEeEr @ gfaenfiat & e w1 F dhe R
HA ¥ FE FA H FT 09 Mg AAvwy wffamast i gaeamst & Hghas
AR F FET AQIGAT & U I A B F 3w @ 3fw &1 = fA
HETFA W oo Rar | g@¥ R &7 guer 79 A wig FaR anpemr it
e AFag qanr aiss adaaAe |, Tafad ddadAe ta TR HL . 9 faar
390 @ A ot udg FAR gErr @t gt W Reqd & & sarm mar ) sw
aker vawdHldl. AuRor @ 3@&F @R aafds 3qEIer ot fRd ww v
yfaenfaat & weat & wHfaa Jaw ff o s & waa st . R
ganT Bl v AT W aF o = e s T srfRfaae &
A REaRgE@s qam@r | st Roa & {h A e R o @ § gga 6
e arell gaufaal g {d R §q awmr 3(3) wa faww 5, fAww 8(4)
frer 10(4) ar AgH 11 & IR 7 RBEaRgEs qaqmr| Quet F AT F gead
A AAST IRAF FEEF e HFa$ F Far qRawst & w@aE w77 )
Al FAST A IFATAR JETEIOT & §C AT Td [ FIATNGT 1 a1 Rt #
yfaffeat & a & a3 & rdw o ¥ A | A 7S qErr st #
a1 qRaHRT F Frafd St 92 & wa &0 & aid FEr T am-
FI & 9eATd MAN HEUT qreaht |, & GiARTOT WA HES qanT AT
W wF A 3Rl = @Fr 3ar | AfAEd aeast garr e fefaad &
yEYuEl F IR A RAEgd § F qarr 7 Awd geadt g@n Ed WO A
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Fdlel (TDS) TF AT #X & IR A #ff Araryds samm = arr & = R{awofh
(Tax returns) BISeT A & IR & $ff aqmaT a1=m |

(3EHCEG Td SFAYL W)
f&as 03/02/2016

e iy srbemen & faw fgw & wrfem @ rgACEE T SN HATT
CaRT YA $T S | HEAGHEIG WA F ot RAw FAR F 93 @ wwdw w A
AR U9 At G Welhl & GRAAR Go6dd FT S @q T F A Aier st @
WA v A e oA A gfdded yegd fRam | fem @ owwwm @ osh
ST , WAIaga A@T HAHRY, g@RT AH3 TFas (Cash Book) W ferm
I, A TS A dEed & A v oo vfaffedt & e # R{yar @
qarm st e gfasnfat # dws qEas fEa F v & st qarr)
I-FE F WA A wHE R |, e s @R Tl R W e
3qaRlt @7 foar = st Rge o Rl meR § yeR vd @wd & # wEr F1
§ 59 W agd RAEdR @ adram qry & afasniaal gann @l & o7 aw st fha
I gfasnfat #r A & Fo gafad el & R wuavor f qare v

AEY & Ao & qeara welt ufaemel weuer @ FEage gAerener & U @
w gt yfaenfat & sB%F saqe & R F cwor &7 reww R 3@ EW W
A va.F Rua aF gfaenfaat #r $BF gaqe 7 For F werIar veT i

AA 4:30 T i Radla FAAET FT FANA FTANE IRES g0 O AEes
FAET g@RT IS R T | §AE §ARE A @l wEel @ e ge
yfaenfat a srberer & ke Ifld Y AT IS -9 eperE Wi fR
yfaenfaal @ 39a yeR A FRAEEHET 8 J0F REw g el &g euw
AgledT & g Far | 58S 3IWa Aeas Algear a @it wfdenfar st 03
R Frbemenr & yfasnfrar g womor o7 fRafa & w0 3@ & s
Agledr gamT st wfasnfat # st e SER s Wit @ e
frar F sl foaem dWfar ¥ 3@ v FRfag # raeg 3w # AW vg




et Freft FHATRE Fooft gWEF AR A FAW  FEEd waTr F A fFAR afear F
Wwa:qeamwmﬁa@ua?mmmmgml

of® gfdded (Daily reports )

&= 01/03/2016

IR Aot ARFT & FrAed gfhar va@ fD wER gy hor | oarfed
e Rawiar s &1 qHRFN AE 01/03/2016 Y =T FAT & WY FI
FEEA H1 AET A Pt I Iaey T AT Td IUgET S.fa
rafas e vd giRreor e qEed , wawE o was e |, sEwa
THadd At TASNEE e gfaenfat gEnr gdlv gserafad X FREwA &
3eures fhar |

deRAd  F.RF AFEE, HgHCEE, IR , TeAT T SR HAHET F GUR g

gt X Avh RARF ¥ vh-vd w wfdcad # svar Ry far GEd s
I FE R FT AH ,GHET FT ATH UF 9 T0T a3 A1 Ay & IR &
A |

e @1 ggem @ St w3l FAR G@ERT I AN RARF F Fdex v R W
far a1 a-Fe & 9eErd At Al 9RAEY A Qe gRRdRET § @REE W
TH Hdd & IR ¥ I A 37 dar gRasr & & 99 W A Se
gl gfaffeat & aR & AR & garm ve gfanfal ganrr 9@ 1 geat &
Jae ff Ru | a\ee F1a & weara st a3 FAR F Ier ot vd Raw st F
foal & gAST & TR A REAR & a9 w9 3aad @dll F 9 | g7
HYATE S arell FEenfaal & aR & Y gar | 9w & qeEa sh
A AfAarae q@rr e & sfaw w7 gEllers W A wr B 3o el
I SEAAS HIAT dUT FE Hor & 3WF g F N F FR_ATIR F9m=T |

(FFaE T HPACGEIG HIHT)




& 02/03/2016

FrAterdfle frafafer va R wER qur dor W IrAfST ke & g e
IR FAHA N YO AFag U9 IeACEE $ FARET g@r/r gwqd 1 a4
YIS FHT g5 | WA W1 H AFEG U9 IgACEG F YAl ggRT §AER,
glaar, wearae va gfddea godd T | HFa$ Wmr & A @Y @R TF eI
diter sft geqa R I |

e & wuow w7 Nt wFRWaad @rr Fr 96 v R | foar = wh
Rve & Irda & W & F RAggredt # @ @ ae Fa 3 vg e
U gF F IR A RarRgds qarar va o SHT @l gfaenfrat @ For g+ st
qaarll , a1y @ Wl Fur qF qoer A I FSSA Fr gy o fowar

TI-Fd F AT A Aol IRAF g@RT g Tod W dF foar mar e
3egl S.0d, WM.ud. £3tud. dfAfe e, texf@fe g, scafe & I & s=wa
& g &7 & 9ar | AF-Fa F 9T st v shigs qanr wehw o
¥ (EEE W TF Hedd § VIF 0d Ageaqor ¥ foar amar ve wfasnfoad &
et # ana fFar | e &1 fasr w9 st ww..Rue qarr Bl & =R
W o T S dga 3 & w9 A Bl A ux F4 o Jw v9 e A
YT # A% I At v Ruforat F R sregag st g |
(TAYT TF FAYT H{HTM)

f&® 03/03/2016

03 REdr Fiwer & AW REw F IRF R 9 FTAR AT F
yfasnfaral garT wqa I W & Wiy g | Grden wem A wfqsnfarat gaw
TSI T HAUSET FATER, AGH 1 g, 9iadesd, gRAar v Wed R &
Al W IHcqd & Uaw wed afFafaa e @1 e &1 yadw @9 4 vu.&. e
garT o Ifafags @ for wr fSwe 3o e srfafas & et
fRArarygd® sarr st Rge & {d @1 faaE RO 89 a=r & gga o e areh
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grauTfaal vd B waER @ urr 3(3) va faww 5, fAww 8(4) , fAwew 10(4)
agr fagd 11 & av A Reargds sarm @y & @it gfdsnft & Ry &
WA JART 9T A S AT IRT & R A Y 9T | 9-ra & 9eard A
AAST URAST EART SANEE W & w1 [Jwd 37 gavee @ wafad
U Wial & (@REE F a) A RAEaRgds |

HSTaT-F1e & qead A o, F.¥aa F iy gl gfqemht geurer f Froge A
# e srgr @l wfaenfaat ganr Yy ewor 1 gAllrs 9v v R A |

AH 4:30 T ¥ FEAACST FT FANA FARE IREH §I1 Sraesr daes gear
HHET & A g9 FAR G@RT FFAT AT | A FARE A 9edl, IR, TR,
HFaS U4 JgAcEl & Sfasnial a Sriurer W 39 fER Td arepee oued
Wg@ﬂ?mﬁmﬁmmwﬂﬁwﬁwmﬁaﬁ?
FRAH F IS e Fora it B | 597 3gww W w5 vfasnfaat qamr Aa
ft grgd fFT a0 | gEyrer A AQRuE AgGAT A 3W IneEcy AW A U
Farue F waft wfaenfaat # 03 Raww Frkemem & #wr A9 vd FhAagES 39
qof #¥a W aurs @ vd weft wfaenfat @ smrg B & fSraem 3= a8t dan
¢ 3ua v AT Frat A 3T ey wY oGy @ R F owahr & SR
AT @ (| FEAT & FAT R P Fge 4wt gfsf # e
yoid fFT vd SR @HET & A NlF FAR F UegdIs AN F WY 59 03
feraeiar srereT T FATIT g3 |

(IEHAT )




AR gaanst H g vd 39 qaR @ R @ & R

9 AN 1 RAetiw | WOF qA
v9 fQwar

01/02/2016 9773187475

01/02/2016 9869252574
aIf¥e d9c

02/02/2016 9769422656
TR

03/02/2016 9769340292
U qFaH




e ua grefeer : ot a3 , & gidrator geuTr FAEes

> Files comprise Notings/Notes (N) on left side and correspondence (C) on right
side. Each file deals with a topic.

Notes and correspondence should be kept in single file

» Correspondence portion’ - The portion of file containing ‘receipts’ and ‘office copies’
of the communications issued from the file including self-contained inter-departmental
notes, but excluding those recorded on the notes portion of the file itself.

Dealing hand is usually a clerk or assistant. The dealing hand (DH) is responsible for :
Opening, maintenance and custody of files.

Putting up the file to Section Officer (SO) with precedents/ facts, rule position,
indicating mistakes, incorrect statements of facts

Prioritising receipts
Opening file, where required
Carrying forward remarks on receipt into the notings.
e.g.: - Commissioner has noted on the PUC that reply is to be sent immediately.
Accordingly, reply is put up.

Practical tips

), odd numbered

) or even numbered (2,4,6,.......). Even numbering appears correct, because page

number is recorded on front side of correspondence and the reverse side automatically takes
(implied) odd number of pages.

(it) The manual refers to tagged files. In practise, spring files are also used, rather than file
flaps (file folders) for convenience.

(iii) Page numbering is done from right to left so that the latest paper is kept on top.

(iv) Some files can be maintained for covering correspondence for one year (2014-15).
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The dealing hand records a noting on the noting side (left flap) of the file on the
subject. It should contain a brief description of the correspondence, rule position (as
relevant), remarks of the dealing hand and proposed plan of action on the same.

Left end of tag in note portion to be tagged to left side of file cover and right end
to remain untagged.

Notings would be page numbered from left to right so that the latest paper is kept on
top.

Proposed plan of action would be one of these.

(i) Filing orders/ acknowledgement.- Where the correspondence is only for
information or contents only need to be noted or no other action is felt necessary.

Reply.-A detailed reply, interim reply or acknowledgement (which needs to be watched for
issue of final reply) may be issued as felt necessary. A draft letter in this regard is to be put
up for approval of the competent approving authority and signature of signing authority

Circulate.- If the correspondence is of interest to one or more dealing hands, employees or
other stake-holder(s) like students, etc., the same may be circulated. A draft circular in this
regard is to be put up for approval of the competent authority.

