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DISTRICT OFFICE MANUAL “/

The Tottenham System of office procedure, as prescribed in the Districe Office
Manual, mainly deals with the procedure to be folowed for conducting roufine work n
Govemment offices. Following are some important aspects:

1 GENERAL DISCIPLINE

Discigline s the essential prerequisite for the efficient functioning of any office
or arganisation. Puncluality Prompiness, regular attendence and cbedience are the
basic needs of discipline Cleanliness and orderliness quite and dignified
benaviour, observance of sllence during working hours and mutually courtesy among
the members of the staff will be conductive to the smoath running of the office. Divulgence
of official mfarmation and sacrets is a senous offence which should not be done at any

cost Lastly, honesty is the most essential cede of conduct without which 2il other quali-
s are useless,

Z  ATTENDENCE

21 AlGovemment servents are sapecied toattend office from 10.30a.m. to 5.00pm.on
all working days An attendence register shouid be maintained and all establishment
members should inifial it as soon as they come fo office. A grace time of ten
minutes is allowed after which the attendence register should be dosed Permission
‘0 attend late by one hour or leave ofice one hour eariiar, notexceading three times
in each case, can be allowad with prior sanction, Any member who attends late
showid sign after entering the hour of arrival f he attends office before 2.00p.m with
or without permission itwill be trealed as ha!f day casual leave and attendence
after2.00p m. will betreated as & full day's casual leave Oneday's casual leave
shouid be deducted for every 3 days of |ate attendence Casual lzave not exceeding
15days can be availed with prior sanction. it can be clubbed with any public
holiday or eptional holiday. However such a sped dfieave should notexceed 10days

2.2. COMPENSATORY LEAVE(CPL):

Ia Government Servant is directed to attend the office on a public holiday, he
will Be parmitted, by prior sanction. to avail leave for a working day in its place Not
mrre than ten days of compensatory leave may be granted in a calender year and no
=UTT eave oon be avaled after expiry of sixmaonths from the public holiday for which it i
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sanctoned Notrmore than seven such compensatony leave days may be accumulaied (This
concassion is available for ministerial staff)

3  ORGANISATION

For convenient and smooth transaction of official business, the office has to be divided
into sections, comprising of three or four or mare Assistants according to the work
load, ensuring equitable distribution of work among the Assistanis. Each section wil
be denoted by an alphabetical letter and each Assistant by a figure suffixad 1o the latter
by which the section is dencted The work of each assistant has to be specified by an
office order issued by the Head of the Office. The section head should exgreise tha
control and supervision over the Assistants in his section and ensure that the corre-
spondance is promptly attend to.He will also be respensible for promptness in
faircopying and despatch of tappals,

4  OFFICE SYSTEM

The method of conducting offical business is known as office system, The varlous s (50ES
of official business, starting from oparing of tappals to consignment of files to reconds
come under office system The progress of work at various stages wil be walchad
through appropriate registers prescribed under the District Office Manua!. The cata-
logue of registers to be maintained to conduct official business is givan at pages 5o
2 ofthe District Office Manual

5. OPENING AND REGISTRATION OF TAPPALS
51  There should be an office regarding distribution of lappals inany offica.

52  Generally, soon after the tappal/dak is received the tappal should be opened,
preferably in the presence of the Head of office or his personal Assistart or any
authorised officer. Important communications such as letters from Govemment,
Heads of departments, D.0. letiers and confidential letters adcressed to the Head
of the office must necessarily be opened in the presence of the Head of the offee
and seen by him before distribution to Assistants.

3.3 Theofficer, inwhose presence tappal/dai is opened, must persue the tappais anc
give appropriate instructions at the stage of perusal of tappal itsaif, particulark
in respect of urgent and important papers indicating the action to be taken The
tappals Assistanis will be there after sort out the tappals sestion wiss and give

2
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6.2

8.3

7.

7

3

them numbers, serially as per the Distribution Register.Cash and other valubles
will be enterad in the Security Register.VWhen the tappals with the Distribution
Register is received in the sacticn, tha section head should go through them, note
the instructions of officers, ifany, on them and then mark them fo the concem
Assistants to whom the tapals are marked in the Disiribution Register should
acknawidge them without fall, Otherwise, it would become difficult to account for
the uracknowledged ones in the Distribution Register at a later stage, especially at
the ime of office inspection. Paper marked F (to be failed), XL DL Dis (to be
lodged), need not be entered in the Distribution Register.

REGISTRATION

The tappal raceived by clerks contain efther new cases ( for which there is no

pending file) or oid cases (for which there is a pending file). Tappals received by
Clerks should be registered in the Personal Register without delay. New cases have
1o be registered as fresh currents notingthe detalls, as required incol 4. Old cases
have 1o be dubbed with the pending cuments duly notng their particulars in ool &
and 10 of ve PR. Acument which originales in the office is also registered in the
Parsonal Register like any other new case, butin col 4 the word “anising” has to
be noted under the head “fitie".

Under the head'titla” in cel. 4 of the Personal Register, appropriate main head

and subhead should be given from the fist of index heads in Appendix A of the
Dom.

V¥hile opening a new Personal Register at the beginning of the calender year,
sufficient number of blark pages should be left to bring farward the currents of the
previous year, which could not be closed by 31*March.Not mone than three currents

Rave to be entered onthe page and they have to be divided by redlines. The
main head has to be underlined in red ink,

MAINTENANCE OF FILES

Afile Includes both curent and note file, The curent fle comprises of incoming and
eutgaing references and other intermediary correspondence other than routine
reminders. The note file is the one on which notes are written summarisingthe

facts reported in the referance, citing refevant provisions of law. rules and orders

of Gowt., or other superior authorities wheraver required.and pointing out the
maliers requining orders or clarfications

3

<



<.
12 mmanhmmmmmﬁﬂammmmw

The pages of the curent file have lo be numbered inred ink and the pagesof the
nale file in black or blue ink, chronologically. Files haveta be maintained neatly

8. NOTING

8.1 Notings should be brief and to the point and should be in simple language The
object dhmhtum.hmmmm.mwmm
hmlmﬁa.ﬂummufhumﬂ.ammm by a brief facts of the case, if
any. Paints at issue requiring ordars fdarﬁuﬁurﬁgig ailmi;u(bgﬂmmnd with
reference to any useful precedent, rule or Lawand in order fo enable the
cfficers to arrive at quick and correct dedsions.

8.2  Reproduction of facts already available in the file is not necessary. While drawing
attention 10 the facts already available in the file, ary cther important or newpoints

and precedents, ifany, could be mantionad in the note. Aleading neleis improper
and should be avoidad

9. CURRENT FILE ARRANGEMENT

The current fila, with papers arranged chronologically, numberad in rad ink and
lagged together neatly, should be putup along with previous papers, or disposals ob-
tained from Records for reference in flat file pad marked 'Ordinary’, ' Urgent', Very
Urgent’ as may be appropriate. Statements and maps should be placed for refesence
below the current fila.

10. REFERENCING

Referencingis ene of the important elements of noting o drafting for quick and
proper disposal of papers. Facts of a case previously noted or reported ralevant previous
decisions or orders, Precedents,authorities and provisions of lew shoul be apty referred
1oin the notes. Any relevant portion in the pending file should alsa be referred fo, Ret-
eréncing is made by noting the page number of the current file or note file and the
disposal number G.0O No Name of the Act code or manual Reference should be done
n pencil inthe margin of the note file or draft put up Whare disposals ae put up for
reference, iney should be flagged. The flag of each dispasals or statement put up should
be denoted by an alphabetical letter, Flags attached to the dispesals should be pirned
only to the outer dockets. Flags should not be attached 1o anypageofthe C.F orNF
orto any page of any code. act, book or stock file

!
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11 LINKED FILES v

Where pending files are put up for reference they should be linked to the main
file on which orders have to be passed, by placing them underneath of the main fiie,
The main file and linked file should be tied togather with the strings of the linked file, i
there Is enly one or more than one finked files. A sip should be fastened 1o the flap of
each Iinked file indicating L.FI,, L F.Il and S00n. The slip fastened to the top file should
indicate “top file for orders and linked file for reference”.

12, DRAFTING

12.1 mtermammuummnhmmmﬂbunmnlnmmﬂu.m
discuissions on note hrﬂﬁmy.dmftmyhepm up along with the note.

122 derﬁﬂmuhﬁgw& lmﬂa.wm#mitbmw.mmwmnm
mmmmmmmma Shown inthe mﬁaw&miﬂbhmud‘rﬁnhnm

12.3 Balow the fitle, the references recerved from ﬂMNﬂMMsm.

124 Thedraft should be on the lines of the approved note taking ino account the

ng
back for date. person or thing referred ts should be avoided, The following should
alsabe avoided (1) long words (ii) fereign or classical phrases, such as "so
Impertnent”, *so many time" ‘notloo bad" etc.,, (vj phrases which show
discourtesy, "care to” (Vi) short abbreviations (vii] split infinates ele

13. VARIOUS TYPES OF COMMUNICATIONS, THEIR FORM
AND PURPOSE

131 The varous types of communication are (1l Memo (ii) Letter (i) D.O, Latter
(V) Proceedings and (v) Telagram.

WETTER is areference made to an ofiicer often equivalent inrank, orto an
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132

133

14,

TELEGRAM should be brisf and intefligible. It should be accompaniedby a
POst copy.

The communication should be precise and brief sefting forth the points in which
ciarifications or orders are required.

The proceedings should be complete in itself, with the fitle at the head. followed by
such description as the communication with reference o which the proceedings

are passed as wil hem!ﬁuimthmﬂumynﬁmrhmnihmﬂﬁhdh
lrace the pravious correspondence on the subject in his office without ary delay.

REMINDER DIARY

To waich the action and ensure promgt replies to Government letters or nther

supenors, to watch action on urgent and important references from others and ensre
prompt replies to them, reminder diary should be maintained by each dersecton

head,

15.
15.1
1

2
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DISPOSALS .
The various kinds of disposals are -

D.Dis to be retained till the prescribed period of retention (10 years normaliy
Period mhemnﬁd.#mmmhymmwuﬂw retention. )

L. Dis to be retained till one (or three) years
N.Dis to be returred in oniginal
F.Dis 1o be filed

X L Dis to be filed without numbering
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T, A.N.DIs 10 be returnedwithout numbering 3
The nature of disposal depends on the importance of each file.

152 Government orders and proceedings of Heads of departments have to be filed
normally. But, some ofthose Government orders or proceadings, require further
action attimes Such papers should be registered in Personal Registers and
final disposalgivenas RDisorD.Dis asis necessary.

133 Great care should be exercised in marking the nature of disposal. The Section
head is responsible for marking the corred! nature of disposal on the paper For
tAasifying a disposal under *R° series orders of the head of tha office have o be
chtained The Heads ofthe depariments have since been empowerad io preseribe
suitable period of retertion based upon the peculiar nature or work done in thejr
depariments and the estmated pernod of ulilty for reference, after getting such
r2cord retenfion schedules approved by the concerned admiristrative departments
of the Secretariat (vide a newnote added underpara. 63 of the DOMin G O s
No.65 GAD (Ser.C) dated 27.12.82), Consequently, in some depariments new
disposalsi.e., “K.Dis" etc., with 3 years of ratention or Syears of retenfion have
been prescribed,

154  Furtheras perthe amendmentissuad to para 80 of the DOM n the sbove GO Ms.
No €5 GAD (Services.C) dt.27 12 B2 atthe inital stage of sending disposal in
the "L Dis" and any other series with limited périods of retention for less than ten
years i should be examined closely whether the dsposal needs lo be rescrutinised
aftor the prescribed peroid of retention and is be certified as fil for destruction
ar for further retention. The docket sheet of sach such disposal should therefore
carry a certificate lo the effact “To be destroyed straightaway / sent back for

rescruting in the year .., Cress..... Bfier the prescribed retention perdod”

16. DISPOSAL JACKETS

The R and D disposals should be coverad with brown paper jackets and the
entnes should be made on the jackets as instructed in paragraph 65 of DOM

~ALL BOOK

Raferences of the Government and Heads ol depariments calling for a repon
T
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after one year or so. and such other references where repo is due aftér one yea of 5o
and where no action is necessary for mare than six months will be entered in Cal book
closing the current in the Personal Register. The tappal clerk or record keeper will be
responsibie for the proper maintenance of the Call book. When e Eme natad incal (5)
ﬂhcﬂbmkhmmmmﬁmmmmma

lresh current number and entering in the personal register. As lnnnnm:dut the
entry in the Call book should be rounded off

18. PERIODICALS

The purpose of the periodicals will be defeated if they are not sent or receives
intime. To ensure receipt ofincoming penodicals in time advance reminders should
be issued. Where an outgoing periodical has to be compiled on the basis fo figures
fumished or reports made in the incoming periodicals, the compilation should be done
expeditiously and outgoing periodicals despatched in time. Each periodical will be
assigned a penodical number. There will be enly one set of serial numbers for penodicala
inan office, depending on the nature L e whether weekly, fortnightly, menthly, quarterly,
half-yearty, annual etc. A Consolidated Periodically Register has to be maintaired for
the entire office. A Periodical Registershowing the incoming and outgong perodicalz. i
be dealt with by each clerk has to be maintained by him. Periodicals shouid no: Se
given R, D or L Disposal. They should be simply filed with the periodical numoers oy

19. FAIR COPYING AND DESPATCH

191 Fair copying and despatch shouid be done without any delay The Supsrifendent
Fair copying section should see that there is no delay at any stage of fair copying,
comparing and despatch where there is poal system of typing in any office.

192 Whenthe Superniendant, Fair copying section, receives an approved draft for Fai
Copying, he should chetk up whether all the particulars necesary for typing sr=
avaiable on the draft, such as the reference or disposal number, if it is a disoosa
Its nature, person or persons to whom itis to ba sent, the erclosures iobe sar
with it, etc. He should also seeifitis a R or D disposal, wnether the Index sips
In duplicate showing the title as noted in the draft has accompanied the draft
Alter satisfying that all the above details are available on the drafl, he shoud
gve ittothe typist for typng. Soon after they are typed, they should b sampared
with the approved draft get them signed by the Head of office or concemed
officer and despatched

193 A Farr Copy Register as in Form IV, should ba mairtaingt in the se=tior |
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serves as a despatch register as wek. Hoﬁﬂuﬁ. in many of the offices, seclion
wise typists are allotted. The Head of the saction should check the Fair Copy
Register maintained by the typist at the end of each day to ensure that no delays
are made in Fair copying of the approved drafts. in most of the offices, a separate
despalch section is organised. For postal defivery,stamp account has also fo
be maintained basides the Postal Despatch Register, For communications to

be delivered locally by hand a separate register “Local delivery book” should ba
mainiained and should be periodically checked,

PREVENTION AND CHECKING OF ARREARS AND
DELAY s

201 The section heads shouid exarcise effective supervision over the assistants in their
seclions to prevent delays and arrears. The penodical checking of Personal,
Perindical and other Registers evenwith jorg pending currents critically will be
an eflective check to pravent delays and arears The Superintendent and the
cfiicer concarned should point cut the delays and ofher iregualarities in the
running note file accompanying the personal and periodical register put up for
check as per the programme of check drawn up and issue sutable instructions
tar aveidance of delays and rectification of dafeste Compliance with the in

struchions should be insisted within 48 hours and non-compliance should be
taken senous note of,

202 Reminder should be issued promply. A Reminder Diary should be maintained

by each derk for this purpose, which should also be chacked periodically alang
with PRs etc

203 Arrear Lists showing the pendency of currents, should be put up with the Personal
Register. Long pending files should receive spacial attention of the section head

204  Business return s prepaned every half year to enable the head of office orhis
supenars to watch the progress of business in the office and to tske suitable
action for the reduction of pendency and arears.

21. INDEXING OF THE TITLE

Preoaration of index slips and their fiing in the manner laid down in paragraphs
(UL 10 102 should carefully bedone The index tille should comaspond with the heading
o e hnatdralt and be narmally identical with the entry macde in col 4 of the persanal
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register. One copy should Be retained with the clerk andthe duplicate copy should be
retainedin records. At the end of the year, the record elark should prepare a gereral
indgx register showing all the R Dis and D.Dis files separately. The Index Regster
should be in the alphabetical order for ready reference. It should be typed or renewed
and supplied to all sections and all officers.

22. RECORDS -FILING - MAINTENANCE & CUSTODY

Before the receipt of any disposal (handed over 1o the record keeper) is ac-
knowledged, the record keaper should verify whether all the pages in the dspaca
have been numbered, securely stilched and are in tact, whether the disposal number
has been comectly noted and the dispasal has been properly docketed, and ifitisa R
or D disposal and whether duplicate copy of index slip has sccompanied it Acsording
to the amendments issued to the DOM para 81, disposals have to be arrangad in tha

record room basing on the year of disposal and not according to the year of the cumrent
as is obtaining hitherto,

23. RESPONSIBILITY OF CLERKS AND HEADS OF SECTIONS

Every assistant is responsible for the safe custody of the files, registers, stock
files and other records in his charge if any documant submitted for orders bears a
court fee or adhesive stamp, he will be responsitle for seeing that itis punched T
coes not however absolve the heads of sections fram the responsibility from seeing
that stampos are punched.

24. SUBMISSION OF FILES AT HEAD-QUARTERS OR CAMP

241 Alithe files should be sent to the officer concemed who is on tour in locked tappal
boxes preferably steel boxes, with an invoice. The camp assistant of the officer should
verify the tappals recievad with tha invoice. The same procedure should be adopted
when lappals are returned from camp. The inveice will be prepared by the camp
assistant and the tappals on receipt in office will be verifiad by the tappal assistary

242 Whenan officer is athead quarters. papers for orders, approval and signature
should be submitted daily in one or more batched.

24.3 Confidential papers should be in separate confidential boxed locked and sealed
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25. PRECAUTIONS AGAINST FIRE
251  The precautions against fire fo be observed in public offices ane givenin appendiec,
25.2 Required fire fighting equipment should be kept and they shoudd be maintained in

good condition. Office staff should be given practical drll. The head of the office
should nominate an office for conducting the drill.

26. ECONOMY IN THE USE OF STATIONERY

Utmost economy should be observed in the use of stationery as per the instruc-
tiens containad in para 140 of the District office manual at page 5810 61.

WE CANT SPELL S_CCESS
WITHOUT U
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A.PLEAVE RULES 1033 .
Leave: o

Duty periods{RULE -4{a))
1 G
2)  publie holidays . |

3)  Leave periods before and afler holidayspraficsafi)

4)  Vacation period

5)  Foregin sarvioe

§)  Joining time

7)  Sanctioned leave .

FRET-Leave is not & right  2)Proper sanctioned bjProper reliel  cjProper handing ovar of
charge FRTO-vecal FR7T1-physical fimess certficale FREG-No amphaymant on leave
FRSS-Noleave sanction o suspended employee

Casual Loave '

*  Aconcession 10 Government servant in spacal circumetances to be absen! from
duty for short perod.

= Treated es duty
v Maxmuam perod for awvaliment in @ calendar pear is 15 days in general,
«  Wnot avsded in the cslondar yoar leave will lapse

+ Can be combined with Opfonal Holkdays and Pubiic Holidays
Period of absence should not exceed 10 days,
« For temporary amployees, sanction depands on discretion of Whw sancbioning

«  Grant of half day C.L either from 10.30.AM to 1.30.PM. or from 2 00 PM. to 5 00
P.M. s allowed.

*  Aregister of C.L should be malntained
Special Casual Leave-Rule 85 4 Gccasion

1. Donaling Blosd One day

4. Summons 10 glve wilness in & court in which ha private interest is not in issue
As per the attendance Certificate (G.o.Ms.Na. 137 dt:23-2-84)
1. For Family Planning cporations

(a) Male-Viasectomy & working Duys{G.O.Ms No.6OT ot:12-11.61)

(b} :lmmiun'l'ubuﬂmﬂ 15t & 2nd Dperations 14 Working Days{G.O.Ms.No.124 FAP
3. d- A2

(€ )Male For Tubectomy of wife 15t & 2nd Operations 7 Days
(d) Insertion of Contracegitive | Day (G.0.Ms No, 128 F&P DT:13-4-82)
(¢} Recanalisation (Both) 21 Cays
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For paicipating in Speaning avents - not excesding 30 daye.

If axceeded 30 days excess period iresvwed &s regular leave.

Principal Office bearers of Recognized service Associations 21 days in a calendar
yoar

To parficipate in Ralies, Camps atc. Ongantad by AP Bharsl Scouts and Guides
Todays.

Elected as President or Secredary of Nationad Sports bodies- 15 days in a calendar
Yoar

AP Seeratariat Cullural Assacstion Menbers lor dramas  Bdays in a calendar
Yaar

Members of Institutions Enginesrs:e). For atbonding antiusl Meeting st Hyd-T days .
(b)Faor sttending annual corvention to any par of the country 10 days

Earmmed Leave Rules 8,10,17 and 20

All temporary and permanent employees are elichis fof Eamed Leave
Eamed Leave iﬂ:men_d forduty and leave alsg._~

Completed months are to ba considamd and fraction of a month is to be ignored
Leave Rules has been bersized w.et 01,01, 1578,

Leave will De credited, in advance, in two spalls on T Jan snd on TsLduly svery year
Tivie gradit for all lemporasy empioyeas i Bdayn lor calardar ol year

The credie ot all permanent employaes & 15 days for cslenoer el year.

Al e parmanant amployess will eam leave at 2 % daye for e completed monthof
S WieE

I appanied Temp. In (e mididle of the hall year, coadil for fiest wa months witl be one
Ay #3ch, thing month two days and spon

If the empiayea is an EOL. during the preceding hall yesr the sdvance credil lor the
present hall yoar will bo reduced by 17190 of e poriod of EOL taken duting the
precaging hall year subject o a maximumof 15/8 days, (6,0 Ms No 334 FAP dLS-11-

Pof i

 IRemEkimum sccymulation of £ L. hashesn lurthar entanced from 240 to 300 days wa | 16-
032005 vioe G.O.MaNO:ZIZ, Fin, (FR.I) Dept. dated -16.03 2005,

The maxim laave availlod al a3 trme anty120) 180 doys == per GO MsNo 153
i AFFH Jdopt.dr4-5-204¢0

Recssnag of wavo sccoum

Whan & Gout servant 1s gpoorntied temporsrily in tne first insiames aad plased on

POLENIN al & subsecuen] dale with retrospact v affact his beave sceount Shoud be
ecagtw el he dete of ragulanzallan of his serece-Ruling under F R rule 20,

Thay lsaver availad tretweon Te date From whch his services ane regulanzed and the

date'ef issue of ordars shall mol be alierad a5 a esul| of the additonal leave that
Dacames due after recasting the ieave acocount
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+« Thesddbonal leave inal becomes due as a resull of recasting of e leeve accounl
shall be avaied of only sftariatar date Rule20o0fA PLR 1

Eurandesr of Earmed Laave (Introduced from 13-08-1989)G.0.Ms. No 2381 11-8-69

| +« Employes who lake samed leave for nol less than 30 days can surrender EL 103
maximum of 30 days apd receve beave salaryin bay of leave so surmendarad,

- Leave sanciioning authority is compalent to sanction surmander of EL.
+  EL sorendared will ba debited againat leave accounl.
- Thare should be an interval of 24 months belween ane surrender and anolhor ko

-

surrender of 30 days

=  There should be an anfigqp_ntrﬁhehﬂmwwwmamherhr )
sumenderof 15 doys

«  The totae of EL. avaled and E L. surendared shauld not pxceed 300 days at any
Tirwwi

. Mo deductions will be made inswrender lesve salary,

Temporary Govemnmenl senvants are eligible Lo surtender 15 days of EL after camplating
24 manths of service

L] The employens and pormillod 1§ @ncoph WO gays of EL o tho tme of
wpm;mmmm of by death and has bean enhanced to, from 240 12 300 days we.f
16.09.05.

