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1.1

1. Function of the Division:

To manage overall General Administration of the Corporation
facilitating senzices to the employees for efficient management
and smooth functioning of NCDC as well as maintaining Estate
and Assets of the Corporation. The scope of work includes:

Preparation of Annual Administrative Budget which includes revised

budget estimate for current financial year and budget estimate for the

next financial year in respect of Head Office, LINAC and all Regional

Directorates.

Examining proposals of Regional Offices pertaining to GA, and giving

necessary advice and conveying sanction of competent authority for

the proposals.

Approving the proposal of RDs under different heads for which

Regional Directors are not empowered.

Procurement and issuance of dead stock items, stationery items, petty

items, Computer hardware, computer consumable, printed stationery

items, meeting various printing requirement and procurement of
goods related to civil and electrical works etc.

Procurement & AMC of various IT hardware & software as per

requirement of MIS division.

Initiation, planning & execution of civil, Electrical & interior
decoration work of NCDC Head Office building, NCDC's Flats, LINAC-

Gurugram and regional offices and provision of required services.

Day to day civil & eiectricai maintenance works of NCDC Head Office

building and NCDC's Flats.

Maintenance of office equipments of NCDC HO.

Maintaining up keep & cleanliness of the NCDC Ho Building & flats.

Maintenance and arrangement of office staff cars and scooters.

Disposal of obsolete unserviceable items

Making security arrangements to the NCDC HO building.
Making arrangements for official meetings/workshops/conferences/

celebrations and visits of various delegations.

1.3

1.4

1.5

1.6

t.7

1.8

t.9

1.10

1.11

1.t2

1.13

Page 3 of 39

t.2



r.t4

1.15

1" 16

t.77

1.18

t.t9

Printing of Yearly dairies, booklets, brochures, Annual reports &
annual accounts of the corporation.

Printing of visiting cards, letter heads and other stationery item as

required.

Handling matters of general administration pertaining to regional

offices.

Handling matters pertaining to Staff Club, office telecommunication

system.

Reimbursement of conveyance, Phone/Mobile bills, news papers and

briefcase to eligible officers.

Receipt and issue/ dispatch of letters.
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2 Processes

Process: - Purchase of Goods & Senrices2.t

2.L.1

Procurement and distribution of dead stock items, stationery items,
petty items, computer consumables, printed stationery items and
procurement of . goods/services related to civil and electrical
maintenance works etc.

(i)

(ii)

(iii)

2.1 .2

(i)

Procurement of Goods & Services through GeM (Government e-

Marketplace): Procurement of Goods and Services which are available
on GeM are mandatory to be procured through GeM, as per following
procedure:
Purchase upto the value of Rs. 25,OOO|- oniy on each occasion may

be made thiough any of the available suppliers on the GeM, meeting
the requisite quality, specification and delivery period.
Purchase costing above Rs. 25,00Ol- and upto Rs. 5,00,000/- on each

occasion may be made through the GeM Seller having lowest price
amongst the available sellers, of at least three different
*"rrriu""turers, on GeM, meeting the requisite quality, specification
and delivery period. The tools for online bidding and online reverse

auction available on GeM can be used.
Purchase costing above Rs. 5,O0,O00/- on each occasion may be made

through the supplier having lowest price meeting the requisite quality,
specificatio4 and delivery period after mandatorily obtaining bids,
,"itrg online bidding or reverse auction tool provided on
Cetvl.(Excluding Procurement of Automobiles where this limit is
Rupees 30 lakh)

Procurement of Goods & Senrices outside GeM: Procurement of
Goods and Services which are not available on GeM are to be procured
by adopting following procedure:
Purchase upto the value of Rs. 25,OOO|- only on each occasion may
be made without inviting quotations or bids on the basis of a
certificate to be recorded by the competent officer in the format that "I,
am personally satisfied that these goods purchased are of the requisite
qr.iity and specification and have been purchased from a reliable
supplier at a reasonable Price."
Purchase costing above Rs. 25,000/- and upto Rs. 2,50,000/- on each
occasion may be made on the recommendations of a Purchase
Committee consisting of three members of an appropriate level as

approved by competent authority. The committee will survey the

2.1 t Source
1. Requiremeht received
2. Dead Stock PhYsical

verification report
3. Division's assessment

Demand from user divisions
Committee for stock verification
GA Division

(ii)
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(iii)

market to ascertain the reasonableness of rate, quality andspecifications Trd identify the appropriate supplier. Before
recommending placement of the purchaie ord.r, the members of thecommittee will jointly record a certificate that "Certified that we,members of the purchase committee are jointly and individualy
satisfied that the goods recommended for purchase are of the requisite
specification and quality, priced at the prevailing market rate and thesupplier recommended is reliable and competent to supply the goodsin question, and it is not debarred by Department of commerce orMinistry/ Department concerned..,,
Purchase costing above Rs. 2,50,000/- and upto Rs. 25,00,000/- on
each occasion may be made through Limited render Enquiry. A list of
approved suppliers should be maintained for inviting .."porrsive bids
or aiternatively tenders be invited from a list of suppliers. The biddingdocument should be sent directly by "p..i post/registered
post/courierl email to firms for supply of goodsi servicls in qrfestion.
The number of supplier firms in Limitedlender Enquiry should be
more than three. Efforts should be made to obtain -o.. responsive
bids on competitive basis. Further, limited tender enquiries shtuld bepublished on central public procurement portal (cppp) and on
NCDC's website.
Procurement of goods/services of estimated value of Rs. 2s,oo,oool_
and above on each occasion may be made by invitation to tenders by
advertisement. Advertisement in such "r."." should be given on
central Public Procurement portal (cppp) at www.eprocure.gov.in and
on NCDC's website. It is to enable prospective bidders to mike use of
the document by downloading from the web site. The advertisements
for invitation of tenders should give the complete web address from
where the bidding documents can be downloaded. In order to promote
wider participation and ease of bidding, no cost of tender document
may be charged for the tender documents downloaded by the bidders.
ordinarily, the minimum time to be ailowed 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.

(iv)

2.L.3 Based upon the requirement assessed, approval of the competent
authority for procurement of goods/servicbs containing estimated
cost, specifications & quantity etc is sought.

2.L.3.1 After approval of the competent authority as per powers
delegated vide office order no. NCDC: 2-l l2oo4-Admin, dt.
17.o8.2o11 (attached at Annexure- II), the goods are purchased
as per the office order no 7-412005-Genl (policy) dated
03.06.2019 (attached at Annexure-l) and as per relevant
GFR rules (references).

2.L-3.2 As per the approved estimated cost for purchase of
goods/services/execution of works, a advisory-cum-standing
Purchase /Tender committees to be constituted (as per
Annexure-I above)
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2.r.3.3 As per above norms, for procurements of goods/ services
costing more than Rs. 2,50,000/-, limited tender enquiry/ open
tenders are invited as per the following procedure:-
2.1.3.3.1 Writing out the draft tender/quotation letter as per

the relevant rules & requirements.
2.1.3.3.2 The draft quotation letter/tender document is

placed before Advisory-cum-Standing Purchase
/Tender Committees for consideration.

2.1.3.3.3 After the recommendation of the Advisory-cum-
Standing Purchase /Tender Committees, the draft
tender/quotation is put up to the competent
authority for approval for inviting tenders/
quotations from the firms in the line.

2.L.3.3.4 The tender document should be published on
NCDC's website and also on Centrai Public
Procurement Portal of GOI.

2.1.3.3.5 After the tenders are received, technical evaluation
statement is prepared and placed along with
tenders before the Advisory-cum-Standing Purchase
/Tender Committees for evaluation and
consideration.

2.1.3.3.6 On the recommendations of the Advisory-cum-
Standing Purchase/Tender Committees, firms
eligible in technical evaluation are intimated via
letter I email for attending the meeting for opening
of price bids on the schedule date & time in the
presence of the Advisory-cum-Standing
Purchase/Tender Committees.

2.1.3.3.7 On the schedule date & time price bids are opened
by the Advisory -cum-Standing Purchase/Tender
Committees in the presence of bidders/ their
representatives.

2.1.3.3.8 A comparative statement of rates quoted by the
eligible firms is prepared and marking out the L- 1

firm. The said statement is placed before the
Advisory-cum-Standing Purchase I Tender
Committee for evaluation and consideration.

2.1.3.3.9 On the recommendations of the Advisory -cum-
Standing Purchase/ Tender Committees, approval
of the Competent Authority is obtained for award of
work.

4 Receipt of goods and verification of stock
4.1 As per the requirement of Letter of Authorization (LOA),

performancef securit5r deposit as applicable is obtained from
firm and is sent to finance division for deposit in NCDC account
and an agreement on the stamp paper of requisite value is
executed, if required.

2
2

1

i
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2.1.4.2

2.t.4.3

2.L.4.4

2.t.4.5

on receipt of goods/ materials from a supplier, the concerned
officer or store in-charge will first verify that quality of goods are
as per purchase order and quantity, specification as mentioned
in the contract agreement. All materials shall be counted,
measured or weighed and subjected to visual inspection at the
time of receipt to ensure that the quantities are correct and
there is no damage or deficiency in the materials.
Details of the goods so received should thereafter be entered in
the appropriate stock register. The incharge of stores should
certify that he has actually received the material and recorded it
in the appropriate heads of stock registers which in turn then
duly verified by the officer not below the rank of Assistant
Director, then bill is forwarded to the concerned officer for
further necessary action.
In case expenditure/ bill is within the approved limits as
already approved by competent authority on file at the time of
award of job and satisfactory supply of goods/ services, the bill
may be signed/ passed for payment by designated officer,
otherwise approval of competent authority is obtained for the
excess expenditure incurred.
After signing/ passed for payment of bills, the expenditure is
recorded in the appropriate heads of expenditure register, and
then invoice forwarding the bills to finance is signed by Deputy
Director/ Assistant Director.

2.L.5 Evaluation of performance of external supplier
2.1.5.1 All goods and services are being procured lhired, through GeM or

survey/tender process following due procedure from Ll firm. However, in
case of AMC services for extension of contract, the performance is evaluated
based upon the following:

a. Quality and quantity of goods supplied as per specification laid
in the Quotation letter I Tender document.

b. Time taken in supply in accordance with that mentioned in the
Quotation letter I Tender document.

c. The services are regularly being monitored by concerned
officer/ engineer incharge.

d. For the externally provided products/services, evaluation of
external providers shall be done based on the feedback of users.

e. Regular feedback from the employee (users) is also obtained and
anaLyzed for improvement. (Annexure-Ill)

2.1.5.2 Firm/ supplier with grade poor are not considered for future
supplies.

Process:- Initiation, planning & execution of Civil, Electrical
& interior decoration works of NCDC Head Office (H.O.)
building, NCDC's flats, LINAC Training Institute, Gurugram
and regional offices

Goods and services rocured.

2.2
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Staff and
Division of the
corporation

1) Requirement raised by staff/Division
2) Future requirements
3) Regular monitoring and supervision
4) Complaints/ requirements from

individuals/ divisions

a

b

C

Process detail: The following procedure is to be adopted for
execution of works (Civil, electrical or other such works):-
Limited tenders will be called for works costing less than Rs.

5.00 Lakhs.
Open tenders will be called for works costing Rs. 5.00 Lakhs to
Rs.30.00 Lakhs.
Works costing more than Rs.30.00 Lakhs may be accomplished
by assigning the same to any Public works organisation (PWo)
such as Central Public Works Department (CPWD), State Public
Works Department, others Central Government organisations
authorised to carry out civil or electrical works such as Military
Engineering Service (MES), Border Roads organisation (BRo),
etc. or Ministry/Department's construction wings of Ministries
of Railways, Defence, Environment & Forests, Information &
Broadcasting and Departments of Posts, and Space etc. in
accordance with rule 133 of GFR 2OI7.

Appointment of a consultant/Architect services (if need be)
Approval of the Competent Authority in principle is obtained for
engaging a consultant I architect for the planning /designing as
per the norms (if need be), expenditure on work to be done.
A draft tender document containing eligibility criteria, terms
and conditions and format for quoting the rates is prepared as
per the GFR rules.
The draft tender document is placed before the Advisory-cum-
Standing Purchase/Tender Committee.
After recommendation of the committee on the draft tender
document, approval of the competent authority is obtained for
inviting tenders for appointment of the consultant/architect.
After the recommendation of the Advisory-cum- Standing
Purchase/Tender Committees, the draft tender/ quotation is
put up to the competent authority for approval for inviting
tenders/ quotations from the reputed firms in the line.
The tender document should be published on NCDC's website
and also on Central Public Procurement Portal of GOI'
After the tenders are received, technical evaluation of all the
bids is done as per the eligibility criteria and the evaluation
statement is prepared and placed before the Advisory-cLlm-
Standing Purchase/ Tender Committees for evaluation &
consideration.
On the recommendations of the Advisory-cum-Standing
Purchase/Tender Committees, firms eligible in technical

2.2.1
2.2.1.1

2.2.1 .2

2.2.1.3

2.2.1.4

2.2.t .5

2.2.L.6

2.2.1.8
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2.2.r.9

2.2.I.1O

2.2.t.11

evaluation are intimated via letter I emair for attending the
meeting for opening of price bids on the schedule date & time in
the presence of the Advisory-cum-Standing purchase/Tender
Committees.
on the schedule date & time price bids are opened by the
Advisory-cum-Standing Purchase/Tender committees in the
presence of bidders/ their Representatives.
A comparative statement of rates quoted by the eligible firms is
prepared and marking out of the L- 1 firm. The said statement is
placed before the Advisory-cum- Standing purchase/Tender
Committees for consideration.
On the recommendations of the Advisory-cum- Standing
Purchase/Tender committees, approval of the competent
Authority is obtained for award of consultancy f architectural
job.