(iv) Action/ seeking orders/ guidance. — Where it involves practical implementation,
approval, sanction, decision, interpretation, discretion of higher ups or requires clarification
on some matter.

e.g. . - Approval for enhancement of DA. It has to be put up to competent authority for
implementation.

» Standard Process Sheets can be used by respective Ministries/ Departments instead of
notings, for repetitive cases like leave sanction, GPF advance, etc.

Notes to be concise and to the point.
To be recorded in black/ blue ink only.

Dealing hand to sign in full, with name and date on the left below the note. An officer
shall also do so on the right hand side, with designation as well.

Digital signature required for electronic submission

« Higher officers not to require modification/ replacement in notings, but to record their
own notings giving corrections, modifications, if any.




(e.g. :- DH records a noting that a particular TA claim is not admissible. SO feels

that the claim should be admitted. He cannot ask DH to replace the noting, but only record
his own views below the note marked to him.)

Pasting over noting to conceal not permitted.
Addition/ modification through subsequent noting, keeping original noting intact.

In the event of withdrawal of a decision already communicated to a party, arising from
mistake/ misunderstanding of facts/ interpretation, to consult Ministry of Law, where
necessary. To be done after recording reasons and to be approved at a level higher
than original deciding authority.

e.g. :- A circular is issued by Commissioner, allowing pay upgradation to LDCs with

over 4 years of service. Based on this circular, a wrong office order is issued by Asst.
Commissioner (competent authority), giving promotion to such LDCs. On the error coming
to light, Commissioner would have to approve the withdrawal of promotion, recording the
reasons for the mistake.

At this stage, drafting may be involved. Drafting involves preparation of a rough draft
of the final correspondence to be made in response/ compliance to the PUC.

The page number(s) on which the PUC and draft reply/ circular thereon (if any) is
placed should be referred on the noting and flagged as PUC and DFA (Draft for
approval). The file number should be recorded on the draft. The noting page is also to
be flagged.

Fresh receipts to be flagged as FR I, FR 11, etc.

Drafting

Norms/ good practices relating to Hindi correspondence to be complied with while
drafting correspondence.

B. Norms / good practices regarding recording ‘Confidential’, ‘Urgent’, ‘Priority’,
“Top priority’, mode of communication (Speed Post/ Fax/ e-mail), etc. on the top of
the correspondence to be complied with.

A letter can be signed by anyone who is authorised to do so; on behalf of or with the
approval of another authority. The fact should be recorded on the correspondence,
such as in the example given below-

This issues with the approval of the Commissioner

Forms of communication

Forms of communication, contexts where used and formats thereof are prescribed in
the manual.
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Forms are:

Letter

DO letter

oM

Inter-Departmental Note

Office Order

Order

Notification

Resolution

Press communiqué/ note

Endorsement

Minutes

Draft not required in straight-forward cases or where standard forms of
communication exist.

Clear and concise

Name, designation, telephone, fax number and e-mail (where applicable) to be
indicated on the communication.

Correspondence by name to be avoided unless if classified/DO letter or if personal
attention on an urgent/ important matter or matter discussed with the said officer
earlier and that officer is in a better position to deal with it.

The higher authority carries out a vetting of the proposal with linked papers and gives
his further remarks (if any) on the noting side. He may approve proposals and drafts
within his competence (or recommend approval to the proposal), by making
corrections at his level, if any and signing on the noting side or return it to the dealing
hand for re-submission or such action as may be directed.

Such officers to sign in full, with name, date and designation on the right hand side.
The process is continued till final decision is taken/ approved and draft (if any) is
signed and approved by the competent authority.

Notings are usually recorded on a green coloured paper.

Notings were the subject of much discussion, as to whether they could be disclosed
under RTI Act, 2005. Current legal position is-

Yes.

Hence, due care is to be exercised while recording notings !

When a higher authority changes drafting with crucial policy, financial and vigilance
implications (except for grammatical corrections), the original draft should be
preserved on the correspondence side of the file and page numbered, so as to indicate
changes made.

This ensures a trail of who has made what corrections.




g frarfafer s adfg FaAR , Ireremmer sl |, Sfiie #AFes

PURCHASE PROCEDURE IN KVS

General Principles:

Every officer is expected to exercise the same vigilance in respect of expenditure incurred from public
moneys as a person of ordinary prudence would exercise in respect of expenditure of his own money.

The expenditure should not be prima facie more than the occasion demands.

No authority should exercise its powers of sanctioning expenditure to pass an order which will be directly
or indirectly to its own advantage.

Expenditure from public moneys should not be incurred for the
benefit of a particular person or a section of the people, unless —

(a) a claim for the amount could be enforced in a Court of Law,
Or
(b) the expenditure is in pursuance of a recognized policy or custom.

Demand for Goods should not be divided into smaller quantities for making piece meal purchases for the
sole purpose of avoiding the necessity of obtaining the sanction of higher authority required with reference

to the estimated value of the total demand.

Every authority delegated with the financial powers of procuring goods in public interest shall have the
responsibility and accountability to bring efficiency, economy, transparency in purchases and for fair and
equitable treatment of suppliers and promotion of competition in public procurement.

To reduce delay, appropriate time frame for each stage of procurement should be prescribed.

Approval of the competent authority to the purchase

Powers for procurement of Goods each contract

[ LIMITS:-

i)Upto Rs.3,00,000/- Principal

Purchases beyond Rs.1,00,000 each contract shall be reviewed by the  Chairman with the assistance of the
Vidyalaya Executive Committee to ensure that the purchase is need based, sufficient fund exists and provision
is made in the budget.

11)Rs.3,00,001/- to 5,00,000/- DC of the concerned Region
iii) Above Rs.5,00,001/- Addl. Commissioner (Admn.), KVS (HQ).

In case of purchase of proprietary items_, the concurrence of the Chairman, VMC shall be obtained for the
purchases beyond Rs.25,000 at the Vidyalaya level. The approval of the Deputy Commissioner, Regional Office
and the Additional Commissioner(Admn.), KVS(HQ) shall be obtained for purchase of goods costing
Rs.1,00,000/- and above and Rs.3,00,000 and above respectively each contract.
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Purchase of goods directly under rate contracts of the DGS&D

In cases of purchase of goods which are available under the contract entered into by Central Purchase
Organization i.e., DGS&D, the prices to be paid for such goods shall not exceed those stipulated in the rate
contract and other salient terms & condition of the purchase should be in line with those specified in the
rate contract & shall not be in any case more than the MRP.

Registration of Suppliers

With a view to establishing reliable sources for procurement of goods commonly required for the

procuring unit, the purchasing unit will prepare and  maintain item-wise lists of eligible and capable
suppliers in the locality/city. Such approved suppliers will be known as ‘Registered Suppliers’ with the
approval of Chairman, Vidyalaya Management Committee (VMC).

Such registered suppliers are prima facie eligible for consideration for procurement of goods through
Limited Tender Enquiry.

Credentials, manufacturing capability, quality control system, past performance, after-sales service,
financial background, proof of registration of IT/TAN/VAT etc. of the supplier(s) should be
carefully verified before registration.

Purchase of Goods without quotations:

Purchase of goods up to the value of Rs.15,000/- (Rupees Fifteen Thousand) only on each occasion may be
made without inviting quotations or bids on the basis of a certificate to be recorded by the authority
competent to approve the purchases in the following format:-

“ , am personally satisfied that these goods purchased are of the requisite quality and

specification and have been purchased from a reliable supplier at a reasonable price.”

Purchase of goods by obtaining bids.

The following are standard method of obtaining bids in:
1. Advertised Tender Enquiry
2. Limited Tender Enquiry
3. Single Tender Enquiry

ADVERTISED TENDER ENQUIRY

Except in cases covered under Rate Contract of KVS and Reserved Items, open bids should be invited

through advertisement to bid for procurement of goods of estimated value of Rs.25,00,000/- (Rupees

Twenty Five Lakhs) and above. Advertisement in such cases should be given in one national daily & one
local daily having wide circulation.

The advertised tender enquiries shall be displayed on the website of the procuring unit and provide a link
with NIC website of KVS (HQ/RO).

A copy of the tender for advertisement shall also be given to the Indian Trade Journal for publications, in
cases of contracts having an estimated value of Rs. 25 lakhs and above.

The bid document should be hosted on the website and prospective bidders permitted to make use of the
document down loaded from the website. If such a downloaded bidding document is priced there should
be clear instructions for the bidder to pay the amount by demand draft etc. alongwith the bid.
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Ordinarily, the minimum time to be allowed for submission of bids should be three weeks from the date of
publication of the tender notice or availability of the bidding document for sale, whichever is later.

Purchase of goods by purchase committee:

Procurement of goods costing above Rs.15,000/- (Rupees Fifteen thousand) and upto Rs.1,00,000/- (Rupees
One Lakh) only on each occasion may be made on the recommendations of a local purchase committee
consisting of three members of an appropriate level with the concurrence of:

i) The Chairman, VMC(*) in cases of KVs
ii) Deputy Commissioner for the Regional Offices.
iii) Additional Commissioner(Admn.) for KVS(HQ)..

Format of Tender

i) The tenderers are to furnish their quotations as per the prescribed format and also as per the instructions
incorporated in the tender documents.

ii) Quotations sent by telex, cable or facsimile are to be ignored and rejected.
i) Extension of Tender Opening Date

ii) Amendments / Modifications to Tenders

iii) Receipt and Custody of tenders

Opening of Tenders

All the tenders received on time shall be opened in the presence of authorized representatives of the
tenderers (who have submitted regular tenders) at the prescribed time, date and place. The authorized
representatives, who intend to attend the tender opening, are to bring with them letters of authority from

the corresponding tenderers.

Tenders should be opened immediately after the deadline of receipt of tenders with minimum time gap in
between. At least two duly authorized officials of the purchase committee should jointly open the
tenders.

The tender opening officials are to announce the salient features of the tenders like description and
specification of the goods, quoted price, terms of delivery, delivery period, discount if any, whether
EMD furnished or not and any other special feature of the tender for the information of the
representatives attending the tender opening.

After opening, every tender shall be numbered serially, initialed, and dated on the first page by all the

officials authorized to open the tenders. Each page of the price schedule or letter attached to it shall also be
initialled by them with date, particularly the prices, delivery period etc., which shall also be circled and
initialled with date.

The original, duplicate, triplicate copies in a tender set are to be marked accordingly by the tender
opening officials.

Alterations in tenders, if any, made by the tenderers, shall be initialed with date & time by the officials

opening the tenders to make it perfectly clear that such alterations were present on the tenders at
the time of opening. Wherever any erasing or cutting is observed, the substituted words should also be
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encircled and initialled with date & time to make clear that such erasing/cutting of the original
entry was present on the tender at the time of opening.

Limited Tender Enquiry (LTE)

This method may be adopted when estimated value of the goods to be procured is less than Rs.25,00,000/-
(Rupees Twenty Five  Lakhs).

Minimum three quotations should be obtained. Further web-based publicity should be given for
limited tender. Efforts should be made to identify a higher number of approved suppliers to obtain more
responsive bids on competitive basis.

Purchase through limited tender enquiry may be adopted even where theestimated value of the
procurement is more than Rs.25,00,000/- (Rupees Twenty Five Lakhs) in the following circumstances.

When the demand is urgent and any additional expenditure involved by not procuring through Advertised
Tender Enquiry is justified in view of urgency. The Head of Office/Department shall put on record the
nature of the urgency and reasons why the procurement could not be anticipated.

Sufficient time should be allowed for submission of bids in LTE cases  (two weeks).