Half Pay Leave
. Ali reguiar Governmen! sesvants 20 days for eash complated year of servios,
" CrognotHPL in alowed for dut. jsove srd 0L
. Grant of HLP.L. ¢ither on Medoal Ca'uﬂrmie o on Private affairs. No lmil ko saction of
HPL RULET1.Up to 4 months Pay D.a. luli sllowances halt to be drawn.

e  H.PLon full pay up io 6 meonths can be granied o regular Sovemmant servants
suffering from Leprosy/ Heart diseases! Tuberculosis/ Cancer! Mental liness and
Renal falure (Kidney).G.0 Ms No 386 dt6-3-7TEREAD WITH
{G.0 MsNo.268 Fin & Pig (FWFR-I) Dapartiment, dated 28-10-1981.
.,/ﬂ per 3.0.MsNo.29 Fin & Pig. (FWFR-1} Department, dated 9-3-201 1exiended up o 8
months for above GEEases
As par elrcular Mama No. 14568-AB AP CIAZRZ010 dated 31-01-2011 up o Emanths Hall pay
and hall DA aBowances il

Computad Leave
.A)I To be grantad on Medicat Certficate.
= Limited o240 days during entie sendice.
s  Twice the amount of HPL be deducied from tha lgave scmount
wié  EL + Commuiad leave shal nol exceed 180 days,
¢«  The limi of 1680 days mmoverd
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" Sanchoning authority has io belisve that the Govemmant sarant will relum to dility
on axpiry of lsave, -

Leavs for Employment in Abroad
. ﬂmﬂﬂmhmdﬁm:{mwmhm
1. wmﬂmmummmmm.
<. Afarmecsiptotappeintmentlotier fromemployer than only eave can be sanctioned.
3. Lsavecannotbe sanctionad for saarching the jobin dbroad
4 Hhﬂﬂﬂmmﬂm_mmdhmmtbﬂnm
rejactthe lsave

Wil Rioted lﬂuburuﬁntthnnmmhrmnam. This period is not
treated a9 service break,

- B Iinot pined afler completion ol leave, thal can be treated as cease the employment

7. After completion of amployment m abmoad .the employee should ot demand
EXCESSRE Salary.

f  Only cnetime in onlire service.
#  Penmssion mustbe obtaines befare joning
1l peacemie leave also be sanctionsd.
Leave Mot Due
«  Fnobalance of LPLEL, Loave not due s gremn
f o hie granid on Medical cenificate enly
¢ Mazimum limit for svallmeant is 180 days during snire service

+  Deducted from M PL. account agains! futue cradi
*  Vrelired voluntasly or resigned after availing eave not dus belore he adpistmant of
manus balance, leave salary paid should be recovared.
H retirement hmmﬁnﬂhﬂﬁdﬂhnnrduthﬂmﬂrrﬂ nol be insistod,

. &mﬁqmmmummmwmlﬂmm 1o cuty on
éxpiryaflesve.

. TMFHHMMHWHW‘HMHF.LMHMHMM
+  EstaOrdinaryLeave

. Marhmhlmﬂmﬂuﬂmﬂum“nnmrmwml
Gradeservice mspecial Grcumstancms

*  Whanno otherlaave is avalatio

* When leave is avoilabls, bt Fihe Gevammeni servan! request for grant of E2L 0
wiEng.

¢ The sanctioning authority can el the period of absanoe without leave inlo E.O L
ifd dizanean

~

*  Maximum pariod for ahnﬂmmwmrhmishummmﬂm
Govemmant employes. FR 18
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For non-permanent Government earvant E.O.L shall not excead J months.
*  Ifcompletad 3 years of servica & monihs on production of Medical Cartificate
*  Forundesgoing treatmant (TE., Leprosy) 18 months,

*  For SC's and §T's HOD can sanctioned EOL for 12 menths for Cancer or Mental
linuss.

+  HOD can sanctioned E.Q.L. 1o SC's and ST for 24 mionths foe prosecuting
sludies

o’ EOL.granted on medical certilcats counts fo quallifying sarvice.

= Gazetted Officers are o submil medical cerificate from a doclor not below ths
rank of Civil Surgeon.

"¢ N.G.Ds and last grade amployees are 1o submit madicsl caificats frarm nel balow
the rank of civil surgeon,

=  ODcan permit EOL. an MC. for not mare than 8 months 9 count fod grant of
mcramant.

* |Incaseof EQL. on MC. exceeding 6 months Govarnmend is compitant o count
for grant of incremant

Spocial Disability Laave (FRR 83)

*  Permanent or lamporary Govammen! senvasts wha is disabled by njury inficiad or
caused In, or in consequence of dus perdfoimance of his oficial duies or in
Consequence of his offcial positon

«  Government ke compaient 0 sanctlen laonya

*  For Gazelted Officers certificale by Mudical Board and incase of N.G.Os cerliests
by il Surgeonis necessary.
*  Theleave in no case shall oxcend 24 months.

*  Ifineleave required does not exceed 2 months a certficate from Government Madical
Orfficer is sulliclent.

The leave can be combined with any other kind of leavs,
«  if the disability is aggravated leave may ba granted mora than oncs
= Tha leave shall be counted as duly tor ca'culation of senvice for pensions
= The leave shall not debited sganst the leave sc=nunt
Study Leave (FR 84)
* |Laave is granted by Governmant only.

= For the study of Scenific, Technical studies 101 the use of department to reduce
ihe similar prablems in depl. are o undargo special coursas of inshuctions

*  Governmont sarvant of less than 5 years serves and due to retire within 3 years
are nol aligible for sanction of leave

*  Leave should not exceed 2 years in snlire sardics,
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IF ¥ Is cambined with leave with allowances the padad of lesve should not extesd I8
menthe

=  Thisleave = not debiad agains! ine leave account,
« E.OL maybe tzkenin combination of this leave without any limit_

»  Thaemployes will draw leave salany onhalf pay during Study leave.
=  Matemity Lesve FR 101(3)

Admisshle to mamed female Government Servants, for a panod not axcaading 180
days G0 Me No 152Fin FR1 Dept Dt 4.05 201 0 for a2ch confinement.

= 4 Incaseof miscarriage including abortion |eave does nal exceed G works
/ Thihﬂihﬂlﬂlhﬁlhmﬂhmpmﬂhy tha madical cedificats

. Trdll-wnlnhlmnwﬂhmnfrﬁuﬂnrknl unpmhdhjlma:ir:nl
corificato,

=  HODand other competent authorties may grant leave,

Leave should not be granted if female Governmant servant i3 having two living
chifdren.

& W lsovs falle during vacation | the ave and vacalion pot tegathes ghoiid not
excesd 180 days
« Leave salary (s equal 1o leave satary on full pay. |
= Thesleave is not debetable (o leave actount,
Hospltzl Leave FR 101 (h)
=  Temposry Governman! servanis are nol eligitile,
=  Applicable 1o all las! grade arnjloyees shown under SR (2)
« Bhould not exceed 6 months in evary 3 yoars of service.
= The leave selary |s egusl o half pay lsave salary,
Patemity Leave

Ths provision has been introduced vide G O Ms.No:231 Fin_ (FR.I) Dept., di; 16.08 2045 to

b granted o marmed male permanent of lemporary Govemmeant Employees having one
saurviving children,

= Leave to be granted for 2 period af 15 days on Tull pay.
& Lesve sanctioning authomy & competent 10 sanction (he wave
PREFIX SUFFD{: =.r-5 Under FRr.GE

Earnisd loave, Hall Pay loave commuted leave, EOL can be ulilised by prelixing or suffixng
the puble holidays, Summerholidsys{DP Progs. re Mo 1548,d1/6E, 1-3-68)

= Prafin or suflx is not apphicable le Dassrs and Sankranthi Holidays( DPI
Prog Re No 10324/E4-268 oi 7.11-1869

= If the Lecturer s present althar on Closing Day or Re opening day of tha Swmmar
vacaten, Summar Vacation can be Preflixed or suffxed { any ono only)
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Leave is permission granted to a Covernment servant to be abient from
actual duty,

Under F R 67 of leave cannot be claimed a matter of right. when exigencies
of the public service so requires, discretion to refuse or revoke leave is
reserved with sanctioning authority.

Vacation may be availed in combination or in continuation of any kind of
leave .the total period of leave and vacation shall net exceed 180 day:.

A Government servant on leave cannot take-up ay service or setting up of
private practice.

The application for grant of leave should spedfy the period of leave, nature
of leave. on medical grounds, the medical certificate should be enclosed.
leave at credit shall lapse on the date of retirement, death or resignation
However eamned leave at credit not exceeding 300 can be encashed in case
of relirement or death.

Regular employees are eligible 1o surrender EL of 15 days In each financial
year and 1o recelve cash bene(ll.

Temporary employee §s eligible to surrender 15 dayy or Earned Leave alter
completing 24 months of service,

The public holidays are allowed to be suffived or prefived 1o the leave
applied

Local holidays cannot be suffixed or prefixed to the leave

women Govt Employees who undergo Hysterectomy operation are eligible
for special leave for 45 days as recommended by the civil surgeon on
payment of full pay and allowances 3 per G O Ms.No..52 Fin Dept dated:
01.04.2011,

1] Casual leave:-15 days of CL can be availed during a calendar year purely
temporary employeei appointed under rules 10{a) (i) whaose services are
terminable without giving a notice or reasons can be allowed CL at the rate
of one day for every completed period of service of one month.CL in
combination of publiic holiday: or optional holidays availed shall not
exceed more than ten days Optional holidays can be prefixed and juffixed
to normal leave.

2) Optipnal Holidays:-05 days OH can be availed during a calendar year when an
employee report for duty in the middle of 3 year the OH can be proportionately
educed. Optional holicay: can be prefived and suffixed to normal leave

Coartd in page:2;
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Page:2:

3) Special Casual legve:-For undergoing family planning operation can be
availed —for tubectomy and for vasectomny only seven days can be avalled,
The Spouse of person undergoing operation can be permitted to avail “6”
working days

4) Special Compensatory leave:- Can be sanctioned to the employees who are
Senior Asst and below rank for days of public holidays cn which they were
osked to attend the office in public interest. The total accumulation of
“Special Compensatory leave™ should not mere than (O days at any time,
The SCL accrued shall be availed within six months from the date of such
accrual to avoid lapse.

1) Eamed leave:- Regular employeesl/11* of the duty -28 days
Neon-Permanent 1/22 of duty

2] Half Pay Leave:- 20 days for each completed year of service
and no limit for accumulation.

3] Commuted Lleave Sanction of medical certificate only and half pay
leave can be commutted to leave on full pay to
an extent of @0 days in the entire service

4) 3)Extraordinary leave:- withou! pay and allowances nol exceeding 5
Years including other kind of leave with permission from Govt irrespective
of category. The period of absence are treated as EQL

#) Maternity Leave:-Not debitable to leave account. Married women
employeas ¢can be granted leave not exceeding 180 days subjed to
condition that it shall be granted (o those who are having less than two

surviving children Not exceeding 6 weeks in case of abortions this leave
can be combined with other kind of leave. If this leave Talls during
vacation, the residue of 1B0 days only with sanctioned maternity leave.
Leave salary is payable equal 1o leave salary on full pay. Matemirty leave
may be combined with any kind of leave.50 day's maternity leave to the
married female contract faculty working in Govt Degree Colleges
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GOVERNMENT OF ANDHRA PRADESH
ABSTRACT

LEAVE RULES: - Recommendations of PRC 2010 - Matemnity Lesve 1o
Married Wemen Government Servants - Enbancement from 120 days to 180
days - Orders - lssued,

T ——

FINANCE(FRNIDEPARTMENT

152 Date:04. 05. 2010,
Read the following -
1. G.OMs.No, 384, Fin, & Ping. (FW: FRI) Dept. d1. §.11.197T
Z. G.OMs.No. 219, Fin, & Ping. (FW: FR.I) Dept. ¢l 25.6.1984
3. G.OMs.No. 38, Fin, & Ping. (FW. FR.1) Dept. g1, 16.03 1982,
% G/OMs.No. 254, Fin, & Ping. (FW, FR.I) Dept. & 10,11 1995,
3. G.OMs.No. 438, GA. (Spl. A) Department, dated. 07 07.2008.
8. G.ONMs No. 588, G.A. (SpL A) Department, dated. 26 11.2009

s
ORDER:

In the Government Order 5% read above, orders were issued
constituting Ninth Pay Revision Commission and Government sppointsd
Sri. C.5. Rao, IAS, (Retd)] as Pay Revision Commissioner. In the
mmmtﬂrdnrﬁ*mmdm.mm:u[mmﬂmem
Reviaion Commissioner were laid down.

2. The Ninth Pay Revigion Commission submitted its report to the
Government on 05.12.2009 and recommended, inter alia, that, “The
Commission thersfore recommends grant of Materalty leave to the
marricd women employees of the State up to 150 days on par with
the employees of Government of 1ndia subject to the condition that
the same would be available up to 2 surviving children only”.

3.  Inthe Government crders 1% and 2¢¢ read above, orders are issued
to the effect that married female Guvernment servants, temparary or
permanent, shall be granted maternity Leave for a period of 90 days. In
the Ouvernment Order 37 read above, orders were issued that the
Matemity Leave to the martied female Government servants shall be
granted to those with less than two surviving children. In the
Government orders 4% read above, orders were issued enhancing the
maternily leave 10 the married female Government servants, LOTPaT ATy
ar permanent, from 90 days to 120 days.



4. The 9 PRC in their report observed that, the Government of
India ecarlier issued orders enhancing the Maternity Leave to135 days

was further enhanced to 180 days based on the recommendations
ﬂmmmmnphmmmmma o extend the
same [0 the Women employees worldng in the State Gevernment also.
PRC 2005 did not recommend the extension of this leave from 120 to 135
days on the ground that a period of 120 days is considered adequate and
since paternity leave is also recommended The recommendation of 6th
EFFuptnlEﬂr.hnwhnadnnmephhlmnuflﬂni-uyul‘Hhﬂl-’
which recommends nursing of children wp to the age of & months,
Hence, the Commission recommends grant of Matemity leave (o the
Mﬁﬂmw-dmﬂhuuphlﬂﬂuhpnnpummmt
mmiﬂwﬁrhm-uhjnﬂ to the condition that the sane
would be available up to 2 surviving children only,

5.  After careful consideration of the report, Government decided to
accept the recommendstions of the Pay Revision Commissioner and
hereby order that the grant matemity leave on full pay to married women
employees of State Government is enhanced from 120 days to 180 days
on par with the employees of the Govt of india subject to the condition
that it shall be granted to those with less than two surviving children
only.

0.  These orders shall come into force with immediate effect. Those
who are availing Maternity Leave of 120 days as on the date of issue of
G.0 may continue till they complete 180 days of Maternity Leave. Those
who have already completed 120 days of Maternity Leave and still
continuing on other type of leave are not eligible 1o avail this benefit. The
employees who have already availed 120 days of Matemity Leave and
joined duty are also not eligible to svail this benefit,

7. The G.0 is available on Internet and can be accessed at the
address http: /| fwww ap.gov.in/goir and hitp:/ fwww apfinance gov.in.

(BY ORDER AND IN THE NAME OF THE GOVEENOR OF ANDMLA PRADESH)

L.V. SUBRAHMANYTAM
PRINCIPAL EECRETARY TO GOVERNMENT (FP|

Ta i

Al Depaninieats of Socrotamal (10 copeas sach)

The Accairviant Ganarsl, AP, Hyd (70 sopies)

Tha Accauntind Genersl, AP Hyd [by Nama)

The Py & Acoounils Officer, I';-:k

Tha e Gavemnar, AP
Goyerrenert

The Privals Secreiary 10 T Thal Raiatar pral Privale Sscretsnps (o o8 brmies
All e Heads of Departmesds. frciideg Cobucions amd Chsiric Judges |

The Regéssar, High Count of Andis Pracesh, Hpderabad fuilh Coninng Lotens)
All e Digimg Troasury Cffioers.
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G.0.Ms5.No, 153 Dated:04.05,2010
Read thé following:-

U.Ms.No. 232, Finance (FR-I) Department, dated: 16.09.2005
O.Ms.No. 438, G A, {Spl. A} Depatment, dated 07 07 2008
O.Ms.No, 588 G A_ (Spl A) Depariment. datad 25,11 2009

QRDER:

appointed Sri. C.8. Rao, IAS, (Retd.) as Pay Revision Commissioner. In
the Government Order 2% read abave, the terms of reference of the
Pay Revision Commissioner wers laid dawn.

2.  The Ninth Pay Revision Commisaion submitted its report to the
Government on 05,12.2009 and recommended, inter alia that, *“The

accordingly, recommends that the regular State
anmrhmmuhnu-uunluphlm
days om par with the employees of the Govt. of India™

3. It is observed in the report that, as per rule |1 of AP, Leave
Rules the maximum earned leave that may be granted at & time t a
regular Government servant in Euperior service ahall be 120 days. The
same provisian applied to the employees belonging to last grads
service also in view of the orders issued in 0.0 Ms.No. 329, Finance
Department, dt 17.12.1982,, read with G.O.MaNo. 9. Finanpe
Department, dt. 10.1.1983. As of date, the muximam accumulation
of carned leave to the employess is 300 days. The Limit of 120 days
referred 1o in the above rule might have been prescribed at the time
when the accumulation of eamed jcare was 120 days only,
Subscquently the maximum accumulation of loave was raised Lo 180
duys in the year 1964 and it was further raised to 240 days in the



year 1983 and finally it was enhanced to 300 days w.el 16.9.2005
[vide G.O. 1¥ read above). The maximum accumulation of leave was
enhanced from time to time basing on the orders issued by the
Government of India to its employees. As per Rule 26 (2) of the l=ave
rules applicable to the employees of Government of India, the
maximum earmed leave that may be granted at a time shall be 180
days. Since the Stare OGovernment is broadly fllowing the
Fundamental Rules and Leave rules of the Govt. of India it is
appropriate that the employees of the State Government are also
granted earned leave at a time upto a period of 180 days Therefore
the Commission recommended that, the reguiar State Govt. employees
may be granted eamed |eave at a time upto 180 days on par with the
employees of the Govt, of India.

4.  Aler careful consideration of the report, Government decided to
accept the recommendations of the Pay Revision Commissicner and
hereby order that, the maximum earned leave that may be granted m
a time o a Government servant in superior service is enhanced from
120 days to 180 days on par with the employees of the Govt. of India.

8. These orders will come into force with immediate effect

6. The G.O is available on Internet and can be accessed at the
address hittp:/ fwww ap.gov.in/ goir and http:/ /www aplinance. gov.in

(BY GRDER AND IN THE NAME OF THE GOVERNOR OF ANDHRA FRADESH)

L.V. BUBRAHMANYAM
PRINCIFAL SECRETARY TO GOVERKMENT (FP|

Te

AB e Deparimenty of Ssoratanal (70 copees ssch)

Tha Accouritar) Gengral, AP | Hyd (27 copiea)

Thie Aczaurasnd Genarsl, A7, Hyd {by Mama)

Ihhllnﬂﬂmﬂd

The o Sovernor, AF | Hyderatind

Al Smeretaray 15 Goremman

Tiha Privals Seorsbary to ihe Chief Winister grd Privale Soowienes b0 all Minkeien.
AR Fre Haacts of Deparimeiis (rohading Colsction and DHEE g

Tha Hagh Caurt af Anciten Pradesh Hypoershad fwith Ceeseing Leers)

Adl Rpcogreped naryicn ASSOCIElNg,

The Dirwcier, Goverisest Prriling Pross. A P _ Hyderabiad o putdcason in Tie & F Gaseils
Coapy i the Gereial Ademinmiraaen | Cebinet) DGeparient

Copy 10 11 Gerarsl Adaaiiabral on (S0 Deparimsrd

Cogy o SFiSCa
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PROCEEDINGS OF THE DIRECTOR OF COLLEGIATE EDUCATION
ANDHRA PRADESH: HYDERASAD.
Rec.No 295/Admn. [V-3/2005 Dated: 01-11-2006

Copy of: -

GOVERNMENT OF ANDHRA PRADESH
ABSTRACT

Private Alded Degres Colleges- Extension of G.O.Ms.No317 Education (Ser-
Department, Dated: 15-00-1994 to the Staff of Teaching and Non- Teaching

Staff wordng in the Govemment/Alded Fducationsl [rstfutions in the State-
Orders — Issuad.

3

HIGHER EDUCATION (C.E.II-1) DEPARTMENT
@.0.RL.ND 162 Dated: 21-05-2006.

Read the followang: -

1), G.OMsg No.317 Education, Dated 15091994,

d). From the General Secretary, AP.Aided Colleges MNom- Teaching Staff
Assanation Representabon Oated: 07-17- 2004,

7). Govt.Memo NO.11101/C.E 11-1,200+ 1, Dated: 1612-2004.

4. From the Director of Colegiate Education, AP, Hyderabe
Lr Re. No. 295 Admn. 1v-3/2005, Dated 28-11-2005.

the G.O, first read above, orders were hsued directing that ™ all
teaching Staft and Non- Teaching staff in the educational instiubons whe are
2vailing summer vacations and are eligible for 5 days earned leave per anmum
shall be eiigble for & days eamed leave per annum, subject to the provision of
FR.E2. The earned leave shall be credited in advance in two instaliments of
Idays sach on first day of JarwaryJuly of every year™.

Z)  The General Secretary, A _P_Aided Colleges Non-Teaching Stafl Associrtion,
Hydersbad has repressntsd that many of the Managements sre not
implementing the orders issued in G.OMs.No.317, Dated:15-09-1994 in which

Covernment to (ssue necessary insdructions to all the Managements to implement
sid orders to the Stalf working in Aided institutions on par with the
Government Servants.,

5} The Director of Collegiate Education, AP, Hyderabad in his letter fourth
read above, has requested the Government to comsider to estend the orders
wived in G.OMs No.317 Eduvczon (SerV) Department, Dated:1%-09-1994 to
t.e staff (1.e.) Teaching and Nor-Teaching Steff worting in the Aided Colleges n
tie State and fssue orders on the salancement of Eamed Leave from S o 6

 Lag



2

¥)  Ater careful examination of the matter the Govemnment hereby
M'ﬂmumh-mﬂmnmmn
Dwthe.&mmwwmwﬂmﬂm
mvﬂmnﬂlmmi\qhhﬂwﬂdmwmw.mum
Mh%hﬁhﬁmmpﬂmﬂﬁ.ﬂhﬂ!m:f
A2 m?mmhmhmmm:ﬁhmuf
3days each on day of January/duly of every year® in respect of Government
B Aided Colleges in the State,

1

6) Thhnﬂertmumhmwmdﬁmmn.nmm
vide their U.0O NO.11 116/328/F R.1/06, Dated: 29-05-2006.

mmmmmmmmmmﬂwmm}
ASUTOSH MISHRA,
PRINCIPAL SECRETARY TO GOVERNMENT

Cm{tmnutmd}hgﬂﬂtﬁmmhwmd
_ﬁhﬂ%hhﬁhﬁ.ﬂwﬂdﬁdﬂhfﬂhﬂh
ssued in the para(4) of the Government Order scrupubously,

Klakshminaryana
DArector of Collegiate Education.

NIH‘!WKW#WHHC#MHH state
uhmmtﬁmd%ﬁmmhm.

All the Officers/Sections of this Office
Ceopy to Stock File
Spare-1
tecfba/f
ﬁ:}ﬁ‘:-—fﬂ_hl: 1
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ﬂ;:":a:m fF THE REGINNAL JOIY Dlaperow o FESTTES  ps o T LOME » 4
R ATAHMALNIDRY ,

Re WO, 1131 ,/83 /98, Datedi -4 =198,

Subj=Public Services-Earned Leave to tha Teaching and Hon-
Teaching Etaff werking in Educetional Inskl s -

Number of days 6f Earned Loave chhanced-Cartain
¥ clarification - Issyed.