Award of work

2.2.2 Procedure for inviting tenders and award of work (for civil,
interior decora electrical & other related wor

2.2.2.1 Approval of the competent authority is obtained for the
preliminary drawings (if prepared), cost estimates, specifications
formulated by the consultant/architect (if appointed) or in
house.
The consultant/ architect (if appointed) or the concerned
engineer prepares the draft tender document based upon the
preliminary drawings, schedule of quantities, CpWD
specifications/ as required, terms and conditions as per the
GFR and CPWD manual (latest) and advisory committee,
submits to the concerned officer of the corporation for placing it
before the Advisory-cum-Standing pr-irchase/Tender committee.
Approval of the competent authority is obtained for inviting
tenders for the works to be executed on the basis of drawings,
specifications, terms and conditions, schedule of quantities and
cost estimates prepared.
The tenders are invited and award of the work is done as per the
procedure mentioned above.
on the recommendations of the Advisory-cum- Standing
Purchase/Tender committees, approval of the competent
Authority is obtained for award of work.

2.2.2.2

2.2.2.3

2.2.2.4

Source
1) Requirement raised by Staff/Division
2) Future requirements
-J Cost estimations

Staff and Division of
the corporation

2.2.2.5
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2.2.3 Procedure for execution of work
2.2.3.1 As per the requirement of LOA, performancef security deposit

as applicable is obtained from firm and is sent to finance

division for deposit in NCDC account and an agreement on the

stamp paper of requisite value is executed, if required.

2.2.3.2 The work is executed as per the site requirement, specifications

and scheduie of quantities mentioned in the tender document.

2.2.5.3 The actual measurement of the work executed at the site is

done jointly by the contractor and the concerned engineer and

mode of measurement of various items of civil works mentioned

in the CPWD sPecifications.
2.2.3.4 Based on the measurements an abstract of cost for the work

done is recorded in the measurement book by the designated

engineer of NCDC.

2.2.3.5 On the basis of abstract of cost, running bill is prepared by the

contractor and submitted to the designated engineer.

2.2.3.6 After necessary checking of bilts/ measurement books & test
checking of mLasurements as per the procedure mentioned in
the CpWO manual, the same are forwarded by designated
engineer to divisional head for further checking'

2.2.4 Procedure for making payment to the contractor
2.2.4.1 The running or final Bill, Measurement books are submitted to

the Finance Division for checking of the same as per the tender

document.
2.2.4.2 The Finance Division after checking & making necessary

corrections, if any, sends the bill & measurement books back to
the GA Division.

2.2.4.3 In case expenditure/ running bill/ final bitl is within the

approved iimits as already approved by competent authority on
file at the time of award of work, the bill is passed for payment
by d.esignated officer for the work executed at site by the

contractor otherwise approval of competent authority is obtained
for the excess expenditure incurred as per site requirement.

2.2.4.4 After signing/ passed for payment of bills, the expenditure is
recordeJ in tfre appropriate heads of expenditure register, and
then invoice forwarding the bills to finance is signed by Deputy
Director/ Assistant Director.

pRocESS: Civil & electrical maintenance works of NCDC

Head office (H.o.l building, NCDC',s flats and LINAC Training
Institute, Gurugram and its related purchases.

Com letion of the re uired work

2.3
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monitoring and supervision
2) Requirement/ complaint raised for repair

uirements

1) Regular

t of future re3 Assessmen Co

and
the

GA Staff
Division of

tion

2.3.1 Procedure for award of work
2.3.r.7 Based upon the requirement, initial . planning including

methodologr to be adopted for execution of work is d6ne.2'3'l'2 Approval o! the Competent Authority in principle is obtained forinitiation of the work.
.3 Procedure is adopted for inviting quotation and award of work..4 on the recommendations of the Advisory-cum-Standing

Purchase/Tender committees, approval of irr. competent
Authority (as per delegation of powers) is obtained for awlrd of
work.

2.3.t
2.3.1

Process detail:

Procedure for execution of work
on award of work, an agreement on the stamp paper of requisite
value is executed, if required.
The work is executed as per the site requirement, specifications
and schedule of quantities mentioned in the tender dtcument.
The measurement of the work is done jointly by the contractor
and the concerned engineer designated by the corporation and
mode of measurement of various items of civil *o.k" mentioned
in the CPWD specifications.
Based on the measurements an abstract of cost for the work
done is made in the measurement book by the designated
engineer of NCDC.

2.3.2.5 on the basis of abstract of cost, running bill is prepared by the
contractor and submitted to the designated engineer.

2'3.2.6 After necessary checking of bilis/measurement books & test
checking of measurements as per the procedure mentioned inthe cPwD manual, the same are forwarded by designated
engineer to divisional head for further checking.

2.3.2
2.3.2.1

2.3.2.2

2.3.2.3

2.3.2.4

2.3.3
2.3.3.1

2.3.3.2

2.3.3.3

Procedure for making payment to the contractor
The running or final Bill, Measurement books are subrnitted to
the Finance Division for checking of the same as per the tender
document/ quotation letter.
The Finance Division after checking & making necessary
corrections, if any, sends the bill & measurement books back tt
the GA Division.
In case expenditure / running bill / frnal bill is within the
approved limits as atrready approved by competent authority on
file at the time of award of work, trre nitt is passed for payment
by designated officer for the work execuied at site- by the
contractor otherwise approval of competent authority NCbc is
obtained for the excess expendituie incurred ," per site
requirement.
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2.3.3.4 After signing/ passed for payment of bills, the expenditure is

recorded in the appropriate heads of expenditure register, and

then invoice forwarding the bills to finance is signed by Deputy
Director/ Assistant Director.

d workCom of the

Source
Need for Preventive maintenance for
various installation in the office
building viz Lifts, Fire fighting system,
AC Plant, Biometric attendance
system, Online 10 KVA UPS sYstem,
water purifiers & EPABX

Maintenance plan

Process detail: The annual maintenance is done by the external
agencies/ firms in the line engaged as per the procedure.

2.4.1.1 Annual maintenance is done as per the terms and conditions,
specifications as per the contract agreement and formats as

mentioned below.
Formats of log books of said work are annexed as detailed
below:
o Fire Alarm sYstem (Annexure-lV)
o Air Conditioning plant (Annexure-V)

2.4
2.4.L

2.4.L.2
2.4.1.2.1

2.4.1.2.2

2.4.L.2.3

Process: Maintenance of office equipments of NCDC' HO
Process : Annual Maintenance of equipments:-

Procedure for making PaYment
The concerned firm submits the bill on monthly/quarterly
basis as per terms & conditions of AMC.
In case expenditure/ running bill/ final bili is within the
approved limits as already approved by competent authority on
fiie at the time of award of work, the bill is passed for payment
by designated of{ice for the work executed at site by the
contractor otherwise approval of competent authority NCDC is
obtained for the excess expenditure incurred.
After signing/ passed for payment of bills, the expenditure is
recorded in the appropriate heads of expenditure register, and
then invoice forwarding the bills to finance is signed by Deputy
Director/ Assistant Director

maintenance of tsu1
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2.4.2 Process: Maintenance of other office

Process details:

ments:-

"1. The maintenance is done by the external agencies/firms in
the line as per the procedure.

2. Formats of log books of said work are annexed as detailed
below:

o DG set (250 KVAIl IOKVA): Annexure-Vl
3. Procedure for making payment: payment is made as

mentioned above.

maintenance of DG
Sets(l10 KVA and 22O KVA), Window

t AC's & Water Coolers

Day to day

and

NCDC office

ts Maintained

2.5 Process: Maintaining up keep & cleanliness of the NCDC HO
B & flats

Process details:
2.5.1

2.s.2

2.5.4

2.5.5

2.5.6

2.5.7

The work of Up keeping and cleaning of NCDC premises is got
done by engaging external agency through Annual Maintenarice
Contract as per the procedure
If the performance of the external agency is found satisfactory
throughout the year (being reflected in the daily and *eekly
check report) then the contract is extended based upon th;
approval from the Competent Authority.
The upkeep and cleanliness of the NCoc, Ho bldg. and flats is
done as per the scope of work and terms & conditions of the
contract agreement.
A weekly check report of the said work is maintained and
suggestions from heads of divisions on all floors are taken on
weekly basis.
Action is taken based upon the suggestions of heads of Divisions
and the problem, if any,' is resolved as per scheduie annexed.
(Format of Daily check Report annexed at vII and complaint
Register annexed at VIII)
A daily check report of the work is maintained, being checked bycontractor's supervisor, In house plumber, r.,a engineei
incharge & in turn reported to ED (GA). The deficiency noticed is
pointed out and work is initiated immediately.

day maintenance of H.O
and flats

Day to NCDC office

Clean environment in the office

Page 14 of 39
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2.6 Process: Maintenance of office vehicles

Input Source
Service requirements for Office vehicles NCDC Office

Process details:
Preventive maintenance
Services of the staff cars which include change of iubricants,
plugs replacements/cleaning, washing, rubbing & polishing etc.
are done as per the need/norms of run from authorized
workshops/agencies.
Tyres & tubes of the staff cars & scooters are replaced as
required as per the condition of tyres or after running of more
than 40,000 k.m. for staff cars and more than 1,000 k.m. in
respect of scooters after following due procedure.
The battery of the staff cars are replaced as required or after 3
years on buyback basis after following due procedure as
mentioned above.
Services of the scooters are done on every norms/need of run
from authorized workshops/ agencies.

2.6.1.2

2.6.7 .3

2.6.L.4

2.6.2
2.6.2.L

2.6.2.2

2.6.2.3

Day to day repair works of vehicles
A request from staff car driver/ scooter rider is received for
required major I minor repair of staff car/ scooter.
All the vehicles are repaired through respective authorrzed
workshops and minor repair f replacement of accessories is
done through Govt. authorised f anthorized workshop I
vendors.
Approval of the competent authority is obtained in this regard.

2.6.3 Payment of bills
Payment is made as mentioned above.

2.6.4 Insurance of Vehicles/Maintenance of Log Book
2.6.4.1 Log Book is maintained by the Staff Car Driver and checked by

the designated officer.
2.6.4.2 Insurance of all staff cars/scooters renewed on yearly basis on

or before due date on receipt of renewal notice.
2.6.4.3 Approval of the competent authority is obtained in this regard.

2.6.5 Procedure for filling of Fuel/Ollllubricants in office
vehicles

2.6.5.1 Advance payrnent is made to M/s. BPCL for filling petroll diesel
in staff car/scooter on monthly basis.

2.6.5.2 Petro cards of M/s. BPCL are allotted to the each staff car/
scooter driver and required amount is filled in on monthly basis.

2.6.5.3 Adjustment of advance payment is made on the basis of actual
fuel consumption and counter checked/ re-conciled with M/s.
BPCL's statement by concerned of{icer.

Page 15 of 39
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2.6.6 Process: Making arrangement of vehicles
2.6.6.1 Arrangement of vehicles is made on the basis of requirement or

requisition received.
2.6.6.2 In case non-availability of staff car or driver or problems in the

staff car, private vehicle is hired from external transport agency
on Contract rate terms engaged through due procedure.

2.6.6.3 The payment of bilis submitted by the Transport agency is made
as per procedure mentioned above

2.7 Process: Anti malaria/Quarantine measures, as per MCD
instructions etc.

1)Government norms
2) Schedule

Municipal Corporation of
Delhi (MCD)

Process details:
cleaning of tanks (underground as well as over head) is done
once in 4 months (Log book format attached at Annexure-lX)
along with sterilizatron of the same (Log book format attached at
Annexure-lX above)

2.7.1 Frequency of Treatment
The following pest control treatments are done in NCDC, H.o
bldg.
o General Pest control treatment (twice in a quarter)l as per

need.
o Anti Termite Treatment (Once a year)
o Anti Rodent control rreatment once a year or as per need.

2.7.1.1 Pest control and anti rodent treatment is done by external
agency follorving due procedure.

2.7.r.2 Approval of the competent authority is taken as per powers
delegated as per office order no. NCDC:2- 1l2oo4-Admin, dt.
77 .08.2011..

2.7.7.3 After the approval is obtained from competent authority, officials
of the agency are informed for the treatment.

2.7.7.4 A notice is issued to all the departmental heads and on the
office notice board regarding the information of pest control.

2.7.1.5 The treatment is done on holidays (Generally Saturdays and
Sundays).

2.7.7.6 Procedure for making payment: payment is made as mentioned
above

Required Maintenance of office
vehicles & Availability of Transport
facili
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Process Output Conduction of Anti
malariaf Quarantine, pest control
and rodent treatment

2.4 Process: Monitoring Electricity/water consumption and
payment of bills

Input Source
Electricity and water bills BSES & Delhi Jal Board

Process details:
The monthly bills are received from the various agencies.
Approval of the competent authority is obtained.
Payment is made as mentioned as above.

2.8.1
2.e.2
2.8.3

and water billstof

2.9 Process: Reimbursement of Telephone expenses

Input Source
Telephone/ Mobile bil1s Staff of the corporation

2.9.L

2.9.2

2.9.3

2.9.4

Process details:
As per policy, telephone bills in respect of residential
telephonelrnobilelbroad band are reimbursed to all staff of the
Corporation as per ceiling is made on quarterly basis. (Policy circular
attached at Annexure - X & XI)
On receipt of claims through HRMS from officials, concerned officers
of GA will make necessary corrections as per policy and recommend
for reimbursement. A consolidated list of all recommended claims is
generated in HRMS. Approvai of the competent authority is obtained
in file for making reimbursement.
Sanction order is prepared and sent to Finance Division for making
payment to individual officials.
Payment of telephone bills of telephone installed in the officers'
residences/ in office is made to MTNl/service provider on monthly
basis as per the procedure mentioned above.

Process Output Reimbursement of Telephone f Mobile
bills

Input Source
Security of premises staff NCDC office

2.lO Process: Security of office building
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Process details:
z.t0.1The securit5r of the NCDC HO buiiding is being looked after by the

external securit5r agency.
2.LO.2TL1e selection of security firm is done as per the procedure mentioned

above.
2.lo.3Monthly bill is submitted by firm and payment is made as per the

payment procedure mentioned above.