Single Tender Enquiry

Procurement from a single source may be resorted to in the exceptional circumstances viz.:

It is in the knowledge of the Vidyalaya/RO/Hqrs that only a particular firm is the manufacturer of the
required goods.

In a case of emergency, the required goods are necessarily to be purchased from a particular source and
the reason for such decision is to be recorded and approval of the Competent authority obtained.

For standardization of machinery or space parts to be compatible to the existing sets of equipment (on the
advice of a competent technical expert and approved by the Competent authority) the required items is to be
purchased only from a selected firms.

Note:

Proprietary Article Certificate in the following form is to be provided by the purchase unit before procuring
the goods from a single source and after obtaining approval of competent authority :

The indented goods are manufactured by M/s.

No other make or model is acceptable for the following reasons:

Concurrence of the Chairman, VMC/ Regional Office/Hqrs to the proposal vide

been obtained.

Approval of the competent authority vide has been obtained.

Sig. with date of purchase officer Sig. with date of Principal/AC/JC(Admn.)

Evaluation of Tenders, Formulation of Purchase Proposal and Placement of Contract

Evaluation of tenders is one of the most significant areas of Purchase Management. The contract should be
placed only on responsive tender.




The Purchase Officer should prepare a comparative statement of quotations received in the order in which
tenders were opened. This statement will have information about specifications of the material
offered by the tenderer, rates quoted (including taxes or otherwise), discount, if any, delivery schedule,

earnest money deposit, validity of the offer, payment schedule etc. this action should be taken before

preliminary examination of the tenders.

The comparative statement so prepared should be signed by the concerned officers. All the tenders are to be
evaluated strictly on the basis of the terms & conditions incorporated in the tender enquiry document
(based on which offers have been received) and the terms, conditions etc. stipulated by the tenderers in
their tenders.

No new condition should be brought in while evaluating the tenders. Similarly, no tender enquiry condition
(specially the significant/essential ones) should be over looked while evaluating the tenders. Aim
should be to ensure that no tenderer gets undue advantage at the cost of other tenderers and/or at

the cost of the purchaser.

All the tenders so received will first be scrutinized to see whether the tenders meet the basic requirements
as incorporated in the tender enquiry document. The tenders, who do not the meet the basic
requirements, are to be treated as unresponsive and ignored.

Dividing the Quantity

As per standard procedure, each schedule of requirement incorporated in the tender enquiry document is

to be covered on the lowest responsive tenderer for that schedule without dividing the same.

The tenderer who does not quote for the complete schedule as required is normally to be treated as
unresponsive and ignored.

However, there may be special occasions of purchase of very large quantities of goods which are beyond
the capacity of a single tenderer and the lowest responsive tenderer is unable to take the load of the entire
quantity.

In such cases, the remaining quantity may be ordered on the second lowest responsive tenderer (L2) at the
rates offered by the lowest responsive tenders (LI), as far as feasible and for this purpose negotiation may be
held with the above tenderer (viz. L2).

In such cases, it may also become necessary to divide the requirement under a schedule by placing multiple
contracts for part quantities on more than 2 responsive tenderers.

Tolerance Clause

1. To take care of any change in the requirement during the period starting from issue of tender enquiry till

placement of the contract, a plus/minus tolerance clause is incorporated in the tender document, reserving
purchaser's right to increase or decrease the quantity of the required goods upto that limit without
any change in the terms &  conditions and prices quoted by the tenderers. While awarding the contract,
the quantity ordered may be increased or decreased, if necessary, within the prescribed plus/minus
tolerance limit.

The tolerance limit should be reasonable. Higher the tolerance limit, more is the uncertainty for the
tenderers in formulating their prices. Therefore, higher the tolerance limit, more is the chance of
loading on the prices quoted by the tenderers to take care of such uncertainties. Generally, the tolerance
limit should not be more than plus/minus fifteen percent.
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Publication of Tender Result: -- The name of the successful tenderer awarded the contract should be

mentioned in the notice board/bulletin/web site of the concerned Ministry/Department.

Return of EMD to Unsuccessful Tenderers
The EMDs of the unsuccessful tenders are to be returned to them without any interest, whatsoever.
Tenderer's Right to question Purchaser

A tenderer shall have the right to be heard in case it feels that proper procurement process is not being
followed and/or its tender has been rejected wrongly. The tenderer is to be permitted to send its
representation in writing, which is to be examined. But, such representation has to be sent within one
month from date of placement of contract and to be replied within one month from date of receipt of the
representation.

Extension of Tender Validity Period

The entire process of scrutiny & evaluation of tenders, preparation of ranking statement and notification of
award must be done within the original tender validity period. The validity period should not be
unreasonably long as keeping the tender unconditionally valid for acceptance for longer period entails the
risk of getting higher prices from the tenderers. Generally, the validity period should not be more than
three months from the date of tender opening.

If however, due to some exceptional and unforeseen reasons, the purchase organization is unable to decide
placement of the contract within the original validity period, it should request, before expiry of the original
validity period, all the responsive tenderers to extend their tenders upto a specified period. While asking
for such extension, the tenderers are also to be asked to extend their offers as it is, without any changes
therein. They may also be told to extend the validity of the EMD for the corresponding additional period
(which is to be specified in the request). A tenderer may not agree to such a request and this will not
tantamount to forfeiture of its EMD. But the tenderers, who agree to extend the validity, are to do so
without changing any terms, conditions etc. of their original tenders.

Bid Security

To safeguard against a bidder’s withdrawing or altering its bid during the bid validity period in the case of
advertised or limited tender enquiry, Bid Security (also known as Earnest Money) is to be obtained from the
bidders except the following:

Registered Suppliers with the Kendriya Vidyalaya.
Registered units with the National Small Industries Corporation (NSIC).
Government Approved Suppliers.

The bidders should be asked to furnish bid security along with their bids. Amount of bid security should
ordinarily range between two(2%) percent to five (5%) percent of the estimated value of the goods and one
percent(1%) to three (3%)percent for works. (In some cases, for example in vehicles, where bid security is
considered not essential, it could be dispensed with.)

The bid security may be accepted in the form of:
Account Payee Demand Draft.

Fixed Deposit Receipt.




Banker’s Cheque.
Bank Guarantee from any of the Commercial Banks in an acceptable form.

The bid security is normally to remain valid for a period of forty-five (45) days beyond the final bid validity
period.

Bid security of the unsuccessful bidders should be returned to them at the earliest after the expiry of the final
bid validity and latest on or before the 30th day after the award of the contract.

Forfeiture of EMD : EMD of a tenderer will be forfeited, if the tendered withdraws or amends its tender or
impairs or derogates from the tender in any respect within the period of validity of its tender. Further, If the
successful tenderer fails to furnish the required performance security within the specified period, its EMD will
be forfeited.

Performance Security

To ensure due performance of the contract, Performance Security is to be obtained
successful bidder awarded the contract.

Performance Security is to be obtained from every successful bidder irrespective of i registration
status etc.

Performance Security should be for an amount of five to ten percent of the value of the

contract in case of goods and five percent (50% to be retained till completion of the whole of the

works and 50% to be  retained till the end of defects liability period) of the contract price  works.

Similarly, Retention money should be five percent of the contract value in works. There is no
retention money for goods.

Refund of Performance

Performance Security should be refunded to the supplier without any interest, whatsoever, after it duly

performs and completes the contract in all respects but not later than 60 days of completion of all such

obligations under the  contract.

Verification of the Bank Guarantees

Bank Guarantees submitted by the tenderers / suppliers as EMD / Performance Security need to be
immediately verified from the issuing Bank before acceptance.

Advance payment to supplier

Ordinarily, payments for services rendered or supplies made should be released only after the
services have been rendered or supplies made. However, it may become necessary to make advance
payments in the following types of cases:

Advance payment demanded by firms holding maintenance contracts for servicing of Air-conditioners,
computers, other costly equipment, etc.

Advance payment demanded by firms against fabrication contracts, turnkey contracts etc.
Such advance payments should not exceed the following limits:

i)Thirty percent of the contract value to private firms;
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ii)Forty percent of the contract value to a State or Central Government Agency or a Public Sector
Undertaking;

or

In case of maintenance contract, the amount should not exceed the amount payable for six months
under the contract.

While making any advance payment as above, adequate safeguards in the form of Bank Guarantee etc.
should be obtained from the firm.

Buy-Back Offer

When it is decided with the approval of the competent authority to replace an existing old item(s) with a
new and better version, the Purchase authority may trade the existing old item while
purchases the new one.

For this purpose a suitable clause is to be incorporated in the bidding document, so that, the prospective
and interested bidders formulate their bids accordingly.

Depending on the value and conditions of the old item(s) to be traded, the time as well as the mode of
handing over the old item to the successful bidder should be decided and relevant details in this
regard suitably incorporated in the bidding document.

Suitable provisions should also be kept in the bidding document to enable the purchaser either to trade or
notto trade the old item while purchasing the new one.

Period of Rate Contract

The period of a Rate Contract should normally be one year for stable technology products. However, in
special cases, shorter or longer period may be considered. As far as possible, termination period of rate
contracts should be fixed in such a way as to ensure that budgetary levies would not affect the price and
thereby frustrate the contracts. Attempts should also be made to suitably stagger the period of rate
contracts throughout the year.

Criteria for award of Rate Contract

(a) Rate Contracts shall be awarded to the firms who are registered for the goods in question and fulfill
the laid down eligibility and qualification criteria including availability of ISI mark, service center’s across

the country etc. Suitable stipulations are to be incorporated in the tender enquiry documents to this effect.
In respect of new items being brought on rate contract for the first time where there is no registered
supplier (for the subject items), the requirement of registration can be relaxed with the approval of
competent authority. The award of such rate contracts will, however, be subject to the suppliers'
satisfactory technical and financial capability.

(b) Some of the tenderers (who are otherwise registered for the subject goods) may also be holding
current rate contracts and/or held past rate contracts for the required goods. Their performance against
such earlier/current rate contracts shall be critically reviewed before they are considered for award of new
rate contracts. Specific performance and achievement criteria as on a selected cut-off date is to be evolved
for this purpose and incorporated in the tender enquiry document. The tenderers will be asked to furnish
the relevant details (along with their tenders) to enable the purchaser to judge their performance and
achievement against the past/current rate contracts. These criteria are to be evolved and decided by the
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purchase organization during procurement planning stage for incorporation in the corresponding tender
enquiry documents.

Parallel Rate Contracts

In case it is observed that a single supplier does not have enough capacity to cater to the entire demand of an

item, the rate contract issuing authority may enter into more than one rate contract with different suppliers
for the same item. Such rate contracts are known as Parallel Rate Contracts.

Conclusion of Rate Contracts including Parallel Rate
Contracts

Techniques for conclusion of rate contract are basically identical to that of ad hoc contract. Identical tender

documents may be utilized for conclusion of rate contracts subject to inclusion therein the special terms 65
conditions as applicable for rate contracts.

In the normal course, the rate contract is to be awarded to the lowest responsive tenderer (L1). However,
depending on the anticipated demand of the item, location of the users, capacity of the responsive bidders,
reasonableness of the prices quoted by the responsive bidders, etc. it may become necessary to award
parallel rate contracts also. For this purpose, a reasonable price band above the L1's price is to be decided
and parallel rate contracts awarded to the responsive tenderers falling within that price band. Efforts
should be made to conclude parallel rate contracts with suppliers located in different parts of the country.
For the sake of transparency and to avoid any criticism, all such rate contracts are to be issued
simultaneously.

Price Negotiation/Counter-Offer

Price Negotiation with the tenderers should be severely discouraged. However, in case the price quoted by
the lowest responsive tenderer (L1) is not reasonable and acceptable, the price may be negotiated with LI
only and, if it reduces the price to the desired level, rate contract may be concluded with LI.

