
Hifeed, A Mission for Upliftment of the Nation 
Page | 1 

Administrative & 
Management Policies of 

HIFEED 

HIFEED CAMPUS, RANICHAURI, TEHRI GARHWAL 

Himalayan Institute For Environment,  
Ecology & Development (HIFEED) 

(AN ISO 9001:2008 CERTIFIED ORGANIZATION) 
(A Centre of Excellence, Recognized by Government of Uttarakhand) 

 
Project Office: 

Street No. 4, Shastri Nagar, Haridwar Road,  
Dehradun- 248 001, Uttarakhand 

 
Registered & Head Office:  

HIFEED Campus, Ranichauri- 249199,  
District- Tehri Garhwal, Uttarakhand (INDIA) 

 



Hifeed, A Mission for Upliftment of the Nation 
Page | 2 

ADMINISTRATIVE AND MANAGEMENT POLICIES OF 
HIMALAYAN INSTITUTION FOR ENVIRONMENT, ECOLOGY & DEVELOPMENT (HIFEED) 

HIFEED CAMPUS, RANICHAURI, DISTRICT- TEHRI GARHWAL, UTTARAKHAND 
 
 
 
INTRODUCTION OF HIFEED 
 
1. About HIFEED 
 

Himalayan Institute For Environment, Ecology & Development (HIFEED) is an autonomous 
Research & Development Institution working for upliftment and sustainable development of 
mountain communities since 1995 without discrimination of race, caste, creed, sex, 
community and religion. The Institution is registered under Societies Registration Act, 1860 
having its registration No. 161/1995-96 dated 24.05.1995.  
 
The Institution is set up by a team of experienced and eminent professionals with a view to 
tap various aspects of development and research to unfold the hidden bottlenecks of 
strategies and policies although the original thrust of the Institution is to focus different 
innovative research and development activities. Ours team of professionals provide long-term 
as well as short-term management support services to development initiatives. We specialize 
in the creation of multi-disciplinary teams where the domain perspective and the 
management support capabilities provided by HIFEED. The teams are capable of addressing 
and resolving an assortment of needs. 

 
We work in the management support areas of strategic planning, human resource and 
organizational development, research, monitoring and evaluation, capacity building and 
facilitation, financial management and documentation, etc. We have proven capacities of 
providing management support services within the social sector. We undertake large and 
small research projects such as mapping risk, situational needs assessments, social 
assessments, etc.  
 
We develop and implement monitoring, evaluation and learning systems for projects and 
programmes. In addition, we possess expertise and experience in pre-funding, mid-term, and 
end-project appraisals. We also develop and conduct training modules in domain and 
management related areas in which we work. We have developed and continue to develop 
standards and indices to measure the health of Institution. 

 
2. Objectives of HIFEED 
 

The objective of the Institution is to serve the less privileged, downtrodden, less visible, 
under educated and marginalized people of the Himalayan region through multiple income 
and employment generation activities, human resource development, research and 
development programmes for the betterment of their quality of lives, devising appropriate 
strategies and delivery systems for better and efficient resource usages. For this, our 
objective is to chart special strategical measures, which basically are guided with the vision of 
happy empowered families in happy cohesive communities. 

 
3. Vision & Mission of HIFEED 
 

The vision of HIFEED is of a Rainbow society, blooming and flourishing in a horizon, where 
growth is harmonious bridging various manmade and inflicted inequalities and the 
development is inclusive attend through social action of empowered and informed people 
respecting individuals identity values with acceptable social and cultural norms in pristine 
mountainous surrounding of Himalaya. The mission of HIFEED would be to realize our vision 
through a set of people’s commitment and quality and dedication of HIFEED family. 

 



Hifeed, A Mission for Upliftment of the Nation 
Page | 3 

4. Services Provided by HIFEED 
 
HIFEED have wide-ranging experience in undertaking studies involving the various research 
methods with core competencies in multiple niches in each of the following areas i.e. Rural 
Development, Urban Development, Tribal Development, Health and Family Welfare, Labour 
and Employment, Empowerment of Women, Micro Credit and Micro Enterprise Development, 
Formal and Non-Formal Education, Child Rights, Good Governance, Social Justice, Poverty 
Alleviation, Livelihood, Food Security, Minority Affairs, Agriculture and Horticulture 
Development, Forest and Environment, Rehabilitation and Re-settlement, Institutional Design 
and Change Management, Entrepreneurship Development, etc.  

 
HIFEED has laid substantial emphasis on need for conducting research, participatory 
monitoring, evaluations, impact assessment, training and capacity building and institutional 
assessments etc. of development initiatives by NGOs. These exercises facilitate in assessing 
the results achieved, process of development undertaken, utilization of resources and the 
levels of capacity with a view to draw learning’s and enhance efficiency and effectiveness. 
HIFEED professionals have extensively conducted the exercises for international agencies, 
national level, intermediary level and grass-root NGOs. HIFEED specializes in conducting 
participatory need assessments by eliciting perceptions and opinions from various 
stakeholders including the target group. This exercise facilitates in identification of actual 
needs of the community and target groups and also those spheres of their lives where 
support of an external agency is required to make a holistic and realistic intervention. 
 
HIFEED believes that for holistic understanding of an issue or an area, both qualitative and 
quantitative data are required. The study on any issue is strengthened when both qualitative 
and quantitative information are used in conjunction with one another. Thus, baseline 
surveys and PRA are complementary to each other. A survey tool is devised and similarly PRA 
techniques are selected on the basis of the objectives of the assignment. Facilitation for 
designing and conducting baseline surveys and PRA has been framed on the issues related to 
health, poverty, natural disaster, social and family problems, problems in governance, income 
generation skills, usefulness of infrastructure, etc. Besides, PRA techniques are also widely 
used in participatory evaluations and during strategic planning for NGOs.  
 
HIFEED conducts both participatory mid-term and end line evaluations involving all major 
stakeholders viz. Institution’s leadership, functionaries, beneficiaries, non-beneficiaries and 
agencies linked with. Perceptions from all these enable to ascertain the accomplishments, 
non-accomplishments and the overall impact of the development intervention. The 
evaluations also make use of the Process Evaluation Research Technique. 

 
HIFEED believes that monitoring leads to greater degree of awareness of results and constant 
improvement through efficient and effective use of resources and ultimately in fostering the 
sense of responsibility amongst the people. For effective monitoring a system must be built 
into the programme design and management plan and should provide continuous feedback 
on an ongoing basis. More significantly, it must actively involve the implementers as well as 
programme participants in measuring, recording, collecting, processing and analyzing 
information. The role of the outside facilitator should be not only to carry out periodic 
monitoring exercise but also facilitate the evolving of need based systems and change of 
strategy for effective programme implementation. This necessitates that the system be need 
based and simple, and keeping in view the ability of programme participants to use it. 
 
HIFEED’s team of professionals has in-depth domain expertise, which has helped in strategic 
planning at various levels. We work in tandem with the various stakeholders in preparing, 
crystallizing and operationalizing development plans, be it for the community, district, state or 
the nation. Our strength lies in judicious application of the above methods and an evolving 
analysis plan that befits different situation.  Our clients in the past will vouch for this self-
assessment. 
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5. Working Area of the Institution 
 

Though the Institutions has registered itself as an Pan Indian Institution, it takes on itself 
voluntarily its present day mandate to work in the entire Himalayan region of the Country 
with the special focussed emphases on its present working area of the State of Uttarakhand 
and Uttar Pradesh. 

 
6. Strategy of the Institution 
 

Our strategy is to work with community on projects designed on people’s felt need with 
relevant skills set of its implementers. The approach to Donors for the projects would be in 
accordance with HIFEED’s own objectives, vision and mission statements. People would be 
motivated and their commitment would be sought for being in transparent and dignified 
partnership in planning, implementing and monitoring of the projects. Cooperation from the 
experts from various Government Departments/Institutions, Research Institutions, Non-
Governmental Institutions would be valued and would be accessed for a time bond 
attainment of the project in a transparent and sustainable way. Towards this regular training 
programmes and imparting of relevant skill sets to community and in house staff of HIFEED 
would be done. 

 
7. Management Committees of the Institution 

 
1. Board of Management/Governing Board 
2. Executive Committee/Management Committee 
3. Programme Advisory Committee 
4. Monitoring & Evaluation Committee 
5. Vigilance & Grievances Committee 
6. Staff Selection Committee 
7. Staff Welfare Committee 
8. Purchase Committee 
9. Award and Rewards Committee 
10. Committee for Value Assessment of Defected Items 
11. Right to Information Cell 
12. Gender Equity Cell 
13. Inter State Programmes Unit 
 

8. Departments & Sections of the Institution 
 
1. Administrative & Accounts Department 
2. Personnel & Human Resource Department 
3. Public Relation Department 
4. Training & Extension Department 
5. Production & Marketing Department 
6. Textile/Fashion Designing & Natural Dyeing Department 
7. Research & Development Department 
8. Horticulture & Vegetable Science Department 
9. Health Education & HIV/AIDS Awareness Department 
10. Animal Husbandry and Dairy Development Department 
11. Natural Resource Management Department 
12. Water and Sanitation Department 
13. Project Consultancy Cell 
14. Directorate of Jan Shikshan Sansthan (JSS) 

 
9. Thrust Areas of the Institution for Implementation of Projects 

 
1. Environment and Ecology 
2. Agriculture and Horticulture 
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3. Animal Husbandry and Dairying 
4. Health Education and HIV/AIDS  
5. Women Empowerment and Child Development 
6. Technology Development and Dissemination 
7. Natural Resource Management 
8. Vocational Education and Training 
9. Income and Employment Generation 
10. Research and Development 
11. Human Resource Development 
12. Water and Sanitation 
13. Welfare of Orphans, Senior Citizens, etc. 

 
10. Area of Specialization and Expertise of the Institution 
 

1. Monitoring and Evaluation 
2. Baseline Survey and Studies 
3. Socio-Economic Studies 
4. Impact Assessment Studies 
5. Need Assessment Studies 
6. Social Auditing 
7. Training and Capacity Building 
8. Designing and Organizing Research Studies 
9. Formulation of Projects and Developing Proposals 
10. Developing Concept and Strategy Papers 
11. Public Opinion and Perception Studies 
12. Rehabilitation and Resettlement 
13. Customer Satisfaction Survey 
14. Institutional Design and Development 
15. Facilitation of Human Resource Development Systems and Procedures 
16. Statistical Analysis Techniques 
17. Data Entry and Analysis 
18. Qualitative and Quantitative Research Methodology 
19. Film and Documentary Production 
20. Event Organizing and Management 
21. Project Consultancy Services 
22. Project Planning and Implementation 

  
11. Board of Management/Governing Body 
 

The affairs of the Institution shall be managed by a Board of Management/Governing Body, 
which shall consist of the eminent persons from the field of education, women development, 
social welfare, scientists, social workers, technocrats, financial experts, professionals, etc. The 
powers and functions of the Board of Management/Governing Board shall be as follows: 

 
i. To serve as the policy making and supervisory Board for the Institution. 
 
ii. To periodically review and from time to time assess, the programmes implemented 

by and through the Institution with a view to effect modifications and improvement.  
 

iii. To assess the financial requirements of the Institution in keeping with its objectives 
and approve the budgetary estimates. 

 
iv. To exercise overall supervision and to ensure that the money spent achieves the 

objectives and that the targets are reached. 
 

v. To receive reports for the previous year from the Management Committee/ Executive 
Committee. 
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vi. To elect after every three years the members of the Management Committee/ 
Executive Committee. 
 

vii. To receive and adopt the audited accounts of the preceding year. 
 

viii. It will also approve annual budget, reports of expenditure and income and minutes of 
the meetings of the Management Committee/Executive Committee. 
 

ix. It will revise when needed, rules, regulations and byelaws of the Institution and 
formulate the Institution’s policies. 

 
x. Generally, to take all such measures as may be found necessary, from time to time, 

to promote the objectives for which the Institution has been set up. 
 
12. Executive Committee/Management Committee 
 

The management and control of the affairs of the Board of Management/Governing Body 
shall be vested in the Executive Committee/ Management Committee. The Board of 
Management/Governing Body shall constitute the Executive Committee/Management 
Committee from its members. The Executive Committee/Management Committee shall have 
the following powers: 

 
i. To carry on the management of the Institution and any other Institution taken over 

by the Institution and frame byelaws as may from time to time be found necessary to 
carry on for the administration of the Institution according to the rules of the 
Institution. 
 

ii. To purchase, take on lease, or accept as a gift any land or building which may be 
necessary or convenient for the purpose of the Institution and or such terms and 
conditions as they may think fit and proper. 
 

iii. To appoint, suspend or dismiss full time and part time workers (except the 
Director/Executive Director) of the Institution, to decide the conditions of their 
employment and settle their disputes. 
 

iv. To prepare annual budget and annual reports of the activities of the Institutions and 
get these passed in the Governing Board/Board of Management meeting. 
 

v. To form sub-committee for the execution of different activities of the Institution. 
 

vi. To acquire and control movable and immovable property for the Institution and 
decide the policy for its proper use. 
 

vii. To construct any building or buildings which may necessary for the purpose of the 
Institution and make any addition or alteration to any building may buy the 
Institution. 
 

viii. To raise and borrow money on bonds, mortgage, promissory notes or other 
delegations or securities bonds based upon all or any of the properties and assets of 
the Institution or without any security and upon such terms and conditions as the 
Management Committee/Executive Committee may think fit and to pay out the funds 
of the Institution all expenses of or incidental to the raising of money for the 
Institution. 

 
ix. To sell, exchange, lease or otherwise dispose of all or any portion of the properties of 

the Institution movable or immovable on such terms as it may think fit and proper 
without prejudice to the interest and activities of the Institution. 
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x. To invest funds or money entrusted to the Institution in such a manner as may, from 
time to time, be determined by it. 

 
xi. To regulate the expenditure and to manage accounts of the Institution. 

 
xii. To appoint the auditor of the Institution who should be a qualified Chartered 

Accountant, audits the accounts for the ensuing year. 
 
xiii. To write off irrecoverable arrears. 

 
xiv. To frame such rules and byelaws as they may, from time to time, consider to be 

necessary for regulation the management of the Institution. 
 
13. Programme Advisory Committee 
 

In the formulation and implementation of the programmes, the Board of Management will be 
assisted by a Programme Advisory Committee comprising of: 

 
1. Chairman of the Institution Chairman 
2. Director/Executive Director of the Institution Secretary 
3. Two Members from the Board of Management of the Institution Member 
4. Five Subject Specialists from Outside of the Institution Member 

 
14. Monitoring & Evaluation Committee 
 

Monitoring and evaluation of the projects, programmes and activities of the Institution shall 
be monitored by a committee comprising of: 

 
1. Director/Executive Director of the Institution Chairman 
2. Project Director of the Institution Secretary 
3. Two Members from the Board of Management of the Institution Member 
4. Three Subject Specialists from Outside of the Institution Member 

 
15. Vigilance & Grievances Committee  
 

Vigilance & Grievances Committee is constituted to deal with the cases relating to the 
vigilance and grievance cases of the Institution and the employees. The committee 
comprising of: 

 
1. Director/Executive Director of the Institution Chairman 
2. Project Director of the Institution Secretary 
3. One Member from the Board of Management of the Institution Member 
4. Representative of a Reputed Voluntary Organization/Institution 

or a Social Activist  
Member 

 
16. Staff Selection Committee 
 

Staff Selection Committee for appointment of employees for the Institution is constituted 
under the Chairmanship of Director/Executive Director of the Institution comprising of the 
following members: 
 

1. Director/Executive Director of the Institution Chairman 
2. Project Director of the Institution Secretary 
3. Two Members from the Board of Management of the Institution Member 
4. Two Subject Specialists from Outside of the Institution, if 

Required 
Member 
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17. Staff Welfare Committee 
 

Increments in monthly emoluments/salaries, perks and benefits and welfare activities for the 
employees of the Institution are decided by the Staff Welfare Committee constituted for the 
purpose and comprising of: 

 
1. Director/Executive Director of the Institution Chairman 
2. Project Director of the Institution Secretary 
3. Two Members from the Board of Management of the Institution Member 

 
18. Purchase Committee  
 

To purchase and procure any single item up to the value of Rs. 1,000.00 is taken up by the 
Purchase Committee set up for the purpose provided that the convincing or justified request 
for purchase of such an item is made by the concerned Departmental Head and that includes 
items such as plants and machineries, equipment, vehicle, stationeries, construction material, 
hiring of vehicle for the Institution, miscellaneous items, etc. 
 
Decision to purchase any item up to the value of Rs. 5,000.00, Purchase Committee formed 
as below is empowered to decide. 
 