2.lL Process: Reception Desk for visitors

Input Source
Security of premises NCDC office

. Process details:
2.LL.1A visitor register is maintained at main entrance gate
2.Ll.2Every visitor is required to make entry in the register so that Details

of all daily entrants are available.

2.12 Process: Pantry facilities

Input
Supply of Tea, Coffee etc. for
MD, DMD,FA, ED &
Guests / official meetings

MD/ DMD I FA I ED Secretariat

Process details:
2.L2.1A pantry is maintained on 7ft floor for MD, DMD and ED for serving

Tea, Coffee etc., for the guests/official meetings.
2.l2.2Monthly requirement of Tea, Coffee etc. is assessed by concerned

officer.
2.L2.3Approval of the competent authority is obtained for recouping the

items in the store.
2.L2.4Tea, Coffee and biscuits etc. are purchased from Kendriya

Bhandar I open market as per due procedure.
2.L2.5A Consumption Register is maintained in the pantry on daily basis

under supervision of PO (GA)/Director (GA).

2.13 Process: Booking of Board Room/committee Room and
conducting meetings therein

24 hours securi available

Details of
available

all daily entrants are

Process Su ofT Coffee etc
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Input Source
Request received i Division & Staff of the corporation

ii Agriculture Ministry/ DAC-
Process details: There are two halls on 7ft floor and procedure for
booking of the same is as under:

2.13.1On receipt of request from Divisions/DoAc, hall is reserved for
meetings based on availability.

2.Lg.2A display board is put up on Piazza on the date of meeting indicating
subject of meeting, date, time and venue

2.13.3On request and after obtaining approval of competent authority,
pen/pad as required is distributed to the officials on the day of
meeting and Tea/ coffeelSnacks/Lunch are served, if required.

2.L4 Process: Reimbursement of conve

Process details:
2.L4.1Officers/staff of the corporation who come office on holidays to attend

emergent works or commute for official purpose from office are eligibie
for claiming conveyance charges as per circular. (Copy enclosed at XII
and contingent voucher annexed at XIII).

2.L4.2T1ne eligible officer/staff claims the reimbursement through HRMS.
When journey in the claim is approved by divisional head in HRMS
the claims are received in GA admin of HRMS. Concerned officers of
GA will make necessary corrections in the claim and is settled on the
basis of Notification of the Govt. of NCT, Delhi Transport Department
regarding Taxi and Auto fare and recommend for reimbursement. A
consolidated final list of all recommended claims is generated in
HRMS. Approval of the competent authority is obtained in file for
making reimbursement.

2.14.3Sanction order is prepared and sent to Finance Division for making
payment to individual officials.

z.tS Process: Reimbursement of Newspaper

Input Source
Through HRMS Officers/ Staff

conductedMe

Officers StaffHRMSThro

Reimbursement of conveyance
C made
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Process details:
2.15.1As per policy, ne'n/spaper bitts are reimbursed to all staff of the

Corporation as per rates of Economic Times received from Library of
NCDC is made on quarterly basis. (Policy circular attached at XIV).

2.15.2On receipt of claims through HRMS from officials, concerned officers
of GA will make necessary corrections as per policy and recommend
for reimbursement. A consolidated final hsf of all recommended' 
clairns is generated in HRMS. Approvat of tfre competent authority is
obtained in file for making reimbursement.

2.l5.3Sanction order is prepared and sent to Finance Division for making
payment to individual officials.

2.L6 Process: Physical verification of dead stock items,
petty/stationery items & disposal of obsolete dead stock, petty,
stationery & other misc. Items

Process details:
2.l6.1Physica1 verification of dead stock items, petty lstationery iterns &

disposal of obsoiete dead stock, petty, stationery & other misc. items
available in Head Office, issued to officials of NCDC is done annually
by Committees constituted by MD. The report of the Committee is
submitted to MD, NCDC for consideration and approvar.

2.L6.2Lfter calculating the depreciated value of the dead stock items as on
date, approval of MD is obtained for disposal of
obsolete/unserviceable dead stock, pettylstationery items and other
misc. items.

2.l6.3Lfter obtaining the approval of MD, NCDC the quotations/bids are
invited including terms & conditions, formats for quoting the rates
from the firms in line and also publishing the quotation on NCDC's
website and on CPP portal of GOI.

2.L6.4After receiving quotations on the closing date, a meeting of the
committee for disposal of obsolete/unserviceable items is convened.

2.t6.5Based on the recommendations of the committee and after obtaining
the approval of competent authority, the firms are asked to submii
the amount of the bid awarded and in turn are allowed to lift the
material for disposal as per the terms & conditions of the bid
document.

Reimbursement of bills

i To assess the stock available in terms of
quantity & value at the end of each year
ii Physical verification report
iii Depreciated value of items to be
disposed off.

Physical verification
Committee
Finance Division

GA Division
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2.L6.6The amount so received by cheque from the bidder is submitted to
the Finance Division.

Process Output Obsolete items disposed through
invitation of bids

2.L7 Process: Providing necessary items for the newly recruited person

Input Source
List of new officials in NCDC P & A division

Process details:
2.L7.lGroup A officers

o Seating arrangements to be made in consultation with concerned
Divisional heads (name to be displayed on the door of cabin/table of
officials)

. Computer table & chair (subject to providing of computer by MIS
Division)

. Stationery items i.e. pen, pencil, sharpener, A-4 paper, note sheet,
stapler with pin, punch machine, paper weight, gem pin tag, fevistick,
Towel, calculator and other need based items

. Thermos flask with two glasses

. Tea set (on sharing basis for DD/AD/ equivalent officers)
2.L7.2Group B officials

o Seating arrangements to be made in consultation with concerned
Divisional heads (name to be displayed on table of employees)

. Computer table & chair (subject to providing of computer by MIS
Division)

o Stationery items i.e. pen, pencil, sharpener, A-4 paper, note sheet,
stapler with pin, punch machine, paper weight, gem pin tag, fevistick,
calculator and other need based items

. Jug with two glasses
o Intercom facility (on sharing basis)

2.l7.3Group C staff
. Seating arrangements to be made in consultation with concerned

Divisional head (name to be displayed on table of empioyees)
o Stationery items as per needl requirement depending upon nature of

work allotted
o Intercom facility (on sharing basis)

Process Output Proper sitting arrangements made for
new joinees

2.la Process: Reimbursement of expenses in respect of purchase of
briefcase by the eligible officer
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Input Source
Through HRMS Officers/ Staff

2.L8.t

2.18.2

2.t8.3

Process details:
claim bills submitted by officers & employees in respected of
purchase of briefcase. As per the policy, reimbursement of the
expenditure incurred for purchase of a briefcase as per their
eligibility once in three years as per the Circular annexed at XV.
On receipt of claims through HRMS from officials, concerned
officers of GA will make necessary corrections as per policy and
recommend for reimbursement. A consolidated list of all
recommended claims is generated in HRMS. Approval of the
competent authority is obtained in file for making reimbursement.
Sanction order is prepared and sent to Finance Division for making
payment to individual officials.

Briefcase hase claim settled

2.L9

2.L9.1

2.L9.2

Process: Scheme for providing Laptop at depreciated value on
retirement/repatriation of, officers of the rank bf Chief Director
and above at the Head Office, CD(LINAC| and Regional Directors
at Regional Offices

Process details:
The Corporation is providing Laptops to Chief Directors and above
at Head Office, LINAC and Regional Directors at Regional Offices as
per the policy letter annexed at XVI.
On retirement/repatriation of officer to whom the Laptop has been
issued, is allowed to take away the same with the prior approval of
MD, NCDC by making payment of depreciated value of the Laptop
subject to the condition that:
The concerned officer has furnishecl the request in this regard in
writing.
The Laptop should have been purchased by the Corporation
minimum 2 years back.

a

Source
Request of officers
Division/ Regional Offices

& Officers of the corporation of the
rank of Chief Directors & above
/Regional Directors

Process Output Issue of laptop
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2.20

2.20.L

2.2o.2

2.2o.3

2.2o.4

2.2o.5

Process: Providing of pen drive to the officers of the
Corporation

Input Source
Request for Pen Drive Officers/officials of the corporation

Process details:
Pen drive(s) is issued to the officers of the rank of Assistant
Directors and above at NCDC, Head Office subject to the following
conditions as per office order annexed at XVII.
Two pen drives of 4GB/8GB/ 16GB as per requirement are issued to
all Chief Directors for a period of 2 years. No pen drive is issued to
SPS. However, an additional pen drive is issued to Divisional Heads
for their staff on sharing basis on written request.
One pen drive for a period of 2 years is issued to all Assistant
Directors/Dy. Directors/ Directors.
No pen drive is issued in case of loss within a period of 2 years. Pen
drive is re-issued in case defective/broken/not working/corrupted,
subject to return of earlier pen drive.
The concerned officer has to furnish the request in writing.

Process Output Issue of pen drive

2.2L Process: Issue of Dead-stock/ petty/ miscellaneous items for
oflicial use outside NCDC oflice premises

Input Source
Request for issue BOMi GC

members/ Ministry/MD / DMD/ Division

Process details:
2.2L.L The Dead-stock/ petty I miscellaneous items are issued for official

use with the approval of Competent Authority, for the Camp Office
of President (General Councii), Chairman/Vice Chairman (Board Of
Management), Managing Director / Depufy Managing Director and
other Officers through gate pass (copy annexed at XVIII).

2.21.2 The office equipment required for repair outside office premises, the
same is allowed to be taken out with the approval of Competent
Authority, for repair through gate pass.

Process Output Issue of Dead stock/petty/miscellaneous

Process: Presenration and weeding of official record in NCDC
A record room for preservation of old official record/files is located
in the basement and movement/recording of files in the record

2.22
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2.23 Process: Procedure for collection and distribution of dak

room is done through record register. A guideline for preservation
and weeding of official record in NCDC is enclosed at Annexure-XlX.

Process details:
Incoming letters / daklparcels etc.
A11 letters addressed to NCDCldak are received in the R&l Division.
After diarising in the central Dak Register, letters/dak are sent to
the concerned sections/Divisions after taking down signatures in
the Peon Book/ Proforma.

Outgoing letters/ dak/parcels etc.
All sections/divisions send letters/dak etc. to R&I Division for
dispatch through Ordinary/Speed Post/Registered Post etc.
Letters to be sent to Ministries/Parliament House/ other offices etc.
are sent through Scooter Rider.
For dispatching ietters/agenda items of BoM/GC meeting courier
agency is also engaged.
Advance is drawn in the name of Post Master, P&T for meeting the
postage expenses and timely recouped.
Advance is aiso sanctioned in the name of R&I Incharge for making
emergency postage expenses.

2.24 Process: Reply of Audit/RTI

2.23.L
o

a

2.23.2
a

a

a

a

a

2.24.L

2.24.2

Process details:
Furnishing of documents/information required by
internal/statutory auditors in respect of audit para sent by Finance
Division.
Furnishing of documents/information required by individual in
respect of RTI with a copy to P&C Division.

DaklSpeed
post/ Parcels/ Couriers/ Dak
received through messenger

Letters from societies/outside
agencies & person

A11 incoming letters are being sent to
concerned person/division &
outgoing letters are being posted

and co

L Audit Reports
2 RTI received

Statutory auditors / Parts / Letter
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Process Output Reply of Audit Reports of RTI

2.25
2.25.L

2.25.2

2.2s.3

2.25.4

2.25.5

Process: Reporting & Other Miscellaneous Work
Reports/Plan etc. as required by Plan and Coordination, Finance
Division and other Divisions of the Corporation is furnished.
Maintain and submit proforma on usage of Hindi language to Hindi
Division on quarterly basis.
Work allocation amongst the Officers and staff of the division, leave
application record, posting record and other related administrative
issues.
Preparation of Revised Estimate/Budget Estimate of the
Corporation after compilation of information received from the
relevant Divisions of the Corporation including LINAC & Regional
Offices.
Agenda of Revised Estimate/Budget Estimate of the Corporation for
approval of BOM is prepared and approval of the Competent
Authority is obtained for placing it before the BOM meeting for
consideration and approval.
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3 Process Measurements

S.No Quality Objective Measurable indicators
(working days)

Monitoring
frequency

Frequently
monitored by

i Issue of dead stock items/
computer consumables
available in store

2 Half yearly Director
(GA)

2 Civil and electrical
maintenance works
(includes civil repairing,
plumbing repairing,
electrical repairing and
carpenter work)

5 Half yearly Director
(GA)

J Issue of Indent items
(Stationery) available in
store on bi-monthlv basis

10 Half yearly Director
(GA)

4 Conveyance/cartage
payment on receipt of
claim in HRMS

15 Half yearly Director
(GA)

5 Reimbursement of
telephone/ mobile bills of
eligible officers/ staff on
receipt of claim in HRMS
a) Chief Director & above

level
b) Director to MTS level

a) 15
b) On quarterly

basis in first
fortnight of
month foilowing
the quarter

Half yearly Director
(GA)

6 Payment of office
telephone bills on receipt
of bills

10 Half yearly Director
(GA)

Reimbursement of news
papers Bills on receipt of
claims in HRMS

On quarterly basis Half yearly Directon
(GA)

8 Pest control Treatment
(Twice in a quarter)

Within 15 after
every | 1/z rnonth

Half yearly Director
(GA)

9 Anti termite treatment
(yearly basis)

Within a fortnight
after close of year

Yearly Director
(GA)

10 Anti Rodent control Within a fortnight
after every 6

months

Yearly Director
(GA)

11 Disinfection of
underground tank

On quarterly basis
in first fortnight of

month following the
quarter

Half yearly Director
(GA)

l2 Tank cleaning
(Underground/ overhead)

Within a fortnight
after every 6

months

Half yearly Director
(GA)
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4 Process Controls

1

Issue of dead stock items/
computer consumables
available in store

Inventory management

Annual verification of stock

2

Day to day civil and electrical
maintenance works (includes
civil repairing, plumbing
repairing, electrical repairing
and carpenter work)

Complaint register

Daily check list

3

Pest control, Anti termite &
Anti Rodent control
Treatment (Twice in a
quarter)

Track sheet / Register

4
Fire safety and electrical
safety

For spreading awareness, Equipments
are verified at different intervals

2) Training & Guidance provided
during mock drills, may be used by
staff members at their homes & in
society

5
Safety of assets & security of
office staff by outsiders

Identification of any unauthorized
person in NCDC premises can be
reported by anybody
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5 Details of documented information retained

1
Expenditure
Register By Title PO- 1

5 Years

As per
weeding

out
procedure

Register for
telephone
expenses

-Do- SA- 1 5 Years -Do-

3
Register for
Refreshment -Do- PO-2 1 Year -Do-

4 Stock Register -Do- PO (Store)
1 Year -Do-

5
Register for petty
items -Do- PO (Store)

5 Years -Do-

6
Register for petty
items -
Maintenance

-Do- PO (Store) 1 Year -Do-

.7
I File Register

Misc.
reference
papers

LDC Perrnanent -Do-

8 Invoice Register -Do- LDC 1 Year -Do-
9 Diary Register -Do- LDC 1 Year -Do-

Dispatch Register -Do- LDC 1 Year -Do-

11.
Trunk Cal1
Register -Do- Telephone

Operator 1 Year -Do-

t2 Complaint
Register -Do- Telephone

Operator 1 Year -Do-

13
Process
measurement
Register

PMR register PO- 1 2 Years -Do-
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6 Details of documented information maintained

Ilo' '., by

Director
(GA)Basement

, L.tOGAflOII

DD (civil)/
Po (Civil)

catloB'

A

S.I{o.