There may be a situation, where parallel rate contracts are needed, but though the price of Ll is reasonable,
the number of responsive tenderers falling within the reasonable price band is inadequate. To take care of
such situation, with special permission negotiation may be resorted to and counter offering as indicated
below:

To start with, the rate contract may be awarded to LI tenderer. Then the price of Ll is to be counter offered
to the higher quoting responsive tenderers under intimation to LI asking them to send their revised tenders
in sealed covers to be opened in public at a specified place, date and time (as per the standard procedure).
LI may be specifically informed that it may, if it so desires, reduce its price and send its revised tender
accordingly as above. The tenderers who accepts the counter offer rate or rate lower than that are to be
awarded parallel rate contracts. If LI lowers its rate in its revised offer, same may also be accepted with
effect from that date and its rate contract amended accordingly.

There may also be a situation where parallel rate contracts are necessary, but even the price of the lowest

responsive tenderer (LI) is not reasonable. In that case, price negotiation may be conducted with LI in the

first instance. If LI agrees to bring down the price to the desired level, rate contract may be concluded with
it and that price counter offered to other responsive tenderers under intimation to LI for further action in
identical manner as indicated in the above paragraph. If, however, LI does not agree to reduce its price in
the first instance itself, then the price, which has been decided as reasonable may be counter offered to all
the responsive tenderers (including LI) for further action on above lines.
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A supply order should generally contain the following important details:
(a) Rate Contract No. and date.

(b) Quantity. (Where there is more than one consignee, the quantity to be
consignee is to be indicated).

(c) Price.

(d) Date of Delivery by which supplies are required.

dispatched to

(In the supply order, a definite delivery date based on the delivery period stipulated in the rate contract is

to be provided).

(e) Full address of the purchase organization along with telephone. No.,
address.

Fax No. and E. mail

(f) Complete and correct designation and full postal address of the consignee('s)/goods receiving officer(s)

along with telephone No., Fax No. and E-mail address.

(g) Nearest Railway Siding (NRS) of the consignee(s).

(h) Dispatch instructions
(i) Designation and address of the inspecting officer.

(j) Designation and address of the paying authority to whom the bills are
supplier Copies of supply order are to be endorsed to all concerned.

tobe raised by the

Model format of Supply Order is available with DGS&D. The same may be obtained from them when

needed.
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To install Hindi Indic input tool in Windows, follow the steps below.

1. Download Hindi Indic Input tool

® To download the Indic tool for windows just click the below link.

Install Desktop Version

e Clickon

® Run the downloaded file.

2. Using Microsoft Indic Language Input Tool ("ILIT")

®* Do the following to use Microsoft ILIT in any application, such as Microsoft Word:

o Open the application in which you would like to enter Indic text.

o Change the language using the language bar, which typically appears in the taskbar as

follows.

English (United States)
Hindi (India)

Tamil (India)

Telugu (India)

Bengali (India)
Kannada (India)
Malayalam (India)

Show the Language bar |
3:21 PM
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http://www.bhashaindia.com/ilit/Hindi.aspx

o The language bar will now show the current language.

o You can now start typing in English and whatever you type automatically gets transliterated after
a word-breaking character like a space, comma, etc. is entered. Note that this language setting is

per application. You may have to repeat the steps above for each application you want to use
Microsoft ILIT in.

3. Turning on the language bar

If you do not see the language bar in the task bar (at the bottom of the desktop) or floating on the
desktop please do the following:

o Click Start and go to Control Panel.

o Click Change keyboards or other input methods under Clock, Language and Region.

o On the Keyboards and Languages tab, click Change Keyboards.

-
“¥# Region and Language

| Formats | Location | Keyboards and Languages | Administrative

Keyboards and other input languages
To change your keyboard or input language click Change keyboards.

Q Change keyboards... )

How de I change the kevboard layvout for the Welcome screen?

Display language

Install or uninstall languages that Windows can use to display text and
where supported recognize speech and handwriting.

[ @lnstall/uninstall languages... ]

How can I install additional languages?

[




On the Language Bar tab, select the Floating on Desktop option.

—

s Text Services and Input Languages

General | Language Bar | Advanced Key Settings |

Language Bar
€@ Floating On Desktop >

) Docked in the taskbar

2) Hidden

Show the Language bar as transparent when inactive
Show additional Language bar icons in the taskbar

Show text labels on the Language bar

o Click OK to dismiss the Text Services and Input Languages window.

o Click OK to dismiss the Regional and Language Options window.




Download Hindi Indic Input tool

® To download the Indic tool for windows just click the below link.

http://www.bhashaindia.com/ilit/Hindi.aspx

Install Desktop Version

Cli®k on icon. *® Run
the downloaded file.

Enabling Indic Language Support

Click Start, click Control Panel, and then double-click Regional and Language Options.
[ ]

Ondhe Languages tab, select the Install files for complex script and right-to-left languages

(including Thai) check box.

Regional and Language Options

Regional Options | Languages ‘ Advanced |

Text services and input languages
To view or change the languages and methods you can use to enter

text, click Details.
Supplemental language support

Most languages are installed by default. To install additional languages,
select the appropriate check box below.

Ihstall files for complex script and right-to-left languages (including
hai)

[ Install files for East Asian languages

0K ][ Cancel ] Apply
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Har gfeawnit F1 e st A9 IRAH , GEE S JAFas

Service Book & Personal File :

First page: - Bio data : Photo to be attested by Officer

Name in full : English & Hindi

Fathers Name

Mothers Name

Husbands Name

Nationality

Whether a member of SC/ST/OBC

Date of Birth in figures & words

Educational qualification : at the time of joining and subsequent
Professional qualification

Exact height without shoes

Personal mark of identification

Permanent Home address

Signature or Left hand thumb impression.
Signature and designation of the Attesting Officer.
Photograph should be renewed after 10 years.

Second page : Certification & Attestation of documents

Medical examination

Character and Antecedent

Oath of secrecy

Marital Status

Declaration of Home Town

Verification of entries sr no 5 to 8 i.e., Caste/Category, Date of birth,
Educational qualification, professional qualification
GPF/CPF/NPS No and nomination

KVS EWS and nomination

Family particulars

. DCRG and family pension

ook wNE
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Entries which should be ensured by the employees :

. Joining on appointment (FN/AN) important
. GPF/CPE/NPS & KVS EWS option and nomination entry
. Character and antecedent entry
. Eamily history has to be filled along with only dependents, if any.
. Declaration of Home Town and entries for the LTC availed for self and family.
. Leave account, now only HPL entries 10 credited on 1* January and 1% July. Can be
availed on medical grounds called Commuted leave.
. Probation period 11 months and 22 months
. On successful completion or no adverse remark etc, confirmation on completion of 24
months service
9. Annual increment entries
10. Service verification entry is always from 1% April to 31°' March i.e., Financial year. There
should not be any break. Entry should be like Certified that services from 1% April to 31
March verified from pay bills and other records. Continuity is maintained and no break in
the dates.
11.CGHS optee entry.
12.KVS EWS entry is always from 1°' January to 31°' December i.e., Calendar year. There
should not be any break in deductions
13.Any up-gradation of pay i.e., senior scale on completion of 12 years and selection scale
on completion of 24 years of service and fixation of pay
14.Entry of all KVS organized/approved workshops/in-service courses attended
15.Entry of all Appreciations/Awards of KVS received.
16.Every time you are Transferred/Promoted, transfer/promotion/Relieving and joining
report entry along with the salary drawn up to should be recorded.

17.Addition/Deletion_or_change of name/surname if any like after marriage of female
employee.

18.Duplicate service book after 30.09.2007 and if lost on payment of Rs.500/-. Updating
at least once in ayear is a must.

In the end, ensure that all entries have a supporting document in the personal file and vice
versa. The service book has to be viewed by the employee atleast once in a year.
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A brief Write up on the Income Tax

Income Tax — Tax Deduction at Source: what to check, calculation, the role of the UDC

One of the major sources of direct tax revenues in India is income tax. Income tax is levied on income from
salaries, house property, businesses and professions, capital gains and other sources. The tax laws recognize
the concept of “Pay as you Earn”. Hence, as soon as an income is received by recipient (assessee), it
becomes the responsibility of the payer to deduct tax on it and remit the same to the government (tax
authorities). It is also his responsibility to submit statements (returns) from time to time to the tax authorities
and to the recipient, giving details of the amounts paid and the taxes deducted thereon. In effect, it makes the
tax deductor an “agent” of the tax department who assesses, levies and collects and taxes on its behalf and

remits the same to the department.

Tax Deducted at Source (TDS) is thus a form of tax payment “as you earn”. The concept ensures that the
inflow of revenue happens at a regular pace, while at the same time, the taxpayer is not put to undue
hardship of paying taxes all at once or at a time when he does not have liquid cash. It also casts a
responsibility on the deductor to assess the amounts paid with respect to their being subject to tax deduction,
to deduct the correct amount, to remit the same to the tax department and to submit returns thereof in
accordance with prevailing tax laws. Hence, every deductor is required to have some basic knowledge of tax

laws in relation to tax deductions.

Tax deduction at Source in the context of KVS would mainly relate to tax deduction on payment of salaries
to teaching and non-teaching personnel and on payments made to contractors for works (e.g. : - job work,
labour supply, catering, hiring of vehicles, etc.), landlords for rent, professionals/ technicians for

professional or technical services, etc.

According to Income Tax laws, the responsibility for compliance with tax laws relating to TDS is that of the
Drawing and Disbursing Officer (DDO), i.e. : - the Principal or Vice Principal (Admn.) who is entrusted
with making the payments to personnel and outside parties. In practice, the Principal plays multiple roles of
academician and administrator. The Vice Principal (Admn.) also handles a number of administrative
assignments like accounting, returns, drawing bills and disbursing payments, receipts and remittances,
general administration functions, etc. At their level, they can only be expected to play a supervisory role on
tax matters. The role of the UDC in this regard becomes important. It is the UDC, who is more focused on
TDS and payments work. On behalf of the DDO, it is the UDC who first assesses the payments of salaries
and to other parties with respect to applicability of TDS provisions thereon. Hence, it is essential that the




UDC holding charge of payments and TDS is aware of TDS provisions and keeps himself constantly

updated of this dynamic branch of law.

The rates of TDS are specified under Section 192 for salaries and under various Sections under Section 194
series for other payments. An annual circular is also issued by the Income Tax department on rates of TDS
on salaries. Tax laws permit a number of deductions under salaries. Here is where the UDC needs to strike
an accurate balance between the demands for various tax concessions claimed by employees, vis-a-vis the
legitimate revenue actually payable to the Income Tax Department as TDS. Delays or non-compliance
happening knowingly or unknowingly, would be costly as they would lead to personal penalties including
imprisonment, interest cost as also loss of reputation to the organization. The purpose of this session is to
give a brief glimpse into the tax provisions which any UDC handling TDS would be expected to know, the
sources from where detailed authentic guidance can be drawn and to act as a guide in various tricky
situations with the help of some typical questionnaires.

Hand-out
FAQs on Tax Deducted at Source (TDS)

1. What is tax deducted at source?
For quick and efficient collection of taxes, the Income tax Law has incorporated a system of deduction of
tax at the point of generation of income. This system is called as “Tax Deducted at Source”, commonly
known as TDS. Under this system tax is deducted at the origin of the income. Tax is deducted by the payer

and is remitted to the Government by the payer on behalf of the payee.

The provisions of deduction of tax at source are applicable to several payments such as salary, interest,
commission, brokerage, professional fees, royalty, contract payments, etc. In respect of payments to which
the TDS provisions apply, the payer has to deduct tax at source on the payments made by him and he has to
deposit the tax deducted by him to the credit of the Government. The following illustration will explain the
TDS mechanism.