-,"'"' Feadiel JoovtiMane Mo, 4124 /oK. IT-1/89-%-Edn,dated 1-9-90
commnicated by the DEE. AP, ,Hyder abnd,
2)Ga04M8.804317-B4n (Bek . V) Dapt , dated il fi-9-94,
ILeteer Reslow 7/ JLAEG D15 /90, datadeSeh, marah, 1908
« SXOn the Govt.tuniel fLecturers hsmolation, hePsi
pant Cogavart scanch,
il

Afger cezeful exgnination of the represertatics third
read sbove and inview of the Amendment lssued to G.O.MSNo.1546=Rdn.,
(Ser-IV~1)Dept,dated 20-11-89 in the reference first tesd above, the
Frincipals of Govt.Junicr colleges in Zone-l and II aze informed that
1%&&1%5 and Non=teaching staff in the Educationsi Institutloas
Wago ace avalllng suwmmer vacation are aligiblas for & fays Earned Leave
ras anaum inscead of § days Earned lasave PeE annum, aubject To the
rovimions of F.n.B2, Jhe Esined leave shall be ocedited In advance
rogc dnatolments of 3 Bays -eagh o £T3t Aay of Jamiazy/ouly evers L
1% Earsed Lesve should nof Ba . cvailed fIom the advanse leave |
credit of the individual. Accordingly Earned leave for mach ysar of |
duty in which they have mvailed themselves ahall be reduted b
s they are ordinarily entitled 0 leave at the rate' of evpnth
©f the pericd spent en duty, If a patt enly of the vacation haa been
tekan in any yea: the pericd 30 redysed shall be w Fracti

]
as the cass may be equal te the propOrtion which the part k Hm:
vacation taken bears to the ful] paliod of vaczation. _

The Principel of Sovt.Junior Colleges ace therefore I eques-
ted to take action for crediting ths £ rned leave ® ¢ daya Per ench
year £rom 1595 to the staff war hg*ia their educational Instdtu-
tions. They are alap roguested to dubmit proposal far encakabsent
of sarned leave ifter retirmment &= credit inrcspect of Prinoipal s
whe retired 3fsar 31-13-04 =nd te sanctlicn earned lesme for encashment
by crediting 5 davs per eash yesr £rom 15-9=0¢  duly crediting one
dny (5-5) per each yesr alesguith dirvine fegister mnd « copy of
scoceedings {n which the retired Principals were alrendy sanctioned
Darnad leave for taking RECus3ary action in the matter.

g Sd/-G« AFPA RAD, i
REGICHNAL JUINT DIFECTOR OF HIGHER
Encli= Ona, . EDUCATION (FAC) 13k AJNIMUNDRY .
To

All the Principals of Govt.Jr.Colleges In 2ane=l and It.
SEpY @ the DWV.30 1)Visakhapatnam 2)Viziansgatas N Visakhapatnam
4) Rajasmundzy and 5) Eluru.

ArEe it bend /s Mo Jekewat
' UPER TN TSN v

& L1
y fats {(PeT.0)

=aRERagy=
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A —— bale. LT O TP

. il n LN B *
. - Immm:mt-;} DEPARTMENT — = "=l ac -
S + Kemorandus No.4124/CETI-1/09-5-Ean.,d¢t, 1-9-1990, 3
g |
I_i i : . ]

GuB; ~totivm = X.L. to the teaching and umf-tﬂ_uhhg staff
werking iy Bducationml Ingritusdons-Nurbes, of days of-
" Earngd Leave - Enhanced - ATEndment to the ¢.0 -Iasued,
Rpf1=1J0+0.M5.N0.3%4 Rdn., (Sar-IV-1) Depar tmenc,de;20=-11-83,
i.‘r;;ﬂ-; :t-:iaqui:'-u‘:i S SFBo.NO.S0T1/DCS=2,/09, dated,
- - 9 - el L

rat Y

: 2 .
he fallowing amandmencs aie lisuad to the Gud. 12t olted
“ that the orders conteimd thyre A0 shall apply eo il educatiomal
lustitutlions Loclufing Colloges.

& E! l! '\-- !

In the abstract of G.u.M3,No. 154, Bduoation, des 20-11-89
Sha weed ¥ Behoolag® shall be substituted by the words "mdusatisnal
Instititionge, - : = -

-
-

ANSIBIENY S 1T . 2
] ' i
The ILollowing shall b addod to tha lﬂ&ruq' antries to .
GIHithﬂﬁiH mﬂﬂ'ﬂﬂﬂ daced iﬂ'*—il-l?ﬁl‘.

* The Commissioner of i:nil,quu “oucation, Andhra=
Fl'nihsht H‘ﬂEI:ﬁ.ﬂ.&' - .
- -

* The Ditestor of lntc;:nalliam Dducatdon, Andhca-
Pradouh, Hydershade

This Mamo, issues wiin Bl comeoul feia o -al i'-;.n-m:-_and
“lanning (Fh.I) Depar

thent, vide theig U.0.Ho.0-90-04/020/271, FR. L
iwitedy S-T-1980, ;

. W—F-E-M nﬂ'ﬂ;
i Joint Secretaray to Gevernmont .

2 S/ traue Copy/S/ '+

84/-SECTION OPFICER,

v ¥ ¥
(Copy) communicated for Lafarmivien and necessacy action,
F

The rccolpe af Lhese progecdlngs may big acknowloedged by 4
iuturn of roat, = s A
. ' ¥.5.R. SARMA,
for DIROCTOR OF COLLEGIATE EDUCATION.
by i |

« All the Principais of Covt.Degrae Collegu® in the Stbhta.
TTCORY to all Regional Joinc Directors in the State.
—Copy te all Officers in this Qffica. o
—COPY o t::ru:unlmml:.ﬂt.xl.tﬂt—mttmfin this Office.
=—Epar =5,

— I'.Iift:rﬂ -I-E b#g’}f
w"ﬂ o N X,
. SUPERINTENDENT .
*SERA0/ -

5 Lk

|
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GOVEENWMERT Of ANDHAA PRADESH
FINANCE (P15 EFARTYIENT

Tel! LLONe SS820FR-V deed 21 062010 from Fimance {(FRLI} Depanmen.

The Niwih Pag; Resiwinn Commisson rocoermended smang othere 55 frlous an
e selmissEiliny of Derress Allowmnes diariag e perlad of Lewve on Half Py

“Tae Empioyees of the State Covernment mus be slowed Dearmest
Allowunee bused on the smount of laave slnry sdmisible schile 08 leave 60
Half Pay s par with the Employees 51 Government of Tnlis™.

3. Aler ol eneuinmivn of ke ocommendwions of Nisih P Ravishn
l‘ﬂwﬂsmn.mmhﬁrwmwnmm:mpminmur
Inda on the stmiabiine of Detmie; Alisdgaze Sutirng Malf Py Leme e the
srchoyens of the Swie Government. The sctrscs of the Rule 30 o) te Caniral Chii
Servioes (Lesve) Ruler. 1972 {PRS-1n.3 ) s nopensied o thls monss

i The Firanie (PRI Degarmen are HEB S w0 PV T @ioes ey s 8
the AP Lesie Mudes . A% Fundernoors) 9T

(The chresiar is svaiblde wa Infernct and com be sccosmd ot e addrys
Wl (v oo agomimy gonin sad v ap fnwsewgos_in)

G SUTTHR
SPECIAl CHIEF SECRETARY QOVIANMENT
L[}

Tine S ovwvuninm Gemwesl, Arcibra Pradesh, Hydomabiaa 120 Copies).

¥ ise A Counsrimm Li=ngral. Andhrs Prodesh, Hyderstes) en rer 31

e Pey £ Acouess Ofloer, Hyiderabied,

The Prinavpl Secnctury 10 Covemer, Andhes Praciesh, i |y dembut

T Pripcimal Secretary t the Chief Minister miig P-ivnze Secrétsrist 22 < M ronen
Al e Oepartmems o] Secetnrsd | 13 conies sun)

I Tieadn of Depurtments (ncluding Collecion wad Siskst Ludgess

The - High Count of Andline Pradesk Pwith cavesing (=)

At the Drwrici Treamry Officess tvith cupies of Sub. Tressory Offieas )

i Secresary, Andhrs Pracesh GESOOL | RANSOD.

mﬂﬂﬂi Mannge, AP Stme Road Tramspon Corpormion 1y deeho | i —

All Dimiri Edasazionud Offican £ Al ®rincipal of Jnkir Colleges
All the Disrtc P Gilioere. Filky Profs Pasghans
Al Pisirier s b
Al Sexemicis g /il Crnrclbalays Suersthe tirocgn Dirsctor of Pb . | lopmba
Fis st
Al Somahes es Agridiorsl Marke €omminees theorgh che Commaplas - = inglh
Dfvaue: of Al curten] Minkuing. AP .4,
AL Ui amiome s | Spocinl O eere of M palic e
Al Rioprient Seese asnringion s
Tt [inector. G enmen Pinting Press, Hysrnbas o P i AN
Fraesh Ciione:
Lz w0 the Genetul Admimisimtien Cablreri Do prtinam.
Coy 12 dar Lemrers Agminisresios (55 ) Deparm s
Crrpy - 57 S0
SFDRW AL MED MU s h

Gk



PROCEEDINGS OF THE PRINCIPAL/CORRESPONDENT. Gowvi/PAC
Present: $ri

w Dateq:

Sub:- Leave - Hall leave on médical grounds far the period fom_ o
hm#ﬁ!#:ﬂaﬁuﬁﬂan
SOV/PAC, _ commutted 1o full pay-sanction-orders-lssuagd

Ref-1) Application dated: of the individual concarned
2} loining report dated: of the individual concerned

egoe
Under rule of A P Leave Rules, 1933 the PrincisalfSeerstary and

Correspondent,Govt /PAC  hereby sanctions half pay leave sn medical grounds for the period from

to N respect of S LBCLNTS,
Govt/PAL commuted to full pay duly debiting from his/her half pay leave
account

mh-mmnmmmmﬂnmhnmmm is days
Hl.ﬁe i informed ﬂutmmwm:rﬁﬂhm&hﬂumm register under proper
attestation.

Principal/Cormespondemt
Govi.Degree Collage,

Copy to the individual concerned
mmhmmummmmmmﬂm__
Copy to the file

Copy to the BilL



21

PROCEEDINGS OF THE PRINCIPAL/CORRESPONDENNT, Gavt/PAC
Présent: 5o

Bcho, /A fIOLE. Dated:

Sub:- leave — Hall leave on Private affainn  for the period from o

in respect of S K Venkateswara Rao,lect,Gowt/PAC,  to
Full pay-sanction-ordens-issued

Ref-1) Application dated: of the ndwvidual concemed
1] Joining report dated: of the individ ual concerned
aEmD
Under rule of A P Leave Rules, 1933 the Principal/Secretary aod
Correspondent Govt /PAC  hereby sanctions half pay leave on private affairs for the perind from
W in respect of Sd Lect/NTS,
Gowt/PAC duly debiting fram his/her half pay leave account
The balance of hall pay leave after sanction of the leave ks days

He/fShe is informed that necessary entry shall be made in the service registér under proper
attestation.

Principal/Comrespondant
Govt.Degree College,

Copy 10 the individual concerned

Copy forwarded to the Sub Treasury Officer,
Copy 1o the file

Copy to the Bill
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PROCEEDINGS OF THE PRINCIPAL/CORRESPONDENT, Gowt/PAL
Present: Sl

RoNo, /3018, Dated:
Sub:- Leave = Earned save on medical grounds for the perioa from _______ o

in respect of Sd K Venkateswara Mao,  Lecl
Govt/PAC,__  commutted to fvll pay-sanclion-grders-issued

fef:-1) Application dated: af the individual concerned
2] Joining report dated: of the individual concerned

eegr

Under rule of A P Leave Rules, 1933 the Principal/Secretary and
Comespondent, Govt [PAC  hereby sanctions earned leave on medical grounds/private affairs for
the period from o in respect of 5 /LeCt/NTS,
Govt/PAC

The balance of earned pay leave after sanction of the leave &5 days

He/She Is informed that necessary entry shall be made in the service register under proper
attestation,

Principal/Correspondent
Govt/PALC ,

Copy to the individual concerned

Copy forwarded tothe Sub Treasury Officer,
Copy to the file

Copy to the Bill,
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EEUINGS OF THE PRINCIPAL(¥.A.C), COVT, DEGREE GOLLECE, TEKKALI

Frasent;= Dr, K, Oangesvara Reo, M,.0om,B,0, L. Ph.D,,

BSa)0,130-3/2007 Pasted) 26-02-2008

Suby - LEAVE - sanchion of MAAF pay leave commtted in ks
full pay to sri N, BAlalristnamurty, Lecturer im -
cormmarce from 04022008 ®o 24-02.2009(0.D.I) =
Orders - Tesued,

Refi= 1) Application of sri N, Balakrishnamurty, Lacturear in
commarce, dated 15-N7-32008,
2) G.,0.,Ma.¥No, 196, Fisncae & Planning Dapartmant, datad-
23.07-1975,

3) Mote orders of the Princinal,Govt.Degree collage,
Tekkali, dated 26=-01=-21008,

REDEFi-

The Principal, Govt, Degree college, Tekkall, arikakulam
Diptcict L8 pleasesd to esnction half pay leave commutted in to
full pay to Szl N, Balakrishna murty, Lecturer in commercs,
Govi,Degree college, Tekkali from 04<NZ<2008 to 24=02-F008(3DT)
for 21 Aays duly deduceing double the smount of half pay leave
f{.0.42 daya] €rom his half pay leave account of tha imcusbent,

Cartified that thare is a balance of 316 days of half pay
leave ot his credit after senctiom of this leove,

Certified thAat the indiviAual 1s availed 51 days of commu.
tted leave previously Aas per the ssrvica register of the indivi-

Auol,
C{k M PICOLE n.'}»-,

Copy to the individual. 'ﬂ'-ﬂ!lmcntq

Copy o bill,
Cony to the Juw=Treasury officer, Tekkanll, ’E&:t
i;.'ilL‘..

oY’
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PROCEEDINGS OF THE PRINCIFAL, GOVT.DEGREE COLLEGE, TEXHALL,
SRIEAKULAM DISTRICT

Fresants Dryg K, Gangsavara Ran, M.Com, B,0.Ls PheD.,

suby- Leave = Sanction of Balf pay lasave commutsd in
to full pay to S5ri R, Hﬂﬂlh.mﬂtlrin -
I:uEE. Govt,Dagres collega, Te - Drdecs=

AR

Refi= 1) Applicatian o] the individual 4t,15=-08-08,

te Orders of ths principal, Govi,Degres -
4 ﬁuq-. Teldcald d:id.lﬁ-ﬂh?m!..

T B % W
g & DER'

T™he Principal, Gove, Degres mllege, Tekkali, Srikakulam
pistriet is pleased to sanction half pay leave commuted in to
full pay for § days from 05-09-2008 to 12-09-2008 suffixing
130900 & 14=09=2008 second saturday and sunday duly debi.
ting 16 days of half pay leave from the half pay leave account
to Sri R, Kanthaiah, Lectursr in History, Govt,Degres collegs,
fakkald under rule 15%-8 & 10-8 of the A.P. leave rules 19233,

Certified that the above individual ves availed 81 days
of commuted lsave previously and 222 days of half pay leave
is at nis credit &= par the service register after sanction

of this leave
g *—’EFLW Ay 2 r__n_-ﬁ_"—_h__
INEIF AL

Feovil. es College

g TEKKALL
= :

Copy to the individeal concemed,
Copy to the bill

Copy to the Fub.Treasury officer, Tekkaldi,
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4401 S840

PRCCESUDINGS OF TEE PRINCIPAL, GOVT,DECRES COLLEGE, TERXALT,
SRIKAKULAM DISTRICT

Pressot:;~ Dr. K, Gangeswars Rag, M.Com,8,0.1.Ph.D,,
Be 267 Tl na

Suby - Letve - Bancetion of Half pay leave for A6 dayg
frem 07-08-2008 o N =10=-2008 on private affirs
to Brd w, Balakrighnambrty, Lecturer i COmMErce-
ordears - Ill'_!.

Refi= 1) Application of sri ¥, B2 lakri shnawarty, Lect: rer
in commercs, de, 06-11.08.

i) Wote ordears of the Principal, Govt, Degres ecllage,
Tekkall, at,06-11=2008.

3) rmu-.ln.ln.Tﬂu-r-:n-:mn-.lt.u-ﬂ-m of
the C.C.E, A.P, Hylarahad

hder rules 13(b) of the Madhre Pradesh leavs rules 1933,
the Principgy , OVammant Dsgree wllege, Tekkali i plesssd
to sanction 86 Aays of hals Py lsave from 07-08-208 &5 .
31-10-2008 ( B0I) to sri m, Salakrishna murey, Lestusrer in -
commerce of this fastitution an private affairs by debiting
to his half pay leave account. The balance of half pay leave
8t his credit after sanction of this leave vill be 2% days,

Cortifisd that feSessary satriss have been made {n +hg
ervice register of the individual,

= PRINCIPAL
Copy to t.hl individual conoerned Govi. Dogres College
Copy to the bill l}z‘\ TEKKALL
Copy to tha Sub-Treasury Officer, 1ﬂ,ﬂmﬁj

Teklcali,
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PROCEEDINGS OF THE III-E:HI- m.mu COLLIOR, TRIOOLY .
- Lol

: .;;,;:;mwy mfhn'm.-.-,f-;a;m,p..
Pated) 11-6-3007

. 2a ;

Eg,No, 130,/ 2007/ 0um, Pre

011-;- Sumser Vacation 0W06=0T - Preavaation pf Hon-Tealh-
Etaff from avelling Sssmar veoum during the

s movpadl dwe HeEoE §lwde 1807 Prmsas-
LiakAdT Of Barasd lesve praporilegaly ,,q.rh--
[y
Refy~ 1) P20 Dis.No, 16867,/05.2/81, dk. 1u £
m’ﬂrwhr of T ;H:-.. !;d:'-
e
7) This 0ffice Proge.Be.%0,130/2007/sam.pre, =
dated, ¥1-1.07,

Ia Purpusace of the Qrdsrs Lssusd im tha sadings of
the Director of Nighar oa, AP, ds refere-
nee (1) cited, the followiag Noa-tasching worik-

oV, Degres College, Tekkall h-n Dean frum
¥ susmer r-ulnlnl during 200807,

Thersfore the Principsl, Gove,Degres coll Tekkall,

Brikakules Matrigt aassd 0 praserve additional credic

of samsd lasva 8

l.-l“z-'l

ageinst aash,

- e EEE R B REE RS R oW P E R W

a.Fo., WNems & Desdigunatiocn Pariod of Bo,of days
FURRST Vi of sarned
catioa and lasve ta
Na, days - ba credited
Prevented,
R EE RO R O wm e wmEom s R O OB B R T N =
1) 85l Py A Sarasimha Bao 01-4-07 %0 61X30 = 30 days
Store kesper in place 31-8.07 o1
of senior Asst. =51 days
1) Brli §,p, Panda i
mh; = o= _Halﬂ = 30 days
3) Bri O, Prasada Reo . 7. . M =M a
Junior Asst w -
4) Bri 8, Essuln =A0= _H:u = 30 dayas
Record Asast
B} Bri Ch, Porida 01-4-07 to 40X30 = 30 days
Attander 16-5.07 s 4
far 40 days
&) &5l 0, Remayys 01-4=07 ta 3 l-iﬂd-t[l
Attander 0w =07 &
01=3=07 o |
20=5-07 feor
&0 days
T exi &, Mppa Rao 21=4=07 %o i}_ﬂ-ﬂi = 70 days
Attas dar 3i=5=07 for £}

0

---.--v---r-nuu‘li‘t‘--
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PROCEEDINGS OF THE FRINCIPAL GOVT DEGREE COLLEGE, GANAPAVARAM
le-sﬂﬂ-.lmuurﬂw..m-:nm

ReNo. /A2010 Dated: 08/2010

Sub:-Public Service-Encashment of earnad leave for 135 days in
Respect of Sri N Bhaskara Raju, Lecturer in social work, Govt

Degree Collage, Ganapavaram-retired from service on 31.03.09
Sanction-Orders-lssued

Ref-1) GO MsNo4Z20F & P (FW FRI) Dept dated:; 03.12. 1990
2) G O Ms.No.234 Fin Dept dated' 10.08 2008
3) Appiication of Sri N Bhaskara Raju, Rtd Lecturer in Social
Work, Govt Degree College, Ganapavaram

-000-

Sti N Bhaskara Raju, Lecturer in Social work, Govt Degree
college, Ganapvaram, W G Dt., retired frem service on attaining the age of
superannuation on the A N of 31.03.2009 in the references 3" cited, he has
requested to permit him o encash balance of eamned lzave as on the date of his
retirement and requested for sanction of pay and allowances in lieu of the leave

In pursuance of the orders issued in the references 1% and 2™
fead above and as per the request of the retired lecturer, the Principal, Gowt
Degree college, Ganapvaram is pleased to permit Srl N Bhaskara Raju, Rtd
Lecturer in Social work, Govt Degree college, Ganapavaram 1o encash balance
of eamed of 135 days (one hundred and thirty five only) for encashment and also
sanctions pay and allowances in lieu of the leave

He Is also informed that if excess payment is made due
erroneous caiculation and it is found later, the same will be recovered from him
without assigning any notice thereon.

i

Principal (FAC)
Govt Degree College
Ganapavaram

Copy to N Bhaskara Raju, Rtd Lecturer in Social work, Govt Degree College,
Ganapvaram

Copy forwarded to the Sub treasury officer, Tadepalligudem
Copy to file/copy to bill
Spare-1
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PROCEEDINGS OFTHE PRINCIPAL/SECRETARY AND CORRESPONDENT
Present:-
Re.No Datad:

mmmmmmﬁmmumrmsman
time of retirement in respect of Smt B Rama Devi, Prindoal (Retd) DEG

Women Junior College, Tadepalligudem for 208 days-sanction-orders Issued

Read:-1) G O Ms.No. 186 Finance (HR,IV) Deot date: 27.11.2017
2) Pros  Rc.No.Amn.1/1360/2017,dt.28.12 201 7of the Commissioner of
intermediate Education, AP., Vilayawada
3) Proposals recetved from the Secretary and Correspendent, DRG Women
Junior College, Tadepalligudem

000

In pursuance of the orders issued in the references 1° and Ind read above and
proposals received from the Secrotary and comespondent, DRG Women Junior College,
Tadepaligudem, the Dist Vocational Educational Officer, WGDL. is hersby accords permission
to the Secretary and Corespondent,DRG Women Juniar College, Tadepalligudem o encash
balance of half pay leave of 209 days (two hundred and nine days) le 300-91(EL) for
encashment in respect of Smt B Rama Dew, Principal (Retd) DRG Women Junior
college, Tadepaliguden who retirement from service on 31.12.2017 on attaining the age of
superannuation and ako sanction pay and allowance In lbew of the hH"lI'E'

Last Pay drawn by the individual ~ Rs.1,08,330-00

Half Pay+Dw Rs.54165+11921=66, 086

DA as on the date of rotirement, Rs.23,841-00

Cash payment in lizu of HPL 24165411921 x 209= Rs 4,560,399/
Component 30

mmWwEWMLDMWmMrMTmﬂQME
requested to maks REcessary enlry I the senvice register of the individual under proper
aitestation . The balance of half pay leave at her credit s I30-29=123 days

The service register of the invdual Is here with returmned
Endi:- Service Register

Qist Vocatonal Educational OMcir
Elury
To

The Secretary and Correspondent, DRG Wornen Junior College, Tadepaliigudem

Copy to St B Rama Devi, Principal {Retd) DRG Women Junior college, Tadpalligudem
Ehrougn the Secretary and Cormespendent of the Callege