1

Daily Checks Report
-Upkeep & cleaning
of NCDC premises

Director
(GA)4ft Floor DD (Civil)/

Po (Civil)A12 Complaint Register

Director
(GA)

Electrician
room

DD
(Electrical)E13

Maintenance Job
Slip(Electrical)

Admn MDB Almirah-A4

Office Order
No.NCDC .2-l l2OO4-
Admn. Dt.
t7.7.20tt-
Delegation of Powers

Director
(GA)Almirah-A DD (civil)/

Po (Civii)C5

Office Order
No.NCDC .7 -4 12005-
Genl.(Policy) dt.
03.06.2019 reg.
procedure for
purchase of goods

DD (civil)/
Po (Civil)

Director
(GA)D

Electrician
room6

Tank Cleaning
format
(Underground water
tank)

Director
(GA)D1

Electrician
room

DD (Civil)/
Po (Civil)7

Tank Cleaning
format (Over Head
water tank)

DD (civil)/
Po (Civil)

Director
(GA)D2

Electrician
room8

Disinfection of Tank
(Terrace)

Director
(GA)D2

Electrician
room

DD (civil)/
Po (Civil)9

Disinfection of Tank
(Under Ground)

Electrician
room

DD
(Electrical)

Director
(GA)10

Fire Fighting
Arrangements -
Daily Checks
Operations

E

Director
(GA)E

Electrician
room

DD
(Electrical)11

Fire Fighting
Arrangements -
Quarteriy Checks
Operations

Director
(GA)

Fire Fighting
Arrangements -
weekly Checks
Operations

E
Electrician

room
DD

(Electrical)L2.

Page 29 of 39

Prepared by



13.
Central AC Plant -
Log Book (Winter) F

Electrician
room

DD
(Electrical)

l4 Log Book - DG Set
for 250 G

Electrician
room

DD
(Electrical)

Director
(GA)

15

Office Order.
No.NCDC .5-3184-
Genl. Dt. 25.4.2OO8
14-12-20t5 -
Residential Mobile
telephone facility

I Almirah
-A SA- 1

Director
(GA)

16

Office Order
No.NCDC .13-13 I 17 -
GA Dated
24.11.2017 -
Con CC S

K Almirah-A PO- 1

Director
(GA)

77

Notification of
Transport Deptt. for
Auto Riksha & Taxi
dt. 3.3.2013

LI Almirah-A

Transport
Deptt, Govt
of NCT of

Delhi.

Director
(GA)

18.

Office Order
No.NCDC.IO-
t3 I 2OOO
dt.18.72.2OOO reg.
reimbursement of

M1

n rS

Almirah-A SA- 1

Director
(GA)

t9

Office Order No.
NCDC. 7 -3l2ooe(r!-
Genl. dt. 30.8.2012
reg. providing of pen
drive to officers

0 Alrnirah-A PO (Store)
Director

(GA)

20 Reg. Gate Pass S Store PO (Store)
Director

(GA)

2t
Guidelines for
preservation &
weeding of officials
records of NCDC

S1 Almirah-A Govt. of
India

Director
(GA)

22

Circular No.NCDC.2-
7 I 2oo7 -cA(Vol.II) dt.
21.11.201 1 reg.
scheme of providing
Laptop at
depreciated value to
retiring officers of the
rank of CDs & above

P Almirah-A PO- 1

Director
(GA)

Director
(GA)
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:rqt€rrro-CIr$fr@'r:{frIa.ra
(rrrma qgllir{ol sqeual)

**** rh:1. *rl.

No. NCDC: 10.17/98-Genl. Admin. Date: 23'08'2021

Office Order

Subject: Re-allocation of Work in GeneralAdministration Division.

With immediate effect and until further order, the work allocation among the below mentioned officers/ employees of this

division shall be as follows:

S.N Brief Description of Duties Reporting Officer

1 Sh. Anirudh Singh, Deputy Director (GA)

1. Examining proposals of Regional Offices pertaining to GA, and giving necessary advice and

conveying sanction of competent authority for the proposals.

ReimbursemenU settlement of salary of staff club and all matters pertaining to it.

Payment of salary and other issues related to outsourced staff of security agency.

Monitoring of work related to R&l cell.

Purchase/ Refilling of cartages etc,

Printing of Annual reports, annualaccounts, brochures, l-cards, Medicalcards etc.

All work related to ISO of division.

Any other work assigned from time to time.

2.

3.

4.

5.

6.

7.

B.

Director (GA)

2. Sh. Abhishek Mehta, Deputy Directo(Civil.l)
1. Overall Civil Maintenance of Head Office premises.

2. Up-keeping & Cleanliness of HO Premises.

3. Payment of salary and other issues related to outsourced staff of housekeeping.

4. Repair & maintenance of Asiad village flats of NCDC, LINAC & camp office

5. Procurement, repair/maintenance of office furniture.

6. Work related to tender process of civil and related work.

7. Payment & other related matter of Property Tax of office building/ NCDC flats.

8. Work related to pest control, anti rodent & anti malaria measures.

9. All work related to disposal of obsolete items of HO.

10. Duty allocation of Farash.

1 1. Any other work assigned from time to time.

Director (GA)

3 Sh. Mohd. Sarfraz, Deputy Director (Electrical)

1. Overall maintenance of all electrical installations, fittings & fixtures etc of H0 premises.

2. Maintenance of AMC of Central AC, Fire fighting anangements, Lifts, Biometric attendance

system & Water purifiers,

3. Procurement & issue of Electrical related items for HO premises.

4. Monitoring of electricity/ water consumption, ensuring timely payments of bills.

5. Maintenance of Multimedia projector, TV, Tape recorders, inventors, batteries, Generators,

Hot cases, Fridge, Water Coolers, Window/Split ACs, and UPS installed, EPBAX System.

6. Submission of monthly report in respect of publishing tender on the website of NCDC &

Quarterly progress report on execution of works to CVC

7. Duty allocation of Lift operators.

B. Timely payment of office telephone connection bills.

9. Any other work assigned from time to time

Director (GA)

4 Sh. Sharafat Ullah, Assistant Director (Civil-ll)
1. Execution of minor repair civil works in HO premises.

2, Maintenance of toilets & other plumbing related works.

3. Work related to pest control, anti rodent & anti malaria measures.

4. Disposal of obsolete unserviceable items.

5. Allwork related to record room.

6. All work related to washing of towels of HO etc

7. Monitoring of Cleanliness & up keeping of HO premises.

B. All work related to NCDC Asiad village flat.

9. Sitting arrangemenUplan for officers and staff at H0.
10. Any other work assioned form time to time.

Director (GA)
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inistrative budget of the Corporation comprising of Head Office,

2. Procurement of desktop, laptops, printers,scanners etc.
3. Purchase of various office petty, stationery items as per requirement,
4' Annual physical verification of dead stock/ stationery itemsi petty items/ computer hardware of

HO.

! Offlcers Ministry passes, staff carl scooter ministry & DIAL passes.
6. Making arrangements for meetings, conferences, cel'ebrations and visits of various

delegations as per instructions.
7 Maintenance (Repair, insurance, service, pOL etc) of office staff cars & scooters.I' Arrangements of staff cars and hiring on as required basis & its paymenU setlement of bills &

duty allocation of drivers.
9. Procurement of various lT goods & services as per requirement of MlS.
10. Reimbursement of conveyance, Handbag, Mobile & Newspaper claims to the staff as per their

entitlements.

11. lssue of Stationery & petty items to staff of the corporation.
'12, Hiring of photocopier services and its bill payment.
13. Maintenance of TOR.
14 other work

Sh. Pradip Singh, Assistant Di
1, Preparation of Annual Adm

LINAC and ROs.

rector (Givil)

from time to time

Director (GA)

6.

Monitoring of up-keeping, Cleanliness of HO.
Repair & maintenance of HO building, flats of NCDC.
Procurement of various items related to maintenance/upkeep of office building.
Work related to tender process of civil and related work.
Payment of salary and other issues related to outsourced staff of housekeeping
Payment & other related matter pertaining to Property Tax & insurance of office building
NCDC flats.

1.

2.

3.

4.

5.

b.

7.

Sh. Abhishek Kr Jha, Programme Office(Civil)

other work from time to time

Sh. Abhishek Mehta,
DD

Sh. Sharafat ullah,
Deputy Director
(Civil)

2.

3.

4.

5.

6.

7.

8,

1. Examining proposals of all ROs pertaining to GA division, and put up for consideration of
Competent Authority.

Reimbursement of conveyance & Briefcase claims of the staff of the corporation
AMC of various lT hardware & software as per MIS requirement.
Purchase/ Refilling of cartages etc.

Maintenance of expenditure register and reconciliation with Finance Division.
Preparation of invoice, sanction order of various bills as required.
PaymenU settlement of photocopier services bills.

other work ned from me to time

Sh. Saurabh Kumar, Programme Officer (GA)

Sh. Anirudh Singh,

DD (GA)

Sh. Pradip Singh,

AD

B.

Reimbursement of salary of staff club staff and all matters pertaining to it,
Purchase of Pantry related items.
Arrangements of refreshment & lunch for official meetings/ guest.

Preparation of invoice, sanction order of various bills as required.
Work related to Hindi reports of division,

1.

2.

3.

4.

5,

6.

Sh. 0m Prakash, Programme Officer (GA)

other work from time to time

Sh. Anirudh Singh,
DD (GA)

I Sh. Rajesh Singh Negi, Programme Officer(Store)
Allwork related to Store incharge.
Making entry of all purchases related bills in stock register & issuance of the same.
Physical verification of dead stocld stationery items/ petty items/ computer hardware.
Maintenance of files of record room.
lssuance of No dues certiflcate related to GA division.

1.

2.

3.

4.

5.

6. other work ned from time to time

Sh. Anirudh Singh,
DD (GA)

Sh. Pradip Singh,
AD

10. Sh. Chandrasekhar Upadhyay, Senior Assistant
1. Assist in preparation of Annual Administrative budget of the corporation comprising of head

2.

3.

4.

5.

b.

office, LINAC & allROs.
Procurement of store petty/ stationery items as required.

PaymenU settlement of Hired Taxi bills.
Procurement of various lT items as per requirements.

Reimbursement of mobile & newspaper of the staff of the corporation

of various bills assanction order and tnofi

Sh. Pradip Singh,
AD

Page 2 of 5
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required.

7 . Maintain duties and attendance of staff car drivers.

L Arrangements of staff cars & paymenUsettlement of POL related work of staff cars & scooter

9. Assistance in tender related work,

10, Any other work assigned from time to time'

Directo(GA)

Sh. Anirudh Singh,

DD (GA)

Sh. Abhishek Mehta,

DD

Sh. Sharafat Ullah,

AD

Smt. Neelam Santyal, PS

1. All dictation & typing related work.

2. Maintenance of attendance record & OTA of staff of division

3. Receipt of applications of l-card, Medical card of staff.

4. Any other work assigned from time to time

11

Sh. Mohd. Sarfraz,

DD

Sh. Pradip Singh,

AD

12.

1. Alldictation & typing related work.

2. Maintenance of all correspondence.

3. Preparation of noting, invoice, sanction order and entry in expenditure register of various bills

related to maint. of vehicles.

4. Keeping of files, duplicate keys, RC of staff cars/ scooters & timely recharge of smartfleet of

staff cars & scooters.

5. Maintenance of lmprest.

6. To keep backup of photography & Videography of events/ meetings in hard drive.

other work ned from time to time

Ms i, PA

7

Sh. Anirudh Singh,

DD (GA)

13.

1

2

3

4

5

Managing of lnward & Outward letters of H0
Maintenance of speed post & normal Dak

Maintenance of stamps purchase etc.

All work related to R& I cell.

Sh. Ram KripalSharma, LDC(R&I)

other work from time to time.
Sh, Anirudh Singh,

DD (GA)
14.

Work related to Hindi reports

All work related to issue/washing of towels of HO.

Payment of bills of stationery items & other.petty items.

Maintenance of File register & files of Division.

1.

2.

3.

4.

5. other work ned from time to time.

Sh. Manbir Singh Negi,LDC

15.

Assist Store Keeper in store related work

lssuance of all purchase related bills

Maintenance of files of record room.

Delivery of stationery items to Senior Officers.

1.

2.

3.

4.

5. other work ned from time to time

Sh. Ram Prakash,LDC (Store) Sh. Anirudh Singh,

DD (GA)

Sh. Pradip Singh,

AD

16.