1. Project Director of the Institution Chairman 
2. Administrative & Accounts Officer of the Institution Secretary 
3. Assistant Administrative and Accounts Officer/Accountant of the 

Institution 
Member 

4. Concerned Departmental Head of the Institution Member 
 
The items procured are approved by the Director/Executive Director in shortest possible time. 
 
Decision to purchase any item above Rs. 5,000.00, Purchase Committee formed as below is 
empowered to decide. 
 

1. Director/Executive Director of the Institution Chairman 
2. Project Director of the Institution Secretary 
3. Administrative & Accounts Officer of the Institution Member 
4. Assistant Administrative and Accounts Officer/Accountant of the 

Institution 
Member 

5. Concerned Departmental Head of the Institution Member 
 
19. Award and Rewards Committee 
 

Award and Rewards Committee for consideration of award and rewards schemes for the 
employees is constituted under the Chairmanship of Director/Executive Director of the 
Institution comprising of: 

 
1. Director/Executive Director of the Institution Chairman 
2. Project Director of the Institution Secretary 
3. Two Members from the Board of Management of the 

Institution 
Member 

 
20. Committee for Value Assessment of Defected Items 
 

In general an item found defected will be assessed by a committee constituted for this 
purpose. The committee will dispose up the defected items on reasonable prices and the 
amount earned, will be deposited in the bank account of the Institution. The Committee will 
comprise of: 
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1. Director/Executive Director of the Institution Chairman 
2. Project Director of the Institution  Secretary 
3. Administrative & Accounts Officer of the Institution Member 
4. Assistant Administrative & Accounts Officer/Accountant of the 

Institution 
 

5. Concerned Departmental Head of the Institution Member 
 
21. Right to Information Cell  
 
 Right to Information Cell is constituted under the Right to Information Act 2005 which is as 

under: 
 

1. Director/Executive Director of the Institution Appellate Officer 
2. Administrative & Accounts Officer of the Institution Public Information Officer 
3. Accountant of the Institution Assistant Public Information 

Officer 
 
22. Gender Equity Cell  
 
 Gender Equity Cell in the Institution is constituted as below: 
 

1. Member (Female) from the Board of Management of the 
Institution 

Chairman 

2. Director/Executive Director of the Institution Secretary 
3. One Member from the Board of Management of the Institution Member 
4. Project Director of the Institution  Member 
5. Two Female Staff Members of the Institution Member 

 
23. Inter State Programmes Unit 
 
 Inter State Programmes Unit of the Institution is constituted as below: 
 

1. Director/Executive Director of the Institution Chairman 
2. Project Director of the Institution Secretary 
3. Two Members from the Board of Management of the Institution Member 
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SERVICE RULES AND GUIDELINES FOR THE EMPLOYEES OF HIMALAYAN INSTITUTE FOR 
ENVIRONMENT, ECOLOGY & DEVELOPMENT (HIFEED) 

HIFEED CAMPUS, RANICHAURI, TEHRI GARHWAL, UTTARAKHAND 
 

 
SR-1 SHORT TITLE AND COMMENCEMENT 
 
1.1 The regulation may be called the Himalayan Institute For Environment, Ecology & 

Development (HIFEED) recruitment and service rules. 
 
1.2 The Board of Management do hereby makes the following rules and regulation with respect 

to the recruitment and service conditions of the employees of Himalayan Institute For 
Environment, Ecology & Development (HIFEED). 

 
1.3 They shall be deemed to have come into effect from the 01.10.2009 (1st October Two 

Thousand Nine). 
 
SR-2 DEFINITIONS 
 
2.1 HIFEED and Institution means Himalayan Institute For Environment, Ecology & Development. 
 
2.2 Board and BoM means the Board of Management of HIFEED. 
 
2.3 Chairman means the Chairman of the Board of Management of HIFEED. 
 
2.4 Vice Chairman means Vice-Chairman of the Board of Management of HIFEED. 

 
2.5 Members mean the Members of the Board of Management of HIFEED drawn from various 

fields. 
 

2.6 Secretary means the Secretary of the Board of Management of HIFEED. 
 
2.7 Director/Executive Director means the Director/Executive Director of HIFEED. 
 
2.8 Employee means a person who has been employed in HIFEED by the Institution from time to 

time. 
 
2.9 Recruitment rules means rules for recruitment for various positions laid down by the HIFEED. 
 
2.10 Selection Committee means the committee formed by the Board of Management for selection 

of persons for different positions of the HIFEED. 
 

2.11 Appointing Authority means Director/Executive Director for all the employees of the HIFEED 
and Board of Management for the appointment of Director/Executive Director. 

 
2.12 Disciplinary Authority means the appointing authority of HIFEED. 
 
2.13 Appellate Authority means the Authority one above the appointing Authority. 
 
2.14 Department means the Departments and Sections of HIFEED. 
 
2.15 Departmental Heads means the persons heading the different departments of HIFEED. 
 
SR-3 APPLICABILITY 
  
3.1 These rules shall be applicable to all the employees of the Institution appointed by the Board 

of Management on regular basis and also on contract basis. 
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3.2 In the case of any doubt in the interpretation of these rules, the interpretation of the Board 
of Management of the Institution shall be final. 

 
SR-4 INITIAL CONSTITUTION 
 
4.1 All employees working in the Institution on the date of commencement of these rules and 

regulations shall be deemed to have been appointed to the positions corresponding to those, 
which they were holding on regular on that date at the initial constitution. 
 

4.2 The regular service of employees mentioned in 4.1 above shall count for the purpose of 
qualifying service. 

 
SR-5 POSITIONS 
 
5.1 In order to fulfill the objectives of the Institution and to organize programmes for the 

identified clientele groups, the Institution shall have qualified and experienced employees for 
planning and organization of programmes, for developing and maintaining collaboration with 
other Institution/Agencies and for the general administration of the Institution. 

 
5.2 Director/Executive Director shall be the administrative head of the Institution. He/she shall be 

assisted by suitably selected employees. The decision regarding the number of employees, 
their emoluments/salaries, their duties and functions, qualification and experience and 
designations shall be decided by the Director/Executive Director in consultation with the 
Chairman and the Board of Management. 

 
5.3 The Institution shall ensure that at least 70% of the positions created are for the 

programmes and field activities. 
 

5.4 The Institution shall ensure adequate representation for different communities and women. 
 

5.5 As far as possible, the support services shall be managed by hiring suitable service agencies 
so that work of a manual nature is not entrusted to the employees. 

 
SR-6 APPOINTING AUTHORITY 
 
6.1 Director/Executive Director shall be Appointing Authority for all the position with proper 

notification and through Selection Committee duly constituted by the Board of Management. 
 
SR-7 STAFF SELECTION COMMITTEE 
 
7.1 All appointments shall be made on the recommendation of a Staff Selection Committee duly 

constituted by the Board of Management. 
 
SR-8 RECRUITMENT 
 
8.1 Recruitment of the all positions shall be in conformity with the rules and regulation as 

suggested in the Administrative and Management Policy, Rules & Regulations and guidelines 
by the Institution. 

 
8.2 Chowkidar and Sweeper can be hired on contract basis from recognized agencies operating 

for the purpose. 
 
SR-9 METHOD OF RECRUITMENT 
 
9.1 Recruitment to a position under the Institution shall be made by direct selection providing fair 

opportunity to all communities and women. 
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9.2 For recruitment of employees, the Institution may invite eligible candidates through open 
advertisement or otherwise and arrange to call interview, aptitude tests of the candidates 
before finally making a selection. 

 
SR-10 STAFF SELECTION COMMITTEE 
 
10.1 Staff Selection Committee for appointment of employees for the Institution is constituted 

under the Chairmanship of Director/Executive Director of the Institution comprising of: 
 

1. Director/Executive Director of the Institution Chairman 
2. Project Director of the Institution Secretary 
3. Two members from the Board of Management of the Institution Member 
4. Two subject specialists from outside of the Institution, if required Member 

 
SR-11 CONTRACTUAL ENGAGEMENT 
 
11.1 The engagement shall be on contract basis duly signed by both the parties i.e. Director/ 

Executive Director for all the position and the appointees, after the date of enforcement of 
these rules. 

 
11.2 Person can be recruited on contract basis to fill up the position as approved by the Board of 

Management. Contract engagement shall be valid only after executing the contract in writing 
in the prescribed format developed by the Institution and duly signed by the both the parties 
i.e. Director/Executive Director for all the position and the appointees.  
 

11.3 No contract shall be renewed. However, fresh contract can be executed on completion of the 
term. The period of contract should not be more than one year at a time. 

 
SR-12 EMOLUMENTS/SALARIES 
 
12.1 On appointment, an employee shall be entitled to emoluments/salaries from the date on 

which he/she assumes the charge of the position. 
 
12.2 The Director/Executive Director in consultation with Chairman and Board of Management 

shall decide the emoluments/salaries and other allowances payable for each category of the 
employees. 

 
12.3 Employees already working in the Institution shall continue to retain their scales of pay and 

emoluments/salaries drawn by them at the time of initial constitution. 
 
12.4 Emoluments/salary may be paid to an employee directly from the project in which he/she is 

working or through central office by pooling the salary budget from different projects in 
central office account. 

 
12.5 The employees shall also be eligible for other service benefits as approved by the Board of 

Management from time to time. 
 
12.6 The employees shall be entitled for Contributory Provident Fund (CPF)/Employees Provident 

Fund (EPF) schemes of the Institution that is followed by the Institution. However, it is to be 
stated that the contributions to these schemes would come from the gross emoluments/ 
salaries of the employees. 

 
SR-13 SALARY GRADE LEVELS (SGLs) 
 
13.1 Salary Grade Levels (SGLs) are created depending upon the qualification, experience, 

designation, roles & responsibilities and work assigned to the employees.   
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These SGLs are: 
 

S.N. SGLs PARTICULARS 
1. SGL- I Pay Scale below Rs. 10,000.00 Per Month 
2. SGL- II Pay Scale between Rs. 10,001.00 to Rs. 15,000.00 Per Month 
3. SGL- III Pay Scale between Rs. 15,001.00 to Rs. 20,000.00 Per Month 
4. SGL- IV Pay Scale between Rs. 20,001.00 to Rs. 27,500.00 Per Month 
5. SGL- V Pay Scale between Rs. 27,501.00 to Rs. 35,000.00 Per Month 
6. SGL- VI Pay Scale between Rs. 35,001.00 to Rs. 42,500.00 Per Month 
7. SGL- VII Pay Scale between Rs. 42,501.00 to Rs. 50,000.00 Per Month 
8. SGL- VIII Pay Scale between Rs. 50,001.00 to Rs. 57,500.00 Per Month 
9. SGL- IX Pay Scale between Rs. 57,501.00 to Rs. 65,000.00 Per Month 

10. SGL- X Pay Scale between Rs. 65,001.00 to Rs. 75,000.00 Per Month 
11. SGL- XI Pay Scale between Rs. 75,001.00 to Rs. 85,000.00 Per Month 
12. SGL- XII Pay Scale between Rs. 85,001.00 to Rs. 1,00,000.00 Per Month 
13. SGL- XIII Pay Scale above Rs. 1,00,001.00 Per Month 

 
SR-14 PAYMENT OF MONTHLY EMOLUMENTS/SALARIES 
 
14.1 Monthly emoluments/salaries to the employees will be paid through pay order or cheques 

only. Monthly salary may be withheld where satisfactory progress of an employee is not 
coming for a continued period of time.  
 

14.2 Ultimate responsibility to achieve targets lie with the Project Director and Departmental 
Heads and they must ensure the results. 

 
14.3 The Director/Executive Director can withhold salary of any employee if he/she has not 

recorded satisfactory achievements during the month under review. 
 
SR-15 STAFF WELFARE COMMITTEE 
 
15.1 Increments in monthly emoluments/salaries, perks and benefits and welfare activities for the 

employees of the Institution are decided by the Staff Welfare Committee constituted for the 
purpose and comprising of: 

 
1. Director/Executive Director of the Institution Chairman 
2. Project Director of the Institution Secretary 
3. Two Members from the Board of Management of the Institution Member 

 
15.2 Increment in salary of the employee is decided after review of various reports and 

performances met by the employees and satisfactory progress recorded in terms of works 
and responsibilities assigned to them from time to time. It will also depend on the 
Institution’s policies, availability of funds, current projects, expected projects, etc. 

 
SR-16 LEAVE AND JOINING 
 
16.1 Casual Leave 
 

An employee may be granted fourteen days casual leave in a calendar year to meet 
unforeseen circumstances. Normally more than three days casual leave at a time will not be 
permissible. However, if any employee would like to avail more than three casual leaves at a 
time, this would be approved by the Director/Executive Director prior to an employee 
proceeding on leave and in his/her absence by Project Director or the officer designated as 
competent authority by Director/Executive Director for this purpose. 
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Intervening Sundays and closed holidays shall not be taken into account while calculating the 
period of casual leave. The casual leave can not be carried over from one calendar year to 
another. Casual leave can not be granted in continuation with any other leave. 
 

16.2 Medical Leave   
 

Ten days of medical leave are applicable to every employee in a calendar year. Application for 
medical leave shall be supported by a medical certificate from a registered medical 
practicener/civil surgeon. 
 
Director/Executive Director is competent authority to sanction medical leave when the same 
is supported by the proper document and/or doctor’s prescription. 
 

16.3 Maternity Leave 
 
i. Maternity leave may be granted with full pay and allowance to female employees for 

a period of forty five days. 
 
ii. Maternity leave may also be granted in case of miscarriage, including abortion, 

subject to the condition that:  
 

a. The leave dose not exceed ten days.  
 

b. A medical certificate from a medical specialist with the supporting application 
for leave is required, provided she has completed three year of continuous 
service. 

 
iii. The employee shall not be entitled to such leaves if the number of children living on, 

at the time of delivery exceeds two. 
 
16.4 Paternity Leave: 
 

i. Paternity leave may be granted with full pay and allowance to male employees for a 
period of fifteen days. 

 
ii. The leave does not exceed fifteen days in any case. 

 
iii. A medical certificate from a medical specialist with the supporting application for 

leave is required, provided he has completed three year of continuous service. 
 
16.5 Extra Ordinary Leave: 
 

Extra ordinary leave up to one month at a time, without pay and allowance, shall be granted 
to employees who have completed a minimum of five years of service with the Institution. 
The total period to extra ordinary leave that may be granted to an employee in his/her 
service under the Institution shall not exceed six months. All cases of extra ordinary leave 
must be sanctioned by the Director/Executive Director only. 
 

16.6 Leave Over and Above Permitted Quota 
 

If an employee exhausts his/her allotted number of holidays in all categories of leave 
permitted by the Institution and yet remains on leave, a pro-rata deduction of the wages 
from his/her monthly remuneration/salary payable would be made and he/she would be 
notified of such deductions. He/she would however, be given one chance to bring 
improvement in his/her leave habit pattern by way of counseling by his/her immediate 
superior.  
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In absence of any improvement noticed, he/she may be advised to resign from his/her post. 
Employees are urged in their own interest not to have a casual approach in sticking within 
the allotted number holidays as such a situation shall adversely affect his/her career 
prospects with the Institution. 

 
16.7 Other Conditions for Leave: 

 
i. Leave can not be claimed as a matter of right. The Director/Executive Director may 

refuse or revoke leave of any kind. 
 

ii. An employee before proceeding on leave submit a leave application in prescribed 
format well in advance. Leave applications, duly recommended by the Departmental 
Head through Administrative & Accounts Department shall be approved prior to 
employee proceeding on leave.  
 

iii. All leaves are permitted subject to prior written approval on prescribed format duly 
recommended by the Departmental Head through Administrative & Accounts 
Department for final approval by Director/Executive Director and in his/her absence 
by the Project Director or the officer designated as competent authority by 
Director/Executive Director for this purpose. 

 
iv. Leave applied by the Departmental Heads/Project Director and above rank officers 

can only be approved by the Director/Executive Director and in other cases however, 
the leave can be sanctioned by the Project Director or the officer designated as 
competent authority by the Director/Executive Director for this purpose. 
 

v. While resuming duties after availing all kinds of leave expect casual leave the 
employees should submit a joining report. In case of medical leave, a fitness 
certificate shall accompany the joining report from a registered medical 
practicener/civil surgeon. 

 
vi. In case the employee worked on any sunday or holidays as per urgent requirement 

of work after full justification, these holidays shall be added in his/her casual leave. 
 

vii. The days of absence from duty without permission on any reason will be treated as 
unauthorized absence without pay. 

 
viii. In case an employee does not present the time fixed for office, say one or two hours 

late, he/she should apply for half day leave. If regularly or deliberately he/she comes 
late to the office, it will be assumed indiscipline and disciplinary action may be taken 
against him/her. 