Cogy forwarded to Sub-Trassury Offfcer Tadepalfigudem

{Copy submitied to tha Regional Joint Director of Irtermediate Edn., Rajamundry
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|  Preseni: - 5RI P Prabhakara Rao, M A .
Fal - dh e ' :10.11.0
b:-Eamed mﬁumnﬂwﬁaw Igave for 15 days for the
"eriod 01.11.2009 to 15.11.09 for encashmment during the

inancial in respect of Non-Gagettad officers (NTS) of Govt
Jegree College, Razole- sanclion-Orders-|ssued

: ?‘ i) Circular Memo No.10472/CN EEJJ:.IME. Dt. 29.04.2008

'?'-1‘ . l’ DINGS OF THE PRINCIPAL GOVT DEGREE COLLEGE, RAZOLE
!- |H"

bl
1 1 I

&

il
H * 3) Memo No. 10472/190/F. R /2008 Dt. 26,05 2008
& :) Applications of the individuals ¢

| : I 1 AAN ARA

"l | Inthe referenca 37 cited, the following Non teaching staft
(NGO 1 Govt Degree college, Razole have réequested to permit tham to
' 'ai-ai.! leave for 15 days for the period from 01.11.2000 to
15/1 208 foslencashment during the financial year 2009-2010.
|

rned

¥
1 ! In pursuance of the orders issued in the reference 1% and
) fine Hnnupg], Gowvt Degree College, Razole is hereby permitted the
4 on !teaching staff of Gowt Degree coliege Razole lo surrender
: : : Tor encasement during the fnancial year 2009-2010 and
g paytand dliowances in lieu of the leave as noted against ther

ol |

Sho it e | Delension T 1 Peii Mt

ol g eme e | ] e ]
! iU Hetiry Thomas Superintendent ﬂl{n.nstmﬁ_n__gL
_|& }§ B{§-h S Batyararayana | Typist Do 285 |
| e 14 _L_EKEWI.I | Herbarium keepes Do | SR |
.4 | SnP GangaRaju | Record Asst Do .
1§ | h Sai Baba Record Asst Do 58 |
i fgamana Record Asst Do 76 |
" | Record Asst Do 28

- !’ THey were nol permitted to sumender eamasd leave for

previously during this financial year. They are alsa further
t necessary entry has been made in the service register unde

Sd/<-P PRABHAKARA RAO
I Principal, GPVI Degree College, Razole
ifividuals concerned

¢ 10 the Sub treasury officer, Razola

‘apy o | - o
i Htefboll K\I’\Ugﬁ‘{ﬁ‘

l 4 & SU R
|
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PROCEEDINGS OF THE PRINCIPAL GOVT DEGREE COLLEGE, RAZOLE
Present. - SRI F Prabhakara Rao, M A,
ReNo.134 [A2009 Dated 08.07.2010

Sub:-Earned leave-surrender of earned leave for 15 days for the
Period 01.07.10 to 15.07.10 for encashment during the
Financial in respect of Non-Gagetted officers (NTS) of Govt
Degree Coliege, Razole- sanction-Orders-ssued

Ref.- 1) Circular Memo No.10472/CH 88/FR. 09, Dt 20.04.2009
2) Memo No. 10472/199/F R 1/2009. Dt 26.05 2009
3) Applications of the individuals congemed
4) This office Procs Rc,No.134/A/2009, Dt 10.11.2008
9) Clrcular Memo, 15744-Ci324/F R 112010 dt 15.06.2010

In the reference 3™ cited, the foliowing Non teaching staff
(NGOs) of Covt Degree college, Rarole have requested to permit them to
surrender eamned leave for 15 days for the period from 01.07,.2010 to 16.07 2010
for encashmant during the financial year 2010-2011 In the ciroular Memo 5® cited
orders were issued to permitting the em ployees who have a balance of 286 days
of eamed leave as on 30™ June 2010

In pursuance of the orders issued in the reference 5" aited
the Principal, Govt Degree College. Razole is hereby permitted the following Non
teaching siaff of Govt Degres college,Razole to sumender eamed lave for
encasament during the financlal year 2010-11 and sanclons pay and allowances
in lieu of the leave as noted against their names ‘-

' Desig riod | Bal of
SiNo ! Name & _q."naﬂun Pa E_E{;:fﬂ
1 | 5nJHenry Thomas Superintandent | Of 0710 | 988-15=
to 273
) 15.4110 |
2 | 5riCh Surya Typist 01.07.10 | Z891-15=
Salyanarayana I 276 days
| e ik 15.407.10 - _ 3
They were not permitted to surrender eamed leave for encashmeant

previously during this financial year. They are alsc further informed that
necessary entry has been made in the sarvice register under proper attestation

Pnncipal
zovt Degree College,
Razole
Copy to the individuals concerned
Copy forwardad o the Sub treasury officer Razole



Reosmmend~tion Roll for Ssnctian of Lefve on hahslf of
ﬁl.“w;m-:llﬁq---ihili-lll-lrll-l!!-'r'-l- ------- R B R Al BR B RN

1.Bama of the Orfffocr
2, Denigontion e

5.0(n Jnte of Jirth,
(s¥Dnte »f first “ppaintment.
(o )Substantive pist.

i1 .Meture of lesve TUlGE
Appl ianble;

§5,Tatnl lonve AT Orcdis o AT B ﬂ“l::ﬁ:—! LAy @

fL)aa per the account furnimheod
by ine Acouunt ot Gero x®l, -
A P Hyder=pb=d in the Scrvice
RBRecurd ne 0O T0al 1= 1976,

(11)Subgequent 1lorve piradt
{111) Tot=l.

h, Totml =smount af sommutod lefve
on Medlic®l ferptifiontal in termne
of daya) mlrondy ryniled of R=ao
shown 10 Ccpl.21 af the leaya ;

ApoQUETs
7 _MHatura npd porbad of lenve Pia Do
npplisd far. _Ewom  _To '—IL'-—‘-

§.5tndnye holidrys “nd yeghtion
proposed to be arcfixed/
suftixed %2 lLo"vo.

3,Whather the mpplicttli-n is
aupperted by = Wadlerl Cerrii-
ficnto iseged by ~ Clvil
Eur%uan e n Civerpamsnt Hoaplitnl
if *he leve is un Medlcsl
Uurtlf‘lﬂﬁ"ﬁl;

10, fhether the Govirnient survenat
im #ligikle Iur WU lu~va
npplied for Lo ol Ta

I horabY urder tnke %o ralang tho le ve gQelsyy iT, Jlﬁ

| Am pat cligible for the grioas uf the luhve pndwn bhe rulea.



4o
e
£ @ 11
Certificd whrt I hove surrordepd She snraed loave
For 15/30"d ya LY ssssisvincevae Frovioialy, to Serom of
G.'ui.-..lﬂ.iTE. Plﬂ"hﬂﬂ, dnted 1-?"‘1{'?".1
Atntion: Signatwe ( vith deti)’
‘At _ "
Hoalignsatiou.
BECWLERI 4 Iuli BY BHE PHLICIIAL S
Reoommended, : i
2., Durtificd thot the Govurnmurt scrvamt nder ° ot

eoforonos 1s cligiblo for The arant of leove Appliet for
Iln LelsTs

3.The levwo rpalied for, ony thurefore bo r-mtl.anuu.

4.The levwve “ppliontion Alongwitn 'ﬂh.a Modl. "'l Qersisin

L

e tiont Gigmtire (with date) ..

Ate! ' Doalgn tisn,.



T T T TR B TR T IR s 0 e | e W T N T . e
’ 43

PREVENTION CF STAFF FROM AVAILING SUMMER VACATION

The colieges are closed in summer for vacation declared by ihe concamed university. Howaver,
the routine work like preparalion of pay bilis, preparations for the next academic year, nitiating the
action on the corespondanca receivgd from varicus agencies ete.. have tobe attendad to.

Keaping this Inview, tha Principal is permitted to prevent some non-taaching staff members from
availling vacation, Through the proceedings vide L.Dis No 1687/CS5-2/81 @1, 24-04-1081) tha Diractor
has prescribed a scals for preventing the non-teaching st from availing the vacation basad on the
| Student stiength of tha college. However, thePrincipal is not competent to prevent himsatiherself

from avalling summer vacalion neither can he/she prevent e teaching staf members from avaliing

summer vacation. |f there is an absolute need to discharge any work during summer vacation, prior H
pramission of the Commissioner of Collegiate Educstion should be ohizinad o prevent teaching staff
or Principal himsetliharsalfl from availing summer vacation.

Accordingly, the following orders werm issued (Wde. Prog dited sbove) in supersession of the
orders wsuad-previously on the subjoct, In order 10 look after the work during summer vacabion in the
collegas, the Principals of Government Degroe Colleges were authorized o peavant the non.
waching staf of their collagas as per the Tollowing scale and propostionate eamad laave may ba
reservad tharefor on behal of the incumbents so prevented

In Dagreo Collage-
{. OneSuperiniendent S22 ]
One senior Assistant S50 ¥
One Junior Assistan!
Oine Typist
Ona Racord Aschoinnl
TwoAlendeors - whers tha coliege strength s less than 1,000
/. ThreeAlienders - where the college strengtn is more than 1,000

It showld bé ensured thal no other staff member should be preveniad In excass of the scals
prescibad Thems will he noresenvation of leave for contingent staff

NO OBJECTION CERTIFICATE TOAPPLY FOR PASSPORT

Tne foliowing  procedurs shall ba folowed while applylng or processing application for obtaining
NoObjection Certificate for Pagsport

I} For issue of no-cbjection certificate by the Cammissionar of Cofegiate Education to obitain
passpor, the proposal should be submitled with the Tollowing Information

1) Application in the prescribed format,

2} Nodues contificate,

3) Noaslisgations certificate

4) Deciaration o the effect that they will not accept any assignment | employment |
scholarships elc, during thelr stay at abroad, that they wil ratum 1o the country before the
axpiry of leave mppliod

3) Annesure - B* (Idunlily Cerificate - avelinbie in the Passport application form) duly filied in
With photo attesied in triplicate.

I} Noprior permission of the Commissionsr is required for aftanding VISA intarviaw,

ily But prior permission should be obtained from the Commissioner to leave tha
country, duly specifying the lcave period | period of visit in the proposal,

N Y
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KNOW OUR PENSION RULES

itis a reguiar payment made lo relined parson | Their widowwdowers.
Il ks mast valuable and sacured one for relmxed and joyful fruil of long jourmey of senvice.

All the pension niles are framed in Andhra Pracdesh Ravised Pansion Rule - 1880 (APRP
Rule 1980).

Conbributory pension scheme is effectad from 01-09-2004 (5.0, Ms No. 6530t 22,00 2004)
10 years qualfied service isrequired for sanction of service pension.

GowL Contribution is to be refounded, when contac! service (Rule 17 (1-8]), Miitary
Servica (Rule - 19)

18+ age, Regulted "Un authorized Absence” (Rule 23), Extraordinary leave upto & years,
ECQL on medical ground (no bar), Regulaied perod are tha periods of qualfying service.
Weightier of 5 years is allowed wilte calculating service pension.

Sarvioe pansion =w$::“‘m xLasi pay dream.

Searviea Gratulty = allowed, when gualified service is allow 10 years.

Notion Increment is aliowed when the pensioner’s date of birth is 15t day of the month bom
(G.0. 235 28 05.1998)

Formila for retirernent gratully is |ust pay deawn x 174 x 66 JCompleted hall yeai of sonice)
Rule 50(1)- 13 Sub rules are concorned with Family péfdsion

Enhanced Rate of Family pension s 50% of last pay drawn Nomaal rate of Family Pension is
3% ol last pay drawn.

Divorced wifehusband dossnol come under family - Fule 50(12).
Enhanced Family pension is glven uptothe age of 65 yrs of the retired Govl. servarnt.

New Commetation value of pension |s applicable as por G.0O,1-OMF No. 383708 P & PW
(A)dLOZ 08 2008 & G.O. 100 8tD6 04 2010,

Formula for calculating CVIP = Amount commuted X ysarsof purchase x 12
Amaximurn of 40% of pension iz allowed for commutation
In case ofinvalld pension (Rule - 37) No weightier s slloved.

Wesightier is added in calculale qualified service in case of retiring pension (VRS) - Ruls 34,
43

Service Register is employeess document, mantioned & kept under he safe custody of
DOOHead of offics.

Duphcate sarvice regster wih page wire attastabon & suggested o avoid production of
collaction of collatesa! evidenict, in case of I055of anginal senice register.
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FEE to be Collected, Registers to be maintained, accounts fe be opened and Cash Books
to be operated In Gowvt Degree Cutleges

fake of admission spplication
Registration applicatiors

Admiition fee
Tt lon Fee

ipecial leg

As per G O Ms.No.593 Edn

Ot 21.03.1972

In Procs Re NG. 73/ Admin, |-2/07-1
Dt. 17.05.07, the CCE, AF., Hyd
Permitted to enhance 10% from the
Academic year 2007.08

Hi1-00
Rs.3-00

Rs.1-00

Rs. 500-00 Per Annum

(Proet Re No £56/Admr. 1-2/2000.1
Dt.07.07.2000 of C LDCE AP, Hyd)

12 Ledger

1) Studlerts Unigon

2] Library Fee

3} Laboratory fee

4) Games fee

53) Inter College Tournamen! fee
&) College Magazine

1) Collage Calandar

&) Poor Students Furd

S) Medical

10) Dramatic Assaclation

1) Audie Virual Couipment
12) Secial Service League

1) Uibrary Depoilt,
2) Laboratary Deposil

o prewcribed University Concerned

as deaded by the CPDC (as per Proc Re Na. 300/
Admn. 1/2000.0¢.01 08, 2000 of CCE. AP_Hvyd)

as per the course ianctioned to the Collage
As per Procs Re.No 832/Admn. 1-2/2000
Dt.04.07.2000 of € & DCE AP, Hyd)

Would be Induplicaie and 1o be fsyued I The fan e
Of Principal of 1he college

11 Sale of apphical on Admn Application
2} Registration of Admn Applications

1) Admivibon Reglier

4) Daily Fee Collestion

3} Tern Feg Regiser



Collgctions

Cost of Admission Aoplications

Registration feefAdminlsion fee
Tulion fee

epacial fes Colledions

Additional Spedial fee

CPDC Collmcticens

Wiihdrawpls

Cenersl Canh book

1) Sale precedes QOSE  Challan

2) Reglstration fee 0202 —cA—

3) Admission fee 0202 oy

4 Tution fee 0202
mheruﬂtedhymmd:halm
Head af secaunt: O058-

: 1o ba remiitred by means of chalfan 1o Gout
0202-

: Personal Depotlt Account 10 be opened | Subs
Treasury/Savings Bank Agcount in any nationalized
Bark in the name of the Principal of the College

: to be depodted In a savings bank account 0 be
opened In the name of Principal of the collepe in
any nationaiizad bank

- to be depasited in a wvings bank account (o be n
the name of Preddent and Secretary of the CPDC
and it thould 5ea jolnt aceount In any nationalized
Bank,

: Separate Cheque books to be obtalned for eech
Account

1 should be maintained in APTC form 5
Sale proceeds. Registration fee, Adminission fee
and Tution fea Ete.. to be recorded

!-ﬁ::ni Particulars | Amourt
receipl

Date of " Particulars Amnw*-l
remitlance

2 3

4 5 __5“?

Specal = Cash Book

Doubie entry Cath book. thould be operated iy pet
daily fee coliection register and as per cheuue book

Date | Particulars | Cashon | Bank [Date Particulars | Cash on %Eﬂfﬂ: '
| hand | balance hand | balancs
1 | & 3 4 5 6 e

RecelptyCollection. _ Fxperditure/Depaiiting




—

ecial F

Boak

AL

: Double entry Cash book. should be operated
per daily fee collection regiiter ard ai pér chegue
book, the fee collections shall be utillzed a3 per

[ Date

Particulars

Cash on
ard

Bank
balance

Procs  Re Mo 2869/GC.1-1/97,01,04.03 1998 af
Cath on

Date | Particulaes

s

3

DCE. Hyd
Bank |
hand h-ﬂ1anc§“
4 5 & 7 [l

Hece |pt/Collection

p—

Expendl ture/Depositing

Caittlon Money Deposl

CPRC Cah Book

: may be collected tiong with ypecial fee anc
jeparste pecount may be maintained

. Double entry Cash book. should be aperated i

mdﬂhfﬂmllnﬂfunﬂﬁiw:rﬂﬁpﬁdwme
bonk

[rate

Particulars

Cash omn
hand

Bank
belamce

Date | Partleulars | Cash on | Bamk

hand halance

2

3
Receinty/Collection

4 3 & 7 g ‘
Expenditure/Depositing

DDO Account cath bodk

+ Ay per G O M3 No, 90 Finance (TER) Dept dated:
N0102 the DDO shall open a single current
secount en his designation and ihall mainiain
wparate Cash  Book in the following proforma

Particulan

Armound

Gate | Porticalars | Amount | Balance

Receipts

4 3 5—-1 7
Payyrmenti

. As per G O Mi.Mo.66 SWISW EDn.2) Dept dated:
04.09.2010.disbursal of RTF to Colleges and MTF
ro student shall be done through the oaline
banking, The Principal of the college shall have 1o
open curren! account in the name of the Principal of
the college in any nationalized bark for creciting
the RTF amount and cash book shall have (o be
maintsined in the following format

Particulars | Cash on
hand

2

Benk
balance

Date Cashar | Rank

hand | belance

Particulars

3 . B | 7 ]

Receipts/credits the online

Disbursement particulars
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Ihe salient feature of the instructions &te given below - {/Q

The Spacial feas collected will be wilised for the purpose far which 1 &
collected.

It should be invariably spent for the students from whom i is collecied

The special fees shall not be reated as a source of Inceme 1o xr%
managament and it should never be divertad to the general funds
the college, without prior permission of the Commissiones/Director
Any internal diversion of funds from one item of specialfoe 1o the other
can be done by a rasolution by the appropriaie special fee commities |
of the collage. The same should ba intimated to the Directar

There should be a separate special foe account aither in the bark or
Govarnment lreasury. A e P.O_account has to be opened for
Ihe purposs. A separale cash bodk and ledger should oe malniained
f:gr.g_g_-nm faa collections, In privale aided colleges the Principal wil
operate the special fea fund and the managamants shall nol have 1o -
do-any thing with i,

Separate Steck Ragister should be maintainad in library, laborataries
and gameas and other departments for all the ilems purchasad Lnds:
special fee collections.

The special fea collected m a year should be fully utitised dunng he
samae academic year Normally there should be no accumulation of

unspent specizi fee at the end of the rm.wwaym
pecial fes is not fully utilised and soma amount (s [ell-ove7 al the end
of theryesf, It $houd be Wansferred to Corpus FURG o7 The coliage o
spent for developmantal activitias of the eollaga with prior approval of
the Director/Commissioner. For this purpose the cotiege may send
proposals for the utilisation of accumulated special fee fund supporied
by spacifie resolutions from the concesned special fee committoas In
Governmenl! Colleges the accumulated special fea fund can aiso be
utifised for providing matching share of the college for UG © iants

e

A saparate commillee of alleas! live memters shouid be constlules
for the operation of sach special fes fund collected The covinittes
snould consist of two staff members, two students and the Princ gl as
Chairperson. The Commitlee s responsible for propar ublisaon of
the fund. The tenure of the commitiee is one year The Princis o wil

E-‘ R S = (| S T L YL =l BT i i
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(10]

111)

12)

decids the constitution of the Commillee and conduc! the business of
aach commities. The Corespondant of the cafiege inthe casa of private

colleges nead ned necessanly be an ex-officio member of such
committes 4

For the operation of Special fee fund all procedures laid down by the
Governmentfrom time 1o time should be followed. For tha purchase of

Equipment, for maintenance of tha cash book and ladgers the said
procedures should ba followad.

Expenditure not excasding 10% of the collection under libra fy, games,
labaratery and other items may be set apan for the purchasa of non-
recurrting equipmant including furniture,

The colections made under the tem games oan be spent for the
purchase of games material required for physical education BCtivity,
repar of play grounds, preparation of cours. convaeyance charges and
daily allowance @ Rs.5/- paid to the players taking par in games and
sports competitions as per procedure prescribed in thg special
G 0 Ms.No. 583 Ecu(C) Dept. dt: 21-3-1872 The fund can also be
utilised for refrashments and lunch iR case of cricket matches o the
corcernac-players and accompanyng teachars. The fund can be made
avallabls for purchase of first aid matenals also. 1/5th of total collections
under games llem can be utilised for paymenl of remuneration 1o the
games boy

2% of the total collections of special fes in a ysar can be spant for the
payment of remuneration to the ministerial stafl, who maintaing the
accounts of the spacial fee. The payment 18 made basad on the studert
strength of the college durnng that year,

(8) Caolleges with student strength of 750 and above the remuneration

V// allowed is Rs.130(= per annum to the Superintandent/Senier

U.D C. and Re 120/- to two sssistants who maintains the special

tee accounl This can be paid in two equal installments in the
academic year

‘o) Colleges with student strength belew 750 the Superintendent/

Senior Assistant will get Rs 130/- p.a. and one assistant will gel
Rs.1200-p 8
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(13) Audio Visual Education fund collected under special fee can be utilsed” s
for the purchass of audio visual equipment. The staff invelved in the q
maintenance of audio visual fund may be paid remuneration. Lecture :

|
incharge of AV, equipmen! be paid Rs 100/- per annum and the |
atlendar connacted with it be paid Rs 50/« per annum. 1

(14) All details of operation of special fee fund are mentioned in G.0. HuﬁBﬁ!
Edn({C) Dept.dt; 21-3-1972.

(15) 1tis essential that periodical checking of cash book entries with thatof
the bank account should be done. Any discrepancy arising in the
\ ; process of accounting, should be immadiately reconciled with the bank/
reasury The discrepancies may arise due o lollowing mislakes
| \ \ 1. Receipls not accounted by Bank/Treasury.
2. Cheques issued are not accounted for by Bank/Treasury
3, Challans not rafiected in the cash book in the college.

4. Expenditure not entered in the cash book in the college.
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IPROCEEDINGS OF THE COMMISISONER & DIRECTOR OF CULLEGIATE EDN, AP, Y DERABAD
PRESENT: - SHI B KRIPANANDAM, | &S,

Bano 830 Adm |- 2/2000

Dared Q4072000

subi-Govt Colleges-Introduction of feantinuathun of self finaace coursing
Restructured courses in Govt colleges in the state-Nixation of fee
Structure - Orders- issued.