Daily shiftwise Telephone operator work EPABX

Attending all telephone related complaints

All Diary/Despatch work
Scanning work for the division

Hindi typing work of officers of division

1

2

3

4

5

6

Ms Sonam, DEO

other work from time to time

Sh. Abhishek Mehta,

DD

17

Daily shiftwise Telephone operator work EPABX

All Diary/Despatch work
Scanning work for the division

Hindi typing work of officers of division

1.

2.

3.

4.

5. other work ned from time to time

Smt. Jyoti, DEO Sh. Mohd. Sarfraz,
DD

Sh, Sharafat Ullah,

AD

18.

Assist Store Keeper in store related work
Delivery of stationery items to staff

1

2

3 entsitems th h

Sh. Shujjaudin, MTS (store)

lssuance of Sish.

Sh. Anirudh Singh,

DD (GA)

Page 3 of 5
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4. Any other work from time to time AD
19. Sh, H.K. Mahto,DEO

1. Entries of letters.

2. Maintenance of speed post & normal Dak
3. other work ned from time to time

Sh. Anirudh Singh,

DD (GA)

20 Sh. Arvind Singh, Electrician
1. Maintenance of electrical arrangements of HO premises
2. Maintenance of AC plant

3. Tie up with Lift service provider
4. Attending telephone related complaints.
5. Any olher work assigned from time to time

Sh. Mohd. Sarfraz,
DD

21 Sh. Raj Bahadur, Electrician
1. Maintenance of electrical arrangements of HO premises

2. Arrangements for Laptop, Sound System/PA in 7tn floor
3. Any other work assigned from time to time

Sh. Mohd. Sarfraz,
DD

22. Sh. Ashish Chandra (Lift Operator), Sh. Abhishek (Lift Op)
1. Overall operation of Lifts
2. Any otqr work assigned from time to time

Sh. Mohd. Sarfraz,
DD

23. Sh. Sukhbeer Singh, SCD
1. Driver duty with staff car of MD, NCDC
2. Any other work assiqned from time to time

Sh. Pradip Singh,
AD

24. Sh. Hariram, SCD

3. Driver duty with staff car of FA, NCDC

4. Any other work assigned from time to time

Sh, Pradip Singh,

AD

25. Sh. Pratap Ram, SCD OS
1. Driver duty with staff car of Chairman, BOM, NCDC
2. Any other work assigned from time to time

Sh. Pradip Singh,
AD

26. Sh. Rajesh Kumar (SCD), Sh. Ashish kumar (SCD OS), Sh Balbir Kumar (SCD OS), Sh
Pawan Kumar (SCD OS), Sh. Sunil k Sagar (SCD 0S)
1. Driver duty with general pool staff car
2. Any other work assigned from time to time

Sh. Pradip Singh,

AD

27 Sh. Kashmir Singh, SCD (Posted at R&l)
1. Ex Driver, due to bad health At present posted in R & I cell

2. Making Entry of Dak & Speed post in register.

3. Any other work assigned from time to time

Sh. Anirudh Singh,

DD (GA)

28. Viram Prakash, Scooter Rider & Sunny Dewal , Scooter Rider
1. By hand delivery of dak in Ministries

2, Work related to R&l section.

3. Any other work assigned related to scooter riding

4. Any other work assigned from time to time

Sh. Anirudh Singh,

DD (GA)

29, Sh. Ram Lal Shah, MTS

1. MTS related work of GA Division

2. Petty item/stationery item purchase from market on instruction

3. Any other work assigned from time to time

Sh. Anirudh Singh,

DD (GA)

30. Sh. Rambeer Singh, MTS

1. MTS related work of Division

2. Market purchase work
3, Duty with Doctor on rotation basis

4. AGVC Guest house caretaker related work.

5. Any other work assiqned from time to time

Sh. Abhishek Mehta,

DD

31 Sh. Tulsi Ram Pandey, MTS

1. MTS related work of Division

2. Market purchase work
3. TOR caretaker related work.

4. Duty with Doctor on rotation basis

5. Any other work assigned from time to time

Sh. Pradip Singh,

AD

32, Sh. Jitender Singh Rawat, (MTS 0S)& Sh. Yogesh, (MTS OS)

1. MTS related work of GA Division

2. Petty item/stationery item purchase from market on instruction

3. Any other work assigned from time to time

AllOfficers

33. Sh, Khusiram, MTS & Sh. Jeet Singh Bhandari, ruTS OS) Sh. Pradip Sinqh,
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1.

2.

3.

All Photostat related Services.

Fax related work

other work ned from time to time.

AD

34. Sh. Ganga Prasad (MTS), Sh. Namwar Singh Yadav(MTS), Sh. Ram Samujh, (MTS 0S)

L Farash duty on rotation basis.

2. other work ned from time to time

Sh, Abhishek Mehta,

DD

35 Sh. Deep Chand (MTS)

1.

2.

3.

4.

MTS related work.

Duty at 7th Floor Pantry

To serve refreshments in MD section, board & committee room

other work from time to time

Sh. Anirudh Singh,

DD(GA)

36. Sh. Lalit Narayan Ray (MTS) & Sh. Karan Sehgal, (MTS OS)

1. Delivery of Dak & Speed post to post office

2. Assist in sending Release letters

3. Any other work assiglec[ from time to time

Sh, Anirudh Singh,

DD (GA)

Copy To:
1. AllConcerned
2. Concerned File

(Harinder Pal Kaur)
Director (GA)
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Teleph on e Ope rator-D EO

2 nos
DEO(R&l)-1nos

Orsanizationa ! Chart of GA Division

Lift Operator-2

Photostat
Op. MTS-
1+1(OS)

MTS-3+6
(os)

Director

h

DD(GA)

Anirudh Si Pradi Sin

AD(Civil) DD(Electrical)
(Md. Sarfaraz)

DD(Civil-l)
(Abhishek Mehta)

DD(Civil-ll)
(Sharafat Ullah)

PS PO-il

PO-l PO(Store)
Po(Civil) PS

PA

SA LDC(Store)LDC(R&r) LDC

Farash- 4 nosElectrician-l & ll

Scooter Rider-2 Staff car Driver-8

Plumber
Carpenter

Gardener-5 nos



1O. Abbreviations
AC Air-Conditioned
AD Assistant Director
AMC Annual Maintenance Contract
BOM Board of Management
BPCL Bharat Petroleum Corporation T,td

CPPP Central Public Procurement Portal
CPWD Central Public Works Department
CVC Central Vigilance Commission
CWC Central Warehousing Corporation
DAVP Directorate of Audio Visual Publicity
DG Set Diesel Generating Set
DAC Department of Agriculture and Cooperation
DY.MD/DMD Deputy Managing Director
ED (GA) Executive Director (General Administration)
GA General Administration
GB Giga Bytes
GC

GFR
GOI Government of India
HO Head Office
KVA Kilo Volt Ampere
MCD Municipal Corporation of Delhi
MD Managing Director
MiS Management Information System
MTNL Mahanagar Telephone Nigam Ltd
RD Regional Director
R&I Receipts & Inwards
RTI Right To Information

LINAC
Laxmanrao Inamdar National Academy of
Cooperative Research and Excelience

TOR Touring Officers Room

VC Vice-Chairman

General Council
General Financial Rules
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(Perso*rel & Administration Division)

No.NCDC:2- 1 12004-Ad mn. Dated: 22.11.2A16

OFFICE ORDER

ln partial modificatron of office orJers of even number dated 19.5.2006 and 17 .8.2011 ,

financial powers to declare store/ dead'srock items as obsolete is revised as follows:

I

Particulars Revised delegation cf Powers

To declare stores (including items
of dead stock) to be obsofete,

surplus or unserviceable and to
ordsr their disposal by auction.

Deputy Managing Director

Chlef DirectorlDirector (Genl.Admn.)

Regionat Directors

- Upto Rs.100001

- Upto Rs.7500/-
Upto Rs.50001I

t.

(?asudha iliishral
Managing f irectoi.

Copy bi
AllChief Directors I Regional Directors
SPS tc MD/DMD/FA & PS to ED

Notice Board I Guard File.

a

l



{r$q rtr*r$ F*rr frrrfr
National fnoperative Development Corporation

Perconusl & A{ministration Diyision

No.:NCDC: 2-1 / 2AA4- Admn. Dated: 26.$.2AZt

oFFr.cF pFpBF

With immediate effect and until further orders, Adrrinistrative / Financial por,yers
delegated to chief Director{GA} and chief Director {Library} vide office orders of even number
dated filA&/?:OLl and 6/A6l2AtC will now be exercised by Director {CA} and Director(Ubrary}
respectively.

2- All other conditions for exercise of re-delegated powers will continue to be same ag
contained in the office orders dated LTlhgl2tttand 06/08/ZOL6.

3. This issues with the approvalof the Competent Authority.

f;,
Deputy Dlrector-P&,it

To

t. shri Krishan Kurnarchoudhary Executive Director {GAJ, NCDC, NewDelhi.7. Smt H. P. Kaur, Director (GAJ, NCDC, New Delhi.
3. CPIO, NCDC, New Delhi.
4. AII 0fficers/Advisers/consultants/Regionar ofliceslDivisions/UNAC.
5. SPS to MD, FS to FA, PA to ED(KK), pS to ED[MK), SpS to ED(tffC].
6. Personal File/ CR Folder/ StaffPosifion/Guard File/Notice BoardlStaffClub.
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Annexure-l

NATIONAL COOP ERATIVE D EVELOP E i'I E NT CORPORATION
(GENL, ApMI,r. PrVlSrONl

No. NCDC : 7 412005-Genl.(Policy) Dated: 03.06.2019

oE'FFt,cE ORDER

Sub:- Procedure follurchase of qoods/services and execution of works.
Mo4lficqtign in. Advisgry- cq{n-$tandirJo Eurchase/ Iendqr Cgmmittee-
Regarding

Based on O.M. no. F.1[26D018-PPD dt.02.04.2019 & General Financial
Rules (GFR), 2017 of the Ministry of Finance, Department of Expenditure, Govt.
Of lndia, the modified procedure for purchase of goods /services and execution of
works shallremain as under I

A. Procedure f ,or Procufement of Goods aryC Serylces:-

1. For purchasg of soods/services thrguqh GovemFent E{llarket Place
(GeM) -
The goods and services available on Govemment E-Market Place (GeM)
are required to be purchased mandatorily through GeM, as per following
procedure;

S.No

Financial

Ilmits Procedure

Up to Rs.
25,00w-

Through any of the available suppliers on the
GeM, meeting the requisite quality, specification
and delivery period.

ii. Above Rs.

25,000/- and
up to Rs.

5,00,000/-

Through the GeM Seller having lowest price
amongst the available sellerc, of at least three
different manufacturers, on GeM, meeting the
requisite quality, specification and delivery period.
The tools for online bidding and online reverse
auction available on GeM can also be used.

iii. Above Rs.
5,00,000/-

Through the supplier having lowest price meeting
the requisite quality, specification and delivery
period after mandatorily obtaining bids, using
online bidding or reverse auction tool provided on
GeM (excluding automobiles where curent limit of
30.00 Lakh will continue).

-1-
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2. For purghase of qoodplsewiqes ouEide Gov?rnment e-Market Place
(9eMl: The goods and services which are not available on GeM are
required to be purchased by adopting following procedure

S.No. Financial

llmlts

Procedure

i. Upto Rs.

25,000/-
On the basis of Certificate of Compebnt
Officer (without inviting quotations or bids).

Format of Certificate.'1,

am personally

satisfied that these goods purchased are of the
requisite quality and specification and have
been purchased from a reliabte supplier at a
reasonable price.'

ii. I Above Rs.

I zs,oool- a ,p

I to ns.
2,50,000/-

On the basis of Gertificate of Purchase
Gommittee conslsting of three members of
appropriate level as approved by Competent
Authority. The Committee witl survey the market
to ascertain reasonableness of rate, quality and
specifications and identify the appropriate
supplier. Before recommending placement of
the purchase order, the members of the
committee will jointly record a cefficate as
unden
'Certified that we members of the
purchase committee are jointly and individually
satisfied that the goods recommended for
purchase are of the requisite specilication and
quality , priced at the prevailing market rate and
the supplier recommended is reliable and
competent to supply the goods in question, and
it is not debaned by Department of Commerce
or Ministry/ Department concerned.'

iii. Above Rs.
2.50lakh and
upto Rs. 25.00
lakh

Through Limited ter enquiry
A list of approved suppliers should be maintained
for inviting responsive bids or alternatively
tenders be invited from a list of suppliers. The
bids should be sent directty by speed
posUregistered posU courier/ email to firms for
the supply of goods in question. The number of;
supplier firms submitting bids should be more
than three. The tender enquiry should be

-2-



published on central public procuremdnl portal
(CPPP) and on NCDC's website

iv Above Rs.
25.00lakh

Through Advertised Tender Enqulry
Details as Below:

(l) Advertisement should be given on Central Pubtic Procurement Portal
(GPPP) at wwvy,eprgcure.oov.in and on Govemment e-Market place
GeM. An organization having its own website should also pubtish atlits
advertised tender enquiries on the website.

(ll) The complete bidding document to be made availabte on website and
on CPPP to e_nable prospective bidders to make use of the document by
dovnloading from the website.

(lll) The advertisements for invitation of tenders shoutd give the complete
web address from where the bidding documents can be downloaded.

(lV) !n oldel to promote wider participation and ease of bidding, no cost of
tender document may be charged for the tender documenb downloaded
by the bidders.

M Ordinarily, the minimum time to be allowed for submission of bids
should be three weeks from the date of pubtication of the tender notioe
or availability of the bidding document for sale, wtrichever is tater.