Ilustration

Mr. Raja has made a fixed deposit with XYZ Bank. Annual interest on the deposit is Rs.8,40,000. Will the

bank be liable to deduct any tax from the interest paid to Mr. Raja?

**Interest on fixed deposit is covered under the TDS mechanism and, hence, the bank has to deduct tax from

interest and has to pay the net interest to Mr. Raja. The rate of TDS on interest is 10% and, hence, the bank
will deduct tax of Rs. 84,000 from the interest and will pay the net interest of Rs. 7,56,000 (i.e., Rs. 8,40,000
— Rs. 84,000) to Mr. Raja. The TDS of Rs. 84,000 will be paid by the bank to the Government and Rs.
84,000 will be treated as prepaid tax of Mr. Raja and he can claim tax credit of Rs. 84,000 just like advance
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tax at the time of filing his return of income. The above mechanism of deducting the tax at the point of

generation of income is called TDS mechanism.

2. What are the payments covered under the TDS mechanism and the rates for deduction of tax

at source?
Tax is deductible at source at the rates set by Income Tax Act, 1961 as amended by Finance Act every year
(budget). If PAN of the deductee is not intimated to the deductor, tax will be deducted at source by virtue of
section 206AA either at the rate given in the table or at the rate of 20 per cent, whichever is higher. Further,
under section 94A(5), if payment or credit is made or given to a deductee who is located in a notified
jurisdictional area, tax is deductible at the rate given in the table or at the rate of 30 per cent, whichever is

higher. TDS rates for the financial year 2015-16 are as follows—
Nature of payment TDS (SC : Nil, EC : Nil, SHEC : Nil - on non-salary only)

« Sec. 192 Payment of salary [normal tax rates are applicable] — SC : 12% (if net income exceeds Rs. 1
crore), EC : 2% and SHEC : 1%]

* Sec. 194A Interest other than interest on securities-10% (>Rs.5000 in the year)

* Sec. 194C Payment or credit to a resident contractor/subcontractor—(where single payment> Rs.30000 or
payment during the year expected > Rs.75000)

a. payment/credit to an individual or a Hindu undivided family-1%

b. payment/credit to any person other than an individual or a Hindu undivided family-2%
* Sec. 1941 (where payment of rent> Rs.1.80 lakh in the year)

Rent—

a. rent of plant and machinery 2%

b. rent of land or building or furniture or fitting-10%

e Sec. 1941A

Payment/ credit of consideration to a resident transferor for transfer of any immovable property (other than

rural agricultural land) where consideration>=Rs.50 lakh-1%

* Sec. 194] Professional fees, technical fees, royalty (where expected payment >= Rs.30,000 in the year)-
10%

Different rates are prescribed for payments to Non-Residents and Foreign Companies, which may not be
relevant for KVS.




Notes :

1. Under sections 192, tax is deductible from salary. The payer shall calculate salary taxable in the hands of
recipient. The amount so determined is subject to tax deduction under sections 192. Under section 195, tax is
deductible only if income is taxable in the hands of recipient in India. In any other case, gross payment is

subject to tax deduction.

2. For Non-Resident, foreign company, tax is deductible at the above rates or the rates specified in ADT
agreements entered into by the Central Government under section 90 (whichever is lower) [ section
2(37A)(iii)].

3. Tax is not deductible under section 193, 194, 194A, or 194EE if the recipient makes a declaration in Form
No. 15G/15H under the provisions of section 197A.

4. Under section 197 the recipient can apply the Assessing Officer in Form No. 13 to get a certificate of
lower/no tax deduction. This benefit is, however, not available if tax is deductible under section 1941A.

5. Royalty payable by Government or an Indian concern in pursuance of an agreement made by non resident
with the Government or the Indian concern after March 31, 1976, where such royalty is in consideration for
the transfer of all or any rights (including the granting of a license) in respect of copyright in any book on a
subject referred to in the first proviso to section 115A(1A) to the Indian concern or in respect of computer

software referred to in the second proviso to section 115A(1A), to a person resident in India.

6. Not being royalty of the nature referred to above, payable by Government or an Indian concern in
pursuance of an agreement made by nonresident with the Government or the Indian concern and where such
agreement is with an Indian concern, the agreement is approved by the Central Government or where it

relates to matter included in the industrial policy, the agreement is in accordance with that policy.

7. Fees for technical services payable by Government or an Indian concern in pursuance of an agreement
made by nonresident with the Government or the Indian concern and where such agreement is with an
Indian concern, the agreement is approved by the Central Government or where it relates to matter included

in the industrial policy, the agreement is in accordance with that policy.

3. Can the payee request the payer not to deduct tax at source and to pay the amount without

deduction of tax at source?

A payee can approach to the payer for non deduction of tax at source but for that they have to furnish a

declaration in Form No. 15G/15H, as the case may be, to the payer to the effect that the tax on his estimated

total income of the previous year after including the income on which tax is to be deducted will be nil.

Form No. 15G is for the individual or a person (other than company or firm) and Form No. 15H is for the

senior citizens.

51




The following assessee who is in receipt of the specific incomes can approach to the payee for non

deduction of tax at source:

a) A resident individual who is in receipt of income as referred to in 192A, 194 or 194EE if the amount of

such income does not exceed the maximum amount which is not chargeable to income tax.

b) Any person (other than a company or a firm) who is in receipt of income as referred to in section 193,
194A or 194DA if the amount of such income does not exceed the maximum amount which is not

chargeable to income tax.

c) A resident senior citizen ( i.e., an individual resident in India who is of the age of sixty years or more at
any time during the previous year) who is in receipt of income as referred to in section 192A , 193, 194,
194A, 194EE or 194DA.

Alternatively, a payee who is in receipt of income referred to in section 192, 193, 194, 194A, 194C, 194D,
194G, 194H, 1941, 194), 194K, 194LA or 195 can apply in Form No. 13 to the assessing officer to get a

certificate authorizing the payer to deduct tax at lower rate or deduct no tax as may be appropriate.

On receiving such an application, the AO may issue appropriate certificate in this regard if he is satisfied
that the total income of the payee justifies the deduction of income tax at any lower rate or nil deduction of

income tax.

As per Income Tax (Ninth Amendment) Rules, 2014, Certificate for non deduction of income tax shall be
issued directly to the person responsible for deducting the tax under an advice to the payee (i.e. who made
an application for issue of such certificate).Whereas, certificate of lower deduction of income tax shall be

issued to payee itself.

If AO has issued certificate for no deduction of tax or lower deduction of tax, as the case may be, then payer

should deduct tax accordingly.

4. What are the consequences a deductor would face if he fails to deduct TDS or after deducting
the same fails to deposit it to the Government’s account?
A deductor would face the following consequences if he fails to deduct TDS or after deducting the same

fails to deposit it to the credit of Central Government’s account:

a) Disallowance of expenditure As per section 40(a)(i) of the Income Tax Act, any sum (other than salary)
payable outside India or to a non-resident, which is chargeable to tax in India in the hands of the recipient,
shall not be allowed to be deducted if it is paid without deduction of tax at source or if tax is deducted but is

not deposited with the Central Government till the due date of filing of return. However, if tax is deducted or

deposited in subsequent year, as the case may be, the expenditure shall be allowed as deduction in that year.

Similarly, as per section 40(a)(ia), any sum payable to a resident, which is subject to deduction of tax at
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source, would attract 30% disallowance if it is paid without deduction of tax at source or if tax is deducted
but is not deposited with the Central Government till the due date of filing of return. However, where in
respect of any such sum, tax is deducted or deposited in subsequent year, as the case may be, the expenditure
so disallowed shall be allowed as deduction in that year.

b) Levy of interest

As per section 201 of the Income tax Act, if a deductor fails to deduct tax at source or after the deducting the
same fails to deposit it to the Government’s account then he shall be deemed to be an assessee in default and

liable to pay simple interest as follows:

(1) at one per cent for every month or part of a month on the amount of such tax from the date on which such

tax was deductible to the date on which such tax is deducted; and

(ii) at one and one half per cent for every month or part of a month on the amount of such tax from the date
on which such tax was deducted to the date on which such tax is actually paid.

c) Levy of Penalty
Penalty of an amount equal to tax not deducted or paid could be imposed under section 271C.

5. Under what circumstances a deductor would not be deemed as an assessee in default even after
he fails to deduct TDS or after deducting the same fails to deposit it to the Government’s
account?

A deductor who fails to deduct the whole or any part of the tax on the sum paid to a resident or on the sum

credited to the account of a resident shall not be deemed to be an assessee in default in respect of such tax if

such resident—
(1) has furnished his return of income under section 139 ;
(1) has taken into account such sum for computing income in such return of income; and

(iii) has paid the tax due on the income declared by him in such return of income, and the deductor furnishes

a certificate to this effect in Form No.26A from a chartered accountant.

6. What to do if tax is deducted but the ultimate tax liability of the payee is nil or lower than the
amount of TDS?
In such a case, the payee can claim the refund of entire/excess amount of TDS (as the case may be) by filing

the return of income.

7. If the payer does not deduct tax at source, will the payee face any adverse consequences by
means of action taken by the Income tax Department?
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It is the duty and responsibility of the payer to deduct tax at source. If the payer fails to deduct tax at source,
then the payee will not have to face any adverse consequences. However, in such a case, the payee will have
to discharge his tax liability. Thus, failure of the payer to deduct tax at source will not relieve the payee from

payment of tax on his income.

8. What are the duties of the person deducting tax at source?

Following are the basic duties of the person who is liable to deduct tax at source.

* He shall obtain Tax Deduction Account Number and quote the same in all the documents pertaining to
TDS.

* He shall deduct the tax at source at the applicable rate.

* He shall pay the tax deducted by him at source to the credit of the Government (by the due date specified
in this regard*).

* He shall file the periodic TDS statements, i.e., TDS return (by the due date specified in this regard*).

* He shall issue the TDS certificate to the payee in respect of tax deducted by him (by the due date specified
in this regard®).

*Refer tax calendar for the due dates.

9. What to do if the TDS credit is not reflected in Form 26AS of deductee?
Non reflection of TDS credit in Form 26AS can be due to several reasons like non-filing Of TDS statement
by the payer, quoting incorrect PAN of the deductee in the TDS statement filed by the payer. Thus, in case
of non-reflection of TDS credit in Form 26AS, the payee has to contact the payer for ascertaining the correct
reasons for non-reflection of the TDS credit in Form 26AS.

10. At what rate the payer will deduct tax if I do not furnish my Permanent Account Number to
him?

As per section 206AA , if you do not furnish your Permanent Account Number to the payer (i.e., deductor),

then the deductor shall deduct tax at the higher of the following rates :

* At the rate specified in the relevant provision of the Act.
* At the rate or rates in force, i.e., the rate prescribed in the Finance Act.

* At the rate of 20%.




Uhs TEds : it TeEdrer=

Introduction.-
Cash book is a subsidiary book and all cash transactions are
recorded in that.
Cash include not only cash but also cheque, DD, postal order and
any other form of legal tender.
In commercial enterprises separate columns are kept to record cash
and bank transactions.
If discounts are regular feature of enterprise separate columns are
kept for discount received and discount given.
Cash book helps to know balance of cash and balance in bank.
The cash and bank balance in the book are entered in the trial
balance. Thus cash book is also a ledger account.

Govt. cash book v/s commercial cash book

» In Govt. cash book is maintained in form no. GAR3 there is no
separate column to record cash and bank transactions.

» On the other hand there are separate columns on the receipt and
payment side to record transactions of receipt and payment of govt.
receipt/pay and allowances/contingency payment/ misc. etc.

P Balance under each column has to be worked out.

P Closing balance in cash book is tallied with balance of cash, cheque,
DD in the cash box on a daily basis.