Rel-1) Govt Mema No.27509/CE.1-2,/040.5, Dated: 87.01 20040

-D00-

Pledse refer to the reference cited,

The Anghra Pradesh stale Council of Higher Sducation approved the
following Additional fee as Special fee for self linancing restructured courses in Govt

Degree Colleges in the state

§INo Category Add1 Spi fee
1_ | Category-A 0P
Z_ | Catsgory-B R 2 000 /7-PA
3 | Catngory-C | Rs.1,020/-PA |

The above Additional special fee rates will be adopted by the Principals
of all Govt Degree Colleges and for running Restructured Coerses on Self Financing hasis
with effect from the year 2000-2001.The details of the self financing subjects included in
Category A Band C are given in the Annexure(4, B and C anclosed)

The Principal of are parmitted 1o collect the said feg in Two or Three
Instaliments from the students as per local conditions

50/- B KRIPANANDAM,
COMMISIONER OF COLLEGIATE EDUCASTION

Ta
The Principals of Govt Degree Colleges in the stase
. Copy frwarded to the Secretary, APSHE, Hyderabad
| [SiNe A(Rs3.000/-) | Category-B(Rs2,000/] | C Rs1020/)
1 | Industrial Microhia  Horticulture Office mansgemens
| 2| Bio-Technology Seri Corporaie Secretary ship
: 3 | FoodScence & Quality contro| | Fisheries Foreign Trade & Practice |
"4 ndustrial Chemisry ua Culture Tax procedure & Practice
.5 _| Computer Sciences Public Health es Management |
6 | Computer Applications Nursing Accounts
7 | Industrial Figh & Fisheries Home Sclence Professional | Tourism & T Management |
8__| Microbiology Diary Science/Diary Technology | Rural Industrialization |
9 | Bio-chemigtry Rural Development |
! 5_]L Geretics Urbsan Development
¢ 11 | Medical Lab Technology Agricultural Marketing
P LK | Petra chemicals M snent Studies
v L 13 | Polymer Sciences Marketing Management 1
| 14| EngGeology & Geo Exploration Office Management & SP
15 TBBM_ e Industriai Relations |
A ISR s RN
A ) A  Farm Management |
- | I - i e i Actusrial Saance
i 19 == e e =1 | Communicative English
i In | leimr=teidi B MiEs ornivhniiopiaes

da dredam e

e
=

Pre-schond Educstisg
Hsman Bossaarre Bl aviag) e

T R T
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ANNEXURE

LSTABLLISHMUENT OF "CUOLLEGE FLANNING AND DEYELOPFMENT®
CQENCILS' (CI"DC) FOR GOVIRNMEN I COLLEGES IN THE STATE

GUIDELINES

FREAMBLE: The Govemnment Collegies are totally monsped and fimded by the Stafe
Govemment. A saull pmt of the developmiental suppont is given by the UG L. In view
of the growing diversification and sophistication of eourses, the colleges are in need of
mare and more lunds and otler kinds of suppart for their development. Also, there is
mare detmand for courses that are locally relevant and which need more interactions with
tha local resources and' experts. I this context, it is highly desirable that the local
community pasticipates in the alround development of college for making it's fanctioning
more produttive as outlined in the NPE - 1986 and in the AP, Vision = 2020 document.
« It is, therefore, proposed to establish 2 College Planning and Development Council’ for

T'%"'Gﬂ_“ﬂmﬁﬂﬂ_ﬁnﬂmm about the desired community participation for the

i

E‘#Eﬁﬂﬂ_ﬂf ie college. The ohjectives. rules and regulations eic ale piopased ms

L CBICTITS:

F A

3,

To create a suilable envitoument and a mechanism for camtnumty participalion in
the planning and development of government colleges without interfering with their
Jules and regulations of functioning

To create a8 mechanism wheeehy public contilbutions can be mobilised for the
development of the govermment colleges

To cnable the commwnity to advise and assist in introducing selevanl cowrses of
sludy in the college based on the fell needs of Uhe area wid to improve the quality of
education

To act 28 an aclive medivin between the college and the community lor mutual
benefit

coo T liehp in ercating the sight elimate v pendenic, cilivoal, socil and service

oviented activities in the college for the benefit of e students

WL RULES AND REGUIA TIUNS:

1.0 Nemre: The College PMlanming and Devologenent Councll, herealler abilievintod as

‘CPUC, of the Govermnent collayes eoncerned will be established in the name of
‘College  Planning  and Developwent Council of . Government Caollege,

voeenen A place) adoptivg the ohjectives, mules ete mentioned here, by a iczolution,
ot @ eveeting ol the £lal Lcyu_ﬂgl_rii_h_u_c_:ﬂtﬁu

e e il
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& 8 Craugronatdons “The CPIM wall ave flwe Follov i cenpposslion of el s

y

P [ besiganhant bion I‘f':lmln:r
a. Principnl ol the college conecimwl ® President |
b. {couices hbenilier A
e Non Teaching Stall Melye -dur- |
d. Tndusteialist (philamt i opise) -th |
e Busmessan (plilaniluopist) -ty |
£ Othser philaiths upists £ sucial winkus -do- 2
g Parent =tlo- |
b Acadenue | teclineal expert from a local institutionindustry —do- !
g District / Division bevel oflicinl <oy I
& Fotal: 13
j. Local M P, Spl. Invitee |
i Local ML A - ~tho- i

Grand tolal 15

2,1 MEMBERS: “The Principad (President) concenved will appoint and nonsinnaie the
members and the special invitees respectively in consulintion with the stalT council

of the-egliepe. The lecturer-members should be composed of Twa ‘_:_T@ssﬂ
lectu d e Humé_ii‘:l_‘ﬁ,él’ and woethgy fiom GG

22 The Secretary of the CPDC will be clected by the C mlnmnngllm
memibers and he shall be the joim signatory Tor deawd of funds along with the

President, i
v In r&d of members of cateporics Indusirialists, Busmessmen and other
Philantlwopists ele. o person who gives a mitdniem donation ol Rs 025 lakhs or

more will be made a IEHHE:l All others who gives a donation of Rs. 1.0lakh
Permanent Special Invitee to the CPDC. For other ertegories no donation

muy be insisted but only such persons who have & commitment and work for the

, development of the coficpe are to be selecied.

Z 3 Terne:  the vsual teom ol a committee mendwr is for o petiod of two yeus.  The
principal l.ml lmlulnrn 'I'I|| cedse Lo lu mmubc:rl H! 1 e iransleried or relirg, The

Parent mmuh::r will

2.3 The vacancies of members will be filed hy the President fi-om tinge (o ting in
lie stad ] eouncil >
© More than one third of the members ( live)

P S

3.0

4.0  FCOVERN AND FUNCTTRONS OF TI0E (I the following are the powers and
fumctions of the CTDC
d.1. To work for the lstheance ol the oljects of the CTPDEC a8 menbioned 1) Hie
subscquen points -
42 To wmanage the CPOC and to decude on admissson ol melwers and hlling ol
casuil vacancies ol memlber o
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/ [T
Tor pannntee w sopate CPDE Gl aod to atilise (e CPIEC Bl sabely i
AFI'IﬁL‘IﬂmTIIrlhtlﬂlil‘ﬁlﬁ ol the PR’
4. " To opemte money matters by opening & seporale necostt e CPIC Band 0 a
Nutiowalioes] Tank -

A5 To Mepae o deinilel (thw, with mowisrl Dty allocations, B collepe
develupinent il to exeente develogimental progarznmmes

46 To issuc appeats for muney sud finds in fintherance of the abjeds of the CPRC
and to accept gills and donatiops in cash or in securities efc 1o be added to the
CPDC fund. "

47 Toreccive pills or donations in kind or iu the form of property 1o be added 1o the
property of the college.

4.8  To support construction of buildings, development of infrastructure, purchase of
equipment, development of campus, plantation, inprovenient of amenitics, garmes,
sports, reading room, library etc, liom the CI'ecC funds,

4.5, Toamange or pay for guest lecures, field trips, hands-on experience for students,
endowment lectures, scminars, co and extra curricular sctivities, cultural and fine ~
art aclivitien, special tmining for lecturera'studentsfstall’ ete, If considercd
expedient to do 3o in the interest of the colloye

410, To conslituie merit-linked scholmships for poor students, 1o support special

cuncling ele,

411 To support the eollege in petting consuliuncy seivives (o medenn/ restiuctuned/
vocitional etc., courses, in designing, teaching. equipping, training, funding ete.
and steenptherning them

412 To araige vstension poosg snmes Bt local ety for il benclit
To arrange consultancy services Uhrough competent lecturces of the college and the
revenue shall be shared in the ratio of 40:30.30 by the lecturers, CPDC and the
povermment respoctively,

4.13. To support and strengthen the starting and running of sell-financing cowrses, if
needed, for a puied of thne,

4.14. To appoit a Chinrtered Accountat a5 Auditor and to get the anmual CPDC
accounts audited 35 (o approve the accoums

415, To examine | spprove or pass such obscivations as decmed fit of the muual
repeit! accounts

\ 416, To take wp any odher activitypeog s B the Biniheance of the sbijecis of the
. CPDC and for the development of (he college,

50 FREQUENCY OF MEETINGS: The CPDC will mcet once i iwo months or al any
timc al thie request of the Presiden T '

6.0 (K BEARFRS The Tidbwscingy CHlice Beavess will atiend to the day in day
fnetions ol the UL under the genieal daections of the CPLU
““1. President ( the Principal)  : Ex Oflioto
2. Secrclary clecied by the CPOC from among the wenbers.
The duties and functions of the olliee bearors will be in accurdance with the
duections and procedures laid down by the CPDC.

P FUNDS O THE TN
From donntions fom mesbers 3 dosation:, ikls and conti bulions receved
r'!”ll ﬂll."‘ IIIII'I'H'iI.IHH-IF. ﬂ"uH.H.'il'lI.HH‘I(_ ] i, fannnle WIS ||||'-I.l ||‘|}|i_q|_|m I'.fll *'I"“l'l
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FAne peccipts gue (o be bearsl sl 1o wels ae bo B it

T2 Al Hiinlg colleetedd e alive will be dhawn imeder dlws fodel st ol lldr

President and Sceictoy afler 1l i sppiemnl in e mwevtings of e CPFINC Ty s ol
vesalied bonr niml aprerl wsilly Gini flaae Gim thies mamees oo 1l vty ol 1*1:- STTTE i"

B LATHONS: A woom or tnl vie cam I nancrd aller a poeesomn wher dusetes 51 i

amount uf Rs-50 Lukhs, by the President (Pivcipal) with the prior appoval of the

Cﬂfﬂﬁcmm. A college will be samed afler 9 person wie domaies Rs. 50 0 Lakhs, Loy Ui
owl -

9. DONATICNS I KIvi:

Al denativns, “cgntributivne cie. in the form of aticles, fwvilwe, cquipment
ele. aumd in the foom of perthanent/ temposary coisitions, repairs nmd edlie kinds of
works received by the CPDC will be mnedialdy bansfovicd b the college and
hencelorth become the propesty of the collepe theouph the usinl proceduie

S AT

All receipts and expenditure are Lo be meticuluusly 1cconded as per ihe
procedures in vogue The amnual accounts fur receipts and expencditure of the CPDC
shoulel be peepared within tie momih of the el of the finansial year by the aollice
bearers. Lley are (o be audited by » actising chateied accomstaet appointed by the
President and 10 be approved by tlie CPIXC within the mext one month,

§ AMENIMENT S 10 THE RUTES AND REVULATIONS:
The Director/Commissioner of Collegiate Education (IVCCE) is the compeict
authorily to make any alteration, amendment, deletion or addilion 1o the olijects or rules
and regilations of the C1H3°

L3 POWERS (OF GUIURKNAIN T

The Government or the CCE. (D.CE ) may issue such general or specific
guidelines or instructions 1o the CPDC with & view Lo nchicving the obijectives of the
CPDC and it will be cbligatory on the part of the CPOC 1o implement such instructions
112 Ifin the opinion or the Government/ € C E. the CPOC is not funetioning in tune
with the objects of the CPDC the Govermmenv(CE may give switable instructions,
notwithstanding any of the above, suspending/ dissulving/ cancching/suporscding any
decigon inade by the CPDC

12,0 INSSCHLLITHIN:

The Govarmment! CCE Das e power ol disgolviog the €PRC ol any
Government eoliope and ol permatling the establishment of a new College Manning end
Development Council (CPDC) for valid ressons,

Sal /s
HKRIPANARNIAN
CURMMISSIONER OF COLLEGIA T ELDUCATTON
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PROCEEDINGS OF THE I"R.I.HLH’.-ILHLILL{.:UFT DEGHEE T:—tHUHU.(W 60T
Re.No.l 1/A22001

Present:- Sri B
Sub:- G.P.F - Sanction of O.P.F - Temporany sdvence of
Es. ( Rupeea. :
o Sri Sant il i e —
8.C.L.M.Govt Degrex Colloge, Tanuku - Frowm his G.P.F.Accoun!
No. Edn, Orders - [ssued.
Ref:- 1) G.OMs No.S06/Edn., Dt | 04-78..
2) Applicabon Dt , of Sn/Smt
SCIM.Govi.D. -2 College, Tenuku.
OBDER:- '
Sanclion is bereby seuded winder rule of G.PF., rules
for the grant of Temporary advance ol Rs. ( Rupees
Sa/Smt :
from his her G.P.F.A/e.Nu, 10 engbis him/her 10
defrary Medical expensss on

(D) A Sum of Rs, _ ( Rupees
) oul of the advance of Rs.
(Ropess =~~~ R =)
sanctionod and paid to hisher m has not been rocovered

ason date. This smount logether with the advance pow sanctioned aggregating
Rs. { Rupees

will be recovered in Moathly instaiment of

Rs. _ cach commencmg from the salury of
payable in
FPRINCIPAL

I ) Copy o wdividual concemed .,

2) Copy o the Bill

3) Copy forwurded o 5.1 0, Tanuku.,
1) Spare - |



0

PROCEEDINGS OF THE PRINCIPAL, 8.C.1M.GOVT REGREE, TANUKU.(W.G.DT.)
Re.No.| 1/A2/200] | ot

Present:- Sn

Sub:- G.PF - Sanction of G.P.F. - Noo-refundable Part Final Withdrawal
o Sn/Smi.

8.C.1 M.Gowvt.Degree College, Tanuku -

"OF.FAk No. orders - Issued

Ref- 1. G.0.Ms.No.506 Edn . ] 1-04-1978.,
2. Application Dt: Sr/Smt

aeaae
ORDER;

. Under the powers dellegatad to him in the G.O., Ist cited above, under
Rie _____ of G.PForules, the Principel, S.C.TM.Govi.Dogree Coliege,
Tanuku. { W.GDT. ) hereby sanctions an smount of ts.

( Rupoes J
mmﬂff.?mﬁmlm&mﬂm

'ﬂf-fnm!h = to meot the medical cxpenses ia
connection with the prolonged illness of his/her : Ko
...w*ii-ﬁ.il wl ! H . l

in

"85 recorded in the Appendix 'O and # is herewith enclosed,
So/Smt

of this college is requesiod to submit the utilisation cortificate to the efect that the amount
now sanctioned has been utibsed for the purpose fior which it has been intended for.

PRINCIPAL.
Encl; G.P.F.Account slip,

To

1 ) Copy w Bill.,
3) Copy forwarded 10 the Sub Treasury Officer, Tanuku. ( West Godavari District |

.’;‘J Enp:g' Eill'\%wdﬂd i0 the Accountant General, Andbira Pradesk. Hyderabad
| Spars -



GOVERNMENT OF ANDHEA PRADESH
ABSTRACT
GPF-Rovicion aof "Form of Application for the Final Payment of General Providert Fund [GPF)
Balance™: Orders -issued,

Finance(HR5-Pensions& GPF|Department
Read the following

1. G.OMs.Mo. 261, Finance & Planning (FV,Pen.i|Department, Dated 28,08.1999,
2. Letter Mo FM/GLIIS-371016-17/797 dated 28072116 of the Accountant
General (ALE), Andhra Pradesh and Telangana, Hyderabad

in the G.0. 1" read above Gowesnment issusd orders revising Form of Application for
Final Payment of Geaeral Provident Fund balances.

¥
2 In the reference 2 read above the Accountant General proposed ceitan changes in
the ferm of application for fina! payment of General Provident Fund Balances.
3 Government after carelul examination of the proposal have dacided 1o revise the
form of apolication for final payment of General Provident Fund as supgested by the
#hmh E_EMI General [ARE), Andhra Pradesh and Telangana. The revised form b annexed to
i 5

4, All Drawing and Disbursing Officers/Head of the Depariments shall hereafter send
i the Accountant General (AKE) two sets of applications in the revised format Instead of 3
sate of formof application for processing of final payment from the Geseral Provident Fund.

(BY ORADER AND IN THE MAME OF THE GOVERNOR OF ANDHRA PRADESH)

HEMA MUNIVENEATAPPA
SPECIAL SECRETARY TO GOVERNMENT
T
All Depan meants of Secretariat
All Head of the Departments
Thee Director of Treasurles and Accounts, AP, Ibrahimpstinam
The Pay and Accounts Officer, AP, Ibrahimmpatnam
The Dwector of State Audlt, AP,
The Directar of Works and Projects, AP,
All the Distret Colleetars.
All the Distrct Judges
All the District Treasury Officmrs



Ar -

Form of Application for Final Payment of

General Provident Fund Balance
[EetiremenyResignation/Removal/ Transfer of Batanoe or Death Case] TO 8E
FELED iN BY THE APPLECAMT
Ta,
The Principal Acesuntant Ganeral [ARE|

Andhra Pradesh & Telangans
HYDERABAD,

[Thraasgh sha Head of office In cae of Mon-Gaawttod and Through Head of the
department in case of Sazstted officorns)

i, (iMame of the Subtcriber(in capltal letters) :

Emp 0.7 digie) -

(H) Porsonal Mobile No -
(i) P i

(i) Aadbar Card Ne, ;

2.  Dateof Birth .

3, Designation and office towhich artached I
4, GP.F Account No. With Departmental Suffix

5. Details of Nomination filed : { As per Rule 7}

6. Residenstial address of the claimant - Prosent Address

Permanent Address;

7. Copy of the latest Account slip s enclosed: YES/ND

& 1) Date of Retirement : o
il Date of resignation or
H} Date of voluntary Reticement 1or
v Diste of dismissalfremoval/Compulsory retirement/ invalidation

3, Pasticulars of offices worked during the Last 3
yEars

Name of Office B Agdress Working during the period  Designation
From Te




Disbursed contract Lect worked in Govt Degree Colleges in WGD1. renewal for the yeer

2016-17
SINo | Name of the disturbured | Subject | Placeinwhich | Name of the | College in
contract Lect werked up o College in which
31.03.2016 which proposed to
proposed 1o | work on
Chemistry 6DC, GhC.
ol s J R Gudem Tanuky
_ : Chemistry 6DC, GDC(N) 6bC
2 | 5ri 5 Rama Krishna, Chintalapud Palakol Chintalapudi
3 Smt B Sudhamse Prabhakar | Chemistry &be &bC
o bumpogadapa Tanuku
: Politics &DC EDCIW)
4 | Smt JSobha Rom 'H Buttaigudem MDD
Maths GhE, &DC
5 | SmtB K R Lakshmi ?
(/= — _@w_ﬂm:;m il
; ny - &by
6 | S5 Bujji Babu Nerayenapuram | Nidedavole
7 : Fhysics &hC &DE
Sri Chorga R Norayanapruam | Ganapavaram
Physics 6bE(W) GOC(M)
8 | Smt NDRD Padme Latha Palakaol Palakol




EE :

I0. Office/Treasury a1 which payment Is desired

10 (A} o paprment is desired ot side the place of Last
duty enciose the following dacuments:
a) Personal marks of Mentification
b} Two specimen signatures
c) Lef/Right hand thumt iIMmpression
[in case of lfterace claimant.) z

11 CERTIFICATES:;
i) | kave not resigned from Government Service to take up appontment in
anather
departmaent of State Government/ Centsal Govemment or under @ Body
Cor parate owned or controlled by the stete or Central Government.
]

Mote: This certificate is to be furnished only by 3 subscriber who resigned fram
Government service. HmWHhﬁupippﬂhﬂMntchﬁhn.ﬂr
information regarding transfer of balance may be given In the form
preseribed in the Annesure.

i} I heteby underake that no agpesl shall be preferred by me against my
dsmisal/remeval/compuliory retirement finvalidation |

v} Ih!ﬂmmmn{mﬂ:mmmmm;ﬂkﬂmﬂdﬂﬂhrﬂ
in the setliement of G P-F, Claim,

12, In case of death the folowing particulars may be furnished.
a) Date of death t
{Copy of death cenificate to be enclosed)
b} Religon of Deceased Govemment
¢} Detais of the surviving members of
the family on the date of deats
of the subscriber are furnished

below [copy of Family
Members Certificate ssued by
Revenue Department)
S.No Name  Relatisnchip Date of birth Marital Satus a5 on the
with Date of death of the
subseriber suabscriber
Place Sigrature ol the

(e Subtscriber/ Claimant
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GOVERNMENT OF ANDHRA PRADESH
' ABETRACT
Public Services - Andhra Pradesh Qovernment Life Insuraries Schetme
- Endowment Paolicics - Enhancement of Age of superannuation from
58 to 60 years and introduction of AP Revised Scales of Pay 2015 -
Enhancement of Maximum Insurable Age under AP Government Life
Insurance Scheme from (S3) years to (55) years and Revision of Rates

of Compulsery Premium with reference to Revised Pay Scales, 2015 -
Orders — Inawed,

FINANCE (ADMN,DI&IF) DEPARTMENT
G.0.Ma.No.36 Dated: 05.03-2016

Read the following:-

.0.Ms.No. 16, Finance (Admn Il) Department, dt 17.2.2011.
(0. Ms. No.147, Finance (HRM V) Department, di- 30.6 90|14,
LrNo.10/Genl /201 4d1: 1 1.0B. 14, of Director of Insurance, AP
Hyderabad

Covt. Memo.Ko.73B/00/A1 / Admin-[1/ 2014, dt: 26,12 2014,
G.0.Ms.No.368, Pin&Ply (FW:Admn [I|Department.

de: 15.11.1994,

G.O,Mx. No.423, Finance [Admn.Il) Department, dt: 29.11.2005,
G.0.Ma.No.211 Finance {Admn | Department, dt: 28.6.2010
d.t}.suu.ﬂn.#ﬁ, Finance (HRM.V-PC) Department, di:30-04-
2015.

Le.No.26 /Genl /2015 dt: 06.08.2015 of Director of Insurence,
AP, Hyderahad,

R -

A B

=9

cL(J=a»
ORDER:

Under the existing rules, the Andhra Pradesh Government Life
Insurance Department issues the Endowment Insurance Palicles o
the Government emplovees based on the maximum insurable age of
53 years and mmpnuzi:wﬂlmmmthemnfsﬂm.lnme
Government orders fith to seventh read above, the com

4. In the reference 2w cited, the Government enhanced the age of
Superannuation of the State Government employees fram (58| vears ta
(60) years,

3 In the G.O, eighth read above, the Government has lssued oriders
introducmy the Revised Scales of Pay 2015.
Ty



4
LR B3

4. Consequent to enhancement of age of superannuation from [58)
mhiﬁﬁmmﬂhﬁnﬂm&ndﬁeﬂnﬁ:ﬂhﬂ:aﬁm.
2015, the Director of Insurance, in his letter 3w cited, has sent
proposals for enhancement of the maximum Insurable age from 53
yeara to 55 years and to revise the ratea of compulsory premium
buudunﬂu:ﬂﬂi-:udﬁuhalpplhnﬂqmmduunml:pmu[
employees. The Government in the memo fourth read above, permitted
the Director of Insurance to take necessary further action and submit
detailed proposals after consulting the Actuary and the Accountant
General, ASE, Andhra Pradesh.

S. Accordingly, the Director of Insurance has submitted necessary
proposal in his letter ninth read above.

nhadﬁ'nmﬁjtmmﬁfﬂnmﬂﬂuntﬂlﬂfcmﬂm}r premium
under the scheme shall be revised as detailed below and accordingly
issue the following instructions:-

Existing Slab Rates | 197 | poyiced glab Rates | MORChIY
(Pay Slabs) (Rs,) |Pay Slabs) (Rs.)

from Rs. 6700 to

8440

from Rs. 8441 to

10900

from Rs. 10501 to

14860

Fom Rs. 14861 1o

from Rs. 35121 to
. 49870
from Rs. 49871 | o000

7) (@) All the employees shall incremse their premium as per the
revised rates specified above and submit requisite -
Form', after recovery of first premium from the salary at the
revised rates and take an Insurance Policy from the Insurance
Department.

(b} Unless proposal form is submitted and policies are obtained, the
employees will not get Insurance coverage for the enhanced

premium paid.