B. Ploqedure for execution of works:-

The following procedure is to be adopted for execution of works (Civil,
elec'trical or other such works):-
i) Umited tenders will be called for works costing less than Rs. S.OO

Lakhs:
ii) open tenders will be calred for works costing Rs. s.00 Lakhs to

Rs.30.00 Lakhs;
iii) works costing more than Rs.30.00 Lakhs may ba accomplished by

assigning the same to any Public Worts Organisation (PV1/O) suctr
as Gentral Public works Department (cHArD), state public works
Deparhent, others Central Govemment organisations authorised to
carry out civil or electricalworks such as Military Engineering Servlce
(MES), Border Roads Organisation (BRO), etc. or
Ministry/Departmenfs construction wings of Ministries of Raitways,
Defence, Environment & Forests, tnformation & Broadcasting and
Departments of Posts, and Spaoe etc. in accordance with rule igg ot
GFR 2017.

C, Gonstitution of Committees

with the approvat of Managing Director, the Advisory-cum-standing
Purchase/Tender committee have been modified as under:
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l. Advlsorv-cum€tandino PFrchase / Tender Committee's for ourchasg
of ooods and services / works at NCDC. H.O.

S. No Financlal Llmits Committee Membens
1 Above Rs.25,000/-

and upto
Rs.2.50 lakh

i) Director(GA) / Dy. Director (GA)/ Asstt.
Director (GA) in the absence of Dy.
Director (GA)

ii) Dy. Director (Finance)/ Asstl Director
(Finance) in the absence of Dy Director
(Finance)

iii) Dy. Director (User Division[ Asstt.
Director (User Division)

2 Above Rs. 2.5lakh
and upto Rs.5.00
lakh

i) Executive Directo(GA)/ Chief Director
(GA) / Director (cA) OR Dy. Director
(GA) in the absence of Chief Director
(GA)

ii) Chief Director (Finance) / Dir. (Finance)
OR Dy. Director (Finance) in the
absence of Chief Director (Finance)

iii) Chief Director (Admn./ Dy. Director
(Admn.) in the absence of Chief Direc,tor
(Admn.)

iv)Chief Director/ Director (User Division)
OR Dy. Direc-tor in the absence of Chief
Sipctor/ Director (User Division).

3 Above Rs.5.00 lakh To be nominated by on case to
case basis

2. Advisorv+um€tandino Purchase I Tender coqrytittegls for LINAC
lnstitute. Guruqram

S. No Financial Limits Com mittee Memberc
1 Above Rs.25,000and up

to Rs.2.50 lakh
i) Director (LINAC)
ai) Dy. Director (LINAC)
iii)Asstt. Director (Finance) OR

Sr. Asstt. (Finance)- LINAC

2 Above Rs. 2.50lakh and
up to Rs. 5.00lakh

i) Executive Directo(GA/ Chief
Direc'tor (m) / Director (GA) OR
Dy. Director (GA) in the absence
of Chief Director (GA)

ii) Chief Director (LINAC) / Director
(LINAC) OR Dy. Director (LINAC)
in the absence of Chief Director
(LtNAC)

iii) Chief Director (Finance) I Dir.
(Finance) OR Dy. Director

-4-
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eenr.rpora,llliari"f, ,:fiffi:n of eartieroffice orderno. NcDc :t4t2005-

to:
1. Chief Director'-2. Chief Director

3.

4.

(r(,(
ExecutrVe

olc( \ f"yl
/'€nLlt ) W

5.

C.C also to:
1. SpS to Managing Director &e2. to FA,

A'I MK,tCtgl-gV
5. Notice Board 3tr)
5. Guard File

(Finance)
the

Director

o
byto on case
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. ttreCorpordonhlheo6ntm spdx'neO belouri.trnttftfirerorders.

NoNCDG2-12fii{"Minn.

Reimbursement
@nveyance epen$?s
forperforming offidal
dutiea

fg.
to

8.No

s[r-
andcondiEon'ens

Subled to 8valliH[U of

budiet pror[ilon 
' 

uqder.

ooncemeA'head:and
apptlo&ie . guldelinesl

Iistufror6 b$rcd ftom

FAhtE ofOMD

to

Subied to avafitabifity of

Uu(6et Prflision under

conoemed head ard

aonficable guidetneil

i#rucfions isued fiom

ofthe

timeto

Staliqnery &
Stationery GD(GAlUph Rs.40,0001' on' . eadtmsion.

DI(GA): upto.Rq20,q00l; on
eadroccasioru

DD(Ge_p): Upto Rs. 2,0001'

on eaffiirccasion.

DMD: poYfefs

CD(GA): Upto Ps.40,0001-.on
. eddroccaslon.

D[(GA): Upto Ps20,0001' on
. eadloccasion.

DD(Gon); Upto Rs. 2,000r-

e. 
oneadroccasion.

Subied to amitabilitY of

nudiet Pt9ttsioo .urder

concemed head and

of DMDFA ttre absence

applicable
hstttcfiom
time b time.

issued fr,om

cD(GA): po$Ers

DMD: F.ullpowers '

DI(GA) hhsabsenceof

4. Qttrel contingerictes like
generalroffice expenseg,
PCtt tliring, of' vetrleles
for offi&al ur:e, t€p?itS &
mainhnance, cartagb,

&lght teats & taxrb'etc.

5. El6ctridty andWater

Sarges

6.

Di(GA)
cD(GA).

Fullpowens

ln the absence of

'tt r

tTAugusl20tl

cyde

dead stod(,
office
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calls.
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cD(GA):Canteqt

expenses

Upto

to
$orislonthe

cD(GA):

0nDi(GA):

DMPiTo stores Uptodedarc
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CD (GA)tDi(GA):be olsbleh,to'stocl0
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feortnUantll
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Gopyto:
t., ru ChietDiredors & Dfiredos

.2. AllDirtslons & S@ns

3. The D[redor (Accounh)

4. NCDsit RDs atRegrimaloffices

5. PPS to MD/ SPA to DMD,SPS to FA/SPS to ED (GPG)/PS to ED (BH)

'ifPonour.o*

)

calsfor

'i

I
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Annexure-lll,

To

Shri/Srnt.

Sub: NCDC - Client Feedback

Sir,
As a most varuabre client of ours, we at NCDC request you to kindry give usyour free and fair feedback in the format betow. This is rlquired as a part of our ISo9001:2008 based system for our improvement so rhat we provide you better servicesin future' we'request you to prease spare a few moments for us,

Chief Director (CA)
NCDC, New Delhi.

CLIENT FEEDBA-CK FORM
Name of Officer/Officiat of NCDC
Nature of Coods / Service requested ro GA Division

Criteria

Suggestion for improvemenr of goods and services provided by GA Division of

To. .

Chief Director (GA),
NCDC,
New Delhi.

Name

Sl.No. Excel very
Good

Good Poor

Time taken for recelvi ng
I servtces

Quality ofgoods /
services ded

5 4 3 2 II

2

r(

Division

,/.
I

S,f;tisfaoory



gls,Y cl{EeK$olERAfloNS

Annexut"l|"1,@

Ncrd.d bY $lS'.)'::::::::::::::::::::::::

o$,s"*

Panp*s

uooB@K-rt8E
Hcttt$rG

sggnoRArtoll

ann^l{s6r6[Ts
9r6Te



1

oUARTERLY CHEqKSTOPERATIONS

1. Rmps

L E rglne

3. ElecficalcotttdPanel
cortacB

3. CorPnng

l'tala.

1. PainttE

2. Englrn servic*tg

lia.ir

,('

LlfidcatmlGroaslng

llbticationGrcasing

Chedeqrdeaning

Phy-:ical dreddngrlubtf:alim

Sigmturc...........
(NCDC oflidal)

ANNUALLY C. H.ESKSTPERATIONS

SEnatua,..........
(NCOC offi*rl)

Orrttloor - Once in a Yeat
lndoor- Once h $!,oYears

As pet er.glne marufachre/s
rocormendatiors

Aendedby(Sign)
Nane-...........

0
r0
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2.

Ergin€

Itiicilor (JockeylMaln)

WEEKLY CHECKpTOPFR^flONS

BatHycordltion
C:heddng umedions and urabrlercl

Starter (AiolllanuaD

|.tala. Attended by(S[n).....
Nane.

Sigaturc...........
(NCDC ofiiial)

ryrqNHLY CHECKSTOPERATI9NS

t)ttrlrg the rnnth of..............

Operalkxt

Opemlion

1. Valws(tandrqnsolation)

2- Contsol Syctan (Arno cfredrof a[ punps)
Wdrie€rBysteni

3. Hose teol & trc6 p,ipe

1. Fre 8li4F& ffiirg lnlet

6. Cot4fng

0. FleJsmokedetecbr,MCP,
Respqrehdhfor

7. Eire6npteddector:
(ndioate l"ooadon)

Da!e:_

CheeOE clearirErroeerdon

Ctre*hgrdea*U

CtectrlmldeantrU

che*lp
Cleinbqon attre frars

Tcs{rog

@ noo. perzom)
bytoldion

Atrdtded by

Slnatum-..........
(NCDCoftId)

,0

i.r'
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NATIONAL COOP DEV CORPORATION

(Gen Admn Division)

No.NCDC 5-3/84-Genl April 25, 2008

OFFICE ORDER

Sub; Residential/mobile telephone facility

The expenditure on residential telephonos, broad band and mobile
phone shall be governed and settle in the following manner:

D No ceiling 'rn respect of Managing Director and Dy
Managing Directors

ii) No ceiting in respect of Chief Directors and Regional
Directors on land line,

iir) Monthly ceiling of Rs. 2,000/- on residentia.l telephones
in respect of Chief Directors.and Regional Direetors with
broad band facitityr

lv) Monthly ceiling of Rs. 2,200[ on land line, mobile and
broad band in respect of Chief D' .lrs and Regional
Directors not provided with mobile phones

v) Monthly ceiling of Rs. 1,500/' on land line, mobile and
broad band in resPect of Directors,

. .vi) Monthly ceiling of R.s. 800/- on land line, mobile and
broad band in respect of permitted officers,

vii) Monthty ceiling of Rs. 750/'on mobile phones provided
to the Chief Dkectors at H.O.

viii) Monthly ceiling of Rs. zsot: on rnobite phones in respect
of Regional Directors at Pune, Thiruvananthapuran.

. Bengaluru, Chennai, Hyderabad, Guwahati' Gandhinagar
and Kolkata,

ix) Monthly rentals in respect of Electrician. shri Arvind
Singh.

Z. The general conditions for telephone facilities to Directors and other

permitted officers shallbe as follows:

i) The amount reimburs.able will cover land line and/or mobile

connection,
li) The amount will bs reimbursed within the prescribed ceiling

on submiseion of bilureeeipt. There wilt not be any separate

ceiling for land line/mobile/broad bard faeility,

ii0 The amount reimbursable shall be exclusive of taxes, if
any,

i

Annexure-X



$

rv)

v)

vi)

The officers may choose any service provider{plql within

the prescribed monetary ceiling. The telLPhql? fagititl thalt
atso inctuOe broad band facil'riy or. 

"r"n 
iacilities for which

data, volce or image is transferred,
STD facilities miy be provided at residential telephone

within the prescribed monetary ceiling,
officers have to make their own arrangements for mobile

3.

sets,

The order shall be effective from l't May 2008

.This has the approval of Managing Director.

,,1 I
(G.P.Gupta)

Chief Director (GA)

!o:
1. AllChief Directors
2. All Chief/Regional Dirdctors

r3/AllDirecbrs-4. 
All permitted offioers

Copy to:

1, AD in MD's office
2. SPA to DMD
3. PS tg DMDO.

:

I

I

I
I

i

d
{

t

,
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NATIONAL COOPERATIVE DEVELOPMENT CORPORATION
(GENERAL ADM|N|STRATTON DtVtStON)

No.NCDC:10-1/201S-GA Dated: 1411212015

OFFICE ORDER

Sub:' Reimburcement of residential / mobile phone bills of the officers /
ofticials of the Corporation - Regarding

All the Deputy Directors, Assistant Directors & their equivatents (Group A), a1
Group-B, Group-c officials & their equivalents in Head office, Toplc lnstitute,
Gurgaon and all Regional Directorates shall be reimbursed their residential / mobite
phone bills, with effect from date of issue of this order, up to the followfng [;its;--''-

All the above officers / officials may inform their residential / mobile phone
number in respect of which they wiil craim reimbursement.

This issues with the approvarof the Managing Director

%
(N.K. Suri)

Chief Director (GA)

1[o:pyly Directors, Assistant Directors & their equivarents
PSs to MD

f!! frogramme officers, sr. Assistants & their equivarents
All Junior Assistants, LDCs, MTS-peons & their dtrir"r"nt"

To

cc

All Chief Directors in HO
Chigf Director (TOptC)
All Regional Directors

Plg"tgtll,lts) / Director (tcDp)
PS to MD / sPS to DMD i sps to ED

officer / Official Maximum limit
per month

Directors Assista irectors uivalentsDnt & their eq Rs 800/- +
PSs to MD Rs 800/- + taxes

(excluding PS to M
their equivalents&Programme fficer, Sr. Assistant

D)
Rs 400 + taxes

Assistant, LDC MTS-Peon equivalentsniorJu the& ir Rs 250 + taxes
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RASTITRIYA SAHAKART \IIKAs NIGA},I
(nRrrowar, coopERATrvE DEvELoplt$NT coRpoR/rmon)

. hdrntnl-stratLon Divisloq)
rt****

. NCDC : 1 3-64,/B3-Adnrn, Dated: 2nd llarch, .1984.