P Details of receipt no. & bill no. are to be given for receipt and payment
resp.

Principles of accounting entry

» The following cardinal principles of accounting entry are followed in
govt. also:
i. Debit what comes in credit what goes out.
ii. Debit the receiver credit the giver.
iii. Debit losses and expenses and credit income and gains.

Banking arrangements:-
» Each PAO/CDDO is allowed tom open account with a nominated
branch of either RBI/PSB/Pvt. sector bank.
» Cash account of the govt. is maintained by RBI CAS Nagpur
» RBI CAS Nagpur maintains the account for each ministry/dept. PAO
wise, each zonal railway, each Defence and postal circle, state govt.
and each and every bank.
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» Accounts are credited and debited based on advice from banks,
principle accounts office, zonal railway, Defence dept. and state govt.

» Every month statement of receipt in payment in respect of central ,
civil transaction is sent to CGA by RBI CAS Nagpur.

P Cash balance in respect of central civil transaction is tallied by CGA
with reference to cash balance available in his books and with
reference to statement received from RBI CAS Nagpur.

Classification in Govt. Account :-

P Financial data becomes meaningful when the data is collected under

>

proper heads of accounts.
For classification of data govt. follows 6-tier system of classification

Provisions of Receipt and payment rule

i)

i)

>

>

Money credited to govt account should be held either in
in Reserve Bank of India
central Treasury
(Rule 3 of R&P Rule)
All money received by or tendered to govt officer on account of revenue, receipt or
due of govt ,shall without delay be paid in full in the accredited bank. Money thus
received cannot be utilized to meet dept. expenditure unless otherwise authorised
(Rule 6 of R&P Rule)
Govt officers who handle cash or perform functions of drawing and disbursing
officers shall maintain cash book in form GAR 3 and all transactions be entered in
cash book as soon as they occur
( Rule 13 of R&P rule)
Cheque or Bank draft drawn on local branch of scheduled bank may be accepted
by dept. officers or by the specified branch of the accredited bank or by a bank
specially notified for this purpose for payment of govt. dues. The cheque or D.D
should be crossed. Until they are realised govt. cannot admit that payment has
been received.
( Rule 19 of R&P Rule )
Receipt in prescribed form GARG6 duly signed by H.O should be should be issued
only after satisfying that amount has been properly entered in cash book
(Rule 22 of R&P Rules)

rule

Security should be furnished by the govt. servant who handles cash or stores. If
security is furnished in form of cash security bond in form no GFR 30. If
furnished in the form of fidelity security bond in form GFR31

(GFR 275)

>

Security deposit is to be retained for 6 months from the date of vacation of the
post. And security bond shall be retained permanently until It is certain, that
there is no further necessity for keeping it.




Appointment of cashiers & Duties and responsibilities

>

>
>

If there is no post of cashier , senior most employee is to be appointed as cashier
by head of office , in addition to his responsibilities.

Such an official is paid cash handling allowance in addition to his remuneration.
Officials who handle cash / store should furnish security for actual cash handled
or value of stores.

If security is furnished in the form of cash , security bond should be executed in
form no GFR 30.

In case of fidelity bond employees should execute fidelity bond in the form GFR 34
and security bond in form no GFR 31.

Receipt should be issued immediately on receipt of money.

The money should be remitted Into the bank immediately along with challan

indicating details of receipt.

All payments should be made after getting proper acquittance.

If the amount drawn is not disbursed within a month the amount will be refunded
by short drawl.

Cash book should be closed on a day to day basis and certificate regarding
availability of cash as per cash book should be recorded by the DDO at the end of
the month in the cash book.

Register of valuables:-

>

>

>

Whenever no. of Cheque /DDs are received by PAO/DDO, register of valuables
should be maintained in the prescribed form that is GARS.

Details of Cheque /DD s received and its remmittance in the bank and
transmission to PAO is to be noted in the list of valuables.

When the Cheque/DD is realized the date of realization should be recorded in the
list of valuables with reference to the date in the receipts scroll and the item
should be closed.

Register should be closed every month and action taken for Cheque/DDs which

are not credited to account.




Important provisions regarding maintenance of cash book

e All monetary transactions as and when they occur need to be entered in cash
book.
All govt. officers who are required to receive govt. dues /handle cash and perform
functions of CDDO/NCDDO should maintain cash book in form GAR3.
Head of office are responsible for proper maintenance of cash book.
Account payee crossed cheque/DD issued by PAO/CDDO in the personal name of
recipient and rooted through the DDO need not be entered in cash book
Receipts in the form of local cheque/DD In favour of PAO or endorsed in their
favour accepted by NCCDO need not be entered in the cash book.
What is local bank?

Important instructions in proper maintenance if cash book

e Cash book should be closed regularly and completely checked by HO ,each and
every entry should be attested.
Receipt of govt. money and other receipts should be checked with reference to
receipts issued
Payment to be verified with reference to paid vouchers.
Entry for remittance into bank should be verified with ref to receipted Chelan
received form the bank.
If no. of receipts are there ,the total amt. may be entered giving reference to serial
no. in the register of valuables.
At the end of the month the cash balance has to be verified and certificate to the
effect should be recorded in the cash book
Erasing ,overwriting should be strictly avoided.
Realization of cheque , draft, cash should be watched through receipt scroll, cash
should be kept in cash chests and should have a double lock
Non govt. money should not be kept by the cashier without the permission of
higher authority.

Non govt. money should be kept in a separate cash box and accounted separately.
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FTEATIT TAER
Tt STl TR vaRE g &

TSTHTYT IITATATH 1963 el TATaR T & atel W el &l & Ve 38 & FHAI-THT W feer
e Ty A

TSTHATYT HATH & AT H -5 B A AR A gefod g

© & & waar & et @ QU AR 1 & )@ Td I &5 # fasniara S arar g
1. ﬁ'g% Ll Appointment letter
2. AT AT Office order
3. JFARS Reminder
4. 3TET-TIT 97 Demi Official letter
5. 99T Circular
6. 39T Memorandum
7. m'ﬂjﬂT Notification
8. fecqur-gzen Note- Sheet
9. JaIT Notice
10.311d¢sT Application
11 34§H€T Contract

12 FrATERT Work order
13. ﬁ?fﬁf EE] Sanction letter

TR & SRIeT 931 Y S arelt vy feeaforar
Accordingly dgeJdY
Acknowledge has already been sent 9radil gl &l Hoil ol ?-IQ@T g
Acknowledge receipt of the letter I T gracir Hot
Action may be taken accordingly dGeJHIY HIYATE! T T

Submitted for approval 3eTHIGT & TEId
Approval may be granted 3-1'0':!9?41'6\"0'-[ 9eTel Y &I ST

As above SUIF & HTHAR/ ITRIFATTAN
As amended JAT HNTAT
As directed ﬁ?\"\’ﬂﬂﬂﬂ




Bring into Notice €3TeT H olTeAT

Consequent upon & IRUTH FTT&ET

Copy of the letter referred to above is sent herewith ﬂ'ﬂ'ar?-f g7 &7 gfafal saes @y A STIErg

Copy forwarded for information/necessary action ¥{[deI1/ ATdRIh HTIATET %T;f gfafei afa

Copy enclosed for ready reference dcehlel qesT %—gr EIGICIERGCEL

Draft for approval 3-@@37-[ %T:_[ HEIST/ITET

Draft is concurred in #IIC & Wﬁ %’

Draw a charge sheet 3TRIT-97 IR T

Duly complied with fTaf@rad gretet foram arar

Duly filled in faf&rae v g3m

Early action in the matter is requested. H?:NYT g SH AT H ofrer HTIATET FY

Ex-parte judgement TehT&iIT IGIE

Expedite action HIIaTer 7 MerdT hi

Ex-post facto sanction HrAfa H’H‘\ﬂ'

Following Employees are confirmed in their existing posts with effect from fAF=IfoT@d wHaary 39T
a8 T TR ST &

In the course of action EFI'?—‘I'aT('ﬁ' & el

In this connection it may be pointed out that 38 T H I Seal @A g%

In toto Cj\ﬁ R 8/ FEI'\UT

Is adjourned since die ATATRTA el F Tl TR fhar STAT R

Liable to disciplinary action 3{e QAT FHIIATEY ST ST vl &

Notwithstanding anything to the contrary TehdT ‘;lﬁ-l;\w ad &g g‘(’ T

For information and Guidance ¥[deIT g ARG %T;T

For onward transmission 3737 §5Tat %T:I_;

Forwarded and recommended 331 Ta FR@FT
Hold in abeyance YU TG
In compliance with & HeqTeleT A

In continuation of this office letter No. S8 HIATIT b IF TEIT--- h shaT H

In-spite of repeated reminders the information has not been received so far SR-8X ] EARD Aol
STaS1G 31T e FITT 61 Hol §

Observance of rules [ &Y &7 dTeleT

On compassionate grounds 3-1?:I_,T=FCIT &+ TR I




On deputation Flﬁﬁ'ﬂ% I

On the availability of information == & TR T

Paper for disposal ferdaereT %’if gE&dTaS

Please put up with previous papers 9T 0 ool PRTST-T3T & ATy aEJd Ty

Put up draft of D.O. to all heads of departments T3T TTHRTETETT I IY-ATHSIT I FT AT q&Jd
Cory

Put up for perusal please3TdeilehalTl T
Kindly quote the reference 9T HeH 1T

Recovery should be affected Yeh#H el I ST

Re-instated in service TaT/si1ehT SgTeT ST ?Fé'

Reminder may be sent3{e]EHNH ST ST

Required information is furnished herewith afaa AT W AT AT AT R &

Sanctioned as proposed TAT TEATTAd W}_ﬁ'

Should be given top priority Tafcd ITATHBAT & ST

Show cause as to why strict action should not be taken &RUT ST Toh & FIRIATE! F4T o FT AT
Status quo Zr?—lTCI;é' Fufa

Submitted for information H\?.I?-ITQST aEdd

Take over charge FIIHR TGUT AT

Hand over charge SIIHR BT

Through proper channel SRT AT @

To prolong leave szé’r CEGI

Under intimation to this office 39 STATT &Y H\ﬁﬁ A §'Q'

Without assigning any reason folaT IS HROT AT

With reference to his application dated ---shri —is offered a post --- H—& dRIG — o 3HTdGeT 9 o
HEH H 3o¢ - UG T G &1 wealra $1aT ST &

You may take necessary action 3T dGe]HIY TdRTD EF[iﬁl'Ié’ ETy
©  You are hereby informed that 319 &1 $Heh GART Gi<Id [T ST & o
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A
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gfades %’Zj YTAIUT 9 (covering letter ) T IIHT

CTIED
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ECIARIECIAR)
(BETER)

ATH

qe ATH

Holdateh: TUIR




FTATT TSN T Y™

BI.5h.

FIATET ATSA

T & fArafaf@d gewal i v gAllfd 9ok @ Fderor w1 Aerer sy 8

eq e AT :

1.0yl

2.5/ sl

3.8/ Afrerclt

afAfa 1 &R frar Srar @ 7 a8 s wdaror i Rl sreewaner & goer R
TEIT |

(TET)

R & <wor e
1. 39 faeaTery # 9% —wwré 9wyl ¢ e swfa fraa &, sw g

YA FATIR 9 7 o Siray arer et &1 @ F oew w6 fare
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ANNUAL PHYSICAL VERIFICATION OF STOCK, CONDEMNATION AND WRITE OFF OF
STORES.

a. Maintenance of stock reqisters:

Every vidyalaya should maintain and prepare stock registers for each department for
both consumable and non-consumable articles. Whenever an article is purchased in the
vidyalaya, irrespective of the nature whether it is consumable or non-consumables, it
should be taken into respective stock register of the concerned department, viz., SUPW,
Library, Lab equipments, Drawing, Music, Sports& Games, Furniture etc and the stock
entry may be recorded on the bill. Thereafter, the bill is passed for payment. This
process will ensure that the articles purchased are properly stored and used whenever
required at the vidyalaya.