 
SR-17 TRAVELING ALLOWANCE (T.A.) 
 
17.1 Traveling Allowance (T.A.) to the employee shall be reimbursed on the claims as categorized 

below: 
 

S.N. SGLs PAY SCALE PARTICULARS 
1. SGL- I Pay Scale below Rs. 

10,000.00 Per Month 
Up to actual non deluxe, non AC bus fare or three 
tier sleeper class railway fare is permissible. 
Reimbursement of local traveling by share 
taxi/jeep or bus will be paid on actual basis.  

2. SGL- II Pay Scale between 
Rs. 10,001.00 to Rs. 
15,000.00 Per Month 

Up to actual non deluxe, non AC bus fare or three 
tire sleeper class railway fare is permissible. 
Reimbursement of local traveling by share 
taxi/jeep or bus will be paid on actual basis. 
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3. SGL- III Pay Scale between 
Rs. 15,001.00 to Rs. 
20,000.00 Per Month 

Up to actual deluxe, AC bus fare or 2nd class non 
AC railway fare is permissible. Reimbursement of 
local traveling by share taxi/jeep or bus will be 
paid on actual basis. In exceptional cases auto 
fare is also permissible for local travelling only if 
such expenses are justified. 

4. SGL- IV Pay Scale between 
Rs. 20,001.00 to Rs. 
27,500.00 Per Month 

Up to actual deluxe, AC bus fare or 2nd class 
three tire AC railway fare is permissible. 
Reimbursement of local traveling by share taxi/ 
jeep or bus will be paid on actual basis. Auto fare 
is also permissible for local travelling only if such 
expenses are justified. 

5. SGL- V Pay Scale between 
Rs. 27,501.00 to Rs. 
35,000.00 Per Month 

Up to actual deluxe, AC bus fare or 2nd class two 
tire AC railway fare is permissible. 
Reimbursement of local traveling by share taxi/ 
jeep or bus will be paid on actual basis. Auto fare 
is also permissible for local travelling only if such 
expenses are justified. 

6. SGL- VI Pay Scale between 
Rs. 35,001.00 to Rs. 
42,500.00 Per Month 

Up to actual deluxe, AC bus fare or 2nd class two 
tire AC railway fare is permissible. 
Reimbursement of local traveling by share taxi/ 
jeep or bus will be paid on actual basis. Auto fare 
is also permissible for local travelling only if such 
expenses are justified. 

7. SGL- VII Pay Scale between 
Rs. 42,501.00 to Rs. 
50,000.00 Per Month 

Up to actual deluxe, AC bus fare or 2nd class two 
tire AC railway fare is permissible. 
Reimbursement of local traveling by share taxi/ 
jeep or bus will be paid on actual basis. Auto fare 
is also permissible for local travelling only if such 
expenses are justified. 

8. SGL- VIII Pay Scale between 
Rs. 50,001.00 to Rs. 
57,500.00 Per Month 

Up to actual deluxe, AC bus fare or 2nd class two 
tire AC railway fare is permissible. 
Reimbursement of local traveling by share taxi/ 
jeep or bus will be paid on actual basis. Auto fare 
is also permissible for local travelling only if such 
expenses are justified. 

9. SGL- IX Pay Scale between 
Rs. 57,501.00 to Rs. 
65,000.00 Per Month 

Up to actual deluxe, AC bus fare or 2nd class two 
tire AC railway fare is permissible. 
Reimbursement of local traveling by share taxi/ 
jeep or bus will be paid on actual basis. Auto fare 
is also permissible for local travelling only if such 
expenses are justified. 

10. SGL- X Pay Scale between 
Rs. 65,001.00 to Rs. 
75,000.00 Per Month 

Up to actual deluxe, AC bus fare or 2nd class two 
tire AC railway fare or 1st class non AC railway 
fare is permissible. Reimbursement of local 
traveling by share taxi/jeep or bus will be paid on 
actual basis. Auto fare is also permissible for local 
travelling only if such expenses are justified. 

11. SGL- XI Pay Scale between 
Rs. 75,001.00 to Rs. 
85,000.00 Per Month 

Up to actual deluxe, AC bus fare or 2nd class two 
tire AC railway fare or 1st class non AC railway 
fare is permissible. Reimbursement of local 
traveling by share taxi/jeep or bus will be paid on 
actual basis. Auto fare is also permissible for local 
travelling only if such expenses are justified. 

12. SGL- XII Pay Scale between 
Rs. 85,001.00 to Rs. 
1,00,000.00 Per 

Up to actual deluxe, AC bus fare or 2nd class two 
tire AC railway fare or 1st class non AC railway 
fare is permissible. Reimbursement of local 
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Month traveling by share taxi/jeep or bus will be paid on 
actual basis. Auto fare is also permissible for local 
travelling only if such expenses are justified. 

13. SGL- XIII Pay Scale above Rs. 
1,00,001.00 Per 
Month 

Up to actual deluxe, AC bus fare or 1st class AC 
railway fare is permissible. Local traveling by 
booking of taxi, jeep or auto will be paid on 
actual basis. 

 
17.2 Chairman, Director/Executive Director and Members of Board of Management of the 

Institution are entitled to travel by train in AC 1st class or by air in economy class. Local 
traveling by booking of taxi, jeep or auto will be paid on actual basis. 

 
17.3 Transportation of heavy material, along with the employee, requiring local auto, tempo, 

truck, etc. shall be reimbursed only if such expenses are justified. 
 
17.4 Present policies of reimbursement of Traveling Allowances (T.A.) to employees are subject to 

revision from time to time. In cases of any abnormalities noticed in the claims for fare 
charges, Administrative & Accounts Department shall refer and settle claims on the basis of 
prevailing transport union charts, fare lists notified by the transport authorities/unions. 

  
17.5 Traveling claims, wherever possible be supported by proper journey tickets and prescribed 

claim form be filled with all details. 
  
SR-18 DAILY ALLOWANCE (D.A.)  
 
18.1 Reimbursement of Daily Allowance (D.A.) during out station tour period/short assignments 

can be claimed as categorized below: 
 
S.N. SGLs PAY SCALE PARTICULARS 
1. SGL- I Pay Scale between Rs. 5,000.00 to 

Rs. 10,000.00 Per Month 
Rs. 150.00 Per Day Fixed 

2. SGL- II Pay Scale between Rs. 10,001.00 to 
Rs. 15,000.00 Per Month 

Rs. 175.00 Per Day Fixed 

3. SGL- III Pay Scale between Rs. 15,001.00 to 
Rs. 20,000.00 Per Month 

Rs. 200.00 Per Day Fixed 

4. SGL- IV Pay Scale between Rs. 20,001.00 to 
Rs. 27,500.00 Per Month 

Rs. 225.00 Per Day Fixed 

5. SGL- V Pay Scale between Rs. 27,501.00 to 
Rs. 35,000.00 Per Month 

Rs. 250.00 Per Day Fixed 

6. SGL- VI Pay Scale between Rs. 35,001.00 to 
Rs. 42,500.00 Per Month 

Rs. 275.00 Per Day Fixed 

7. SGL- VII Pay Scale between Rs. 42,501.00 to 
Rs. 50,000.00 Per Month 

Rs. 300.00 Per Day Fixed 

8. SGL- VIII Pay Scale between Rs. 50,001.00 to 
Rs. 57,500.00 Per Month 

Rs. 325.00 Per Day Fixed 

9. SGL- IX Pay Scale between Rs. 57,501.00 to 
Rs. 65,000.00 Per Month 

Rs. 350.00 Per Day Fixed 

10. SGL- X Pay Scale between Rs. 65,001.00 to 
Rs. 75,000.00 Per Month 

Rs. 375.00 Per Day Fixed 

11. SGL- XI Pay Scale between Rs. 75,001.00 to 
Rs. 85,000.00 Per Month 

Rs. 400.00 Per Day Fixed 

12. SGL- XII Pay Scale between Rs. 85,001.00 to 
Rs. 1,00,000.00 Per Month 

Rs. 425.00 Per Day Fixed 

13. SGL- XIII Pay Scale above Rs. 1,00,001.00 Per 
Month 

Rs. 450.00 Per Day Fixed 
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18.2 Out of station Daily Allowances (D.A.) will be increased up to 30% in Metro Cities. (List of 
Metro Cities is enclosed) 

 
18.3 Out of station Daily Allowances (D.A.) will be increased up to 25% in A Class Cities. (List of A 

Class Cities is enclosed) 
 
18.4 Out of station Daily Allowances (D.A.) will be increased up to 20% in B Class Cities, (List of B 

Class Cities is enclosed) 
 
18.5 Out of station Daily Allowances (D.A.) for other than Metro Cities, A Class Cities and B Class 

Cities, the above slabs will be applied. 
 
18.6 Daily Allowances (D.A.) is paid only if an employee is on out of station tours and spends night 

out of his/her local headquarters or his/her home town. No any other sundry expenses shall 
be paid in any circumstances. 

 
18.7 Chairman, Director/Executive Director and Members of Board of Management of the 

Institution are exempted from the above slabs as there may be some get to gather meetings 
with the clients, consultants, experts, key professionals, officials etc. on breakfast, lunch and 
dinner. 

 
18.8 Daily Allowances (D.A.) to the Chairman, Director/Executive Director and Members of Board 

of Management of the Institution will be paid minimum to the above slabs or on actual basis 
subject to producing the bills. 

 
18.9 For routine assignment in the project/service area, no Daily Allowances (D.A.) claims are 

permissible in any circumstances. 
 
18.10 For a specific project, if separate provisions are made in the project, Daily Allowances (D.A.) 

may be claimed as per the norms of the project or whatever is decided by the Board of 
Management from time to time. 
 

18.11 Daily Allowance during the Tour at Home Town 
 

Reimbursement of Daily Allowance (D.A.) during out station tour periods at the home town of 
the employees can be claimed as categorized below: 
 
S.N. SGLs PAY SCALE PARTICULARS 
1. SGL- I Pay Scale below Rs. 10,000.00 Per 

Month 
Rs. 75.00 Per Day Fixed 

2. SGL- II Pay Scale between Rs. 10,001.00 to 
Rs. 15,000.00 Per Month 

Rs. 85.00 Per Day Fixed 

3. SGL- III Pay Scale between Rs. 15,001.00 to 
Rs. 20,000.00 Per Month 

Rs. 100.00 Per Day Fixed 

4. SGL- IV Pay Scale between Rs. 20,001.00 to 
Rs. 27,500.00 Per Month 

Rs. 110.00 Per Day Fixed 

5. SGL- V Pay Scale between Rs. 27,501.00 to 
Rs. 35,000.00 Per Month 

Rs. 125.00 Per Day Fixed 

6. SGL- VI Pay Scale between Rs. 35,001.00 to 
Rs. 42,500.00 Per Month 

Rs. 135.00 Per Day Fixed 

7. SGL- VII Pay Scale between Rs. 42,501.00 to 
Rs. 50,000.00 Per Month 

Rs. 150.00 Per Day Fixed 

8. SGL- VIII Pay Scale between Rs. 50,001.00 to 
Rs. 57,500.00 Per Month 

Rs. 160.00 Per Day Fixed 

9. SGL- IX Pay Scale between Rs. 57,501.00 to 
Rs. 65,000.00 Per Month 

Rs. 175.00 Per Day Fixed 

10. SGL- X Pay Scale between Rs. 65,001.00 to Rs. 185.00 Per Day Fixed 
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Rs. 75,000.00 Per Month 
11. SGL- XI Pay Scale between Rs. 75,001.00 to 

Rs. 85,000.00 Per Month 
Rs. 200.00 Per Day Fixed 

12. SGL- XII Pay Scale between Rs. 85,001.00 to 
Rs. 1,00,000.00 Per Month 

Rs. 210.00 Per Day Fixed 

13. SGL- XIII Pay Scale above Rs. 1,00,001.00 Per 
Month 

Rs. 225.00 Per Day Fixed 

 
SR-19 LODGING CHARGES DURING THE TOUR 
 
19.1 Maximum lodging charges (inclusive of service tax and other charges) permitted per day for 

reimbursements are categorized below:  
 

S.N. SGLs PAY SCALE PARTICULARS 
1. SGL- I Pay Scale below Rs. 10,000.00 Per 

Month 
Up to Rs. 350.00 or Actual 
whichever is Less 

2. SGL- II Pay Scale between Rs. 10,001.00 to 
Rs. 15,000.00 Per Month 

Up to Rs. 450.00 or Actual 
whichever is Less 

3. SGL- III Pay Scale between Rs. 15,001.00 to 
Rs. 20,000.00 Per Month 

Up to Rs. 600.00 or Actual 
whichever is Less 

4. SGL- IV Pay Scale between Rs. 20,001.00 to 
Rs. 27,500.00 Per Month 

Up to Rs. 700.00 or Actual 
whichever is Less 

5. SGL- V Pay Scale between Rs. 27,501.00 to 
Rs. 35,000.00 Per Month 

Up to Rs. 800.00 or Actual 
whichever is Less 

6. SGL- VI Pay Scale between Rs. 35,001.00 to 
Rs. 42,500.00 Per Month 

Up to Rs. 900.00 or Actual 
whichever is Less 

7. SGL- VII Pay Scale between Rs. 42,501.00 to 
Rs. 50,000.00 Per Month 

Up to Rs. 1,000.00 or Actual 
whichever is Less 

8. SGL- VIII Pay Scale between Rs. 50,001.00 to 
Rs. 57,500.00 Per Month 

Up to Rs. 1,100.00 or Actual 
whichever is Less 

9. SGL- IX Pay Scale between Rs. 57,501.00 to 
Rs. 65,000.00 Per Month 

Up to Rs. 1,200.00 or Actual 
whichever is Less 

10. SGL- X Pay Scale between Rs. 65,001.00 to 
Rs. 75,000.00 Per Month 

Up to Rs. 1,300.00 or Actual 
whichever is Less 

11. SGL- XI Pay Scale between Rs. 75,001.00 to 
Rs. 85,000.00 Per Month 

Up to Rs. 1,400.00 or Actual 
whichever is Less 

12. SGL- XII Pay Scale between Rs. 85,001.00 to 
Rs. 1,00,000.00 Per Month 

Up to Rs. 1,500.00 or Actual 
whichever is Less 

13. SGL- XIII Pay Scale above Rs. 1,00,001.00 Per 
Month 

Up to Rs. 1,600.00 or Actual 
whichever is Less 

 
19.2 Lodging charges will be increased up to 30% in Metro Cities. (List of Metro Cities is enclosed) 
 
19.3 Lodging charges will be increased up to 25% in A Class Cities. (List of A Class Cities is 

enclosed) 
 
19.4 Lodging charges will be increased up to 20% in B Class Cities, (List of B Class Cities is 

enclosed) 
 
19.5 Lodging charges other than Metro Cities, A Class Cities and B Class Cities, the above slabs will 

be applied. 
 
19.6 In exceptional cases, the lodging charges may be increased as per actual after producing 

sufficient reason/justification for the same. But the employees are advised to be economic 
under this particular head.  
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19.7 For long duration tours, it is advised and employees are encouraged to get economic 
accommodation. Rooms wherever possible be charged on twin/threesome sharing basis. 
Employees on long duration tour, such as participation in exhibitions, expos, long duration 
trainings, etc., are advised to go for dormitory accommodation. 

 
19.8 For a specific project, if separate provisions are made in the project, lodging charges may be 

claimed as per the norms of the project or whatever is decided by the Board of Management 
from time to time. 

 
19.9 Chairman, Director/Executive Director and Members of Board of Management of the 

Institution are exempted from the above slabs. 
 
19.10 Lodging charges to the Chairman, Director/Executive Director and Members of Board of 

Management of the Institution will be paid minimum to the above slabs or on actual basis 
subject to producing the bills. 