(el An employee who is already 2 subscriber of the Fund having Policy
/ Policies, and is aged below (53] yemrs can cnhance the
premium for additional policies. However, he should submit his
application in the prescribed praforma before he actually
attmins the age of 55yeam. Under any circumstances proposal
shall not

(PTO)
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be aceepted If theapplicant has already attained the age of 55 years
on the date of submission of his application, notwithstanding
the fact that the amount was already deducted in the
monthly pay bills. Such amounts shall be tremted as
unauthorized amounts and refunded to the individual
following the usual procedure.

d) An empleyee who is already a subscriber of the Fund but (s
aged above [55) years cannot increass the Premium for
additional Policies. However, in respect of those emplopess,
recovery shall continue at the existing rates of Premium for
the existing policies till the original date of maturity of the

¢] The minimum term of Policy should be (5] years i.e., Maximum
age at entry shall not be more than (55) years.

fi The "Sum Assured Table' issued in the G.0O, first read above be
replaced by a new table Annexed to this erder. The Director of
Insurance, Andhra Pradesh shall take necessary action in
this regard.

® The Sum Assured table Annexed to this order shall be
reviewed al least onoe in every (5] years. The Director of
Insurance, Andhm Fradesh shall take timely action in this

rogard.

h) Necessary amendments to the Andhra Pradesh Government
Life Insurance Fund Rules shall be issued separately.

8. These orders shall come into force with effect from 01.04.2016 and
the above revised premium rates shall be recovered from the pay of
March, 2016, payable on 01.04.2016.

9. The Drawing mnd Disbursing Officers concermned are solely
responsible for effecting the recovery of revised premium from all the
eligible employees (Le. who are below 55 years of age) from the pay of
March, 2016 payable in April 2016 duly forwarding the requisite
proposal forms and obtaining the requisite policies from the Insurance
Department intact. If the fieation is delayed for any reasom, the
premium ghall be recovered only from the month of drawl of pay
fixation arrears and in such case, no arrenrs of premium shall be
collected.

10. To ensure proper implementation of the Scheme, the HODs /
DDOs are requested to follow the above instructions scrupulously.

11. The Director of Treasuries and Accounts, A.P., Hyderabad and the
Director of Works Accounts, Andhra Pradesh shall fssue suitable
instructions to all the District Treasury Officers/Treasury Officers/
FPay & Accounts Officers under their control, 1o ensure that the above
reviaed premium rates with reference to new pay slabs are
implemenicd from the pay of March, 2016 payable on 1.4.2016 and
emisure cemi percent coverage of eligible employees under Andhra
Pradesh Government Life Insurance Scheme. The District Treasuries
end Sub-Treasuries / Pay & Accounts Officers (works), &ad the Pay
ond Accounts Oficer, AP, Hyderabad should verify the collection of

pretium as per the slab rates before passing the salary hills

(PTO)]
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12. The Dt#nr of Insumance, Andhra Pradesh, shall ensure thar
policics are issued 1o all the subscribing cmployces expeditiously after
the applications are received in his department duly following the
normal procedure.

13. All the Departments of Secretariat / Heads of Departments are
mquum;;: Issue suitable instructions to their subordinate offices to
ensure all eligible employees are brought under the Andlus
Pradesh Government Life Insurance Schemea.

19. Copy of this order is available on Internet and can be acceseed at

The Accountant General, AP, Hyderabad.

The Pay & Accounts Officer, H

The Director of Treasurics & Accounts.

The Directer of State Audit

The Director of Works & Projects,

The Secretary to Governor, A.P., Hyderabad.
The Private Secretary to the Chief Minister

The Private Secretaries to all Ministers.

All the Heads of Departments

(Including Collectors and District Judges)

All the Departments of Secretariat.

The Registrar, High Court of A P., Hyderabad,
The Registrar, A.P.AT., Hydersbad.

The Secretary, A.P. P.S.C., Hyderabad,

The General Manager, APSRT.C., Hyderabad.
The Chalrman, Tribunal for Disciplnary Proceedings, AP,

Hyderabad.
The Chairman, AP., Housing Board, Hyderabad

The Secretary, A, P.G.E.N.C.0./TRANS.CD.

All District Development Officers,

ZillaParishads.

All District Panchayat Officers.

All Mandal Development Officers.

All Secretaries of ZilGrondhalayaSamsthas through
Director of Public Libraries, Hyderabad.

All Secretaries of Agricultural Market Committees through
the Director of Marketing, Hyderabad. .
All the Commissioners /Special Officers of

All the Registrars of Universities.

All the Director of Accounts,

All the Recognized Service Associations.

|/ FORWARDED:: BY ORDER //

SECTION OFFICER
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Annexure to G.0.Ms.No.36 Fin (Admn DI&IF) dept., dt: 05.03.2016
ENDOWMENT ASSURANCE POLICY MATURING AT THE AGE OF |60) YEARS|WITH PROFITS]

TABLE SHOWING THE SUM ASSURED UNDER THE POLICY

Age next birth day at entry in Sum Assured
Years Ra.

21 401.70
21 . J481.91
23 3653.04
24 345.06
25 327.91
26 31 1.55
27 295.95
28 281.06
29 266.85
30 253.30
31 _ 240.36
32 428,02
33 216.
34 204.96
35 194.20.
36 183.91
37 174,06
a8 164.62
9 155,58
40 14590
4l 138.55
&2 130.52
43 122.78
L4 115.29
435 108.05
46 101.01
47 94.15
48 B7.44
49 B0.BO
S0 74.36
3l 67.91 -
52 61.45
53 94.94
54 48.32
55 41.50

SECTION OFFICER
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Functan sy Manual

proforma used for Stock Registers, The annval stock verification of all stocks
should be dene at the end of the every financial year in the manner indicated

in Article 143 of AP F.C. Voll (Govt. Memo No.10870/228/TFR/20-1 Fin
Dept dt.10-11-1892),

INCREMENT WATCH REGISTER :

To ensure prompt drawal of increment of tha Govt. employees, the
Government have issued instructions in G.0.Ms.No.104 (F&P) dt.B-3-1476
for maintenance of the inécrement watch register. AP.T.C. form No. 106
(given below) is used in this register. Every Drawing Officer should verify
the service register of all employess working under him and record their
increment particulars in the increment watch register. This should be done
n the month of December every year.

INCREMENT REGISTER PROFORMA

Name & Scale Dale of Pay after the Date & ref. Rem Initial of

0. Desig- of Increment sanctionef  no, of arks Drawing
nation  Pay increment releasing Officer
Incramant

(2) (3) (4) (5) (&) (7 (8}




i

GOVT COLLEGES

1) Sanctioned Increment @ Rs.1 000/- PM raising his pay from 26000/ to
27000/ with effect from 1/7/2017 in the time scaie of vide
Pros Rec.No Dt of the Principal, Govt Degree
College,

Pay Rs. wef
Scale of Pay

2) Sanctioned half pay leave on private affairs for the peried from 14.1.2017
to 31.01.2017 for 18 days vide Pros Rc.No Dt of
the Prinipal,Govt Degree College,

3) Sanctioned half leave on medical grounds for the period from 10.02.2017
to 20.02.2017 for 11 days commutted to full pay duly debiting 22 days
from his/har half pay leave account vide pros
Re.Na ,Dt. of the Principal,Govt Degree
College,

4) Sanctioned earned leave on medical grounds /private affairs for the period
from 14.1.2017 to 31.01.2017 for 1B days vide Pros Rec.No,
Dt. of the Prinipal.Gowvt  Degree
College, __

5) Permitted to surrender earned leave for 15/30 days for the period from
0132 2017 to 15.12.2017 during the financial year 2016-17 for
encashment and sanctoned Pay and allowances In lieu of the leave Vide

Pros Re.No. Dt. of the Principal, Gowt Degree Collage
6) Transferred from Govt Degree College Vide Pros
Re. N Dt of the RIDCE/CCE and joined n the
Coliege on FNJAN of vide joking report dt, af

the individual,



4's

7) Transfarred ta Gowt Degree College. Vide Pros
RC.No. Dt. of the RIDCE/CCE and
relleved from his/her duties from this college on the FN/AN
of vide letter Rc.NO dt. of the

Principal of the College

8) Permitted to encash balance of the earmed leave __days as on the
date of retirement during the financial year and sanctioned
pay @and allowances in lleu of the leave vide Pros
Re.No., Dt. of the Principal, Gowt Pegree
College

9) Permitted to encash balance of half pay leave days as on the
date of retirement during the financlal year subject to a
maximum of 300 (both EL+HPL) vide Procs
Rc.No, Dit. of the Principal, GDC

10) Declared to have passed department test for held
on at, with RegdNo, wide
Udyagasamacharam bulletin dated:

11) Services were regularizéd In the cadre of with
effect from vide Pros Rc.No. Dt.
of the RIDCE/CCE

12) The period of probation in the cadre of have been
declared satisfactorily vide Pros Rc.No. Dt of the

RIDCE/CCE. "
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3) Register of Cagyal Leave
|_ —— _‘1—-———-___._ -'a‘—-—.--—-——_._
To

| _Date T Fom i _Reaon | Availed | Balance [ Sing |'
e 1 3 [ % '
I _— e —

- S . — L4 1 il __f[_.?__ﬂ
S -__1 —) _._-__I__ - _L_ .'




"':" gl Coilugate Elucspan,
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70 6
6) Acceision Register =~
e Y v w2 Em ul € g - v
] -I:I E o o R & o =
E|g2s(355|852% 8 |3 |E [Bazl¥
1 2 3 4 5 | 6 | 7 g i

7) Stock Register( Subject wise) Stationary/Furniture/Machinery & Eulp Etc

u’hﬂl:' " = e T

uﬁ_g E - E -§ _E'i 9 3 3 < E
o = =
k23|85 g |5-.%e52 362558
1 2 3 | & 5 G 7 g -
B) Issue Reglstes (Class wise)
9) Issue Register { For 5taff)
10)Breakage Reglster
Narre X Class | How | Stock | Cost | Sign Fine | Orden
afthe | £ £ and | Broken | Regis-| Of | Ofthe | Recom- | of the
article E E roll Ter | the | Persona | mended | princpal
o No Folio | Artide
1 2 3 4 5 & 7 4 E 0

-

11) Attendance Register:- Separate of Gazetted and No Gazetted
12) Late Attendance Register :- 10.45
13) CCL Register:- Masamum 10

14) Assets Register :- Immovable Property
15) Bill Regitter + G O MsNo.B7 Fin & Plg Dept dated: 31.01.2002 (APTC Form No.43)

16)Fly Leaf Register

17)Register of GPF Advances /Part final with drawis
18) Acquaintance Register [AFTC-88)

19)Increment Walch Register
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7
20} LPC Issue/Recelved Register
21) Loans and Advances Register
22) T A Bill Register (Form-52)

73) Contingent bill Register (Form-3B)
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Funciion.y g
PROFORMA FOR STOCK REGISTER
(CONSUMABLE STORES)
Date and Opening Receipt Total Quantity
Invoica EE} Balance ISsLed
(1)

(2) (3) (4) {5)

To whom Balance on hand Initials of Remarks
It may Recaiving

Concern: Officers

s sued

(€) (7)

(8) (9)
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PROFORMA FOR ACCESSION REGISTER

Date Bill Name  Description Quan- Rate Amount Page No. Rem-
e of the of the tity in Stock arks
Invoica supplier article Register
Mo,

(1 () (3) {4) 5) (8 M (8)
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INDENT PROFORMA

indent for the purchass of Lab-equipment/Wooden furniturefStes] fum,
for tha year

Name of the College. Detated Head of Acco

el Mame Cost No.of No.of No.of Total Justifi- B8
No. oftha of the aricles/ articles? arices/ cost of cation arks

articles erticle quantity —gquantity quantity articles for the
required avaldable now required purchase

for balch on hand now of the
as stipul- articles
ated by
the Unive-
reity/ B.LE
(1) (2 (3) (4) (5) (B) (M (2)

Certificate  The items ncluded n the inoent are N arrndharn

seale prescrbed by he Unwersily/Bua g OF InTefima it B
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A.P.T.C.FORMS-5
(See subsidiary Rule 3{a) under Treasury Rule 10)

CASH BOOK IN DEPARTMENTAL OFFICES

Cash book of the office of
Date of Partic- Amount Date of Particulars Amountl Rem-
receipl  ulars disposal of arks
remitiance

1o treasury
(1) (2) (3) (4) (5) e (@
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A P.T.C. FORMS-89
(See subsidiary rule 5 under Treasury Rule 2)

-

'ermanent Advance Disbursement Register

CHARGES
Date Monthly Description  Amount Mode of Date of
Sl No. and Dept recoupment recoupment
from Treasury
(1) 2) (3) (4) (3) ()
RECEIPT
Date No of 81 No. of itern  Amount Remarks
bill of charge

recoupad
(7] {(B) (%) (10) {11)

Opening balance
Total
Deduct charge
Closing balanca
Add unrecouped
Expendilure as per sub-Vouchers
Total parmanent advance
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ANNEXURE-II

GOVERNMENT REFERENCE

(tetters from Direcior of Collegiate Education, University etc |

Sl Date of No. and date of Subject Seat to which | Date of
No. | receipt Gowt / DCE’s matter distributea interim/
referance final reply

(1) (2) (3) (4} (5) (6}
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ANNEXURE-II

SECURITY REGISTER FOR VALUABLES
(Cheques & Drafts)

' €| | Dae

Regd From whom | Subject | Towhom | Initials of the
NO. Past No. | recaived delivarad | parson to
whom dolivered
(N1 & (3) (4) (5) (5} (7)
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Suggested Proforma

ANNUAL ACADEMIC PLAN

S, [Month| Probabie | Topics 1o be | Whether Syltabus for | Reasons for ng

No, No.ol covered in the month is completed | completing. Meg
périods | the month It not what are the proposed for ¢
in 4 manath topice ned completed Ihe backiog

ity | @) (3 (4) (5) (6)
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it tntary Mynaal

Suggested Proforma
TEACHING DIARY PROFORMA
Dafe Time and Class Topic covered Any other academic wark done
period Soclion (kke Tulorial, Seminar eic )
(1 12 (%) (4} (%)
0TE. i1 dny proforma s grascr ibed by the concermad Univarsity (| shoulg

e roliowan
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PROFORMA FOR TEACHING NOTES

fopic Paper
No. of Hours requireqd

Books referred

Teaching Aids used

Whether Test conduct Date of the test

Student leedback_ any

Remarks

’
< i e af the
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NOTING JORAFTING
M thac
¥Ou have recrtved catents, sveded them n the Peromi
ﬁim_.mmh“mmuhwmhmmﬂwhm.
19 U5, Yeu Mgt have qoticed that the flie & put up for orders of thi Competent eithorty for
bkl &7 RPEITDNaLe dectyion. Hmh’.mﬂ-nmmitHInhH“nﬂllnhmﬂ
polnis to faciitate tading the decision. it alss Indicates the Tespors®ility of the desling hand Sxat
hﬁuﬂm-mm\‘m“m e will Slecuss how & mote f1 B be
Prepared snd the sidils required for noting in this Unit.
BLECTIVES:
Gn compietion of this Unl, you will be able to:
Define Mot @ and
Describe the whils requined 1o repare a note

Expladn Uhe need for inply wards in noting
Eﬂh““h:'ﬁum

Lisl et the imnportant in preparing '
bﬁhﬂ-mfhm::uwhumm

Dwaft & nete with gheen material

Hole ang 0oty

iy receord & Nele?

. The wodllng of the Covt ofice & & contivaous affale. The efficen may come eng go, bt
T policy of the Govt has to remzin uniferm in 8 given set of clrcumatances ik 15 sherefiors,
feceisary (o Nave & writien record 37 the medsom for adapting & particular course of sci'er i e
FRE 3G &3 10 engure Wdentica reatment o & SIMRas cese comieg up & Titume.

WWMWHMM&MHWWM
decElom of the Govt.

The: “Mote” 230 provide a very uselid guide Lo the officers who might have 1o handie the
rame or Vriiar caies in future in & much & they reveal tne e of thaught Bad logs bedring thy
decizion teken earier,

Eote: Dsfiniion

"Hote™ mears femats recorded or 4 case of peper under cormideration <o faciltatr b
ediy and Camect & dbposal includes pricl of previow papers, amaipis of guettiom Feauiring
decision, Bggmtions regarcing the Coune of sction and the orden passod thereon.

A “Hote® roatams facts and figures, rules, Waw, procodures and precedents, ¥ uny. Kt ol
views of sthier Bactions | Depariments, which might have baen cormited. -

I heips the decision taking aathority In taking a decision. 1t shouid nomeslly omarms o
rie’ resume of te cae, e analyls | statement of the Points 8t 'swee, rue potities bewt oo
= ncthgn, orgers | amy already cassed on the subject.
2z logn Delieition
“Sloting® meam (oparing & ncoe for Lasngy decrsion on & case.

Wihatvewat nolifd v dafe Cerlain podhts should be kept 1% mnd by the deoting sustant

® &2 00 a

Every note should coplab:;
SEn T ENT '
Suseran; 0 U i O o O
Beliavat fu=ij are ey
Pinesdure aresar hed MIC 2ryr soenty, M awy

v N o U Rl L SEE Thetd epgdiiatiet
f

AT gligll P g T TR @iy = L
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Mpiications fiegsl, social, adminkoetive, Mnencisl ec. ) of e varow options avasable.
Suggeiten course of sciion (with ressont far sech action)

FaciBtles / ersures comprphesive samiration

Preside wiitten tecerd of decirion taken and hatifcation: thereaf
Conssmtutes procd of aoproval | orders by the campetant sutherty
anm-n-htl‘:ﬂmrmn

Promidm Rivtorcal aad pisential meterinl

Aetorded on a Mote theot

Even at |mest s werd thad be carried over to the next page, inste=ad of ending that rots
A B extrerme bottom of the page.

Al beaat oow etra blank Courteny sheet should be saded for further soting.

Concise (Cremprehertog)

Precise (businest llke and 1o the potet) '
an;nmn:'mmmum-mmmm
Falite {lompevite Language, evan when POt S0t obvicus ~istakes | wrong statemants!
Smgpey wordes (lughaally sequenced and with good resdership appesi;
Factually carrect (fects ordy)

Hon-repetithe. To draw attestion i sbeaty deaned or gvallatde, ostopd of
reproducing agaln praper reference on the o body of the note be made,
Referenced, Mﬂ#ﬂhﬂnﬂhmﬁmmm
MMprifmmmnhmmiﬂmﬂmm

Finnty tigned with date by the
mhﬂmmh‘n:gﬂ “.l:-dnllﬂllﬂ: P oULne without wasting it

Verbosity Le., ane of oo many wore

Long ard esenglicated sentersce
WHMMW

Whensver you put Lg 8 note you should tabe cars Mot the fallawing:

Chegh up . FACTS

Swwoy ' MIISING FACTS

Rofer AULES / REGULATIONS

Quote PRECEDENTS

Suggen AL TERSATIVES

Avsen - IMPLICATIONS

Gepending apoe the fypes of the cae, v hare £ go for Biher maximur Le., & legtey

¥ 8 ® @

Mote o ol e wigs, Folowing are some of the instances you should hote while Roting.
Crecupialy
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Wi THE SMPLE WORD:

b not siways the shorier word that s Detier wnderstood, For mample, more o0
uraerstand the word,

"ragligerc® than the wied “dorelice®

“Think™ i usuislly & better word than *deem®

Sometimes Tvo 0r three words are required Lo take the place of 0ne showy word, And
thefe s nating wrong with that. Your aim i to make your writieg sasy to resd, oot %o seve spece
on the page. We whould try 1o DXPRESS rather that IMPRESS. Here are o few examples o° sirper
TEEBCETRENLE-Of the Sy wioids:
.
o tiuin N |

— e —

Lﬂlhﬂn

o — e v
PR whrTwG:

Svery one of = 'n oof ichocl end collsge days have done thin précl Writing &s par of
-grammar while saming .anguages. Do you remember It? Moting b nothing St writing & prdcs of
the case writhen in a longthy commyenication by the semder to ws.  After the dsousion we “mo
Bbove sbout hew te wirite & mote we don't think 1t i necessary 1o give more information sbost
PECE wriling eacegt 1o draw your sttention to the absve saragraphs, Watead of gving that we
would (ke 1o attempt (0 00 IL fon your owa. We request you Lo P back 10 your grammes books 2
refresh youssell,
£t your writing:

More gften that node, deadwood & noticed in our notes and dralfts that we pot @3, 5ot that
it & nat there in every English - rather It s very much thare; nar iy It grammat'cally wrong.
Consider the foliowing sentence. _

“The saion tha sttendance figure today I 30 Jow T Oue 1o Uw fec ot 0w AT =
‘cllowsd the pelicy of kesping the b off rosd to evold conmfronteiier w'ih the gty
adania”,

Can y2u spol Ue desswood! Here it s
The reasan jcan be amitied)
Figure {oan be amittad)
Dus to the fact thas lcan be replaced with the word “Secause”)

Followed e poticy ©f seoplsg 00 be neplaced with tss wand “kepe ™)
The senlance shauc, therelone, appes a5

=The atiercancw, beday, Y 0 Bw bacalng The RTC bay ept ohe i =8 dau. b awe
orfroniatian wilth e agltating tiidenin®

Fimikasly, i@ = comimmiviy ween hat vwe write, =lind enclhoed Sefpwit® wherpa: e

EAEUEEET ar Ui MWD T EoLll e GEITiChEmL.  MorCm, Shipte b reewc O o AL e i
#
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purpaie |3 net necessarily to achiewe brevity; It B to help cur readers by removing deachwosd hat
theey ave to Murdie aver.
Heonseouiters

Ho doubit b Important that you st your weiting to get rid of deadwood and Fedundancies,
uﬂmum-n“ﬂnnﬂ-_wmi Az such, In arder to edit let s oot
omit any vital Information. How do we achieve that! You should be sware of the Mon Secufur,
witich @ Lasin term. It maang, "Ib daes aot fellaw®, Lot ug iy thers afe 55 many S3e08 o your
lrﬂ'll;ﬂ'ﬂhﬂﬂmmﬁqm#lmq-ﬂ#m-ﬂdmw. What
weidd be the resd? The Fesalt wolld be that the reader may be your officer weuld cot be abis £
ursETIiand whal you INEent 10 BChievE with 1 note,

Hew lock st the following:

"The new bulldieg of the District Tralnisg Contre 6t Hasanpart™| of Wirnivgsl CRLfCT m
now besr camplsted and we huve regiested -the BTC for regular bun servics fram M maln
terevinals®,

SLIAR

“The new tuilding of the District Training Contre ot Hasanparthi of Warangal Distct bas
fow been completed. Wie shall start cperating from there istest by the end of nmct month.
Revider our own staff, mest of the triinees will be reguired to resch the Cantre from all parts of
Warangal, Since Mssanparthl iy ot very well connected, we have requetted the DTC for regular
bus wervice fram s maln terminals™,

LHECK YOUR SEMTEMCES: .

There ks no need to mention thae wring the Aght words go o long way to meks o ~otes
oy L3 rond and wnderitend, Weeds mebe up sertencr end b fact, the mtenoes sre the beslp
thomgiht unfts of witing. Thesr length and general structure should, therefore, be ghven maxies
attetion,

You might have noticed that many of us, probably mest of wa, (ed 1o igrere weters
length at & factor in readabllity. Study made in this are shows that readers have SUflculty w2t
hqmwﬂhh-uﬂmmhﬂhﬂlm The quesTion Dl you
Propose Lo s Immediately 1§ whsel i the best sentends length! Thers Is po formule. B or =,
we must paise,  Thien we should examine whether we can A% & new sendence ts muks the
prmmniaLion mone of lasthve,

Thin need Aot laed you B0 iefes oiat sll sentencs should Be shart Toe My Shert
mmﬂummnmwﬂﬂmuﬂ-m-mfﬁm n
terms of semtence length, the dljective i to strive for verfety, that s, a good mbcure of thor,
MU A lenpthy senmances, Mow (oo st the following:

"The minkmum estentiin of ar dsnusi Bepoct of & depertmons s an sganizeling e,
anhatl action pian and porformance sppeshiol sepofts and Deyond these emerdials tw cores=s !
e Foaort Becires an Imereting chedenge to b= DremeEiic imagiration.  The pemeen
anEcieg e reporl, I order ba wlilcs they snpear and e ey '_1-! e Ty m——



mmmmmmmHmMnnuumu&nmm

SCheavements and the Newncial constratng ™.

mmnhhhm“mlnmﬁnIM LEl U saparate
nasn:

mmmdu“%ﬂ-ﬂmnmwm

Aronal action pian snd performance spprakal reparts.