Consumables when issued may be shown as “issued” in the concerned consumables
stock register on weekly or fort nightly basis under due attestation by the Principal.

All articles of Non-consumable like Furniture, computer, Audio visual aids, etc. should
be serially numbered by code name by using separate nomenclature for each
immediately after the purchase. In case of furniture, Computers, AV Aids etc. the class
teacher for classes or Department In-charge shall be responsible for the items.

Due care should be taken in handling the valuable items like, microscope, TV set,
computers, projectors etc while doing demonstration or experiments. The library books
are to be machine numbered by the Librarian and the same should be recorded in the
Library accession registers

(i) The register under scrutiny is maintained in the prescribed form.

(i) The register are page numbered and a certificate of page counting is recorded by a
responsible officer on the first page.

(iij) All the columns provided there in are correctly filled in.
The transactions recorded there in are entered in the chronological order.
There is no evidence of tempering with the entries of pages of the register.

There are no overwriting erasers etc. and all corrections are neatly made by
drawing a line through the erroneous entry and inserting a fresh entry under
proper attestation.

Each register is kept up-to-date and reviewed by the appropriate authority at
regular intervals as provided in the rules or instructions issued in this regard.




(Viii) Stock registers are required to be maintained in the following prescribed forms:-
S. No. Article Stock Register
Form Number
Library books
Laboratory Equipment
Furniture
Other Equipment
Immovable Assets
(Property Register)
6. Stationary Articles CS-29

(ix) The entries in the stock register should be attested by the authorized officer and in
the case of Kendriya Vidyalaya attestation should be made simultaneously by the
teacher.

(x) Each article had been allotted a separate page folio.

(xi) Value of the stores have been entered and the same tallies with the entries shown
in the register.

(xii)) Wherever article has machine numbers, a note of the machine number has been
kept in the stock register for the purpose of identification

(xiii) The principle in the case of KV and in other cases any designated officer should
personally undertake a physical verification of important items (i.e. items costing
Rs. 1000/- and above) and attest the relevant entries in the stock register and the
bill in token of the verification.

The registers of dead stock, stationery, consumable stores etc. have all been
maintained in the prescribed forms and each article is accounted for in the
appropriate register.

All stores when received are examined, counted, measured or weighted as
the case may be, before delivery is taken and are entered in the appropriate
stock Register after verifying that the quantities are correct, their quality is
good and they are according to the specification.

Proper records for stores declared surplus, obsolete or unserviceable are
maintained for watching disposal thereof and when such stores are disposed
of, the instructions laid down, in Govt. of India decision below Rule 124 of
GFR are followed.

Store acquired/purchased are utilized within the reasonable time for the
purpose for which they were purchased, acquired; and

Totals and closing balances have correctly been worked out and there are no
erasures/over writing.




b. Physical verification of stores.

In every financial year, physical verification of the stock of all the departments should be
conducted by forming proper committee members. The committee so constituted for
each department should conduct physical verification of items with reference to stock
register and certify the availability of each item. The excesses or the shortages of stock
should be submitted to the Principal in the following format.

Name of the Department:
Physical verification done on:

Stock Name of the Stock as per Excess(+) Result of
Register article Stock Shortages(-) | investigation
Page No.

Physical
register | verification

In case of excess, the original bills may be verified to ascertain any omissions in
accounting with reference to invoices of articles received. They should also be brought
into account in the stock register with suitable remarks with due attestation of the
principal and proper steps should be taken to safe guard such omissions or
commissions in future.

In case of shortages, it may be ascertained whether it is due to mishandling of items. In
that case, it should be brought to the knowledge of the principal and responsibility may
be fixed on the student or teacher or the staff member at fault and the cost price or the
present market price whichever is higher may be recovered. However, if it is accidental
breakage while doing demonstration or experiments, on the spot of investigation should
be held and the result should be recorded in the stock register which will be verified by
the condemnation committee at the time of condemnation.

The condemnation procedure as explained in the KVS circular dated 26.08.2009 should
be invariable followed by the Principals while forwarding the proposals for condemnation
of Computers and other [.T.Equipments.

However, cases involving theft or fraud or embezzlement should be reported to the police
with proper FIR for investigation. The entire case along with the preliminary findings as
conducted at the vidyalaya level should be referred to the Regional office duly enclosing
the required documents/reports for further action. If it is found that some of the
employee of the KV is involved, necessary action under CCS(CCA) Rules should be
initiated either for the recovery or for the misconduct.

Immediately, after physical verification of the stock is over, a condemnation Board
comprising the members of VEC, as per art no.32 of Education code should be
constituted. The items which are required to be written off should be prepared by the
Department in-charge in the prescribed format i.e. CS 49 to be placed before the
Condemnation Committee for perusal and recommendations. While preparing the CS
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49, effective life of the article, its “as on date of depreciation value” and “remaining
value” should invariably be mentioned so as to enable the Committee to consider the
same for write off.

As per the existing delegation of powers, the following authorities of KVS have the power
as mentioned below in terms of KVS Circular No.F.16-1/99-KVS (Admn.l) Dated
15.03.2012

Authority

Powers delegated in respect
of
KendriyaVidyalayas

Powers delegated in respect
of Regional Offices/ZIETs

Commissioner

Full powers including cases
involving fraud,
embezzlement, fire
misappropriation or theft
and the articles whose life
span has not been expired
including IT equipments.

Full powers including cases
involving fraud,
embezzlement, fire,
misappropriation or theft
and the articles whose life
span has not been expired
including IT equipments.

Additional
Commissioner
(Admn.)

Up to 5 lakhs per annum
excluding the cases involving
fraud, embezzlement, fire
misappropriation or theft
and the articles whose life
span has not been expired
including IT equipments.

Deputy
Commissioner/
Director of
Regional /ZIET
concerned

Full powers excluding cases

involving fraud,
embezzlement, fire,
misappropriation or theft
and the articles whose life
span has not been expired

including IT equipments.

Up to Rs.2 Lakhs per annum
but excluding the cases
involving fraud,
embezzlement, fire,
misappropriation or theft
and the articles whose life
span has not been expired

including IT equipments.

Executive
Committee
VMC

Up to Rs.2 Lakhs per annum
but excluding the cases
involving fraud,
embezzlement, fire,
misappropriation or theft
and the articles whose life
span has not been expired
including IT equipments.

If the book value of the condemnation proposals exceeds Rs.2 lakhs at the vidyalaya
level, then the whole proposals should be submitted to the concerned DC for further
necessary action, along with all the necessary documents. Part condemnation at the
vidyalaya level and forwarding the remaining proposals to RO is not the correct
procedure. That is, if the total value of the condemnation proposals is, say, Rs. 6 lakhs,
condemning the articles worth Rs.2 lakhs at the vidyalaya level and forwarding Rs.4
lakhs to DC is against the norms.
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LEAVE RULES IN BRIEF

. Leave cannot be claimed as a matter of right.

. Leave sanctioning authority may refuse or revoke.

. An employee on leave on medical grounds has to produce medical fitness certificate
from CGHS/AMA/RMP as the case may be.

. Overstayal of leave without proper sanction will be debited against the HPL account to
the extent it is due and the excess as EOL. No leave salary for the period of overstayal
Is admissible and the period of overstayal will not be counted for increment.

. No leave of any kind can be granted for a continuous period exceeding 5 years, if
required further it has to be sanctioned by the President of India.

. If an employee is absenting for a period exceeding 5 years with or without leave
without valid reasons, shall be deemed to have been resigned.

. Leave in conjunction with breaks only has to be sanctioned by Regional Office.

. Conversion of one kind of leave to another can be done within 30 days only.

. If employee is leaving station, station leaving is a must for employee’s safety.

10.After availing any kind leave other than CL and Compensatory leave, joining report is
a must.

TYPES OF LEAVE GENERALLY AVAILED

Casual Leave :

1. 8 days maximum for those entitled for 17 holidays and 4 days special casual leave
employees with disabilities.

.5 days maximum can be availed at one time depending upon the sanctioning authority.

. Can be availed Y2 day also.

. % days casual leave can be debited to the CL account for each late attendance.
However, 2 late attendances in a month upto an hour can be condoned by the
authority, if convinced.

. Cannot be combined with any kind of leave and joining time.

. Can be combined with Sundays / holidays / restricted holidays / weekly offs / vacation
/ special casual leave / compensatory offs.

. LTC can be availed during casual leave.




Earned Leave :

. For Non Teaching staff - 30 days in a year credited 15 days every 6 months in
January & July of the year.

. For Teaching staff - Prior to 01.09.2008 were entitled for 10 days EL and not now.

. EL @ 2 %2 days per completed month is credited if an employee joins in between the
year and reduced @ 1/10 of EOL availed in that Half year.

. Maximum accumulation upto 300 days encashable at the time of retirement : Basic
Pay + Grade Pay + DA X No of days at credit/30

. If put on duty during vacation and breaks EL credited @ 3/5 X no. of days of duty but
permission of the Regional Office has to be obtained. So it is also necessary that the
employee also sees that proper order is made and a proposal to RO is sent for approval
well before the commencement of their duty.

. EL during last 10 years of service should not ordinarily be denied.

. The credit of EL should not exceed 300 days.

HPL (Half Pay Leave) :

. For Teaching staff — 20 days in a year credited w.e.f. 01.09.2008.

. HPL @ 5/3 days per completed month is credited if an employee joins in between the
year and reduced @ 1/18 of EOL availed in that Half year.

. Accumulation no limit.

. During HPL there is no effect on HRA or Transport allowance only BP & GP is
reduced proportionately.

Half Pay Leave on medical Ground also called as Commuted Leave :

. HPL on medical ground is called commuted leave.

. If availed 5 days, double the leave is debited from your account.

. Medical ground — medical cum fitness certificates has to be obtained from CGHS
wherein the employee is residing within the limits of CGHS/AMASs/Govt Hospital OR
Registered Medical Practioners only if no AMA is available within a radius of 8 kms,
which are only valid.

. Leave sanctioning authority may consider the certificate of RMP after taking into
account the circumstances of the case.

. Leave sanctioning authority may secure second medical opinion, if required.




Leave Not Due :

. Permanent employee with no HPL at credit.

. Leave is granted on M.C. if sanctioning authority is satisfied that he/she will return to
duty on expiry of leave.

. Can be granted in continuation to maternity leave.

. Can be granted to female employee with less than 2 living children.

. Maximum 360 days can be granted in entire service and should be limited to the HPL
that the employee is likely to earn subsequently as the same will be debited against
HPL.

Extra Ordinary Leave :

. EOL can be granted - when no leave is balance or no other leave is admissible.

. It can be granted only if government servant applies in spite of having other leave in
credit.

. All officials upto 3 month with or without medical certificate.

. Upto 6 months with medical certificates for common ailment to the officials with a

minimum of 1 year of continuous service.

. Upto 18 months with medical certificates for serious ailment.

. Upto 24 months on private grounds OR for studies certified to be in public interest
with a minimum of 3 or more years of continuous service.

Maternity Leave :

. Commenced from 01.09.2008.

. Admissible to married/unmarried females.

. Pregnancy case - Maximum 180 days can be availed, till two surviving children.

. In addition to maternity leave any leave including commuted leave upto 60 days and
leave not due can be availed without medical certificate upto 2 years in continuation
and this leave is treated as on duty and is entitled for full salary and increment is also
not postponed.

. Miscarriage/Abortion — 45 days in the entire service after 16.06.1994




Paternity Leave :

. Only for male employees with less than 2 surviving children.

. Paid full salary.