 
19.11 In cases where no lodging receipt is made available, the employees are entitled to claim 

expenses as per the categories below: 
 

S.N. SGLs PAY SCALE 1st THREE 
DAYS 

4th TO 7th 
DAY 

8th DAY 
ONWARDS 

1. SGL- I Pay Scale below Rs. 
10,000.00 Per Month 

Rs. 125.00 
Per Day 

Rs. 100.00 
Per Day 

Rs. 75.00 
Per Day 

2. SGL- II Pay Scale between Rs. 
10,001.00 to Rs. 15,000.00 
Per Month 

Rs. 150.00 
Per Day 

Rs. 125.00 
Per Day 

Rs. 100.00 
Per Day 

3. SGL- III Pay Scale between Rs. 
15,001.00 to Rs. 20,000.00 
Per Month 

Rs. 200.00 
Per Day 

Rs. 175.00 
Per Day 

Rs. 150.00 
Per Day 

4. SGL- IV Pay Scale between Rs. 
20,001.00 to Rs. 27,500.00 
Per Month 

Rs. 250.00 
Per Day 

Rs. 225.00 
Per Day 

Rs. 200.00 
Per Day 

5. SGL- V Pay Scale between Rs. 
27,501.00 to Rs. 35,000.00 
Per Month 

Rs. 300.00 
Per Day 

Rs. 275.00 
Per Day 

Rs. 250.00 
Per Day 

6. SGL- VI Pay Scale between Rs. 
35,001.00 to Rs. 42,500.00 
Per Month 

Rs. 350.00 
Per Day 

Rs. 325.00 
Per Day 

Rs. 300.00 
Per Day 

7. SGL- VII Pay Scale between Rs. 
42,501.00 to Rs. 50,000.00 
Per Month 

Rs. 400.00 
Per Day 

Rs. 375.00 
Per Day 

Rs. 350.00 
Per Day 

8. SGL- VIII Pay Scale between Rs. 
50,001.00 to Rs. 57,500.00 
Per Month 

Rs. 450.00 
Per Day 

Rs. 425.00 
Per Day 

Rs. 400.00 
Per Day 

9. SGL- IX Pay Scale between Rs. 
57,501.00 to Rs. 65,000.00 
Per Month 

Rs. 500.00 
Per Day 

Rs. 475.00 
Per Day 

Rs. 450.00 
Per Day 

10. SGL- X Pay Scale between Rs. 
65,001.00 to Rs. 75,000.00 
Per Month 

Rs. 550.00 
Per Day 

Rs. 525.00 
Per Day 

Rs. 500.00 
Per Day 

11. SGL- XI Pay Scale between Rs. 
75,001.00 to Rs. 85,000.00 
Per Month 

Rs. 600.00 
Per Day 

Rs. 575.00 
Per Day 

Rs. 550.00 
Per Day 

12. SGL- XII Pay Scale between Rs. 
85,001.00 to Rs. 
1,00,000.00 Per Month 

Rs. 650.00 
Per Day 

Rs. 625.00 
Per Day 

Rs. 600.00 
Per Day 

13. SGL- XIII Pay Scale above Rs. Rs. 700.00 Rs. 675.00 Rs. 650.00 
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1,00,001.00 Per Month Per Day Per Day Per Day 
 
19.12 Boarding charges during the tour at project/service area is fixed at Rs. 100.00 for night halt 

without bill. In case the employee is staying in any hotel, dharamsala or guest house at 
his/her project/service area, he/she may claim maximum of Rs. 200.00 or actual whichever is 
less after producing the bill. He/she may claim Daily Allowance (D.A.) at his/her 
project/service area maximum of 50% of DA allowed to him/her or Rs. 100.00 per day 
whichever is less. 

 
SR-20 APPROVAL OF TOUR PROGRAMME 
 
20.1 Officials on tour must furnish application and the tour programme to the Director/Executive 

Director and in his/her absence to the Project Director or the officer designated as competent 
authority by the Director/Executive Director for this purpose, through their Departmental 
Head, three days before for approval. In case of Departmental Head, the application should 
be furnished for approval to the Director/Executive Director through Project Director or the 
officer designated as competent authority by the Director/Executive Director for this purpose. 
In absence of Director/Executive Director and Project Director approval be taken from the 
Administrative & Accounts Officer subject to get it approved from Director/Executive Director 
upon his/her arrival. 

 
20.2 Tour programmes of Departmental Heads are to be approved by Director/Executive Director 

or in his/her absence it can be approved by the Project Director or the officer designated as 
competent authority by the Director/Executive Director for this purpose. However, tour 
programmes of employees other than Departmental Heads can be approved by the Project 
Director or the officer designated as competent authority by the Director/Executive Director 
for this purpose. 

 
20.3 In case of the Project Director and the above rank official, the application should be routed 

through Administrative & Accounts Department to the Director/Executive Director for 
approval. 

 
20.4 If the event tour programme not approved by the competent authority, the expenses 

incurred during such tour may not be reimbursed. The work assigned during the tour must be 
completed in all respects and report thereof be submitted by the Departmental Heads to 
Director/Executive Director through Project Director or the officer designated as competent 
authority by the Director/Executive Director for this purpose. In absence of which the tour 
programme shall become invalid and duration thereof counted as leave. 

 
20.5 If the tour programme is extended for one or more days due to some unavoidable 

circumstances, proper reason should be given to the competent authority in writing, 
otherwise no any claim for lodging and boarding and other expenses will be paid for 
extended days. 

 
20.6 Other Conditions for Tour Programmes 
 

i. Traveling Allowance/Daily Allowance shall normally be payable on return of the 
employee to headquarter and submission of the bill in the prescribed format. 
However, the Director/Executive Director or in his/her absence Project Director or the 
officer designated as competent authority by the Director/ Executive Director for this 
purpose may sanction payment in advance of such sum to a maximum of 90% 
towards travel expenses. 

 
ii. Local conveyance shall be admissible in respect of local journeys performed by the 

employees for organizing programmes and activities. Depending on the urgency of 
the work, the journey may be performed by public conveyance with the previous 
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approval of the employees to meet the travel expenses for organizing programmes 
shall be fixed by the Director/Executive Director. 

 
iii. The application for tour programme should clearly mentioning the action plan, no. of 

days, date of departure, date of arrival, nature of work, etc. 
 

iv. During the tour, the concern employee is advised to contact Departmental Head or 
competent authority in every day over telephone and should furnish the progress and 
details of the tour. Reimbursement for the telephone calls will be claimed by 
producing actual telephone bills. 

 
SR-21 FIELD MOVEMENTS 
 
21.1 Project Director and Administrative & Accounts Department must ensure that every employee 

fills the movement register properly before they make any move in their respective project 
area. If the activity of an employee is not corroborated through a counter entry in the 
movement register and is not reflected in the weekly report or MPR, such period would be 
treated as absence from duty. 

 
21.2 Project Director and Administrative & Accounts Department must make a periodic check that 

the movement registers are properly filled by the employees before they move out to their 
assignments. In absence of proper entry of the tour programme and/or approval by 
competent authority before an employee proceeds on tour, no T.A./D.A. claim would be 
entertained. 

 
21.3 Field movements of Project Director, Departmental Heads and other employees must be 

brought to the notice of Director/Executive Director. 
 
SR-22 MOBILITY 
 
22.1 Vehicle (Four Wheeler) will be used only in case of urgent requirement. For field operations, 

four wheeler of the Institution will be used by the employees if three or more than three 
persons are joining the tour. 

 
22.2 For use of the vehicle (Four Wheeler), it will be compulsory to get written approval from the 

Director/Executive Director only and in his/her absence, the approval may be taken from the 
Project Director or the officer designated as competent authority by the Director/Executive 
Director for this purpose. 
 

22.3 A log book entry must show all movement of office vehicle from day to day, area visited, 
initial and final reading with total fuel consumption, repair and maintenance, etc. 

 
22.4 The employees can make use of the office vehicles for personal work of urgent nature. They 

must however pay to the Institution for such use of office vehicle in emergencies @ Rs. 10.00 
per km. and DA of driver @ Rs. 200.00 per day for four wheeler and @ Rs. 5.00 per km. for 
two wheeler. 
 

22.5 Any damage caused to office vehicle during such use shall also have to be made by the 
concerned employee. 

 
22.6 Approval to use office vehicles for personal use can only be made by the Director/Executive 

Director. 
 
SR-23 MEETINGS, REPORTS AND REVIEWS 
 
23.1 Periodic Reports 
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i. It is compulsory for all employees to furnish periodic reports through their 
Departmental Head in time. The performance reviewed on assigned targets is linked 
with the salary unless otherwise decided by the reviewing authority. 

 
ii. The progress report should be routed through the concern Departmental Head to 

Project Director or the officer designated as competent authority by the Director/ 
Executive Director for this purpose, who would appraise Director/Executive Director 
the summary of achievements made by all Departmental Heads. 

 
iii. Based on review of monthly reports of all Departments, Project Director or the officer 

designated as competent authority by the Director/Executive Director for this 
purpose, shall prepare a comprehensive summary report by first week of the 
subsequent month for submission/review of the Director/Executive Director. 

 
iv. Project Director shall hold a meeting with Departmental Heads fortnightly. During this 

meeting daily review of the progress shall be assessed and modalities chalked out to 
fine tune efficiency in all areas of working. Departmental Heads are advised to 
prepare their short notes/observations ready well before the meeting. 

 
23.2 Monthly Review Meetings 

 
Departmental Heads shall examine the progress report of their Department in fortnightly 
review meetings in presence of Administrative & Accounts Department who would summarize 
all reports and discuss with Project Director on the same day before final review of the 
progress is presented to Director/Executive Director on monthly basis. General meetings with 
all the employees of the Institution may also be taken by the Director/Executive Director on 
monthly basis. 

 
23.3 Periodic Progress Reports to the Funding/Donor Agencies 
 

Physical and financial reports required to be submitted to the funding agencies shall be 
prepared well in time for onward submission to the concerned funding/donor agencies and 
concerned Ministries/Departments. Departmental Heads, Administrative & Accounts 
Department and Private Secretary/Personal Assistant/Computer Operator in consultation with 
Project Director would ensure meeting all statutory deadlines on this. A summary report of 
such submissions shall be included in the month end report to be submitted to the 
Director/Executive Director. 

 
SR-24 ANNUAL PROGRESS REPORT (APR)   
 
24.1 The Annual Progress Report (APR) is an objective assessment of the work and conduct of the 

employees. 
 
24.2 Annual Progress Report (APR) shall be maintained for all employees. 
 
24.3 Annual Progress Report (APR) shall be written annually covering the financial year and shall 

be completed before 30th April of the year. 
 
24.4 With a view to have a quantitative and qualitative assessment of work performance of an 

employee, in the Annual Progress Report (APR), each employee shall submit a brief self-
appraisal resume of the work done by him/her at the end of each financial year. The resume 
should reflect the actual achievements during the period, with reference to targets/ 
objectives/goals set. This resume shall be submitted by the concerned employee to the 
Director/Executive Director on or before 30th April of the year. 

 
24.5 Annual Progress Report (APR)  should contain observations on general qualities such as 

integrity, intelligence, keenness, industry, tact, attitude, relationship with fellow employees 
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etc. reference should also be made to specific incidents relating to inefficiency, delay, lack of 
initiative, judgment  etc. on the part of the subordinates. 

 
24.6 Adverse entries in the Annual Progress Report (APR), both on performance as well as on the 

basic qualities and potential shall be communicated to the concerned employee within one 
month i.e. before the end of May of the year. 

SR-25 AWARD & REWARD SCHEMES 
 
25.1 Cash Awards or Special Allowances 
 

In case an employee performs exceptionally well under testing circumstances for a 
considerable duration of time and his/her efforts do bring a good name to the Institution, 
he/she might be considered for a special allowance provided his/her performance is 
recommended for a special reward/award scheme by his/her Departmental Head. Such 
decisions may be taken during annual review meeting by the Director/Executive Director in 
consultation with Project Director and Departmental Heads.  

 
25.2 Incentives  
 

Departmental Heads may recommend exceptional performances recorded by any employee of 
their Department. In some cases, depending upon the decision of the management in this 
regard, one may be awarded some cash incentive coming in form of a temporary additional 
pay increase or an annual package or a special leave package or subsidized/paid holidays. 

 
25.3 Service Excellence Award 
 

Service excellence awards are an annual feature and best practices adopted by employees 
are considered for such award. General decorum, high concern for the value of timely work 
and high level of service delivery points are considered by the Departmental Heads while 
nominating anyone to be considered for this.  

 
Any employee receiving this award three times consecutively in a row gets entitled for 
promotion in next higher grade. This award may be added with some additional incentives of 
cash award to be decided by the Director/ Executive Director in consultation with the Project 
Director and Departmental Head. 

 
25.4 Suggestion Awards 
 

All employees are encouraged to provide their worthy comments and observations that may 
add to some improvements, efficiency, savings and enhanced performance of job functions 
etc. In nutshell, any suggestion accepted by the Institution for implementation shall be 
suitably rewarded during the annual appraisals times and like in other cases, suggestion 
award may also be added by some other benefits coming to the employees who makes 
notable suggestions.  

 
25.5 Meritorious Service Awards 
 

In some other cases however, a citation or a certificate to honor the performance of an 
employee would be presented during  a special official celebration called for the purpose 
provided the performance is recommended by the immediate superior. Guidelines and 
benchmarks for the evaluation process are available/explained to the Departmental Heads. 

 
25.6 Award and Rewards for Departmental Heads 
 

Departments of the Institution making any significant achievement during a particular year 
shall be considered for such awards. Departmental Heads may share the additional incentives 
within their group employees. 
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25.7 SGL- V and above grade employees are exempted from such schemes open to all other 

employees.  
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25.8 Award and Rewards Committee  
 
 Award and Rewards Committee for consideration of award and rewards schemes for the 

employees is constituted under the Chairmanship of Director/Executive Director of the 
Institution comprising of: 

 
1. Director/Executive Director of the Institution Chairman 
2. Project Director of the Institution Secretary 
3. Administrative & Accounts Officer of the Institution Member 
4. Assistant Administrative & Accounts Officer/Accountant of the 

Institution 
Member 

5. Concern Departmental Head of the Institution Member 
 
SR-26 WORKING HOURS, ATTENDANCE, HOLIDAYS 
 
26.1 The working hours of the employees shall be 8.30 hours per day with one hour lunch, six 

days a week. However, this not applies to employees in case of exigencies of work. 
 
26.2 No overtime allowance is permissible to any employees. 

 
26.3 Every employee shall sign the attendance register on arrival at the beginning of the 

scheduled duly hours and at the time of departure. 
 

26.4 Habitual late attendance will be considered as misconduct and such late attendance will 
reduce the casual leave privilege by forfeiting one day of casual leave for late attendance. 

 
26.5 The employees of the Institution can enjoy the privilege of public holidays as per the list 

approved by the Director/Executive Director. 
 
26.6 In case an employee is asked to work on holidays, he/she shall be eligible for compensatory 

off which should be availed within one month. 
 

26.7 Office timings will be 10.00 A.M. to 5.30 P.M. but it may be extended according to the 
requirement of work. During exigencies and work pressure the employees may be expected 
to work for some duration beyond the normal working hours. Lunch hours will be 1.30 P.M. 
to 2.30 P.M. only. 

 
26.8 It is compulsory for all employees of the Institution to mark their attendance in the 

attendance register before 10.05 A.M. daily. If an employee is found late on three 
subsequent occasions during a month he/she may have to forgo one day’s salary unless there 
are sufficient reasons provided by the Departmental Heads. 

 
26.9 In certain exigency situations arising suddenly, when an employee wants to attend office a 

little late, he/she must inform over phone and take proper permission from the Administrative 
& Accounts Department or Project Director. 

 
SR-27 TELEPHONES, FAX, PHOTOCOPIER, COMPUTERS, PRINTERS, PLOTTER, PLANTS & 

MACHINERIES, OFFICE EQUIPMENT, ETC. AT THE HEAD OFFICE AND BRANCH 
OFFICES 

 
27.1 Telephones, fax, photocopier, computers, printers, plotter, plants & machineries, office 

equipment and any other material and goods of the Institution will be used for official 
purposes only. It will not to be used for personal work without permission of the 
Director/Executive Director through proper channel. 

 
27.2 All the out going calls will be routed through Private Secretary/Personal Assistant/Computer 

Operator by booking on demand basis.  
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27.3 Misuse of telephones, fax, photocopier, computers, printers, plotter and other equipment of 
the Institution for unofficial works will be counted as a serious offence. 

 
SR-28 COMMUNICATION AND CORRESPONDENCE 
 
28.1 All the letters received would be routed through the Private Secretary/Personal 

Assistant/Computer Operator to the Director/Executive Director. Receiving date should be 
mentioned clearly on the back side of the letter.  

 
28.2 After seen the letters by the Director/Executive Director, immediate action should be taken by 

the concern employees on the matter to whom the letter is marked for action. Action taken 
report would be put up by the Project Director or concern Departmental Heads to the 
Director/Executive Director through proper channel with in the period assigned in the order. 

 
28.3 All outgoing letters should be routed through Private Secretary/Personal Assistant/Computer 

Operator and concerned Departmental Heads. Proper filing of the letters should be made by 
the Administrative & Accounts Department and concerned Departmental Heads.  

 
28.4 All the communication shall be made only on the letter head of Director/Executive Director. 

No any personal letter heads shall be made by any of the employee. 
 