Beyond Uneie essential, the content of the report becomes an interesting chalisnge 1o the
bureaucratic wnagination. The elements selected far the repost, the onder in which they appear
and the =ay they ire presected are finally approved Howevor, most reports will contaln these
eloment 5; H,mm.ﬂnﬁﬂm.-wmumm

ummmmm,mmmummmmmmw
thﬂﬂrﬂluﬂhhﬂﬂhnh.hhdlﬂhﬂnﬁ-mlmm.'m
familiar with, A help that must be provided it the bridge that connects ans aa vith ancther

how lock a1 the following senteace:

"It would be & mistake, 1 our opinion, to IGO0 COMBIAINLS From the consumer. We thould
niat cuth thes ‘aenic buttam’ every time we recebw an lste letter’.

SUDLIKES FOR WOTING:

Wow that we heve famillafised cur solwen with important points tn be remersersd '
AGTING, ket i tee the guidelines for Lse it prepanig an office note.

. All notes $hould be concise and ta the polnt. Excessive noting shouid be avoided.
b, A dmgle and direct wtyle of wiiting thould abwan be adectied. Une of Ivoived wangage

ol b avolded,

hOLES &N Ordars Showld normaly be rechrded on the note sheets.

Nestes shaould not be recorded on the receipt itell except bn very routine matten

Verbatim reproduction of extracts fom, on paraphradsg of the cuments or of netes of

ather section recanded on the same file, chowld be swodded.

L Wherever & rumning summary of the facts is svalisbie on the M, & should b referred 1o
withoul repeating amy part of e Lacts In The pote.

B Hotes should alwiys be worded i 3 couteous and temperate language, Tree from any
pericnial remars, ewn when some apparent ermors baee Lo be polmed o ¥ Hhe notes
recoroed o anotihes section -

b Amy remafes recorded by the lmmediate superior officer, & oiher secfor oPlce=y o The
recedpd shaud first be reproduced before the note 1 recrded.

L An officer shauld canfine his aote to the actual points he propolss make. e should not
repeal e refierate the growsd alresdy cosered n the previous notes. If e agres t e
line of action suggested | the praceding note, ke shiuld merely sopend Wi tignatse
When & paper under Comideralian ritsel several major points which “wu. s sewliec
Esmiinafion bnd respetTive den on GRCR 00T 0F groug of ALEten oy, T Wi e o e
auny Sempe | wlety B b Lt il

I i)
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b The desting hand his to sppend iy full signatuees wICh dato on (e beft betow his nele. Ar
alficer will append his full signature on the right hand side of The nole With desiration anc
the dase.

L 4 rote will be divided inte parageaphs of » comvenlent dlae. Parsgraphs should ba serislly
rusrhered and meny also heve brief Heles, W necssarTy,

SUNCTIONAL AFPROACH TD HOTING,

You should alwayy mote that Hoting should be restricted 1o the mintmum. K should be
sritematic and functional. The following mporosch could be sdopted for noting on variou
calegories of s,

BOLTINE O BEPTTTIVE LASES:

You will be seeing In ML offices fot of routine anvd nepetitive nature of coespondence, In
sach caieq p dnndard sheleton note should be developed Indlcting, pre-determ ined poiits of checs,
This will mot enly help the dealing hand 1o look into ol aspects withous waste of much time and
s wiihoul miEiing mey of the powes. |n repect of cther routine caves o fulr draft i be put
e without mry oting,

SEFREIPRNDIHCE HAMDLING CASES

These cases do not require detafled moting. It would be nufficient IF o brief note &t

recorded indicating the fee and concidention snd the sugpestad action for.

Ex: The Corrent s & lotier from the headguerters asideg for information regerding .
The lormation Iy svslabls froam the A deaft reply n pud e
ERDSLEM SOUVIMG CASES:

Thesz are the cawes actusily dealing Wwith B probless of petdle. Detafs reed to be
earined. o thete cases, 3 detalied note willl be socestary. Even thon the note should be concise
and o the point, covering the fofiowing speces:

Wl 15 the Problemd
M s L i)

Whal ts the rule, policy or precedent?
WAL are the ponsibls soburt|oes?
Which 4 the best polution] Wisd

Wit will be comsaquences of the propesed solution?
The' points meniloned below thould sisa be useful in such cases,

-

POLICY AMD PLANHING CASES:

These types of cover would not be lage in sumber i oy ogasimtios,  They wowid,
botwever, reguere & therough examisation, perticularly because mporiant decisiom are to be triesn
H too mankgement level, A note in such ey should be structured | the foliowing manger,

! Problem: siate the probiem, Hos it have srissn whet are the orticl factors,

| Additionsl_isrmation: flw sdfitionnl infomation to sise up the peblersr, Thp
Frfmmation veouid Do svalladle on the e ang other papeEs N e SECLin |
seificient Wformation W not svallable to embles thomugh samination, ' thauld oe
enifactad bafare attemating & nnte,

ArEpes
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wmrmmmmm-ﬁhﬁuum#
Eﬂ-ﬂwuhwmﬁnﬁuhunm:ummm
Consideration, |
mlmldmm“lhﬂumﬁm UNET CONBIORTALIET $owute
um-pithm“-mp-Muwmdﬂmhmm
from the case wider expmination. mmmuhﬂtumuum
it @ cormect decision,

-MTMmmn-hmmmmqmmm

Mmhmmmmﬂﬂ‘phhﬂm L Fould e
mmmdﬂ-ﬁ#..“bﬂuﬂhm.
mmmnmm“mwhm-ﬂﬁuﬂmﬂm
repercasans ang the modality of Impicmenting the decisions e the suthoriy
competant (o take & decivion.

Concluding parg: The concluding pam thould suggest a coume of action for
comideration. In cmed where 8 decidon s to be taken by higher autrariy ke
m.mmhﬂtwpﬁHthﬂﬂhndmmm
7 sought should be specifically mentioned.

HOCIRCATIONS OF WOTTS:

Whenaver 2 wanior officer finds it necsssary to corvect of to modify the fae statsd &
ROTE POt Up 10 him, e should do o by recardig his awn nate gving W views on the
sulipect, mmu;men-uremuwwm 5 be mwodiflec o
neplaced.

mmm;mm.hnmn-mm. becase pasting
arver (1) wmsounts to mautiistion of official records and (Il) gives an inelega-= isox e the
file.

DREAL DHCUSTIONS: KIMUTES '

ﬂmmnﬂﬂw“hmmmmhnmﬂh

conciusiont reached will be recorded as mirates of the meeting. Confirmation of % cuicome of
wmt-.,mmunhwwﬂhmm

DRAL RETRUCTIONS BY HIGHER OFFiciaLs;

Wormadly, & 5 incumbent o mmm—ummwmmm

regarding e manner of dewting with & case. in ssme occasions dus 10 paucity of Tme ot (he
disneuai, Uw Instructiens Save beon giver crally. hﬂhﬂdhimmm;u
sonfirmed m writg at Uie sariest epportunity. If such instructions are not from the mmedlazs
bgrerion, 1t ¥ to be brought to his natice. i case the orders not confinmed in wilting &t & St
date Jihmmﬁlﬂwmmhmmmhﬁiwjmn
Mmh#—mun-mwmnau-mmﬂﬂnuﬂmﬂwiﬁﬂummmﬁmb

BENEENT Y7,

We have CHOMed wbodi wiy =2 we oot oling In 2 offica? 11 I b= Partiziie e

SELAE B e et B T L LomORiTeng ulill Oof Stheraiie
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Wi loanmt what b Mete s Mating. W Slussed veriom ipocts of preparing & nate. Meliowieg
re the importen: things that shoubd b kept n mind wile poparing & note.

The mast important quettion Lo be sddrmaed t0 cursetves In preparing & mot snd Laben care
of It through out the noting.
PRECHS WRITHG:

Mnray maldng s not the solo cbject of the well educsted, ntellechuml, or brave men. A&
brave soldier's matn notien on (ife 15 19 MERE © wis battles, not o be paid for winning tem. &
rable ehergyman s concemed more with the weifare of the humanity than his pay, A good decter
fesires fat more to cure Wiy patient than to get his fee. Thus, for sl cultured people, thelr duty
COITT st Bwen Eheir Poe,

ITLE SUCCRTT)
1. Dumy First, fon aiter wardy
1 Mole of Maney
TYPES OF COMsBSCATION:
TRDOUCTIgN. |

W have diucuied about the general shills required In noting in Dalt § of this modide. Ve
Iniw that ance the nate b approved, the decition meods o he comemmicated o the perion wks
by apprasched @ by wending & commumication on which you have Libes 8 Geciison, Yo keow thes

il will be done throwgh one of e forms of communication prescribed, In this modds we wit
dirciris aboast the forma of communications commonly (med bn governiresat affien
ORECTVES:

On comtrietion of this Unit, you with be able to:

= Stabe the formats of written communications used In Gove aficss
7 Uitk st the important cdmponents of smy communbcation
i Descrlbe ghe format of intoe
r Describe the farmat of Demi - Officil Letter
@ Descibe the format of Procesdings
#  Desoribe the farmat of U, O Note
i Describe the Tormat of T
«  Drpcribe Vs formal of Clicular
v Mescribe the formal of [hdorsmmes
i Diewer(be ghe Sorea of Tales
Oproribe the format 5f Press Comrmnicazion § Hotw
Descrie the format of Nobficstien

st surtatde form of communication ipe the plven dats



x o

Ay coerespondence, communication will contaln cortalh composents. Whather, It 13
official or penonal. hummmnmmﬁmﬂ-man
uender Le., from whom we have recetved the communication etc.,. similarly is Covt O'fices. The
m'@m:mm.
o could bring ot slmest all. Let 18 see on @ after e other.
1. File Huamber .
1. The names anc complete pustal sddress of the wender ofganization
1 The rame/ cesignation of the scdreskee with compiete posal socress
4. Saiutatien (i or Dear)
5. Subject of the communication
b Mumber and date of the st communkcation in the wenes (from the addresss 3¢ fram T
Lanader) k
T. h-ﬁm%mumhﬁuﬂgﬂﬂ“h!nhw
will Incicate that enclotlres are Lo be st along with the falr copy)
8. Subscription (yours faithfully, youn sincevely)
¥ Urgescy wrading, be reghitered post, by ipeciai messenger \ndicated st the icp “ght comar
10. Hame, Desigration, Signature af the Sander.
Toa form application should be cerefully chaser: from the mania! of office aracee.
Ta Wham?

The most commanty used lormat in ey Gavt affice s letter, It ls generaly uses far
corrgaponding With Gowt, Le., Secretardat, the dndhva Pradesh Service Commission, igh Cour,
Aeac of Deparuments, subordinete sifices, public enterprisss, Eattary aulhonties, loeal bodim
atd membart of pubilc X fanes more of formality than sny personal toudch. ‘W et fnr
collecting / eliciting Mnformesion as wel: 1a for comveying views, dechion,

e [t thowed b wrirpen!
1. Al Govi letters olther contain Dewt emblem on the (op canbre of T page o1 Mg worgs

“Caowd of Ancira Praded)" grpe in capitals.

1, The nafee rgMatR e CEerpianE maTes o Sl ratnly =wat be ~eetitner ¢ =g v

wicenm gr P =Y la

. T T I T S - L e

et L T Teup—

&

L
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The mddrens entry of the permn to whom it & intended is Indi:ated st the fright wide top,
The letter Hammber will be ghven heve, This 13 the e nuenber o ndicated in the note Tie
AN e ANt of aperoeal af the commurscation indicated

Then it must commence with Sir/Madam, (Dear Si/Madam]. This deperds on e parton 1o
wham it b sddeesas

Adter the words the “Subject™ be indicated. (Generally the sumject will be the sme Sat 4
nuted I the Peronal Reyister and the note i)

Immasiatetly ANer U Subrject, Meference s indicated.  Here all the references that are
reuired for following the cae should be ghven,

hﬂﬂﬂhﬂhm-—“m
Ahﬁhﬂml‘nﬁim

10. Fimaity it @nds with yours tasthiully on the right snd of the hady of th aete

1.

Shgned by designation of the ofTicer agproving it

12, Wndication of Enclosres ot the left end of the body of the lette,
13. Gradling Le., Urgent, Prierity be indicated an the right side tap cmer of the better,
H.:mhmulﬁlmhrmmmmﬂpﬂ‘w

'brlpﬂlmﬂ::..., Indicated on the right vide top cormer of it

Sowchmen of LETTER:
| Ty Redg. Foat dck. Due |
G EMT
GOVERMKENT OF ANDMRA PRADESH
| PR O
S,
Livttier M. . L
s :
| Ret:
iﬁuﬁrdmhnm Mo of pares as requred
1
. Foury Fiithifully,
Urciomare -
Director Genersl
Bl Leetier

= 1 [T

Tﬂumﬂmﬂmhﬂt—mﬂmmhmnmwﬂm.mw far DEe

'umﬂwﬂdumlmmmhmuﬂr:rhuhmdhm Fow there

Liwidd Tl offien amd tall sthar. B i visd e corresfiandence hotween Govl offlcery =5 s
AETLAnE aitenation 0 the sddregies o ficar
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Tg wroml;

Addrensrd b0 e oflican of Uw winme rank of the sddeeises beling mal more Dar oie o (2

ievels above e Officer who B writhg. Bt It B also written o juntor and senlar offken
depending upon the need. To a son-afficlal for an |ater change or communicasion of information er
cpinioh without the fermality of prescrised pricedure.

Eaw [t shoudd be witpen]:

g 18

1

T.

1.

Fmitar 10 the etler, Govt emblem on the top centre of the page af the wolth “Governmen:
of Anchra Prackesh™ typed Incapitnly,

The mame, designation of the sender on the left hand side top cornet kst beow Lhe
emblem of the Govt ta be typed. (Generally you will be finding printed [. O Letier
formats of the officer in the of Sce and will help you in this regard)

The deperteent rame, adkws of office and islephone number of signatory must be
menCioned &n the belt Lide Top oppasite (o the name and designation.

The sddress ey of the perion to whom IE Is intended ks Indicated st the left hand sloe
bottoem after tha body of the 0. O, Letter,

Thaiaih iU wwsd cormmmnce with slulation, LUnilke in the betier beve ailfavenl saiulation arv
used. Depending upon the (evel of the offloy to whom R i adermsec the feliowing
calueathons be e

Far Sanicr kevel Oficen : Do S / Madkars
Fior Dyl beved SPTice 1 Domr Sri 7 Sost, (v Uhel el of T
eI In gwer hangwer iy S given)
Fior Junior bewel Oificer: i My Dear [here Lhe name of Uhe officer (o
i v hasdurtzing be ghven)

The letter Shamiber will be given here. This 8 the fie number as indicated & the note fis
and the date of approvael of the communication indicated.

Adter the words the “Subject” be Indicated, [Generaily the subject Wil be the 7w that B
mctesd i the Personal Registir snd the note File).

ireenadistsly sfter the fubect, Raleorence & bndicated. Hese all the refeieccm el e
reguired for foliewdng the case should be gleei

Baxly of the letier bn convenent paras comes nesl.

10. It Is writing i the First pevion and bn & penonat and Mriendly tone.

"

11,

LE
14
th

Fradly 1 erar wits & srpression of regards (You should nete that copendieg ubon the e,
wnd Intiemmsy of e of oy (5 % werition as Poliows

For Sunior ieved Sloen | wilth kind regands
Far Cqual leves Officers #ith rogands
For Junkir l=vel Officen | wilh bedt wisten

The mubscription ~Yours Sincermly® comes Last on the right ond of the body of e ieter

[ Slgmed Ey e of The offcer uppraving 1L,

Indlcation of Exciwrss at che def end of the body of the et
Cracgng| & cgew. T4y be fodicsted on ot pigt sde top commer of e e
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foeciman of Demi-OINCIM Letier:
= TURGENY |
GOVERNMENT OF ASDHRA PRADESH l
Sl ! Set Deept whed Aodrert '.
with both cffice and :
Cheesigrstion of the Cfioer - |
Faoi meed el Mas.
Dear 51 7 Maclamy
Dhaee Sl [ St |
ey Dupar
0.0 Lether He. dt, |
Sty
el 1
oy o T Tatter T ]
I
Frict oo s EXH XY LN
Meimene of the Difcer)
| 511 J Send [T whvarn it b sddresoed] |

HTer RocuT;

Wous might have moticed that mest of the commanicationt from the Govt are 1 the farm of 2
Memorandum. You might have also seen that mest of b eepleyees refer to & disciplinery cese
whaneses ey hear sboot & mamo, bt BT in fact this & o misnomer.  Memorandum commanty
enlipd mevma s ane of the commanly used ferm of commenioathons In Gent officer.

Lo whonl

ddrmsed to all whordinabes. Suppose I in oMloe vira extegones af afficen are thers,
mers format can be tmed to all exopt the top Doss,  Smfiarty to subsrdieses ofTicers viz, Fam
Secreariat Depariment 1o Hesd of the Department, Hend of the Department to (hatrict asd Dther
officers. Dist to Mandal Office etc... You should slse note that there ks ro compulyion that only
mama kel be ited b5 & wbardipate, Mathing provents i from writng & lecer. It b eed |9
Coilirg for er conveyig Infermation but to for canveying sny order of the Govi

Hirye Roabvoutd by wriienl:
1. Om (e Yop contre of the papge U wonds “Government of Andhes Pradesh™ types In capRats.
L retedd of (he sender's name i, the memo warts »ith “Office of the * wilth
full acddress piven: o the bedl top comiar,

1 The address sty of the pemon ts whom | b isdended |3 indicates st the (ot fand side
bottom after the body of the meme ot in the cxis of 5 D, 0. Lotter,

i Undlies bn the letter, no salutations ane used,

1. Ther memo Mumbes will be ghoen e, This fs the flie pumber o) ticated | the see e
ol e dabe of sposuval ol the cemmunication ISt

b After thewords the "Sobject” be madimied. [Generaly the whjecl =iE 52 the 1ams e a

nited wn the Pertonal Raglsber and the nate flie)

[mreediatily after the Subject, Referencs |y indicabed, Herg Bl the felerences thal are

remmiterd Fos Iollowtng ihe cane Sauld be glve

Rl ol dlim s e | eeposipe) e AameL gt
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7. Itis written in third person pamsive volce,

*© hmmmmmmmumduﬂwr
11. Slpned by Dexlgnation of the officer approving 1L

VL Indication of Enclosures al the ieft and of the bady,

13 Graging §.e.,; Urgent, Pricity be indicated on the right side'top comer.

/ Soeciman ol the bemerandum:

|
aifies of e '
(hare name aed sddrews of
the office glven) :
Moo Mo, at. .
Sy |
Rl :
|
TBedy of the ey “Wo. of parts & regqeod
|
| Enclosures; EEMEXNX
| Dasignation of Officer)
| 5 7 5mt [To whom It s addresied) =l
PROCEEDIRGS:

Whit afe procesdingsl You mignt have recelved number of G. O.x from the Govi. | tw
Gt Oridar (G, 0.1 s the fnal crder of the Govt, procesdings are the final ordar of the Departmsent
| Officn, Wik weu B to g0 through to your office, chediiip the varioos procesdings bsued N
mnﬂbrmﬁmuhﬂq:wmmhlﬂmﬂﬂmhmﬂubhhﬂﬁwﬂ in
& procoedings? .

COMTENT:

Preceeding are generally frusd when a spediic senction & required o be ghven, Ox A5
wm.mmm,mﬁ,mum-m&_nmu
lz meet TA Claims, purchese of stationery OF Squipment e,

Unilke other farms of communication, 3 procesdings communicates the final order ol Lhe
corpatent authorty, 1t thauld indicate the delegation of powers (fingl or adminlirative} uncer
whiich the olficed b emporveed to waction, hackjround of the cams to ghve Ciear picue |e., the
mwﬂnﬂhlmwmmhm-ﬁ.mwm:n
which such expenciture i to Do debited after comuiting sbout Eviallabilty of tne financis:
S G RGN,

B 1T SHOWLD BE WRITTEST:
1 ﬂnthlmm-uzmuu“ﬁ:mwduﬂnﬂm*wm

Ials,
F 5 ::.nd ol the londers rame ek, the Proceedogs sarm =E Ppreedingl of B
* (lesijnation of I SANCioning uthority given heneh
1. The tame & Desigeation o' @e aulhodity sanctioning glven pec e St S
mi___ - L]
4 The dcdresh endry o She Sevice 19 vRGIT A L MLS0ED N eRcaes B P

: i et s _
Bottern #far the b  reragdingl 1s 0 e cmm of B 5. O Letlet O i




ny

1%

-] umnmmmmnmhmﬂl.mﬂtmuwh
mmdummnmm.mfhrﬂmw~
Lecmtant General and other Concemad person.

& Mo mhtation are wed

7. The procesdings Mumber will be gheen then. This 1 the Tl number § indicated & tha note
mﬂﬂrhhﬂmwdnlﬂ-mm

L Aftse tha wierls the “Subject™ be indicated. (Generaliy the subjict will be the same that &
nhdmunm.wmu-mﬂbmwmmmmm
e weartioned herm)

5. Emmedatsly after the Sebject, Beference b indicated. “Rpad” s incicated. The major
@ifference I other fonts of comenmientions and proceedings & this. 1t Incicates that ©
upon me | sm lsndng the snction srder. Here all the references that are nequired for
following the came shauld be ghven.

. Dre aadiional featurs 15 afuer resd, * “OEDER’ I capitsl Imttars it Indicated befors the hecy
af the priseedings.

11. Body of the Proce=dings in comenient paras comes resl A procesdingt shoukd a1 [eest
m-;rnn:cnmu&urmme:-mhmuﬂsmmmh
mnmilmum-uwnﬂdm-ﬂhmw
o swhich the sxpasditure b o be debited.

12, Besrs no SUtSCAPLON eXTeRt the Sesignrtion of the dgnatory.

11. Siprod by Designation of the officer approving it

H-mﬂlrhﬂhwnﬂmmmm;h
avolded m.ﬂuumqummﬁmmm.md

/’ Enclosumes ot Bhe lefl and of he body.

The format far proceedings is gheen below:

AHDHES
m:iﬂ-'ilﬂ'
m“mwnfhﬂﬂwahui

Procesdogs Ha.