. Maximum 15 days either before the delivery or within 6 months from the date of
delivery of child. If not claimed as specified it will be treated as lapsed.

. Paternity leave is also admissible for valid adoption of child below the age of one
year.

Leave on adoption of child to Female Government Servant :

. Only to female employees.

. Admissible for valid adoption of child below the age of one year.

. Maximum 180 days can be availed with less than 2 surviving children immediately
after the date of valid adoption effective from 22.07.2009.

. Entitled for salary and will be equal to the pay drawn immediately before proceeding
on leave.

. Can be combined with any kind of leave due and admissible including commuted
leave upto 60 days and leave not due can be availed without medical certificate upto 1
year reduced by the age of the adopted child on the date of legal adoption with out
taking into account the period of Child Adoption Leave.

Child Care Leave :

. Only for female employees, prior permission required.
. Leave only for taking care of up to 2 children.
. Paid full salary, it may be availed in more than 1 spell.
. Sundays and holidays will count as in case of EL.
. Maximum up to 2 years or 730 days in entire service with full pay.
. It should not be < 15 days and more than 3 occasions in a year
. Child should be < 18 years of age and in case of disabled/mentally challenged children
up to the age of 22 years subject to the condition and submission of certificates.
8. No child care leave is permitted during probation period, only given in extreme cases.
. LTC cannot be availed during child care leave.




Special Casual Leave :

. Can be granted upto 10 days in a calender year for departmental events like
. Can be granted upto 30 days in a calender year in case of All India level Sports
Coachings/Trainings, Clutural events, Mountaineering/trekking Expeditions etc.,
organized by Government of India and for which special orders will be issued by HQs
on recommendations of the Government.
. Family Planning —
For Male employee :
Maximum 5 days and 5 days second time in case the first operation fails.
21 days for undergoing recanalization operation.
3 days in case his wife undergoes operation from the next day of the operation.
For Female employee :
Maximum 10 days and 10 days second time in case the first operation fails.
21 days for undergoing recanalization operation.
1 day on the day of operation in case her husband undergoes operation
. Service Association Activities :
20 days office bearers recognized service associations.
10 days for outstation delegates/members of Executive Committee for meetings.
5 days for local delegates and local members of Executive Committee for meetings.
10 days for Leader of staff side of JCM and Secretary for departmental Joint Council

Study Leave :

. Employee should have been confirmed and put in a minimum of 5 years of service
including the period of probation.

. For any higher studies/qualifications, the department will see that the certified course
is of any definite advantage to the department/Government from the point of view of
public interest.

. It can be availed at a stretch or in different spells to a maximum of 2 years.

. It can be combined with any kind of leave but the maximum period of absence
including vacation but excluding EOL should not exceed 28 months and 36 for Ph.D
degree.

. Proper orders for the particular study should be approved by the authority.

. Full salary including HRA as per rule for first 180 days, no study allowance

. The employee has to submit a full report on the studies completed to the department.

. Not permitted for the studies out of India.

. Not permitted if an official is retiring within 3 years.
10.Can be refused if the authority feels that the regular work will suffer in his/her
absence.
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Meaning of Cash Book

Cash book is a subsidiary book which records all the receipts and payment of an
establishment over an accounting period.

It records all the receipts and payments irrespective of their nature(i.e. Capital or
revenue)

Kinds of cash book

1. Single column cash book (Having only cash column)

2. Double column cash book (Having columns for cash & bank/ Cash & discount)
3. Triple column cash book (Having columns for cash , bank & Discount)

4. Petty Cash book : prepared to record petty expenses.

CASH BOOK IN KVS
Cash book in KVS contains three columns:
1. Cash
2. Bank
3. Permanent Imprest

*At school level separate cash books are maintained for VVN and School Funds
*At ZIET & RO level only one cash book is prepared.

Rules to make entries in Cash book

1. All the receipts should be recorded in receipts side i.e. Debit side /left hand
side in cash book .

2. All the payments should be recorded in payments side i.e. credit side/right
hand side of cash book.
3. Rules will be applicable for cash, bank and permanent Imprest.

Important directions as per KVS accounts code

. A cash book is maintained under form no. CS-22.

2. As soon as a cash book is brought into use, a certificate giving the number of
pages in the cash book should be recorded on the first page of the cash book
after counting and serially numbered.

. Cash book should be prepared on daily basis and must be countersigned by the
Principal.

. For each entry made in cash book in respect of receipt or payment , the
corresponding voucher number should be quoted for reference. Separate
voucher numbers should be given for receipts and payments.
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. The name of the party to whom payment has been made or received should be
mentioned briefly under the column particulars.

. When a self- cheque is drawn for recoupment of permanent Imprest, its
number and amount should be entered on the payment side of the cash book (in
bank column) and its amount should be entered in receipt side as cash from
bank.

. All the entries entered in cash book should be eventually incorporated in the
ledger and ledger folio number should be mentioned in L.F. column of cash
book.

. There should not be any over-writings or corrections in the entries made, if any

should be made with red ink and duly attested by the principal.
9. Cash book should be closed every day when there is any transaction and the
total and balance should be attested by the principal.
10. Once a week and the end of each month, the actual cash balance in hand
should be verified .

Important about cash book

In KVS a Cash book is maintained as per ledger heads . Hence it is necessary to know
important ledger heads.

Some entries in cash book are posted only in internal columns ( TDS deducted, Internal
& external deductions from salary etc.) from the point of view of posting in ledger.

A contra entry is passed when cash & bank both are involved in same transaction and
‘C’ 1s denoted in ledger folio.(Cash deposited into bank, recoupment of petty expenses

etc)

VVN Cash book

e Major heads for receipts:
1. Fees & Fines (UBI) VVN and Computer
Fund (Computer fund includes Computer fund and computer science fee)
2. Funds received from H.Q/R.O. for school building.
3. Bank interest.
4. EMD and Security Deposits.
5. RTI Fee received

6. Misc. receipts
a. Sale of old newspapers.

b. Amount received from condemnation of unused articles.

c. Amount collected as T.A/D.A of students on different events.
Note: Fees & fines from UBI is received after 30% deduction (20% for infrastructure, 5%
for VVN Contribution to R.O. , 3% for regional sports control board and 2% for national
sports control board.




VVN Cash book

e Major heads for Payments:

1. Academics Expenses :

(a) Part time contractual staff salary

(b) Expenses on peoples society (Annual day, Sports events &others)

(c) Examination (Including printing of Q.P. & answer sheets)

(d) Library expenses

(e) Bharat scout & guide exp. (Rs8 per student as per enrollment on 31* August)
(f) Computer maintenance & consumables

(g) CMP (advance of Rs2000 p.m.)

2. Administration :
(a) Contingency
(b) Bank charges
(¢) Security , conservancy & House keeping
(d) Electricity, water & power charges (Sc. B.)
(e) Postage & telegrams
(f) Telephone & internet charges
(g) Advertisement & publicity.
3. Repairs & maintenance:
(a) School building
(b) Furniture & Fixtures
(c) Lab equipment
(d) Audio visual aids
(e) Electrification
(f) Others
4. Fixed Assets:
(a) Furniture & Fixtures
(b) Library books
(c) Computer peripherals
(d) Audio visual aids
(e) Lab equipment
(f) Sports equipment.

5. Advances:
(a) for Escorting Students & participants
(b) for Regional /National level meets

6. Beautification & Horticulture

Note: Separate ledger accounts are to be maintained for each sub-heading.




School Fund Cash book

e  Major heads for receipts:
1. Fees and fines(UBI) : Tuition fees , L.P.F,,
admission fees & re-admission fees

2. Funds received from H.Q./R.O. for staff
quarters.

3. Pay and allowances from H.Q/R.O. through UBI

4. Government grants.

5. ODR

Major heads for Payments :

1. Pay and allowances for regular staff.

2. Repairs and maintenance of staff quarters.

3. Advances to teachers for escorting the students.

4 Expenses on refresher courses or workshops.

5. Examination fees of SC/ST students

6. Payment of statutory liabilities: Income tax, professional tax & water
charges ( deducted from pay & allowances)

7. Payment of liabilities towards other remittances: License fees, EWS etc.

Bank Reconciliation Statement

e A bank reconciliation statement is prepared at the end of the month to reconcile the
balances between the cash book and pass book.
It is normal in practice that at the end of the month the balance in bank
Column of cash book disagree with the balance in pass book , hence to
reconcile them a bank reconciliation statement is prepared.

Format of Bank Reconciliation Statement

e Balance as per cash book (Bank Column) -
Add: Cheques issued but not presented for payment or not cleared ( Previous
months(if any) and current months) -
Interest credited by bank -
Less : Cheques deposited but not credited
by bank
Bank charges charged by bank
Balance as per pass book
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KENDRIYA VIDYALAYA SANGATHAN

ZONAL INSTITUTE OF EDUCATION & TRAINING, MUMBAI
3 Day Workshop on Office Procedure & Correspondence in Hindi for UDCs

From 01.02.2016 to 03.02.2016

T S 5 DA e

] e
o] dnstiluke ¢ Edwelea < Tetinine -
3 ' 4

e
Sitting: Mr. Harman Chhura, Mrs R.Jayalakshmi, Mrs Radha Subramanian, Mr M. Srinivasan,Mr. Dharmendra Kumar, Ms Usha Aswath Iyer (Director)Mr Eugin D.Leen,
Mr. M.G.Reddy, Mr S.K.Singhal, Mr. Manoj Parnekar

L1: Mrs Seema Gupta, Mr, Salim Khan, Mr, Kamlesh Kumar, Mr N.K.Ojha, Mr.Sujit Kumar, Mr Bibhisan Bidika, Mr. R.G.Baghela, Mr Kailash Ch. Bairwa, Mr.Subash R.Patil,Mrs Ranju Chavan
L2 :Mr R.D.Rathaur, Mr, Dinesh Kumar, Mr, Neeraj Jain, Mr. Bajranglal Sharma, Mr. Anupam Ku. Gupta, Mr Pokar Ram, Mr. Uttam Kumar Saha, Mr. Durga Shankar Meena,
L3 : Mr Kishre § Bhatia, Mr P.R.Makwana, Mr Rakesh Kumar, Mr. Sanjay S Solanki, Mr Binod Kumar Jha
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KENDRIYA VIDYALAYA SANGATHAN

ZONAL INSTITUTE OF EDUCATION & TRAINING, MUMBAI
3 Day Workshop on Office Procedure & Correspondence in Hindi for LDCs

From 01.03.2016 to 03.03.2016

Sitting: Mrs Radha Subramanian,Mrs R.Jayalakshmi, Mrs, Pushpa Verma, Mr S.K.Singhal Mr. Manoj Parnekar, Ms Usha Aswath Iyer (Director) Mr, Dharmendra Kumar,Mr. M.G.Reddy,
Mr. R. S. Tambe, Mr. M. Srinivasan, Mr Eugin D.Leen,

L1 : Mr. H. Chhura, Mr. Rajeev Raushan, Mr. Arvind Kumar, Mrs. Joyce, Mrs Deepali D. Khadye, Mrs. Arti A. Muppid, Mr. Rajesh Kumar, Mr, Ashok Ku. Sharma, Mr. Heera Lal Bunkar

L2 : Mr. Rakesh Kumar, Mr. Sujeet Kumar, Mr. Pavan Kumar, Mr.Dharmendra Ku. Singh, Mr. Pramjeet Kumar, Mr. Hemant Verma, Mr. Bipeen Kumar,

L3 : Mr. Dilip Badalu Lohalekar, Mr.Ramesh Chandra, Mr. Sudarshan Prasad, Mr. Suneet Sharma, Mr. Chandan Kumar, Mr. Sandeep Kumar, Mr. Mahesh Ku, Sharma