28.5 Proper dispatch entry should be made on the letter and dispatch register by the 

Administrative & Accounts Department. 
 
28.6 Communication and correspondence between the various Departments of the Institution 

should be done through proper channel and information should be followed the management 
system path. Head of the Department should be asked information and they will get it from 
their subordinates and passed it to the concern authority. 

 
SR-29 SERVICE CONDITIONS 
 

No employees of the Institution can work with any other establishment on part time or hourly 
basis as long he/she serves the Institution.  
 
Passing our vital information of the Institution to any outside agency or individual would 
entitle such an employee to loose his/her services with the Institution. 

 
SR-30 SERVICE BOOK 
 

The service book for the employees of the Institution shall be kept in the office of the 
Institution under the direct custody of the Director/Executive Director and shall be available 
for perusal at the time by time by the competent authorities. Director/Executive Director shall 
sign in the service book of all the employees. 

 
SR-31 MEMBERSHIP IN OTHER ORGANIZATIONS/INSTITUTIONS 
 

All employees are cautioned not to have any direct or indirect contacts with 
Organizations/Institutions having similar interests as the Institution. Membership or 
association entertained by Institution’s employees in similar other societies and/or Institutions 
quite often is contrary to the interests of the Institution that they serve and as such this shall 
be looked upon with suspicion. Therefore, all employees are advised not to be members of 
other societies and Organizations/Institutions. 

 
SR-32 CONDUCT 
 
32.1 Every employee shall 
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i. Maintain absolute integrity, honesty and sincerity. 
 

ii. Maintain absolute devotion to duty. 
 
iii. Maintain independence and impartiality in the discharge of one’s duties. 

 
iv. Maintain financial honesty and economy with the funds of the Institution. 

 
v. Render prompt and courteous service to the public and maintain a reasonable and 

decent standard of conduct in social life. 
 
32.2  Misconduct 
 

i. Non-compliance with the rules and regulations of the Institution. 
 

ii. Non-acceptance and/or non-compliance of order and directions of the higher 
authorities. 

 
iii. Indulges in activities of misuse of project/Institution’s funds, corrupt practices, 

financial mismanagement, submitting fake bills & claims, etc. 
 

iv. Carelessness, laziness and inefficiency in work. 
 
v. Indulgence in any activity against the interest of the Institution. 

 
vi. Habitual late attendance and unauthorized absence. 
 
vii. Convection by any court for offences involving moral turpitude.  

 
viii. Making baseless complaint/character assassination against anyone in the Institution. 

 
ix. Consuming alcoholic or intoxicating material during office hours. 

 
xi. Joining any political party or any other Organizations/Institutions.  

  
xii. Misuse of property of the Institution used by or entrusted to an employee. 
 
xiii. Discourteous behaviour towards co-workers and others specially women. 

 
SR-33 VIGILANCE & GRIEVANCES COMMITTEE 
 
33.1 Grievance, if any, relating to the terms of employment/service conditions including those 

relating to unfair treatment etc. shall be referred to the Director/Executive Director in writing 
who shall make all efforts to look into it within two weeks of receipt of complaint. 

 
33.2 The complaints making specific allegation on the function of the Institution, mis-utilization or 

embezzlement of funds should be duly substantiated. These complaints should be addressed 
to the Director/Executive Director. 
 

33.3 The persons making false allegations or complaints which are not substantiated are liable to 
face disciplinary action. 

 
33.4 No cognizance will be taken of anonymous complaints.  

 
33.5 The persons making false allegations or complaints which are not substantiated are liable to 

face disciplinary action. 
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33.6 No cognizance will be taken of anonymous complaints. 
 
33.7 Vigilance & Grievances Committee is constituted to deal with the cases relating to the 

vigilance and grievance cases of the Institution and the employees. The Committee 
comprising of: 

 
1. Director/Executive Director of the Institution Chairman 
2. Project Director of the Institution Secretary 
3. One member from the Board of Management of the Institution Member 
4. Representative of a reputed Voluntary Organization/ 

Institution or a social activist  
Member 

 
SR-34 SUSPENSION 
 
34.1 The appointing authority, or any authority superior to the appointing authority, or any 

authority duly empowered by the Board of Management in this behalf may place an employee 
under suspension.  

 
i. Where a disciplinary proceeding against him/her is pending or contemplated. 
 
ii. Where a case against him/her in respect of a criminal offence is under investigation 

or trail 
 
34.2 Where an employee is detained in police custody on criminal charge or otherwise for a period 

exceeding 48 hours, he/she shall be deemed to be under suspension with effect from the 
date of detention, till an order reinstating him/her in service is passed by the competent 
authority. 

 
34.3 On conclusion of the disciplinary/criminal proceedings, the disciplinary authority shall pass 

orders indicating how the period of suspension will be treated. Provided that unless otherwise 
directed in writing by the Board of Management an employee shall be deemed to have been 
reinstated in service on expiry of six months from the date on which he/she was place under 
suspension.  

 
34.4 Any employee under suspension shall be paid subsistence allowance at the rate of 50% of 

his/her total emoluments/salaries during the period of suspension, lest the disciplinary 
authority passes orders treating the period as duty, on conclusion of the disciplinary 
proceedings.  

 
The event of the disciplinary proceedings ending with the termination of the service of the 
delinquent employee, the period of termination preceding such termination shall be treated 
as such. 

 
SR-35 DISCIPLINARY ACTION 
 
35.1 The following penalties may, for good and sufficient reasons, be imposed on an employee of 

the Institution by the appointing/disciplinary authority: 
 

i. Minor Penalties: 
 

Withholding of increments/reduction of emoluments/salaries without cumulative 
effect. 

 
Recovery from emoluments/salaries (whole or in part) of any pecuniary loss caused 
to the Institution by negligence or violation of orders of the competent authority. 
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ii. Major Penalties: 
 

Withholding of increments/reduction in emoluments/salaries with cumulative effect. 
 
iii. Termination of Service: 

 
Provided that termination of any contractual service in according with the terms of 
the contact shall not be deemed to be a penalty within the meaning of this rule. 

 
35.2 Procedure for imposing minor penalty shall be made except after informing the employee in 

writing of the proposal to take appropriate action against him/her along with particular of the 
allegation on the basis of which such is proposed to be taken and allowing the concerned 
employee an opportunity to make a representation against the proposed action, within a 
specified period not exceeding fifteen days. No order imposing a major penalty shall be 
passed against any employee except after an enquiry is held as far as may be, in the manner 
herein after provided. The Appointing/Disciplinary Authority shall frame definite charges 
indicating the allegations on which the enquiry is proposed to be held and a copy of the 
charge together with the statement of allegations shall be furnished to the concerned 
employee and he/she shall be called upon to submit a written statement of defence also 
indicating whether he/she intend to be heard in person, within a period not exceeding fifteen 
days.  

 
SR-36 TERMINATION OF SERVICE 
 

Services of employees can be terminated during any point in their career with the Institution. 
However, such decisions can only be taken by the Director/Executive Director who acts on 
guidance or the feedback provided by the Project Director/Department Heads or any other 
official designated by the Director/Executive Director for this purpose.  
 
The following situations may create conditions for an employee to loose his/her services with 
the Institution: 
 

36.1 If an employee indulges in activities of misbehavior with other employees, use of harsh, 
rough, use of unacceptable or un parliamentary language, his/her services are liable to be 
terminated provided such a decision is taken by review committee members and the same is 
approved by the Director/Executive Director. 

 
36.2 Any employee found exhibiting lack of interest in office work, recording slow output, showing 

untimely reporting pattern with reports of unsatisfactory services received from the 
immediate supervising head may loose his/her services with the Institution in aforesaid 
manner. 

 
36.3 Institution may also take decision to terminate the services of any employee who indulges in 

services and acts that are contrary to the interest of the Institution. 
 
36.4 Every employee shall be given a fair chance to improve his/her services, conduct, 

performance etc. before his/her services are terminated but however, Institution reserves the 
rights to do away with services of any employee without assigning any reasons thereof. 

 
36.5 An employee may, by notice of one month in writing addressed to the Director/Executive 

Director, resign from the service of the Institution. The resignation shall be effective from the 
date of its acceptance by the Director/Executive Director. This will not apply to the employee 
engaged on contract basis. 
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SR-37 RETIREMENT 
 

The age of superannuation of employee is 60 years. However, if any service of the employee 
is required further, the Director/Executive Director may extend up to one year but not 
exceeding two years in total. 

 
SR-38 OTHER CONDITIONS 
 
38.1 The whole time of an employee shall be at the disposal of the Institution and he/she may be 

employee by the Institution for the performance of such duties as may be assigned to him/ 
her. Without prejudice to the generality of the above clause, am employee may be enquiry to 
undergo a training, a course of study or instruction within India, as and when desired. 

 
38.2 Any matter relating to the condition of an employee for which no provision is made in these 

regulations shall be determined by the Director/Executive and/or Chairman. 
 
38.3 Notwithstanding anything contained in these regulations, the Institution may in case of an 

employee relax any of the provision of these regulations to relive him of any undue hardship 
arising from the operation of such provision or in the interest of the Institution. 

 
38.4 When a doubt arises regarding any authority or the interpretation or application of any 

provision of these regulations, the matter shall be referred to the Chairman and/or Board of 
Management. 
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FINANCIAL & ACCOUNTING MANUAL FOR THE EMPLOYEES OF HIMALAYAN INSTITUTE 
FOR ENVIRONMENT, ECOLOGY & DEVELOPMENT (HIFEED) 

HIFEED CAMPUS, RANICHAURI, TEHRI GARHWAL, UTTARAKHAND 
 
 
 

1.0 FINANCIAL PROCEDURES 
 
1.1 Accounting Procedures 
 

It is responsibility of the Administrative & Accounts Department to clarify to all staff that 
accountability is a joint responsibility and does not rest solely with the Accountant. 

  
The Accountant’s job is to ensure that: 

 
 The payment has been properly authorized, 
 
 Ensure that it is charged to the correct expenditure head, 
 
 Check that payee details are correct and make the payment. 
 
 The person initiating the payment will ensure that the correct amount has been 

authorized 
 
 And that the particular expenditure was necessary and due. 

  
1.2 Maintaining Accounting Trail  
 

Every transaction would need to be traced back and forth since the account books are 
maintained in a set pattern. 

 
The trail is as follows: 

 
Expense --------- Cash Memo --------- Voucher --------- Cash Book --------- Ledger --------- Trail 
Balance --------- Income and Expenditure Statement, Balance Sheet  

 
Hand in hand with an accounting trail, we can call as a programmatic trail: 

 
Programme plan -------- Activity to be performed --------- Authorization from the programme 
head for the expense related to the activity --------- Perform the activity --------- Maintain the 
relevant programme record. 

 
The accounting trail is important as it helps to check/countercheck expenditure incurred/ 
activities done and thus helps in maintaining a transparent system. 

 
2.0 CASH   
 
2.1 Cash Account and Transactions 
 

Cash transactions are to be resorted only for petty expenses and when/ where banking 
facilities are not available. As per Income Tax Rules, no claim exceeding Rs. 20,000.00 should 
be settled through cash payments. These should invariably be by account payee cheques 
only. As a matter of procedure and control, the attempt should be to minimize the number of 
cash transactions. 
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2.2 Daily Cash Balance  
 

The denomination of the closing balance of cash should be entered below this and signed by 
the Accountant. This register to be maintained from the beginning of the financial year and a 
fresh register at a beginning of every financial year. 

 
Maximum and minimum cash limits have been fixed as maximum Rs. 10,000.00 and 
minimum Rs. 2,000.00 
 

2.3 Management of Cash 
 

Maximum amount of Rs. 10,000.00 should remain with the Accountant as imprest money for 
important and urgent payments. Cash received from various sales at sale counter should be 
deposited to the Bank within next banking hour. All such receipts be properly maintained and 
collection register maintained by the Administrative & Accounts Department. Daily sales and 
collection figures be reported to Project Director.  

 
Cash received through sales in exhibitions and expositions will be deposited in the bank 
account with in three days of arrival from exhibitions/expos and it should be clearly 
mentioned on sale register. The counter foil of deposit slip should reach the Administrative & 
Accounts Department immediately. 

 
2.4 Withdrawal of Cash from Bank  
 

 The cash withdrawal form/money indent to be filled up and signed by the staff handling 
cash. 

 
 The cash balance available and the estimated expenses would need to be computed. 
 
 The authorized persons must verify the requirement before signing the cheque for 

withdrawal of cash. 
 

 The signature of the person presenting the cheque and receiving the cash should be 
attested on the back side of the cheque by one of the authorized signatory. 

 
 A cash receipt (contra) voucher to be prepared and Account for by the Accountant on the 

same day. 
 

 The cash account (manual) to be updated for receipt of the cash. 
 
2.5 Cash Payments 
 

 Cash payment will be made only after preparing the payment voucher. 
 

 All vouchers should be pre-printed with machine made serial numbers 
 

 The voucher has to be approved by the competent authority before payment. As per the 
requirement of Institution the signature of the Accountant, Accounts/Finance Officer, 
Project Coordinator/Departmental Head and Project Director are must. 
 

 The payee must sign the voucher for having received the payment. 
 

 In case the competent person is not present, the voucher must be verified/approved by 
any other person standing-in for the person per before release of the payment. 

 
 As per Income Tax Rules, no cash payment of more than Rs. 20,000.00 is permitted. 

Internally, the Institution shall maintain this limit to Rs. 1,000.00 
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 All cash payment should be receipted with a revenue stamp as per the provisions of the 
Stamp Act. 
 

 The number of cash payments has to be reduced by converting settlements through 
cheque payments. 

 
2.6 Cash Verification  
 

 The competent authority physically verifies the cash balance occasionally and 
compulsorily at the end of the month. 
 

 The cash account record should be signed by the person handling the cash and the 
person in charge of finance as and when the physical verification of cash is carried out. 
 

 Any discrepancy noticed during the physical verification should be recorded and reported 
in writing to the person concerned immediately. 

 
2.7 Controls to be Exercised  
 

 Third parties should not be allowed access to the accountant or the safe. Cash should be 
paid to them in the front office. 

 
 Cash is handled by only the account personnel who is responsible for it. 
 
 A fixed period of time has to be fixed for cash disbursements. Only emergency payments 

can be released during other times. 
 
 Maximum and minimum cash limits to be strictly observed. 
 
 Accounting of cash receipt/payments is done on a daily basis. 

 
3.0 IMPREST AND ADVANCES                                      
  
3.1 Office Imprest/Advance 
 

Amounts paid to any staff member for meeting official expenses to the float account but for 
simplification of the process they are to be treated as general advances keeping an account 
of then against their Employee Number. 
 
Staff can obtain advances mainly for the following expenses: 

 
 Travel and subsistence 
 
 Purchase of goods from the market 
 
 Conference and workshop 
 
 Day to day expenses  

 
All such requests should be made in the prescribed format. 

 
Approval for the same be obtained from Director/Executive Director and in his/her absence 
Project Director or the officer designated as competent authority for this purpose by the 
Director/Executive Director. In the absence of all above, imprest be approved by the 
Administrative & Accounts Department subject to get it approved from Director/Executive 
Director upon his/her arrival and after the Administrative & Accounts Department has duly 
noted any previous outstanding in the person’s name. 
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Advance up to Rs. 10,000.00 (Rupees Ten Thousand only) can be approved by the Project 
Director or the officer designated as competent authority by the Director/ Executive Director 
for this purpose. However, incases where imprest requirement is above this amount only 
Director/Executive Director is competent to approve the same. 

 
Advance application should be furnished three days before the tour except in cases of sudden 
need of tour and or in other contingency situations.  

 
Advance amount taken for tour and other contingency expenses must be adjusted and 
accounted for within a week from return from the tour. Any further delay would mean that 
the tour advance shall stand adjusted from the salary of the employee without any reminder. 
 

3.2 Controls to be Exercised 
 
 Requests submitted should be complete in all respects and the purpose clearly 

mentioned. In case of staff traveling the period and dates and purpose should be 
specified. 
 

 The amount outstanding against a staff member should be settled within seven days the 
advance is taken unless the staff is traveling on the last day of the month. 
 

 It is compulsory that there are no advances outstanding as on 31st March the end of the 
financial year.  

 
3.3 Cash Advances 

 
 It is essential to understand that small cash advances need to be given for routine 

expenditure and are unavoidable. However, strict control has to be exercised over the 
same in order to keep track. 
 

 All advances must be entered in the cash book and when the expense is booked, they 
shall be adjusted through the cash book. 
 

 The system of IOUs is not foolproof and hence it is advised to keep track of advances 
through the cash book. 