OFETCE ORDER

-

Off,lcers of the Corporation are sometlmes feqrlrcd
attend of,fl.ce early or s1t late outsld,e office hours orhglldays to attend to erneEent trork. It has beenthat such of,ficers may be reJ.mbqrsed actuFI

officeveyance charg es for-hlring cot)veyance from to
a.ndlor vice-versa, subject to the fol.Iowing
!r

f, Ordlnarlly no offlcer would be ooeoteit' to come eartry or work beyond offlle hours
on worklng days.; Howeveri lvtrereger t&l.s
l,s unavotdable, prC.or pentiesi.on oi the
GeberaL uanage.i i,rilr Gt; t6-ue ouE"iii"afor attending anVor leardng <ittlce .before

. 8 A.l{r and/6i af,rer g-p.u. i"Secii".ii;
11) lilo offLcer necd attend. offl.ce o:r Stind.ays

or holl.d,ayc' unless specLflcally requ.lr;d
', lry the strperLor off,icer ancl permft€ed Uy

the GeneraL trtanager of ttaaaging bi_regtor;. erd

Errclr offlce.rs i's are requlred, to con;e
before B A.l,t. or work aft"i g p.M. dn
working days or cilled to atterrrdl offlce on
Sundays or holldays wlII be reimbursed
actual convef,ranee charges frorn.off,iee to
tlrcLr residence arrd,/or-vLce-versa gn the
f.ollowLnE_sca1e, provtded thgt they are
not bnu.tl€d to. over:-tlme allowanc'e under
the Over-tlme ALlowance Bu1esr-

a) Dlrectors and TaxL chbrgres
'abqtre

I b) ALI other'Officerie Scooter eharges

The above order is effectlve fron ttre date of 
-

3"^-J-
,rg:I#tiI"XYTln.,

tot-
The E_Enuiy DLrector f Accounts ) , NCDC, New Delhl.
Arr_ Divisj.ons/seeul..rns, ileads of Dlvisions are reguestedto brlng the sontents of thls offlee ordetr to thd notlcenf at1 rrfflrroFlr in f.heLr Dl-vlsion. _6q_
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NATIONAL COOPERATIVE DEVELOPMENT CO RPORATION
(GENERAI ADMN, DrVrSroN)

Annexure-XV

Ekecutive Director (GA)

2' Newly appointed officerdofficials of the corporation will be eligible for
purch-ase/reimbursement of briefcase/office bag/hand bag/ ladies prise aft.er
completion ofprobation period. '

3. officers/officials of the corporation nominated for foreign
tr-alning/tour/assignmmt will not be eligible for purctrase/reimbursement of
additional briefcase/o$." bag/hand bag/ ladies purr" for this pur?ose.

4. Briefcase/office 
- 
baglhand bag/ IadiJi prrc. ,ry be purchased by the

officer/official himself/herself and the bilf 1in original) be iubmitted to Genl.Admn Division for reimbursement as pei ttre [resiribed ceiling limits as
mentioned above.

Copyto:-
1. SPS to MD
2. PA to DMD
3. PPS to FA, SPS to ED(NI$), pA to ED (KIg& pS to ED(MI$
4 AII Officers / officials in HO and TOpIC Institute.
5. All Regional Offices, NCDC
6. Notice Board

Level of Offi cers/Offi cials Revlsed Moneary
ceilinglimtt

Perlod

Managing Director As per Requirement Once in 3 (Three)
years

Dy.Managing Director/Financial Advisor
Executive Director

Rs.5500 -do-

Chief Director Rs.5000 -do-
Director, RD EquivalentScale Rs.4400 -do-
Deputy Director or Equivalent Scale Rs.3800 -do-
Assistant Director sPs or Scale Rs.3300 -do-

Officer with Rs:2650 -do-
Programme Ofticer , PS & and Sr. Asstu/ SP,A with

or scale
Rs.2200 -do-

No. NCDC:8-elZOtO-Genl. Dated: Z4/LUZOLI
CIRCUTAR

As per the existing practice Briefcase/office bag/hand bag/ladies purse are beingprovided to all'the officers/official upto the level of"i.ogr"*me officer & equivalenL
The following norms & guidelines hare now been a.ta"J r,.,irl, ,h.;proval of
Competent Authority for purchase/reimbursement of briefcase/office bag/hand bag/
Iadies purse.

1. Monetary celling & periodicity:
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(

Scheme of providing Laptop at depreciated value on
retrr€menurepatriation of officers of the rank of chief Director
and above at the !9ad Office, CDefOptC) and .Regionat
Directors at Regional Otfices

The corporation is. prwiding Laptops to its sr. officers including
officers_ gn deputation to NCDC, i.e. officers of chief Directors and above a-t
Head Office/ TOPIC Centre and Regional Directors at Regionat Otfices. This
Thqfe of provr{ng Laptops.is as }er the guidetines of Ministry or Finance,
Fru._of Expendture vide circqtar No.F.No.1(15fE lt (A)/2ui9 dated 266
May, 2009 (eopy enclosed).

Z On aoeount of tecfrnologiga! obsoles@noe; the Board of Management
r1its-1.756 meetirg held on 19.10.201t csnsioeied;,rd;ppr*ed the scherne
Ior glr',r,g lhe Laptop.on retiremenurepatriatiorr of fficer to whom $re Gptop
has been issued at depreciated value. The Regional Director below tne ianir
of Director arcnottovered underthe sctreme

3. ln vieiv of above, the corporation has decided that Laptops issued to
the seld orfficerc rnay be given to thern with pridr appovil & naanatin!
Diretl0r. NCDC at the depreciated value of purctrase su6iect to the forfofrin[
.conditions:

i) The csncerned ofEcer has fumished the reguest in writingi0 tr* Laptop shoutd -have Oeen purchlsed Oy ifG
Corporation minimum 2years back

National Cooperative Development Corporation
(Genl.Admn. Division)

CIRCU,LAR

No.NGDC:2-1r2007€A(Vot. I l) Dat€d:21 11.2011

Sub:

chief Director (GA)

AllChief Directors at Head Offce, TOptC lnstitute and
.trUl Regional Directors

Copy to:

PPS to MD, EPS to EDtrA/CD(S/SpA to

,

:

I
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Annexure-XVll

National Cooperative Development Corporation
( Genl- Admn. Division )]

No. NCDC :7-31200g(t)-Genl. Dated: 30.08.2012

CIRCULAR

sub: Providing of pen drive to the offtcers of the corporation - Reg

Keeping in view,the utitity of pen drive for data transportation/ storage/
backup etc., the competent authority has decided to issue pen drive(s) to the
officers of the rank of Assistant Directors and above at NcDc, Head office
subject to following conditionsi

i. Two pen drives of 4GB/8GB as per requirernent will be issued to all
Chief Directors for a period of 2 years.

il. !!o p"n drive will be issued to spss/ Managernent rrainees.
llowever, an additional pen drive may be lss-ued to Divisional
Hoads for ffreir staff on sharing basis on written requesL

iil Qne pen dr"ive for a period of 2 years to all Assistant Directors/ Dy.
Directors/ Directors.

iv. No peldrive will be issued in case of ross ufrm the period of 2
year,s. The concemed officer, who has been issued pen drive, will
!e personally responsible for safe.ty and security of ihe Ben drive.
Pen drive wifl be re-issued in case of defective/ bioken/ not working/
corupted subject to return of earlier pen drive.

v. Ilre conoerned officer has to fumish the request in writing.

( )
Chief Director (GA)

To

Cogyto:

1. PPS to MD
2. SPA to DMD
3. SPS to FAIED

1o

All Chief Directors at Head Offioe
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qng
GA-TE PASS il

rfi frEfirfud qwild *cr ft,I{ * cfrs{* vf{ sr}

......._....j.

tr
totaka the

Purpose

folionring item(s) oulside the premises otihis Corporation.

1

2.

3.

1.

5.

q (qqt) * ilt qr&

. *'*'mryt Eeil,r
Srignatrg-& Narne of the porson

taklng hoart de(s)

FfIo f{tgr6 (mo Wrm)
TT{yrtF (wo yy6sq1
Signatureof he '.

AD (GAdmn.) / Dir (G Artrnn)

l{l-!R.T.AltT:Arrhe [mE of rerrm of the abor,a*nowleogement-iriil store Keeper. 'o item(s) please obhin
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No. 25- 042015-O&I&?c
Government of India

Ministry of Agricultlre
Department of Agriculture & Cooperation

Krishi Bhawan, Ncw Delhi
Dated 27.04.2015

OFFICE MEMORANDUM

Subject - Record Management - First Special Drlve for the year 2014-15 for Recording, lndexing.
Reviewing anJ Weeding out ofihe files from llrh toisd' May, 2Ql5,regarding 

.

It statid that in terrns of para I3(9)(a) of the Central Secretariar Manual on Office Procedure, a
special drive has'to be underaken every six months for recording/reviewing/indexing and ureeding out
etc. of old fileVrecords, which are no longer required and.have *ttir"a their utiliry. The objective of
such drives is to keep the volume of re-cords'lvithin rnanageable limits and to avoid piling up of
unn€cessary records, creating functional spec and atso to maintain hygienic envimnment The rcsutt of
such special drives is required to be fumished to the DARPG.

. As per provision of CSMOP, each Joint Secretary concerned may review every quarter the state
of indexing/recording/revierving/weeding out of files in his wing and allot time bound tas-k towards this
and to the mernber of staff.

As per the instruction of DARPG. it must be ensured that the files /papers that have outlir.ed their
utiliqv as per Record Retention Schedule are regularly *'eeded out which *orid h"tp in cr-eating space for
new frleypapers. Further. the files on which aciion tras been completed and classified as Category A & B
should be recorded and sent to Department's Record Room.. However, the files of purel,l:efhemeral
nature (temporary nature) containing papers of little reference value may be. destroyid uftu, on. y.a,
rvithotrt being recorded. However, tJsaf"guard against premature destruction and unnecessary reteniion,
record retention schedule has been prescribed as pir details given below:

ti
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I

{

p9 fr

tqt '

, .Fli"!. i ,-ti
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Aq in present scenariq even 20 years otd information can also be sougfit for under Right tolnformation Act (RTt), 2005. Therefore, records r"y pl"rr" u"'rvle*oo carefully for further retention orpreservatioo in 'dre Departmental Record Room or National Archives as per thc instructions of DARpGon Record Retention Schedule.

All divisionJsecti:ns 8rer *"Tf:p- "queited 
to undertakc an exercise on recording rcviewingand weeding out of old files r"coid. which tuvi out tived tl,"ir .ti6';;1; il|ffir"i}r" and atsoconduct such exeicise-on *eekly basis in future and furnish tte satur rcport to this Scction tatest byFriday of wery week, in the profonnq enctosed terewittr, ai'*" *o*ion of a consolidated.report forinformation of sccretary (A&c) and onrvarrd submission to c.ui*[itrehrial

similar exercise may be canied out in all dre orgahisation of the DAc

l. AllDivisionalHeads in DAC.

?- Dit*ryo.puty Secretarievunder secrctaries and equivarent in DAC3. All Sections in DAC.

(N.K Gupta)

. Directr
PH:233E4752To

Copy to:

AllHeads of the organizations of DAC

Copy also b:

l. PPS to Secretary (A&C)
2. PS TO JS (A)

(.
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{ECTED UVITH ACCOUNTS
Thedestn

follorving Rules 
"no ",*onofrecords 

finctud''

berrarf with ,* -r,*rJ1 
other subsidil;l: with accounts shatt be sovener, by re

ence of the comptrolrerandAuditor€enerd. * mar be prescribet by Govemment in ttris

APPENDIX - T3

I See Rute 289 |

follarving shaff on no account be desboyed i
1. The

(i)

00

(o

(iv)
(v)

Records conoected wiflr expenditure on projeds.beyond the period of limitation.
Re@rdsconnected

with claims to service andexcept as indicated in theAnne:;ure lo this AppenOix.Orders and sancfions ofa permanenl character, untilRecords in respect of uvtrictr an audit objection is outstanding

wtriclr iswfttrin the period of fixed bylaw.
scfiemes or works nol completed. although

personal matters afiecting persons inthe service

revised-



si. ilc

(1)

!"irt': liiirorvirrg shail be preservecr for not ress rhan the period specified against rhern i
Des of records

'i'lililt-Head

(2)

1. : Paynrents and recoveries (i) Expenditure Sanctions not covered
by Paragraph 1 above (including
sanclions relating to grants-in-aid)
Cash Books maintained by t'he
Orawing and Disbursing Officers
uncler Central Governmelrt Account
(Receipts and payments) Rules,
I9B:].
Corrtingent expenditure............-

(ii)

2 years, or one year afler compteilon of
audlt, whlchever ls later.

10 years.

Remarks

(5)

SubJect to:

(a) Orlginat nomlnailon belng
ptaccd in Vol. ll of thE
Servlce Book of Group .0,
Governmenl servanb; and

(b) . NomlnaUon ln orlglnaloran
authenllcated copy thereof
belng ptaced tn Vot. il of the
Servlce BooUpersonal F[eln casb of other
Government servants.

subJect lo anauthenlcat€d copy
of the sanctlon belng placed on
tho peroonal lllc.

(ii i)

(iv) Arrear claims (including sanction for
investigation, rvhere necessary).

Papers rctating to :(v) GPF Membership.
(vi) GPF Nomination.

lvii) Adjustnrent of rnissing credits in GpF
Accounts.

(viii) Firlalwithdrawal from GpF, e.g., for
house building, htgher technlcal
education of chlklren, etc.

(ix) GPF annual slatements.

3 years, or 1 year afler compleilon of audlt,
whichevor is later,

1 year.
1 year - after ,lnal setflement of GpF
Account.
1 year.

whichever rs ter.

1 year.

't year.
3 years, or 1 year afl er complelion of audll,
whlchever is later.

oN

Sub-Head Retention Period

(3)
(4)

(x) T.A./Transfer.T.A.ctaims

I

:

I
I

t
i

I

i

I

I

i

l

:



(1)

2. Eudget Estimatei I Revised
Esti mates.

3.

3 years.

3 years.

1 year after issue of
compilalion.

3 years

(5)

The re le nliorr Deri0d here
re,aled to the Budget/Revised
Estimales as compiled by the
Budget / Acco tunts Secilon for
the Department as a whole

4.

SeMce Books of;
(a) Officiats entiiled ro

retirement / lerminal
benefits.

(b) Otheremptoyees,

LeaveAccounl of:
(a) Officiats enilted ro

reliremenl I terminal
benefits.

(b) Otheremployees.

3 y.ears after issue of linal pension/
gratuily paymen! order,

l^r::r_r after they have ceasecJ to be inservice.