 
 A fresh advance should not be given to any person/s without settlement of the old 

advances (except under exceptional circumstances). 
 

 Advance can be kept track of through the advance ledger account (if it is computerized 
accounts) or through an advance register. 

 
Description Required Action        Remarks 
Step- 1 Follow procedure to get 

advances for all activities 
including travel estimates. 

 Have the purchase/travel/ activities 
been authorized 
 

 Will the purchase/activity/ travel require 
an advance, if yes proceed to step 2.   

   
Step- 2 Obtain an advance request 

form and fill accordingly 
 Office staff should obtain advance 

forms. 
   
Step- 3 Get authorization from line 

Manager 
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Step- 4 Submit form to accounts at 
least one day prior to day 
which the advance is needed    

 Forms submitted-after the stipulated 
time would require necessary 
justification. (justified urgencies will be 
considered)                

   
Step- 5 Get payment from accounts  The payee should sign and 

acknowledge receipt of the money. 
 

 Accounts will not pay staff with 2 
previous unsettled advances.   

   
Step- 6 Upon return, advances must 

be settled in totality 
submitting all the necessary   

 All advances must be settled within 3 
working days of completion of the 
transaction. 

   
 
3.4 Setting of Advances  
 

Advances have to be settled either in receipts or cash. When the advance given exceeded the 
funds needed for the prescribed activity, receipts and all the remaining funds should be 
returned to Administrative & Accounts Department when retiring the advance. The procedure 
to do this described below: 

 
Description Required Action        Remarks 
Step- 1 Obtain an accounts settlement 

form and fill accordingly 
 Fill in the identifying different 

expenses if necessary. 
 
 Attach the original supporting 

documents   
   
Step- 2 Get authorization from the staff 

that authorized the advance, or if 
not feasible, refer to the 
immediate superior      

 Make a photocopy of the form  

   
Step- 3 Submit forms the (original and 

photocopy) to Accounts 
 Advance should be retired within 3 

working days after the advance was 
obtained  

   
Step- 4 Return unspent funds to Accounts   Staff should ensure Accounts sign 

and acknowledge receipt of the 
money in the advance 
register/settlement of accounts 

   
      
3.5 Obtaining a Refund Accounts 
 

When the advance given fell short of the funds needed for the prescribed activity, and staff 
needed to contribute to the payment, accounts will reimburse the additional expenditure the 
procedure to do this is described below: 

 
Description Required Action Remarks 
Step- 1 Obtain a settlement of accounts 

from and fill accordingly 
 Fill in the form identifying different 

expenses if necessary. 
 

 Attach the original supporting 
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documents  
   
Step- 2 Get authorization from the staff 

that authorized the advance, or 
if not feasible, refer to the 
immediate superior    

 

   
Step- 3 Submit from accounts  Advances should be retired within 

3 working days after the advance 
was obtained    

   
Step- 4 Get payment from accounts  The payee should sign and 

acknowledge receipt of the money 
in the advance retirement form 

   
 
3.6 Personal Advance 

  
As a policy, Institution discourages personal advances to employees. Frequent personal 
advances adversely reflect employee’s career prospects. In case of extraordinary situations 
and exceptional cases, personal advance, maximum up to 75% of the salary of the employee 
can be paid provided a proper application, three days in advance, is furnished to the 
competent authority for approval. 

 
Personal advance up to Rs. 2,000.00 (Rupees Two Thousand only) can be approved by the 
Project Director or the officer designated as competent authority by the Director/ Executive 
Director for this purpose. However, incases where personal advance requirement is above 
this amount only Director/Executive Director is competent to approve the same. 
 
Personal advance application should be furnished three days before the requirement except 
in cases of sudden need and in other contingency situations.  

 
The amount of personal advanced must be adjusted within the time-frame decided by the 
Director/Executive Director. Any request made by the employee to extend the adjustment 
must be supported by the Project Director and in his/her absence by the Departmental Heads 
and approved by the Director/Executive Director. 

 
4.0 OPERATING OF BANK ACCOUNTS 

 
4.1 Bank Account 
 

Separate bank accounts for the each project shall be opened only in a Nationalized Bank or 
any other bank authorized by RBI. Necessary authorization to open any account or alter its 
manner of operation would need to be got in writing from the Director/Executive Director 
only. 

 
Authorized Signatories: 

 
Every cheque/instrument is signed by at least two signatories i.e. Director/Executive Director 
and the Chairman or the member from the Board of Management/Executive Committee 
designated as competent authority by the Board of Management for this purpose. 

 
The authorized signatories are signing the cheques/instruments for and on behalf of the 
Institution, and it is therefore necessary that the Rubber Stamp (or printed by the bank as 
such) for “The Name of the Institution” should be affixed on every cheque/instrument, below 
which only signature should be put. 
 



Hifeed, A Mission for Upliftment of the Nation 
Page | 38 

A staff who has access to bank account and cash account is not entitled to be an authorized 
signatory. 

 
Authority to Sign: 

 
The authority to sign should be classified as Panel- A (The members of the Board of 
Management/Executive Committee) and Panel- B (preferably a representative from the 
project staff) signatories. 

 
The bank is authorized to undertake any written instructions, signed by two of the 
signatories, for transacting any financial business from time to time. 
 
Closing of Bank Accounts:  

 
Any bank account not required to be operated must be closed immediately. The finance 
person has to take the matter with the Director/Executive Director and procure in writing the 
obtaining necessary resolution. When it is decided to close a bank account, the following 
actions should be completed: 

 
 Transfer balance in the account (leaving the minimum amount required) to the other 

bank account. 
 

 Surrender all the cheque leaves to the bank under a receipt. 
 

 After receipt of the resolution, deliver it to the bank under receipt and transfer the 
balance to another account. 

 
 Confirm closure of the bank account and transfer of balance to the competent. 

 
4.2 Bank Transactions  
 

Bank Receipts: 
 

 All receipts are to be acknowledge by issuing receipt. The date of receipt, its accounting 
and the date of deposit of the cheque/draft to the bank account should be same. The 
relaxation can be only in view of banking hours of bank holidays. 
 

 The bank deposit slip should be attached with the receipt voucher. 
 

 No receipt should be issued on the last day of the month if the instruments can not be 
deposited with the bank on the same day. 

 
Bank Payments: 

 
 Payment voucher has to be prepared before preparing any cheque. 

 
 Cheque should not be prepared, for whatever reason, if sufficient balance is not available 

with bank. 
 

 All Vouchers have to be verified and approved before payment is released. 
 

 Payment has to be made only against original bills and claims. Any type of copy of bill or 
claim should not be entertained. 
 

 All supporting documents should be attached with the payment voucher and filed 
according to serial number. 
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 Cheques should be written legibly and doubly ensure that the amount in words and figure 
are the same. 
 

 All cheques have to be crossed. A rubber stamp stating “A/c Payee Only- Not Negotiable” 
should be put on every cheque. Bearer cheques should not be issued under any 
circumstance. 
 

 Post dated cheques are not be issued. 
 

 All cheques are stamped “For HIFEED”. 
 

 The cheque number should be written on every payment voucher. 
 
4.3 Control to be Exercised 
 

 All letters/instructions to the bank should be signed by the Director/Executive Director or 
in his/her absence by the Project Director or the officer designated as competent 
authority by the Director/Executive Director for this purpose. 
 

 Never sign cheques in advance or in bank. 
 

 Un-cashed cheques should be cancelled within a reasonable period. 
 

 Do not leave specimen signatures around. 
 
 Cheque books should always be kept under lock and key. Only authorized persons should 

be allowed to handle them. 
 

 Using a carbon (black side up) under the cheque will leave an impression on the reverse 
of the cheque making it difficult to alter. 
 

 Insist on a receipt after payment by cheque. 
 

 Do the bank reconciliation statement on a monthly basis. 
 
4.4 Bank Reconciliation Statement  
 

This has to be done every month to ensure the balances as per the bank book and the pass 
book tally. 

 
Following the reconciliation make sure that entries are passed (if any) for bank charges, 
interest received etc. in the book immediately.           

 
5.0 INVOICE VALIDATION 
 

The voucher is a basic document which is prepared to record any transaction that takes 
place. 
 
 Serially PRE-NUMBERED vouchers should be prepared for all transactions.  
 
 Voucher shall be issued officially to a designated person who shall be responsible for the 

custody and accounting of the same. 
 

 Voucher shall not be overwritten. In such cases it is the best that the voucher be 
cancelled and retain for future inspection.  
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 Unutilized or cancelled vouchers shall be retained in the voucher books itself for 
inspection by the audit subsequently and shall not be destroyed under any 
circumstances. 

 
 Vouchers and the cash memos need to be stamped with a rubber stamp of a particular 

project or agency. 
 

 A “PAID” stamp should be put on all vouchers for which payment has been made. 
 

 Vouchers need to be approved by the person initiating the expenditure (who can sign on 
the supporting document as well) and another authorized signatory. 
 

 No voucher should be passed for payment without supporting documents. 
 
5.1 Information Voucher 
 

Vouchers should have the following information at the minimum: 
 

 The name of the Institution and place 
 

 Date of preparation of voucher and voucher number (pre-printed) 
 
 The concern project name and line item to which it is charged and the description  

 
 Columns for approval by the Accountant, Accounts Officer, Project Coordinator, Project 

Director and Director/Executive Director 
 

 Columns for recipient’s signature. 
 

Essentials of a Good Voucher: 
 
 Project Name: In order to identify that the voucher belongs to a particular project; the 

project name needs to be stamped/marked on the voucher. 
 

 Voucher Number: The voucher should be numbered and these voucher numbers 
should be pre-printed. The voucher book should be officially issued to the person 
responsible for preparation of vouchers. Any vouchers wrongly written should be marked 
“CANCELLED” across the face of the voucher and left in the book itself. Hence, either the 
vouchers would have been used and taken into the cash book or be left as cancelled or 
accounted for as balance remaining. This is a good practice in accounting and can be 
introduced over a period of time. 

 
 Date and the serial number of the voucher used. 

 
 Classification: The cost centers and line items are clearly specified in the proposal. On 

the basis of the nature of expenses, it is verified that the expense is correctly classified 
into the various line items as appearing in the proposal. 
 

 Narration: There should be detailed narration in support of the classification showing 
the description of the transactions. 

 
 Amount: It is verified that the amount on the voucher is equal to the amount reflected 

by the supporting documents, or matches any adjustments effected (e.g.: advance 
payments adjusted). 
 

 Supporting documents: These are in the form of original bills, which are real proof of 
the transactions based on which payment is effected. The classification of the expense is 
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based on the nature of expense reflected by these documents and the amount on 
voucher should be the amount reflected by these documents. 
 

 Signature of the person preparing the voucher. 
 

 Signature of the person authorizing payment (To verify with the delegation of powers of 
each member authorized within the Institution to approve payments). 

 
 Signature of the person receiving payment. 

 
 Defacing of vouchers and supporting documents by a ‘PAID’ stamp, subsequent to 

payment to avoid duplication of payments, and providing reference numbers of vouchers 
and cheque number if relevant. 

 
5.2 Checks to be done before Passing a Voucher for Payment  
 

 Whether required supporting documents are present 
 

 Checking the supporting document  
 

 Payment should be made only against a valid invoice in original. 
 

 Approval by concerned person and authorized signatories. 
 

 Verification of accuracy in accordance with the order/letter/other documents if any. 
 

 Verification of numerical accuracy. 
 

 Checking of advance payments made if any or details of part payments made if any. 
 

 Making sure that payment has not being made twice for eg., by making all extra copies of 
bills as “Extra Copies” and by making all paid vouchers as paid. 
 

 Ensure that payments are made on time. 
 

 All major payments should be made by cheques. Payment by cash should be restricted to 
minor purchases and where inevitable. 
 

 For any payment exceeding Rs. 500.00 the receiver’s signature is to be obtained on a 
revenue stamp affixed to the voucher. If the recipient sends a receipt, then a revenue 
stamp needs to be affixed on the voucher and defaced by a double line across the stamp. 
 

 It should be ensured that the vouchers are not overwritten. In cases where it is 
necessary to correct the figures originally written should be scored out and the new 
figures entered. The person preparing the vouchers as well as the vouchers as well as 
authorizing payment should then initial the corrections made. 

 
 All the payments will be made through Administrative & Accounts Department only after 

getting proper approval from the Director/Executive Director. If any payment is made 
without the consent of the Director/Executive Director, it would be the responsibility of 
the Administrative & Accounts Department not to reimburse for such expenditures. 

 
 It should be tried that major payments are made through crossed account payee cheques 

or through demand drafts. While making any payment through demand draft, proper 
deduction of draft making charges, bank expenses and or registered post be deducted 
from the amount of invoice under payment. 
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 Administrative & Accounts Department shall have all vouchers for expenses incurred 
approved from the Director/Executive Director on weekly basis. The bills and vouchers 
not approved by the Director/Executive Director shall not be entertained for payments. 
No any bills and vouchers shall be settled without approval of the Director/Executive 
Director in any case.  

 
5.3 Supporting Documents for Vouchers 

 
 All bills should be in original. Payment should not be made against a quotation, performa 

bill, copy of a bill or a fixed bill. 
 

 All supporting documents should be authorized by the person initiating the payment. 
 

 It is the responsibility of each person who is responsible for buying goods/services in the 
office to check each bill for its validity. i.e., check that the description of items, number of 
items, cost per unit and total cost, date of the bill and name of payee (i.e. name of 
project) are accurate. Payments should be made only after checking these details. 
 

 Any mistake/discrepancy should be pointed out to supplier/shop keeper before payment 
and if an alteration is necessary, the supplier/shop keeper should make the change right 
then and put his/her initials and date. If this result in a change in any of the amounts on 
the bill it is particularly important that supplier/shop keeper clearly writes himself/herself 
on the bill payment receive in words. The Director/Executive Director reserves the right 
to accept such altered bills or not. A better option would be to obtain a fresh bill if 
possible. 
 

 No other alteration in the bill by the staff is normally permissible. If at all an alternate is 
unavoidable e.g., a mistake in the date by supplier which was not correct such a bill 
should be brought to the attention of head of the project who should change it and initial 
it and a note should be put on the bill why alteration was necessary. The 
Director/Executive Director reserve the right to accept such bills or not. 
 

 Invoices should only be in the name of the Institution and not in the name of the staff. 
 

 Where bills are in local language, please indicate briefly in English the purpose/item on 
the bill. 

 
5.4  Selected Items of Cost 
 

Budget  
items  

Allowable 
Expenditure  

Supporting  
Documentation  

Mode of 
Payment  

Personnel Salaries of staff 
involved in the 
project. 

Approved payroll records  By A/c payee 
cheque or 
bank transfer 
to individual 
accounts  

Stationary  Purchase of books 
and stationary 

As per bills. To be 
entered in the 
consumable register as 
per format  

Any purchase 
above Rs. 
500.00 by 
cheque. Below 
Rs. 500.00 by 
cash 

Telephone  
and fax  

Telephone and fax  As per bills. All calls 
identified to the project 
will be allowed  

Cash/Cheque/ 
DD 

Postage  Postage stamps, 
revenue stamps and 

As per postage register 
maintained  

Cash  
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courier  
Office rent  Rent of office  Rent receipt, lease deed.  By A/c payee 

cheque  
Electricity 
charges  

Electricity bill for 
office  

As per bill. In case of 
shared meter then sub-
meter needs to be 
installed. 

By cash/ 
cheque 

Photocopying 
charges  

Photocopy of 
documents related to 
project 

As per bills, details of 
what is being 
photocopied, how many 
copies @ rate  

By cash if 
below 
Rs. 500.00 

Office 
maintenance  

Tea, newspaper, 
sweeper, etc. 

As per bills/voucher By cash 

Printing  Printing of vouchers, 
claim forms, leave 
application form, etc. 

As per bills  By A/c payee 
cheque  

Insurance  Insurance of capital 
assets  

Insurance bills By A/c payee 
cheque  

Local travel Bus fares, bus  
passes, auto fares, 
local conveyance, etc. 
incurred by staff to 
cover project area  

Copy of bus pass, in case 
of rest by local travel 
claim form 

By cash 

Outstation 
travel  

This includes 
transports, boarding 
an loading expenses 

Travel tickets to be 
enclosed, boarding bills 
and details to be 
mentioned in the voucher 
for what traveled. 

By cash/ 
cheque 

Printing material  Printing of brochures, 
stickiness, leaflets, 
literature, etc. 

As per bills and to be 
entered in register to be 
mentioned on bill. 
Sample for all printing 
materials developed to be 
available for verification 
and record. 

By A/c payee 
cheque/DD 

Meeting 
expenses 

Expenses incurred 
towards project meet  

As per bills  By cash 

Needs 
assessment 

Fields costs, local 
travel, forms printing 
and photocopy 

As per bills and claims 
forms 

By cash 

Staff 
development 

Exposure visits, 
training etc. for staff 

On approval from 
Director/Executive 
Director 

By cheque/DD 

Fuel and 
maintenance for 
vehicles 

Cost towards 
expenditures on fuel 
and vehicle 
maintenance  

As per bills and claims 
forms 

By cash 

Audit  
expenses 

Audit cost of the 
institution in projects 

As per bills and claims 
forms 

By cheques/ 
DD 

        
5.5 Maintaining a Cash Book  
 

A cash book is a primary book of entry that is prepared after a voucher for particular 
transaction. The cash book records all transaction in cash/bank receipts are involved. 

 
 A double column cash book that can act as a bank book or a single column cash book (in 

case a bank book is maintained separately) has to be maintained.  
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 No cutting or alteration should be made in the cash book. Correction fluid should also not 
be used. Any mistake should be corrected by passing a rectification entry. 
 

 Cash book have to be written regularly (as and when a transaction takes places). All cash 
balances should be inked up regularly. 
 

 The cash book has to be tallied checked and signed every month by the Director/ 
Executive Director, Project Director and the officer designated as competent authority by 
the Director/Executive Director for this purpose. 
 

 Cash book should always remain at the office. 
 

 As per law, separate cash books are required to be maintained for each project and of 
course for FCRA, since a separated bank account is specified) 

 
5.6 Recording in the Ledger  
 

 Ledgers should be maintained according to the component in the budget.  
 
 Posting to the ledger should be done regularly 

 
 Cutting or alterations of figure should not be done in the ledger as in the cash book  

 
 Always ensure the ledger balances tally with the expenditure figures shows in the 

expenditure statement. 
 
5.7 Journalizing  
 

Journal vouchers are used to book entries in the accounts which to not have any effect on 
the cash book or bank book. Accordingly, booking or provisions, transfer of entries from one 
code to another or correction of wrong entries is routed through the journal. Journal 
vouchers have to be treated with same importance as bank or cash payment vouchers. 
 
The following points should be adhered to: 

 
 All vouchers the effect of charges to expense should have authorization from the 

Director/Executive Director, Project Director and the officer designated as competent 
authority by the Director/Executive Director for this purpose. 
 

 Detailed narration should be reflected in the journal voucher in order to validate the need 
for passing the entries. 

 
 The journal voucher should have supporting document attached to it. 

 
 The manual vouchers have to be preserved in serial order same as payment vouchers as 

record for passing the entries. 
 

 Journal voucher for giving effect to cash or bank account is not allowed. These have to 
be done through payment/receipt vouchers only. 
 

5.8 Accounting  
 

Account books and document to be maintained: 
 

 Membership Register 
 Minute Register 
 Stock Registers 
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 Cash Books 
 Ledgers 
 Income and Expenditure Bills and Vouchers 
 Cheque Issue Register 
 Staff Attendance Register 
 Staff Movement Register 
 Log Books of Vehicles 
 Letter Dispatch Register 
 Cash payment/receipt voucher and book 
 Bank payment/receipt vouchers and book 
 Summary/daily petty cash book 
 Journal vouchers  
 General ledger 
 Fixed assets register 
 Contract/registration documents 
 Budget copies of various grants 
 Utilization certificates 
 FCRA and other relevant registration papers 
 Copies of consultancy agreements 
 Capital assets approvals 
 File of original bills of assets purchased 
 Copies of all contracts and agreements. 
 Stationery register 
 File containing bank mandate and authorized signatories. 
 Quotation files for all purchases. 
 Advance payment register (Advance to third parties and staff advances) 
 Contracts register (for all contracts issued with payment details and other particulars)  
 
The cash book, bank book and journal books, both soft copy and hard copies must be 
maintained duly signed by the Director/Executive Director, Project Director and the officer 
designated as competent authority by the Director/Executive Director for this purpose on a 
monthly basis and should be field along with the vouchers for verification and audit. 
 
Receipts and Payment Account:  

 
This is like a summary of the cash and bank book and stars and ends with the cash and bank 
balances. It differs from the income and expenditure statement in that the income and 
expenditure statement does not show details of loans, sale of assets, recovery of staff 
advances etc. At the end of each month a receipts and payments account is prepared.  
 
Preparation of Final Accounts: 

 
Final accounts include a balance sheet, income & expenditure account and receipts & 
payments account would need to drawn up at the end of the year. 

 
Computerized Accounts: 

 
Suggestions before deciding on an accounting package: 

 
 A good on line help system 

 
 Preview and editing of reports on screen 

 
 Facility of sub ledgers or similar classification of transactions 

 
 Memory for repeat transactions 
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 Security restrictions to prevent people from changing date by mistake 
 

 Back up of date files. 
 

Backup routines shall be employed to ensure that total loss of data can never occur. In this 
regard, backup of the Institution file shall be carried out daily on either separate CDs for each 
day and a weekly and monthly record should be kept as well. 

 
Some thing we Need to Follow: 

 
 Access to the Information Technology system should be restricted to authorized 

personnel only. 
 

 Records should be backed up on regular basis. 
 

 System should be virus checked on a regular basis. 
 
 When computerizing accounts for the first time, make sure that both the manual and 

computerized accounts are done parallel for the first six months to a year to ensure that 
computerized outputs are on track. 

 
6.0 PROCUREMENT, STOCK & INVENTORY 
 
6.1 Purchasing 
 

The purchasing person involves: 
 

 Identification of needs, for goods and services, 
 

 Identification of costs to cover the needs for those goods and services, 
 

 Identifying the suppliers, procuring estimate (at least three)  
 

 Negotiating favorable trading terms with them, 
 

 Placing and order  
 

 Receiving the good and/or services and paying for them  
 

 Preparation of accounting and archiving expenditures. 
 
6.2 Identifying the Supplier  
 

 Credibility of the supplier in terms of being able to supply the requirements and in time.  
 
 Cost effectiveness of the goods supplied 
 
 Quality of goods supplied  

 
 Supplier should meet all necessary formalities in connection with its status as per the 

rules and regulations of the Institution. 
 

 Supplier must be able to supply all the goods in the requisition/or  of the specification  
prescribed in the purchase order 

  
 Must be local, reliable and known 
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 Must be able to supply large quantities, if necessary 
 

 Past performance 
 
 Availability of supplier 

  
 Reputation of supplier  

 
6.3 Control Objectives  
 

The control objectives here will be ensure that: 
 

 All purchase are duly authorized and approved by the Director/Executive Director before 
the goods and services are ordered. 

 
 All goods received or services rendered are according to specification and in quantities 

requested for. 
  

 Liability for all purchases is accurately reflected in the books of account and that suppliers 
are paid only in accordance with the agreed terms. 

 
 Goods ordered are actually received in to stores as may be appropriate and relevant 

accounting records updated accordingly. 
 

 Stocks and accounting procedures for all Departments must be strictly followed and 
reported to Project Director. Some of the current accounting process being followed shall 
continue while some others are under change and new system of stocks level reporting 
etc being handed over to all Departments must be followed and the same shall be 
monitored by Project Director on day to day/weekly basis. 

 
 All incoming or outgoing transactions must be recorded immediately and at the same 

time without any delay. In no circumstances, the recording of entry in stocks, sales or 
other registered be delayed or postponed even to the next hour.  

 
6.4 General Procedures 
 

 The existing purchases policy of the Institution must be followed. 
 

 For all purchases of capital good and goods purchased in bulk like stationary and other 
supplies, three quotations should be obtained. Then the final supplier is decided upon. 
However justification should be given in case the lowest of quotes is not selected. 
Quotations should be attached with the relevant vouchers while submitting the same for 
checking. 

 
6.5 Purchasing Capital Assets 
 

 Any non-consumable item of equipment, needed to start programme operations and 
major capital expenditures as outline in the plans and budgets are called fixed assets. 

 
 In the case of capital assets purchases and consumable in bulk, it is always healthy to 

issue purchase orders clearly spelling out the terms and conditions of purchase.  
 

 As mentioned above, all non-consumable items of expenditure should be purchased with 
three quotations, it is important here to understand that attractive assets like camera, 
tape recorder etc. also from part of fixed assets, even through their value might not be 
very high. Office equipment and IT equipment will also form part of the fixed assets. 
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 All incidental charges which are incurred to get asset to the place where it is situated and 
to get the asset into operating condition must be added to the cost of the asset. 

 
 An inventory of the capital assets should be maintained. An inventory of assets funded by 

the different funding agencies should be maintained separately and this should form part 
of the overall Institutional asset list and updated from time to time.  

 
 It is suggested that the fixed assets register is approved and signed by the Director/ 

Executive Director, Project Director and the officer designated as competent authority by 
the Director/Executive Director for this purpose, after it is updated every month. 

 
 All assets must be given an identification number and such number must be painted on 

the asset. This number should also be mentioned in the fixed assets register. 
 

 Physical verification of assets should be undertaken, preferably by an office bearer of the 
Institution or someone of adequate authority, at least once a year. All additions, 
deletions, modifications, etc. should be recorded and signed. 

 
 In case of the branch office or field offices, each site will prepare a list of assets in their 

custody. This can then be checked by someone from the main office and compare it with 
the main fixed assets register. This is called reconciliation. 

 
 Assets which have become worn out or unserviceable should be written off from the list 

with proper authorizations from the Director/Executive Director of the Institution. 
 
 No item of assets bought with Institution funds can be disposed off or changed/ modified 

without the express permission of the Director/Executive Director of the Institution. 
 
 Branch office and field office should be daily updated with the noting of the opening and 

closing balance. 
 

 Access to the stock room shall be controlled and restricted to authorized persons only. 
 
 A stock room shall be controlled and restricted to authorized persons only. 
 
 A stock register should be maintained for individual items at the main office and the 

branch office/project office/field office. 
 

 Materials should be issued from the stock register based on the requisitions. 
 

 Physical verification of stock should be undertaken at the main office and the branch 
office and field office by some one other than the person responsible for stock once a 
month. The person checking shall sign and date the register. 

 
 The medicine stock registers should be maintained on a FIFO (first in first out basis). This 

means that the batch of medicine received earlier should be issued out first. This is 
essential to guard against expiry of medicines. Column for expiry date have been 
included in the stock book for this purpose. 

 
 Any expired medicines should be written off with the permission of the Director/ 

Executive Director. 
 

 It has been seen that drugs bought by their generic names yield a high degree of cost 
effectiveness. 
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6.6  Guidelines for Purchase of Pharmaceutical and Medical Supplies   
 

Identifying Drugs to be Bought:  
 

The following factors are to be considered while identifying drugs to be bought; 
 

 Pharmaceuticals and medical supplies would ordinarily be procured only from WHO-GMP 
certified firms.   

 
 Using guidelines from WHO 

 
 Depending on availability of drugs in the market 

 
 Based on syndromic approach 

 
 Doctor’s recommendations about drugs used by them 

 
 Past history 

 
 Depending on the budget given. 

 
Factors to be Considered while Buying Drugs:  

 
 Past history  
 
 Type of cases that the Institution deals with 
 
Purchase of Drugs: 

 
 As a rule three quotations should be obtained before purchase of drugs. The supplier has 

to have WHO-GMP certification and should be selected based on a comparative analysis 
of the quotations and other criteria like quality of drugs supplied reliability, past 
performance etc. 

 
 The Institution should maintain details about quotations received, which supplier/s (it can 

also be a panel of 2 or 3 suppliers) are selected and why. 
 

 A system for purchase of drugs should be included in the general rules of the Institution 
for purchasing. 

 
 As a rule drugs should be bought only on the basis of requisitions raised by the Project 

Doctor. A monthly drugs requisition form can be given to the Project Doctor and the 
Project Coordinator based on which procurement can be done. 

 
 The quantity of drugs to be bought shall be decided by the Institution based on a number 

of factors like past history, patient load etc. The basic tenet is that minimum stock of 
medicines should be maintained so that there is no danger of expiry, theft, space 
problems, etc. 

 
 All medicines purchase shall be inspected for quality and checked and counted by the 

receiver against the purchase order. 
 

 Drugs stocks shall be held in a secure location at the main office and the branch 
office/project office/field office and one person each shall be designated as responsible at 
the office. 
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 Proper control should be exercised over medicines purchased and issued, so that there is 
no case for expired medicines. However in cases where there is no off take for a 
particular medicine etc. and there is stock of expired medicines the same should be got 
to the notice of the Director/Executive Director of the Institution and with his/ her 
permission, they should be reflected in the stock books. However, this should not 
becomes a regular case and reason for expired medicine stocks should be analyzed and 
acted upon, so that they can be avoided in future. 

 
6.7 Stock Records  
 

 A stock register should be maintained for all items purchased in the bulk at the main 
office and the branch office/project office/field office.  
 

 Materials should be issued from the stock register based on the requisitions. 
 

 Physical verification of stock should be undertaken at the office by some one other than 
the person responsible for stock every month. The person checking shall sign and date 
the register. 
 

 Stock should be maintained on a FIFO (first in first out basis). This means that the batch 
received earlier should be issued out first. 
 

 Any damaged or gold goods should be written off with the permission of the Director/ 
Executive Director. 
 

6.8 Maintaining a Stock Register  
 

 This is to be maintained at the office where the goods are purchased or stored centrally. 
 

 This register shall be updated on the receipts column as and when fresh stocks arrive. It 
is important that the person responsible for the stocks initials the quantity in the stock 
book. 
 

 All requisitions must be numbered and in duplicate. One copy has to be maintained at the 
central store and the duplicate given to the Administrative & Accounts Department. 
 

 All issues shall be recorded immediately in the stock register and this must be update on 
a daily basis. 

 
 The stock registers should be maintained on a FIFO (first in first out basis).  

 
6.9 Selecting the Supplier 
 

 Credibility of the supplier in terms of being able to supply with in time 
 

 Cost effectiveness of the material supplied  
 

 Quality of material supplied  
 

 Supplier should meet all necessary formalities in connection with its status as per the 
rules and regulations of the Institution. 

 
 Supplier must be able to supply the required material 

 
 Must be local, reliable and known 

 
 Must be able to supply large quantities, if necessary 
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 Past performance 
 

 Availability of supplier 
 

 Reputation of supplier  
 
6.10 Monitoring Material and Suppliers 

 
Monitoring the drugs supplied as well as the credibility of the suppliers is very important, as it 
helps to decide on future strategies for buying and deciding the supplier. The following 
factors should be closely monitored: 

 
 Cost 

 
 Cost vs. quality of material supplied 

 
 Effectiveness of the material 

 
 Monitoring the reliability of the supplier i.e. does he/she supply on time.  

 
 Monitoring the stock register regularly and tallying book stock with physical stock should 

be done at least once a month. 
 

6.11 Clinic Medicine Stock Register 
 

 This register is maintained in the form of an attendance register. The names of all the 
medicines available are to be written down on the left hand side of the register. 
 

 The pages on the right hand side can be cut into half so that one leaf can be used for 
each day. The right side will have 4 columns. viz., opening balance, receipt, issue and 
closing balance. 
 

 The opening balance of all medicines has to be entered each day. 
 

 The receipts figure will be entered from the duplicate copy of the requisition notes to 
record the medicine received on that day from the central stock. 
 

 The issue figure will be made from the daily total on the patient wise stock register on 
that day. 

 
 Closing balance has to be drawn and carried forward as opening balance on the next day. 

 
6.12 Central Stock Register at Central Office 
 

 This register is to be maintained in the central office where central stocks are held and 
purchases made. 
 

 The receipts columns will be entered from original bills actual receipts of materials. 
 

 The rate columns have been provided to facilitate valuation. 
 

 The requisitions will be numbered and signed by the person responsible for the 
respective operations. 
 

 The central stock register will be maintained by the Accountant or the person designated 
as competent authority by the Director/Executive Director for maintaining stocks at the 
central level. 
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6.13 Central Stock Register at Branch Office/Project Office/Field Office 
 

 This is to be maintained at the branch office/project office/field office or the place where 
the medicine are purchase or stored centrally.  
 

 This register shall be updated on the receipts column as and when fresh stock arrives. It 
is important that the person responsible for the stock initials the quantity in the stock 
book. 
 

 Medicine shall be issued to the clinics on the basis of requisitions made by the staff 
member responsible for the respective clinic operations. These requisitions shall be co-
signed by the Doctor of the respective clinics, if possible. 

 
 All requisitions must be numbered and in duplicate. One copy has to be maintained at the 

central store and the duplicate at the clinic. 
 

 All issued shall be recorded immediately in the central stock register and this must be 
update on a daily basis. 
 