! Lu:." after issue of final pension/
gratuily payment order.

!_V_:lr. aflerlhey have ceased to be inservice.

1 year - after setllemenl of benefils.

I

I
I

I
I

I

Service records. (a)

(b)

Nomjnation relaling lo famity pension
and DCR gratuity,

Civil List Gradation/Senlority ilst_(i)'in lhe. case of Depa?tments
preparing and bringing out th;
compilation.

(ii) ln the case of olher Departmenls
(i.e., those supptying triformafion

^.. 
rorsuch compilation)

Alleralion in ilre date of birth.

lytrjec! to lrrs' 11611;pation ,n H
?llgii3f or an arrilrenricatecj
copy lhereof (\,/t)ere original is
,(-ept with the auclit a.s lhs 6sss
may he_being placed in Voi flol the Service Boor</personar
Fite.

releva n I

(c)

Subject lo srrilahtr: eni,y beino
made in lhe appropriate servlce
record and an aulhenticated
.c.opy ot the order being kepl in
Vol. ll of Service BooUljersorral
Filo.

_do_
(d) Admission of prevlous servlce not

supported by aulhenticated service

lii.:rrL." ,.. 
throush coilaterat

3 ye€rs; 
.ot 1 year afrer complellon ofaudlt, whlchever ls laler.

(3)
(4)



t l; ; t:t)
(3)

(e) Verifica tion of service,
(5)

.t
ti
,l

6. : tixpcrrrtiltrre s121sme111s. 
i ,r,:l
I (ot
i

' 1(c):

I

S:-,rql1y iiorrds e*urcuted ilr I
hrvulr ol il t(;,n.,poi":lry o1. u i' t',:llir'tttC; l-ir.ivt 1)r].1(:ti,rl SJr1rar.,t_ i

(ai, l',i:V iJi.l r,;g,lli,,alr. I

'()j C)llrir: .:opirls of 
Iljslilriil;tiil€r)i pay hills i' i{il(t .(}litt(.(l$cnedulos (it] ;

'rr5tr.t11q1 j, ;.)eriOd fOr i, r/lr,r;lr ;lirv hrll re.clister. i.s i, r)0t rlrirt,'tl..t[rir(l). 
i

.lc,i .:tneuirltss lo lhe !

l.: ::-iirltiit:rti.le,rt pay Orlts i
:0i lir(.1 i,\:i.to(l ioi wnicn 

Ipfl)i hlil ;eg jStet rS I

' 111611r1.r1ir1s6 
I

:dl Ac(luantilnce ilolr. 
;

!

ln respect of lower formations.

ln respect of Department itself.

Register of monlhly expenditure
(Form cFR 9)

5 years.

To be we$ded out at the end of flnanclalyear.

To be weeded out alter the Appropriaflon
Accounts for the year have been flnalized.
To be weeded oul afler the Appropriation
Accounts for the year have been finalized.

3 yeais after lhe Bond ceases to beenforceable.

35 years
35 years

1.V:1.: or one year afier the comptailon
audit, whichever is laten

1 Vf..rcl or.one year afrer the compteilon
audit, whichever is later.

oA

!). . r'dr;ster l{iills

10 i Lilil! Fiegisler rnajntainecJ in
; f-orrn'fR-;r-tJ-/\

:" , iil.riit (:lte(lues telitrne(l l)y the

Such period as may be presoibed in this
behalf ln the departmentat regulations subJect
to a minlmum of
payment excludin
payment

5 years,

three financlal years

The counrerfoils of patO ctrequel,
5 years

g the linancial-year of

;

I
I
I

i

I

I

I

I
l
i
I

I



(1)

Bank lo
0fflce,

lhe AudiUAccounts (5)

should be preserved for ilre sanreperiod as prescribed for
preserualir on of paicl cheques, viz.
5 years, However, in cases where
the counterfoils are reguired tc bepreserved in con neclion willi
seillement of sorne enquirv. etc.
these should not tre ileslr0yea
Lrnless otherwise advised by the
authorilies condur:ling lhe enqtrrry
The other instructions conlarned hl
this Appenctix wiil co ntinuo lo be
applicable in this case before the
counterfoils which are nrore than
five years old are actually desiroyed.

I

I
I

I,ri
I

I

Files, papers ancJ
documents relating to
contracls, agreen.lents, etc,

Sub.vouchers relating to the
Secret Service Expenditure.

5 years after the contract/agreement is
fulfilled or terminaled ln cases where audilobjections llave been raised, however, therelevant files ancl documenls shall nol, underany circumstances be allowed to bdestroyed till such time as the objectionshave been cleared to the satisfaction of theaudit authorities or have been revieweO Uv

Commiltee.

o(x

lhe Public Accounts
13.

,1r.:.11._it-, the expiry of rhe financiat year
rn.yni.ch lhe expenditure was lncurreO.
subJect lo completion of administratire auOr:iand issue o; audil certificate Ov-rr,"
nominated Controlling Offl cer,



,NSI'RUCTiONS

NOTES,-
l:ig[.tt' ilrry [),y Dills/pav Iegisters are deslroyed, the servlce of rhe Goiernment servants concerned shourd be verrfled in accordance wlth Rure 257 (1),;'i!s ii$rioils c: preselviruorr of accounl recorcjs in public Works Oflices are prescribed separatety by Governmenl.

: .)';

i,irll ii) (!,:):i(), ttl , the Head of a Department

L

ffiilnii}filio.H?::,ji',"ii-:fl.l'#,ll];'il'ffi;:i,:l:Jilj::. be reckoned rorm rhe yearin which rhe rire is crosed (r.e.. acrion rhereon has been
iii illc ciisd of recorcls olher rhan files' e'9" registers, the prescribed retenrion period wifl be counted from the year rn which ir has ceasod to be cunent.l, excoptio,ill case's' a record'may r,e retained for a period longer than that specified in the schedure, if it has cerrarn€peciar features or such a coursg rs

li * ;'eccrril Is requrred i'l collnectiorl will" tlle disposal or another record, the former wiil not b, 
l::gug.out unrir afler aI rhe rssues rarsed rn the ratter haveffi[JJT]l'Jff',1'.1,:$ii,iJfl:[:fi[Xllnffffi:JXTIIflIXiHT#,?,1Ut;;lff in the meanrime, rn ra*, rheieti.iiii piiroo,,n*a,,y

':l

r.I'i

('i)

Jl lll,J ,ill(i$t ll;r;trtCtitl yu.irr coverecl by the record ofrices on lhe explry of lt-? 1v- 
g 11. I a urhortry empowered by

rnat peflod counllng trom the last oay I

l:!i

'r'uclil ur'fictir ,rld ot the Accounts oritutt, tt ir'u .ur. mat ,e, f;;is concurrence in their destrucilon bef.r; fia;struction rs ordered by the Head of
L)er.,i.,r,r',.a.t,,.

irirll detiliis shall be ntainlainecl permanently, in each office, of all records destroyed from llme to ,me.



Sl. No

(1)

ANNEXURE TO APPENDIX - {3
Destruction of records referred to in para. 1 (iil) of this Appendix

(i) Continuance I revivalof posts. 1 year
Creation & Classification of
p0sts.

(ii) Conversion of temporary posts.

(lil) Creation of posts.

(,v) Revision of scates of pay.

(v) Upgrading of posts.

Estatrlishment / sanclion Reg ister.

1 0 years

Pernranent ln the caSe of Departments
issuing orders and Departments ioncerned;
other Departments need keep only lhe
slanding orders, weedlng oul supersLcled
0nes as and when lhey become obsolete.

Renrart<s

(5i

Sr.rbject to particulars of sanctions
being rroted in Establishmenti
Sanctiorr Regisler,

-do-

-do-
.-do-

-do-
I Where, for any reas(lr.,l ihe i.egisler
ls re-written. the old voltrme rvill
be kept for 3 years.

Subject to:
(a) lhe file not berng cioseo unli!

lhe award{udgment becc.mes
final in all respects by
limitatlon or flnal clecision in
appeallrevislon; ano

(b) cases involvtng important
issues or containing malerial
ota high precedent / reference

1 0 years

't0 years.

Permanenl.
2.

3.

Review for determining
suilablllty of employees for
conllnuance ln service.

Arbitrallon and tiilgation
ca3€s.

of records

Main.Head Sub-Head Retenlion Period
(2) (3) (4)

1.

3 years



t

rl t7)

i
!
I

I

I
I'lolir:es r.urtir:r Secticln B0 I
,:l'Civii Procr*tii.rre Cod0. 

I
I

I
I

I

I
!

i:ieclu;ttnt"t)i. 
;

I

I
I

I

i

,,\(lvi.r: ll:rr i

i

i

I

(5)

value belng retained for an
eppropriately longer perlod
ellher initially or at lhe Ume of
revlew,

lf such a notice ls followed up by a
clvll sull, llwould become arbltrallon/ liligatlon case and would,
therofore, need to be retalned for 3
years.

1 year

Condonation of break in service. 5 years.

(i) CarAdvance Rules
(ii) ConveyanceAdvanceRules.
(iii) Cycle Advance Rules(iv) FestivatAdvanceRules
(v) GPF Advance Rules
(vi) House BulldingActvance Rules
tvii) Motor Cycle / Scooter Advance

Rules
PayAclvarrce Rules
T. A. Aclvance Rules
Trevet Concession Rules
otherAdvance Rules
Grant of carAdvance.
Grant of conveyance allowance
Grant of cycle advance
Grant of festival advance
Grant of GPF advance
Grant of house building advance
Grant of motor cycle/scooter
advance
Grant of pay advance
Grant of T. A. advance
Grant of LTC advance
Grant of olher advancos

4

t:.

SubJect to b suttabte entry belng
mado in lhe approprlale servlce
record and an authenticated copy
of the order being kept ln Vol. ll of
Servlce Book / Personal File.

Permanent in the case of Departments
issuing the rules, ordErE and lnstrucfions;
other Deparlments need keep only the
slanding rulss, etc., weedlng out the

o
c0

superseded oner as and when they
become obsolato.

(viii)
(ix)
(x)
(xi)

lxii)
(xiii)
(xiv)
(xv)
(xvi)
(xvii)
(xviii)

(xlx)
(xx)
(xxi)
(xxii)

SubJect to :
(l) sultable entrles belng matle ln

pay bflt roglstor; end
(il) in case of motor car/motor

cycle / scooler'and housE
bulldlng advanc€s.

(a) coples of sanc-tlon belng placed
on personal fllor; end

(b) mortgage deeds and other
tgr66mcnE cxecuted bQlng
kept separgtely ln safe custody
for the perlod lhey arc valld.

1 yeat

I



(2t
(4)

(ir) ln respecl of Groups ,A,, ,8,, ,C, 
and ,0,

Governmenl servanls.
(a) Pre-verification of pension cases.
(b) lnvalid pension
(c) Family pension
(d) Other pensions 

i

(s) Gratuily
(D Commutalion of pension

(i) Rules and Orders
(generat aspects.)

after the Bond ceases lo be
ble.

Permanenl ln the case of Departments
issuing the rules, orders and inslructions;
olher Departmenls need keep only the
standing rules and orders weeding out lhe
superseded ones as and when they
become obsolete.

Till one year afler the lasl beneficiary of
lhe family pension ceases to be entiited
to receive or 5 years whichever is later.
5 years

3 years
enforcea

3 years

15 years

(1)

Surely Bonds executed in

(3)

not be destroyed
, the Head of the

(5)
7

8,

favor of a temporary or a
retiring Governmenl
servanl,
Pension / retirement.

ca
(11

Note - The princifrte to be adopted in respect ol liles havirng financial irnplicatiotls and hence liable lo be called by audlt for inspection is thar sucir files sl'loLiicl 0eretained for a period of five years after lhey have been recorded. lf, at any time durlng the period of flve rs. an audit objection reference to ilie ii.ansacliondealt with in that file arises ,isreceived, lhe fite will until afier th
yea having

does not take place wilhin the period ol five years
e audit objectron has been settled to lhe satisfac tion of the arrdit. Atso, if tocal audiiOffice should ascertaln from the audil authorities whether they have any oojection lo the fllesrelaling to the earlier years, due for weeding out by the application of the five year formula, being destroyed or retained for a further period for scrtrliny bv the auclitparty and, if so, for whal period.

lMil' recordt may !o levi6\ ad and w...l.d oul 6t periodlcal lnlervets In th6 llght of th€ rten{on pe ods prescdbed to avoid their build.up. the afempr shoutd

INSTRUCTIONS:
'l The lltenl,on padod spacitiod in column (4) ln th€cas€ of a file, ls lo be reckonod rrom ths year Lt whlch th.lle ls closed (i.6., action thereon has been- comdated) End not nocossarily trom the ycar in \rhich tt Is r6cor.ie.t.

3ll!ll:-!:::_ojfggto.olhrrIhinril.s,o.d.r.glst.n,thepr.scrlbodrotnltonp€rtodw Ib€clunt.dromth€yeartnwhtchlth66ceasedrooecurrcnr.
', rn.xqlptlonl c8te!. a rccorc, mav b. EEinrd for..period longer than that spectfied in th6 sch6d-ute,lt tr trij iJniiniiei;iiiir-r-rJ" o, 

"r"n 
u 

"or."","wef|tnlo.l bv th. g.cullar noeds oflh. Dcpadmlnl. lirno cerc,-trowever, wltli iecoro uc retatncc lora pe'toortoner trinitral pieiciieo In tho schedute.,1. lrE r.cord ir rlqulrud in conn.ction w h th€ diEposatot another r€aotct,liri fiimiiiififnot tc weea€d oul unulsflar sltth. issu;E rati.d on tho I6Ier hav6b8!n llnsllv d.cicled. ov.n thoush tho .stentton ie/od ma*ed on rhe ronner may h"r";,,!;; ;6;;e;;i;;: ili;;ffi;Hil";:;rods tnlriafly merkodon Euch rccordg ghould be corudouJy tevlawEd and whero n6c6rsE ry r6vilai rultabty .
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