 The medicine stock registers should be maintained on a FIFO (first in first out basis). This 
means that the batch of medicine received earlier should be issued out first. This is 
essential to guard against expiry of medicines. Column for expiry date have included in 
the stock book for this purpose. 

 
6.14 Patients Wise Stock Register 
 

 Entries to this register will be made from the patient cards which will record the 
medicines prescribed and the actual number of medicine distributed. 
 

 This register helps to obtain daily totals of each type of medicine issued. 
 

 Medicines given to any particular patient on a particular day can be easily ascertained. 
This is useful, as patients often lose their cards. 
 

 This register has to be maintained at the branch office/project office/field office and has 
to be update simultaneously at the time of dispensing medicine or at the end of the clinic 
day. 

 
 The receipts will be entered from the requisition notes. 

 
 Balances have to be drawn regularly and checked regularly by an appropriate authority. 

 
6.15 Sale Register and Month End Outstanding Statement 
 

 The sale counter In-charge will be responsible to maintain the daily sales, stock register, 
stock- inward, stock out- ward memos and will provide weekly sales and stock 
statements to the reporting authority through concern Departmental Heads. 
 

 Based on transactions recorded on day to day basis Administrative & Accounts 
Department shall prepare monthly sales register and accordingly complete month end 
outstanding statement for the Institution from collections received/outstanding and 
invoices raised. Such a statement would include all closed cash and credit transactions of 
the Institution. 

 
 The sale counter In-charge will also be responsible to provide a monthly report of sales 

and stocks and other progress to concern Departmental Heads and Administrative & 
Accounts Department. 
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 Administrative & Accounts Department will make available the stock and sale statements 
to the Project Director on fortnightly basis and to the Director/Executive Director on 
monthly basis. (T/F to Financial Manual) 

 
6.16 Purchase Committee  

 
To purchase and procure any single item up to the value of Rs. 1,000.00 is taken up by the 
Purchase Committee set up for the purpose provided that the convincing or justified request 
for purchase of such an item is made by the concerned Departmental Head and that includes 
items such as plants and machineries, equipment, vehicle, stationeries, construction material, 
hiring of vehicle for the Institution, miscellaneous items, etc. 
 
Decision to purchase any item up to the value of Rs. 1,000.00, Purchase Committee formed 
as below is empowered to decide. 
 

1. Project Director of the Institution Chairman 
2. Administrative & Accounts Officer of the Institution Secretary 
3. Assistant Administrative and Accounts Officer/Accountant of the 

Institution 
Member 

4. Concerned Departmental Head of the Institution Member 
 
The items procured are approved by the Director/Executive Director in shortest possible time. 
 
Decision to purchase any item above Rs. 1,000.00, Purchase Committee formed as below is 
empowered to decide. 
 

1. Director/Executive Director of the Institution Chairman 
2. Project Director of the Institution Secretary 
3. Administrative & Accounts Officer of the Institution Member 
4. Assistant Administrative and Accounts Officer/Accountant of the 

Institution 
Member 

5. Concerned Departmental Head of the Institution Member 
 

Requisitions for purchase of any items are made in writing by the concerned Departmental 
Heads to the Administrative & Accounts Department. Items purchased without proper 
procedure as above are not to be approved. 

 
6.17 Committee for Value Assessment of Defected Items 
 

In general an item found defected will be assets by a committee constituted for this purpose. 
The Committee comprise of: 
 

1. Director/Executive Director of the Institution Chairman 
2. Project Director of the Institution  Secretary 
3. Administrative & Accounts Officer of the Institution Member 
4. Assistant Administrative & Accounts Officer/Accountant of the 

Institution 
 

5. Concerned Departmental Head of the Institution Member 
 
The Committee will dispose up the defected items on reasonable prices and the amount 
earned, will be deposited in the bank account of the Institution. 
 

7.0 FINANCIAL PLANNING AND BUDGETING 
 
7.1 Planning 
 

Budgets and Approvals: 
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It is necessary that for every activity taken up by the Institution to be interpreted in financial 
terms and get the approval of the Director/Executive Director. Such interpretation takes the 
form of budgets detailing each and every components of the activity so that a clear 
evaluation of the total activity and the components thereof can be made by before approval. 
Such budgets normally become necessary, for the following activities: 

 
 Project related activities 
 
 Meeting and conferences  
 
 Special events  
 
 Salaries and remuneration of staff and consultants  

 
 Consultancies 
 
 Capacity building and other training programmes  
 
 Office running expenses 

 
 Administrative and Overhead expenses 

 
 Capital expenses 
 
 Promotional events 

 
 Daily allowances for the staff 
 
 Traveling of staff 

 
 Others not included above 

 
However, most of the times the expenses incurred on these activities are part of our 
programme budget and specific grants are allocated for such expenses, and would require 
only a simple sanction. It is thereof necessary that the budget for such activities is prepared 
at the time of preparation of the plan itself. 
 
The processes to be followed are: 

 
 Budgets for each activity to be prepared giving break up of sub-activities and related 

costs. 
 

 The budget has to be verified and certified by the Administrative & Accounts Department 
and Project Director to ensure that the costs are realistic as compared to the activities 
and the budget captures all the required costs for such activities only. 
 

 The necessary approval of the budget for incorporation into the plan from Director/ 
Executive Director.   

 
Wherever there are procurement of supplies and services for such activities, the formalities 
with regard to multiple quotations, evaluations, etc. have to be followed  

 
7.2 Budget Management  
 

 A Budget is an estimate of the amount of money to be received and to be spent for a 
specified purpose in a given time. 
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 Budgets set a framework for reporting and analysis. 
 

 Budgeting never stands completely alone, but rather flows out of the managerial process 
of setting objectives and strategies and of building plans. It is especially and intimately 
related to financial planning. 
 

 While accounting, separate sub-codes to be created for every activity under the main 
grant code, so that the utilization of the budget can be monitored activity-wise. 

 
This has to be adapted considering the nature and scope of the planned activity.  

 
7.3 Planning of the Financials 
 

 The whole team needs to be involved in budgeting process. 
 

 Objectives of the programme along with activity plans must be completed before starting 
the budgeting process. 
 

 Changes in strategies for the forthcoming year based on the past experience have to be 
unanimously decided by the team and the budget should be accordingly formulated. 

 
 List out the resources required to achieve these activities and cost them. 

 
 All line items in the budget must flow from planned activities. 

 
 Budget should be as detailed as possible with justification and break up of costs matched 

against each activity. 
 

 When budgeting for subsequent years/phase, cost increases due to inflation, exchange 
rates etc. would need to be kept in mind. 
 

 All expenses have to be reviewed against the budget on a monthly basis. 
 

 The Project Director shall verify the monthly reports against the budget analyses. 
 

 The Project Director shall verify the monthly reports against the budget, analyses causes 
for variance and take appropriate action. 

 
7.4 Interest Income 
 

All interest income accruing for project funds be reflected in the monthly, quarterly, half 
yearly and annual financial reports. In the case of multi donors, proportionate amount of 
interest for a particular funding agency or project funds should be calculated and shown in 
the project accounts. 

 
8.0 REPORTS 
 
8.1 Monthly Accounts 
 

The financial reports and schedules as prescribed below should reach the Director/ Executive 
Director through Project Director before the end of each month as per the following dates. 
The following reports on financial information will be produced by Administrative & Accounts 
Department for internal and external use. 

 
Report Type Description Frequency Source Target 
Cash Account Shows cash receipts and 

payments during the 
End of each 
month 

Finance/ 
Accounts 

Project 
Director 
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month 
Cash 
Reconciliation 

Shows reconciliation of 
physical cash count and 
cash book balance 

Daily Finance/ 
Accounts 

Project 
Director 

Bank Account This report shows bank 
receipts and payments 
during the month 

End of each 
month 

Finance/ 
Accounts 

Project 
Director 

Bank 
Reconciliation  

Reconciliation of bank 
statement and cash book 
balances 

End of each 
month 

Finance/ 
Accounts 

Project 
Director 

Advances Shows unsettled from by 
staff as at month end 

End of each 
month 

Finance/ 
Accounts 

Director/ 
Executive 
Director 

Income & 
Expenditure 

Shows transfers from 
funding agencies and 
expenditure 

End of each 
month 

Finance/ 
Accounts 

Director/ 
Executive 
Director 

Receipts & 
Payments 

Shows transfers from 
funding agencies and 
expenditure 

End of each 
month 

Finance/ 
Accounts 

Director/ 
Executive 
Director 

Assets & 
Liabilities 

Shows assets value and 
their financing 

End of each 
month 

Finance/ 
Accounts 

Director/ 
Executive 
Director 

 
8.2 Monthly Expenditure and Variance Report 
 

A monthly expenditure and variance report that reflects the expenditures incurred during the 
month for each line item and the total expenditures incurred to date and the available 
balance on the budgets.  

 
Where there is a budget variance, particularly over spending on a budget line item, or 
introduction of new set of activities in budget column, the report should state if the variance 
is: 
 
 Permitted under the terms of this grant ; 

 
 Approved in writing by funding agency, if yes, copy of approval attached; 

 
 Unanticipated and requires approval. 

 
8.3 Internal Control Measures 
 

In addition to setting up adequate control measures, the Project Director and/or 
Director/Executive Director shall, from time to time, perform these checks to safeguard 
assets: 

 
Check/Frequency Management 
Spot Checks  
Cash count Project Director and/or Director/Executive Director  
Physical verification Project Director and/or Director/Executive Director  
Proper authorization of payment 
Vouchers 

Project Director and/or Director/Executive Director  

Monthly Checks  
Cash reconciliation Project Director and/or Director/Executive Director  
Bank reconciliation Project Director and/or Director/Executive Director  
Advance Summary Project Director and/or Director/Executive Director  
Monthly cash forecast  Project Director and/or Director/Executive Director  
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Quarterly Checks  
Quarterly  cash flow statement Project Director and/or Director/Executive Director  
Physical verification of fixed 
assets 

Project Director and/or Director/Executive Director  

Annual Checks  
One year income & expenditure 
account 

Project Director and/or Director/Executive Director  

One year receipts & payments 
account 

Project Director and/or Director/Executive Director  

 
8.4 Management Information Report 
 

The Administrative & Accounts Department prepare and consolidates the reports and submits 
it to the Director/Executive Director through Project Director before the end of every month. 

 
8.5 Bank and Cash Balances 
 

This will reflect the utilization of funds received and also will furnish broad indication of how 
much has been spent on grant and on office/ administrative expenses. The opening and 
closing balances should be in agreement with the bank book. 

 
8.6 Analysis of Expenses against Budget 
 

This is the variance report on management of expenses budget and reflects whether the 
trend of expenses have to be reviewed in order to avoid any negative variance has to be 
commented upon citing reasons for variance and corrective action proposed. 

 
8.7 Grant Utilization Status   
 

It is necessary to review on a monthly basis the utilization status of grant budget in order to 
ensure that the actual spending as per the planned budget and the phasing of utilization. 

 
8.8 Statutory Compliance (TDS, P. Tax, Income Tax, etc.)  
 

The implications of non-compliance of statutory provisions are very serious and it is therefore 
necessary that the management is kept informed about the compliance or otherwise of these 
provisions, this report becomes useful for managers to monitor adherence to the 
requirements and due dates. 

 
8.9 Fixed/Consumable Assets 
 

The assets register needs to be maintained as per the format and authorization of the same 
need to be done on a regular basis. 

 
8.10 Pending Advance 
 

A statement of funds lying with outsiders and staff at the end of every month will be 
prepared. It is necessary to review it on a monthly basis to identify whether any deposits/ 
advance are lying un-adjusted or overdue for settlement. While it is possible that the actual 
date of payments and the purpose of which the deposit/advance was given gets obliterated 
by passage of time, this report will regularly give details of such funds lying elsewhere: 

 
 Job description 
 
 Leave documents 

 
 Appraisal records 
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 Copy of educational certificates 
 
 Capacity enhancement needs 

 
8.11 Supervisory Mechanisms 
 

The Institution should follow a supervisory plan which consists of a supervisory checklist at all 
level and the frequency of supervisory activities. Details about frequency of monitoring, 
reports, feedback should be included. Problems solving for the person being supervised and 
mechanisms for identification of training needs should be built in. 

 
9.0 LEGAL AND STATUTORY MATTERS 
 
9.1 Income Tax- TDS 
 

Deduction of tax at source from all eligible payments is the responsibility and liability of the 
Institution. Failure to deduct tax and issue certificates for such deductions within the 
stipulated time attracts penalty under the Income Tax Act. As the rate of tax deduction 
change periodically, the Administrative & Accounts Department would indicate the applicable 
rate of tax deduction as and when there is any change in the rates.  

 
Although the Income Tax Act specify the upper limit of amount of payment in a financial year 
beyond which tax has to be deducted, it is better to start deducting tax right from the first 
payment, irrespective of the value, if we are likely to deal with such party in future also. This 
will ensure that no payment escape deduction of tax even by oversight. 

 
The tax deducted during the month has to be deposited to the Government account latest by 
7th of the subsequent month. It is necessary that separate challans are filled in for each 
category or tax deduction like contracts, rent, brokerage, payments to professionals, etc. (the 
due date of 7th is taken for credit to the Government account and not date of deposit. It is 
therefore necessary to do the deposit one or two days before 7th. 

 
After deposit of tax, the Administrative & Accounts Department will prepare the TDS 
certificate in Form 16A and forward it to the Director/Executive Director for signature, 
together with the original challan and a statement of tax deductions. 

 
9.2 Deeds and Agreements    
 

Service agreements like Annual Maintenance Contract (AMC) for computers and other office 
equipment will be finalized and signed by the Director/Executive Director or in his/her 
absence it can be signed by the Project Director or the officer designated as competent 
authority by the Director/Executive Director for this purpose. It should however be ensured 
that the terms of the agreements are equitable and should not be un-necessarily burdened 
with additional liability by virtue of such agreements. 
 
Any agreement which binds the Institution for any liability, like regular rent payments, etc. 
will be entered in to only after it is cleared by the Director/Executive Director. After singing of 
the agreements, a copy should be forwarded to the funding agency for record. 

 
In all agreements, an Exit Clause is mandatory as it would then be possible for the Institution 
to terminate it in the event of non-performance by the other party or due to some other 
changes in our operations.  
 
The AMC for computer and related equipments should be verified with the technical support 
analyst in order to ensure that the technical aspects required in the AMC are suitably covered 
in the contract.    
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9.3 Legal Entity and Legal Representation 
 

Any filling of suits, representing the Institution in a court of law, or giving evidence or 
appearing as a witness in a suit filed by or against the Institution with a judicial authority can 
be done only with the written authority of the Director/Executive Director. The particulars of 
such cases should be forwarded to the relevant authority for proper documentation and 
issuance of such authorization letter. 

 
9.4 Professional Taxes     
 

Professional taxes are a deduction which would need to be made for persons who receive 
remuneration. The rate which these deductions are made may subject to change and 
deductions would need to be made at the rate prevailing at the time. 

 
Normally the Government issues notices for assessment of Professional Tax. The 
Administrative & Accounts Department responsible to coordinate with the concerned 
Department and get notice issued as early as possible and get the assessment carried out 
expeditiously, and bring the status up to date. 

 
9.5 Internal and External Audit 
 

The Auditor appointed shall audit of the books of accounts as per the TOR given to them. 
The auditor shall have access to all the Audit Reports of the Institution and sub recipients of 
the funds.  

 
9.6 Capacity Building of Staff on Financial Management 
  

Financial 
Management 
 
 
 
 
 
 

Programmatic Management (3 
Days Training) 
 
 Visioning and strategic planning 

 
 Restructuring needs 

 
 Annual plan  

 
 Roles and responsibilities of 

each project staff  

Institution management 
and representatives in- 
charge of the different 
projects and Departments 
of the Institution 

   
 Financial Management (3 Days 

Training) 
 
 Budget allocation according to 

work plan  
 

 Cash and fund flow 
 

 Transparency and accountability 
 

 Collaboration between 
programme team and finance 
personal  

Institution management 
and representatives in- 
charge of the different 
projects and Departments 
of the Institution 

   
 Monitoring and Evaluation (2 

Days Training) 
 
 Planning 

Institution management 
and representatives in- 
charge of the different 
projects and Departments 
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 Designing monitoring and 
evaluation financial monitoring 
tools through participatory 
techniques, 
 

 Indicator development 

of the Institution 

   
Documentation Record Keeping (2 Days 

Training) 
 
 Finance  

 
 Finance MIS 

 
 Reporting formats for project 

financial activities 

Institution management 
and representatives in- 
charge of the different 
projects and Departments 
of the Institution 

   
  