Gul:

Aead:

OEER-
Parg 17 Condexd__
Para Bt Sancther with refersncos to delegatbon,
Para §; Detalls of budget head Lo whach the expendizure |3 1o be debited

v dermares: RLKEILN

Oesignalion ol Biffte s
1 Sl [T wisam 11 15 ndoremend |
Loy tow Dywieviing & [Fvburylisg OrfNcer
Tramnry & Py b Accounis 04 flcer
Arrenvtomt Gerered

[Tkt raleypnl aflizar, (depsndag upon 1he reed)
TR, Fily
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We fave now disciased about the communications commeonly seal oubside the office. 2a
we have Come Communication with bn the onrgenization! Did pou notlos any such tveeg in yoor
officel Yes, it iy the . O, Hote,

Toyment
This form of communication 15 used with in the office, If you reguire any advice, views e
of some oither saction, how do you obiain temd
Y, HE is mostly uted in Secretaiat Detwosn the sscTRLarial departmants. It-uum
n Headss of Depantmends, One way Is we send the flle 10 the torcemed section for thewr femana,
The sther way ls we abtain the Information by sending & U, O, Note
HE T SHOULD B WRITTEM!
1. The @l O Note Moo & given on the top with date.  This & the e number a5 mdicated In
the nete e and the date of spproval of the communicstion tndicsted,
1. The asoress emtry of the person to whom IL &5 istended & indicatid of the lef: tand sice
bottom afted the bedy of the L. O. Note as In the case of a Mamo & D. Q. Letier.
I. Uniie im the leiter, no selutabions are wed
i, After the words the *tubject™ be indicated. (Gensmally the subject will B the sams thas i
noted in the Penional Aegister and the note 1Re).
L immediately after the subject, Reference is indcated. Here all the references thar are
required for foliowing the case sheuld be given.
& Body of the J. 0 Nole in corvenbest pares oo sext,
Y. [ears no subscription axcept the cdesignation of te signatory. [N
L. Signed By Detignation of the offioer approving IL.
%, Indication of Encicaures st the ief1 end of the booy.

ecimen of U, 0. Wods;

i o iU, ©, Fiate e, : W =
| S '

| Hi 1

| Wody of U Teter 0. ol paras Teguied

l XEAXR AR

| tnciosues {Ceasgrarian of Ofticer; 1
H:mﬂuﬂmﬂim.ﬁ

PURPOR:

To sblain e soviee, olews, concartemncs o cormmenis o8 8 Sroposal o e e S uilfiee S
of ke, Inatsuciion this fom of comenunkation B addretied 1o other wctiom.. Though the name

s-.-.-nm:mrlme i s med b0 obgsiy Hmﬂmmumummu Iy met sarmetinng
Un-Official
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TELEG AW
In our personal ¥ ylse we ghwe telegrams on variow occashans. ® 1 such 4 populy Torm af
commamication, that you find list of greetings In the telephone Mirectory.  Thouglh we have loday
mere advanced modés of communication Hee lax, ebafly ete., tha lmportance of 3 telegres
garnet be under sstimated,
HOW [T SHOULD BE WRITTEN:
¥ yous notion the praviatn para it indicates that the telephione directary jfves numben o
the popular grestings, This & done far the purpose of econimy. Since apch warrl in ¢ telegram
m&r#hwﬂmﬂﬁdmmm&mw This. mears that it
nmmnﬂrhmm"rﬂ-tpumﬂ“ﬂuhmmmm
"Telegraphic Ianguage”.
tumm“mmmwmmmmmm
ew, yo sthould alss take care of the punctuations. You might e heard & popular sarlng B2,
Look at the folowing: AT
HAND HO'T LEAVE biw;
'Ammmﬁdhﬁﬂﬂﬂﬂﬂﬂﬂﬁﬂnmmhrmﬂnlpmm
day. Tha person submitted & meccy petition to the Governor of the state, Conridering the thorsga
ﬂm.ﬂemm-qq-munrhﬂﬂm%nm The Jalior was
puzded with the mesags”,
Lt u soe the santence pow:
¥ STOP, HOT HANG HIM ()
. STOP NOT, HANDY HUA ()
That b why It 18 i thet “kama” {.) Miled a person. One should take care sbout st Sy
the short and polntad anguasge but 8150 SDOUL punctustion wivan you send & telegram.

1, To telegram is to be written in very short, polated s juage.

2. Should be written in capital letters In double fne space.

3 You might have naticed (hal mny organizacioes will have telegraphic addres, which fs
referred as "Grams™ | you keep o Ust of the telegraotic adedretiet [E will b mamy,
Generally Gost telegranm dre mdicated b5 “State”.

Telagrams are class¥fled into two types e, “Uingent’ and "OIEIARY': whanever you send 1t
o “Urgent™, the cestvill be mars. Hence adequate care should be taken fo mark the
ey,

& Itts pecesanry to yend & post copy after the lmue of the tlegram.

7, ‘Whenever & past copy I 3602 sdditional infarmasion can De fumidsed throogh IE

R

SPECIAEM OF TEREGRAM;

STATE ORDIMARY / URGENT TELEGRAM
ABIWESTEE TBetier 1o Wevp the telegraphic aadress and send with it (.| P .
Message: REFYRLA TWENTY FIFTH 9.) SEND FURTHER DETANS URGENTLY 1) i
SEMDERS TELEGRAPHE TOGE
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AP EDUICATIONAL RULES (BARE ALT)

o MSINGL 1TSS, BN, AL10-D5-1960

Pa2 1=-375 mules
Rula! 185 Caution Depotit
1B6 No Special fee without facilities

Mo special Tee should be levied for faciliies nat providad for
Bample: No medical inspection fee shall be colleciion from the
Pupll, whara no medical irspection & arranged for.

Fula: 187 Specdal fee is not a saurce of incoma
Spacial few ghould not be treated as a source of incoma for tha
Management & on no acoount shell they be divertes or marged with
the General fund,

Fule: 190 Special fes account

Rule: 191 Expenditure

Rule: 192 \Vouchers

Rule: 183 Maintenance of Separale accounts.

Rufe; 194 2% of Total Special fee collected as remuneration to clerks

Rule: 195 Committees for Spedal fee funds.

Rule: 198 Ne accumulation of Speclal fee i

Rula! 199 Divertion In spacisl cases compatant suthorly (& RID.

Rule: 203 Finas

Rule: 209 Composition of Special fees, Rs.52/-+20/-=72/-

Rule: 210 Rates of Special fees

= }- Office Communications: Tone in official mmmummﬁ;&a:-ﬁ'ﬁm[;ﬁ;ﬂ;n
@

- & & @

Should always be courticious

Uphald the Authority

Te mark that respect

Lice of play ground (Rule 14 AER) for meetings CCE, AP, Hydarabad i«
eompatant

CCL 10 Per Year
07 Accumuiated leave

CCL may be combined [Article 15 Inspectian code)

Staff Council in an advisory body (Rubkes 68 of AER)

Addressing a letter to CM/Governar i= imegular {Arpde 42 of Education
Inspection )
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Fage-2

Mamo
Letter

D0 Latter
Rermindar
Proceeding

Memo 5 a reference made to a subordinate or to a petiticner,

Letter is 2 reference made to an oficer, often equal ank, or officers o
other departments,

0.0, Letters are generally written where personal attention (s
required,

Proceedings is the final orders witt referanca ta spacial powers vestad
with. It should be complete in ite=lf with all references and previsus

correspandences

RIS -OSALS
R.Dis - To be retained permanently
D.Dis - To be retaired for a prescribed penoc of
time{10 Years normaily)
L.Dis - To be ratained 1 - 3 Years
N.Dis - To be returned in arlginal.
F.Dis - To be filea
XL Dis = To be filed without numbering,
KN.Dls - To be returned without nurmbering

——EEEEE O E S

CURRENT FILE:- NUMBERED IN RED INK
LINKED FILES
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Page-3
Number of Latring & Water closels

SCALE
No.of Students Girle 2oys
Under - 100 - 3 - 3
150 - 6 3
200 . a8 4
300 - 12 5
500 - 20 - B
URINALS ~ 1, 20 inches width : 6 urinal compartments for every

100 boys
2. Rules 18-23 Chapter [X grast in ald code,
Do
1, Use Transmitted (or)

Re-Transmitted, but not returnad
2. Usa Dropped, but not used withdraw,

SERVICE POSTAGE
1. Special €L - Sports - 30 Days in an year.
2. 0D - As represantatve of
College/Gaovt. Specal CL
3. Exam Special Leave - Ag per University Nofms
generally 15 Days.
4, Special CL - Witness in & court of public

. interest
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UDYOGA KRANTL, FEBRUARY, 2003

Toke T 466w wire
GOVERNMENT OF ANDHRA PRADESH
ABSTRACT
SALARIES - Payments to the Emplovees through Banics -
{Orders - Insued.

FINANCE (TER) DEFARTMENT
G.OMs No. 90 Dated 3 1 012002
ORDER:

The exasting system aof Esrployes payments was
formulaed long back when the mymber of employees was
very lesi and lerpe tetwork of Banks was not available
Conssquent on growth of number of State Government
Employees over & period of time, (he pressst gysem has
become & combersome process, expefidive and fraught with
visk of handling of heavy cash. Further the process and
payment of sslarics o large number of employees takes 3
great deal of time and effort both s the beved of Drawing &
Disbarsing Officers and Treaserics. Government rcognizes
the need to formulee pew cash munagement system 1o affer
mare mnsparency, fecdbility and latest modern banking
facilities cestomized o the needs of the empioysss.

2 Thersfore, Govemment afier careful examination
of the fsmve have decided to imtroduce & schéme a5 ap-
pended to this order for payeent of salaries and all other
payments of the employees through Banks, The banks
listed =t e Anmesoure-VT af the scheme here-
with have agreed to participate in the scheme

3 The Scheme is made optiossl ta the employees,
therefore. those smployess wha inkend to join the scheme
wuay excrcise heir option and opea (beir accounts in any
oo of the benks Listed ot the Annecurs VII of the Scheme
and grve intimation Io their concerned Drawing and Dis-
bursemen: Officers regarding bank and the accoumt aum-
ber 1o which their salaries and other payments would be
credited by the DDO. Simce these banks have decided to
mmmm-munmu-
empioyees are free to open their bank accounts in any of
thest banks bsted where they gain maocimum benefits and
factiities However, those emplovees who do not intend
10 ein Lhe scheme, their slarics and other payments shall
be drawn as per the norma] procodurs in vogue. Drawing
and Disbursement Officers, shall present the bills sepa-
rately a5 sated in Para V-6 of the scheme.

4 All the chisf officen of the banks
notified in the Annexasre V11 of the Scheme herewith are
gise requested 1o comumimiicate the copy af tie scheme and
cther pecessary instructions to all thew bank branches par-
CTpNTINg AN [he scheme.  They ane adso requested 1o fully
nﬁmuﬂmhnﬂluirdlmlhhwhn#ﬂmh
the canployess who are going to ewercise their aption in
openrg bunk accounts for crediting thedr salarics and other
povments. They are further requesied to contact the Trea-
(uury/ Fay & Actounts Oficersand obiain the s of Draw-
mg and Dishaimemcnt Officers 1o contact the employees
{#r th they mrz fally appraised of the benefity fioly w

==

sccrue 1o them once they open their bank acoounts for the
credit of their salaries and other paymeats.
5. All the Departments of Secretarint, Heads of
Departments etc.. sre requested o communicate this
scheame 1o all Ueir drawing and dishursing officers un-
der thewr control 1o meek the willingness of the employ-
et (0 join the scheme snd the oplion of the employees
to epen their sccounts in the baaks lived herewith and
furnish the names of the smployess and their account
Bumbert 1o the concerned Treasury Officars / Pay &
Accounts Officers (Twin Citiag) / Pay & Accounts Of-
ficers (Worke Projects Wing) to make it convensent 1o
credit the salaties and ether payments to thewe scotunts.
All the grawing and officers may also be in-
structed (o open their urrest scoounts in the Govern-
mail banks a3 explained in Pam V-2 of the scheme ap-
peaded under mtimation to the respective Treasury / Pay
& Accounts (Twin Citles) / Pay & Accoants (Works &
Projects Wing) cfficers.
6 The Commissioner, Printing, Ststionary and
Stores Purchase, AP, Hyderabed is roquestad 1o publish
the schermne i the AP, Gazette for general isformstion and
M.D., APTS is also requested to place these arders on the
AP Uovernnent Websile “www sp.gev.in®
Dy arder ass in the mame of the Covernar of Andhrs Pradesh)
SKARORA,
Principal Secretany to Govi
SCHEME FOR EMPLO YEES PAYMENTS

THROUGH BANKS
(Appendix i G.0Mx No. 90, Fisance (TFR) Deparmuent
dafed 11.01-2003)

The Scheme s applicatie for all the Government
Local body emplovees etr who deww their sxisries and
other allowanoes from the Tressury / PAD. The Scheme
is opticnal 1o the comployees.
1}

The Schame wll be commenced with effect from
O1404-2007 st Stase Head OQuarters Lo, Twin cities of
Hyderabad. Secundersbad. District Hesd Quarer,
mﬁhﬂﬂ.'lh‘qﬂﬁﬂdﬁ“

- DEFINITIONS:

1) Employee Pavmenis: Mears Salsry, Dearness Al-
lewance, Travelling Allowance, GPF, Lasns and Ad-
vamcze, ober employes payvments.

%) Tremmcy Officer (T.0.): Means Deputy Director /
Diistrict Treasury Ofices / Asst. Tretsury Oficar | Sub.
Treasury Offices/ PAD and Dy, PAOs | PAD (WaP).

¥ The OF-
ﬁhrilﬁ:ﬂdh}llhlﬂhﬂymtﬂﬂmu
and Disbursing Officer

4 Gevernment Bank; Means the Baks which con.-
d=cts Government tmnsactions at Ssate level District
Head CQuarters level and Sub-Treasury level  For
e 581 SEH

S) Natified Link Bank (NLW); The Ling Banik at Staie

1=
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)

level/ districs head quartcrs / Scb-Tressury Hesd Guar-
-I'I'hﬁlq_iriliq_hnrhi-.mphidr
pate in the scheme aed notified by Government

¥ MNodfied Pay Bagk (NPH), Means the Bank branch
of 2 NLB which dicbarses Employes payments
through 5B Ads 1o the

T DDO Ascosmt; The acooant which DO speraies
fo employes payments and Noe-Government dadue.
g

b Nes Goversmemt Deductions: (NGDs) Deductions
mwdumucm&-@
erutive Joans, Coun stiachmenty eic.

" -

In this scheme, the Drawing and
Ee=r has 1o
hmmmmihm
crediting Natified Link Banks

sther mstitutions. The DDO bas 1o organize his em-
"eeS 10 Open acoouats in any natified bank branches,

Whils preparing bills total of NGDs has 1o be
Bcorpormied againet each emplovee and the “Net™ 1o be
me-iied (o employees sccounts afier deducting the NGDs
s 2 be shown Annexure | & 11 in triphicate have 10 be
mcosed io bills besides amsesure VI slosg with corvers
B ressed 1o NFBy/ NLE;.

After the bill is passed, the 7.0 shadl give scaled
. 222 adkdressed 1o NPEls / NLBs, contnining snnewres |
LEL to the DDO messenger oa token The
‘O sball prepare Aznecure 11 and send it 1o Govern-
=t Bamk. 10 extend credin o NLBs.

The DDO hall get the Annesures | & 11 deliv-
pext 10 the NPBs and NLBs respectively. He shall lssue
hﬂhMKE}smmm:ﬂm-ﬂ
Ee’ send along wih Anneuse
[- i

" Adcs in the Notificd Pay Bark Branches. The DDO
. Mlmﬁmmmﬂm&w

e

don and in the designation of the sccond key holder
Mﬂ:nﬂﬁ-hhﬂnﬂmhﬂuﬂyun
cilicae creditleg of Salarkes (o e employees and Non-
Governmen deductions etc. The DDO shall open &
Siagle Qurrcat c on his designation in the places
where singie lock cush chest is in

The DDO whille preparing (5 pay bill has 1o indicate
n the inner sheet o mspon of cach employee, the
presant nci payable Lo, Gross amount minus Gov-

ol Noon-Governmes: deductions and nei BiTsOGn;
afier nos-government dedactions Ieve 1o be shows Is
m:iuumnuﬂnnulﬂtmﬂmd’hlj
Bl

The DO zhal] clearly mention in red ink wherever

there is & change in any of the ficids of sarnings or
ﬁd:-it_ﬂmnﬂnlh--u, in red ink in the
remarks column alen.

3. The deductions owards sbeence aol s
wmgmmu@mm
such absence shull be deducted by the DDO ia the

b The DDO shall preseet two bills to the T 0., one for

the employees who have apted to ke salaries & al-

lowances through bank credits. The Secoad for the
mmnnﬂh‘quhmtnmh
1'Mth of every month. The DDO chall encinse Paper

Token (Aanex-V]) (o the Bill. The DDO / his

mwmmmmm

inasncxurs VI from the T.O

Eignatase of STO.

Th:mmwhuumuumumm

Htﬂmiﬂﬁﬂhhmnﬁqﬂl

% drww salaries through baok aocounts. The Ansex-

ure | & [ shall be in type written /

will eadorsement, st

be cells Thhe DDO shall enckose 3 cowers mena

oae for NLB and the other for NPB.

K. The DDOV his nuthorised messenger shall susrender
Faper Token to the Treasary Officer and take deliv-
exy of two sets of Annexure | & I1 in two sealed enve-
lopes afier the bill is passed

9. mmrmmwmm

the aitested copics of Annowre | 1othe NPBs for crad.

iting the amounts 1 the Employes account ssd An-
pexure {1 o the NLB in salod covern.

The NFE and NLE shall retern one $et of Annexgre |

&ﬂmhthtDMMWdu

receipt of credin

The DDO shall recored entries in acquittance and orher

relsted registers based on the Annexore | attased ynd

—.“hcknowledged by the NFRg. .

The anncaxr - | received from the NPE will bacome

the: soquitiance for the purpese of Cash Book entries

13 mmmmmmmm
mhhﬂnmhﬂﬂﬂunnhdum

with tranesction [D and

10

1L

shiall b recoaciled with NLB regularty,

15 The DDO shall preserve the copy of Amaexurs | & 11
uctested by the NPB & NLB for the period of 3 years,

18, Theendesvor of the DDO shall be neot 1o handle cash
o for & possible

vi-

L. mmnﬂmmnmmlwm
order &5 shown in the Annexure TV on the bill and
e Annexare [.& T1

L. T=TO shiaif return bills ifthere are any snaoual cor-
rections in the snncxure | & 1 and in the bills

1. The TO. shall retiuii ane copy of snncxure | & ITwilh

R e N i W & LB I e T e m - oo o
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hﬂTﬂmmﬂJ‘lﬂmum—u-n I EF
shall be hasded over jo tee DDO s asthorteed mes-
senger oo sumendening of Paper Toksn in soparue
saled covers, 10 be handed over to MPB & NLB re-

spectivaly. -

4 The TO. after passing all bills shall prepare a con-
yolidated staiement (n amnexue [ (Goverament Bank
Report) for the amounts to be credited 1o the different
MHLBs,

L The T.O. shall send anmexurs 11 o doplicate by last
working dey of every month to the Governmen: bank
fior credditing the pmoants 1o NLD oo |8t working day
of next monih and o olurn one copy 1o the TO. in
confinmation of karving exteaded the eradit.

& The T.O. shall preserve the copy of enncxwre 111 -
tesied and scknowhedged by the Goramment bank for
a persd of ) year.

7. In respect of PAD {(twin cities) / PAD (Works &
Projects), one cheque for the 1otal amount of Annex-
wic-TT1 shall be isned by the PAD to the Government
Bank for crediting the NLB socounts.

Frocedam t be follewed by the Bamks:

I, The Government Bank shall debit the Government
Account and credit the NLB Alcs simulianeously
on the firs woriing day of the month for monthly
saliry payments Ewven in case of other paymenis
aia there thall oot be any ime lag between debii-
ing of Governmen! Accoust and crediting of NLB
Ales. Similnr procedure shall be followed by NLBs
and NFBs

! The Government Bank shall credit the NLE AJes with
it, based on Anmesure [1 seat by T.O

1. The NLBs hive io open Zere Balsnce Currenl Ac-
cominl§ wilh e Covernment Tadx concernsh Yor ger-
ting credits from them

4 Based on anasxure [1 received in duplicate from (he
DDO in the seabed covers. the LB shall credit the
NPHs.

- Bascd on the aanexure | recsived in dupbeale from

| DDO in sealed cover, the NPB shall extend credits o
the BCCouils

6. The NPB, NLD, shall retum oo sel of mnnexme | &
11 80 the DDOY his suthorised messcnger.

7 Goverament Bank shall return one copy of Annexure
It 1o the T.O.

8 The NPE sull reconclle with the DDO for any ex-
wesa of besy credits based oo annexure |

% The NFD. NLB, Government Bank shall preseve one

copy of amimaure L 11 & U1 respectively for & period

of J years

In respect of twin citics. Vishakapatnom &
Wijayavwnda s well as other ploces in the statle whisre ECS
Tacility s available, the NLBs shall follow such system of
cendring amplores poymens ai their own oot
vill Ceneral:

L T CLFeNREI) S (sl N = RS | PP A ————_-] [
eczoun| of MLBS on the firs working day of the month
for pavment of monthly salaries

I The NPBa shall credit the socounts of smployees hessd
on Annexure | on the first working day of the mosth
for monthly salanes

}. . MPBe chall ot close the existing account of the sm-
ploye=z or apen another scoouns witheo! the permis-
glan af DDD concerned.

i, The sccounts of Banks are subject to sudit of CRAG
of his nemice.

i The lismof Notfied Banks participating tn the scheme
ang shown of Anpesure-VI1

(Employes wise detai ls)
Tia b funusived by the DDO in tripiicste slong, with the bill.
Name of the NPR:

DDO Code | Date :
DDO Desig, ; Trans-ID-No:
SlLNo. E.npilnrn E-;pn- Employee Amount 1o
Accouse Mo. be credited.
TOTAL
{Hupees in words);
DDO §i Signature of T.O.
(with seal) {with scal)
ANNEXURE - [
Motified Link Bask Report
To be furnished by the DDO in trplicsse
DDO Codu : Dae-
DDO Mame & Disig, - TransID-No:
Mame af NLE :

Slhe.  Mame of the NPB Purpese  Amount o

be Credited
TOTAL
(R pees in wordi): . S—
DO Sagmature: Sigrature of TO.
{with Seal) (with Seal)
Government Rank Repart
{To be generated by T.O.)
STOTAD code ETOPAD Name:
Gost, Bank Branch Ciade- OB Be Mams

SLMe Mameofthe NLB  Purposc Admcun Lo

be credsed
TOTAL
(Riapees in words)
Date: Signature of the 7.0
Adoded Pay Onderi

Fay Ra (Tupeses




DYOGA KRANT], FEBRUARY, 2002

e only) by Cash/ Cheque/ Dot/ Account
wredit as under and Rs. .
only) by adjustment.

| R by transfor credit o (he 5.5
A.poounts of the employvees (As per Ennexare-1),
i by tansfer credil 0 the
D0 Accoum! owards soa-government deductions.
| SIGNATURE OF THE T.0.
| (with 2al)
ANNEXURE -V

=7 [mstinokion Name

ameof the Employee Policy’  Amount 1o

Employee  Loan/ Other be resmitted
sccount particalary
inwords):
DDO Signatore
Paper Token for bill
FAD Code - DDO Code:
PA0 Name: DDO Desig:
Non-Plan Vited/ Charged:
;I:D-’Dm Head of A Design of Amoumt
L e
1m werds):
5l grafure TO Signature
ANNEXURE - VII
(List of Notifled Banks)
Stmtz Bank of India.
F Simte Hank
Central Bank of India.
! Indian Bank
| United Bank of India.
i IDBI Bank Limited.
i UTT Bank Limiicd
HDFC Bank.
ICIC] Bank Limited.
Viiays Bank
UCO Bank.
Giobal Trost Bank Limited.
The Jamumi & Kathmir Bark

Development Credil Bank.
Bank of Bahrsin & Kiwait BS.C

Catholic Syrian Benk Limitad
Dhana Lsomi Bank Limited,
Nedungnadi Bank Limited

The Knrur Vetva Bank Ltd
Indutlnd Bamni 114,

el N B R R R

Sordid Foadno bl ord)
THE ANDHRA PRADESH GAZETTE
PART I- EXTRAORDINARY
PUBLISHED BY AUTHORITY
No.522] HYDERABAD, SATURDAY, DECEMEER
22, 2001
NOTIFICATION BY GOVERNMENT
PANCHAYAT EAJ AND RURAL DEVELOPMENT
DEPARTMENT

(Esn 1X)
ANDHRA PRADESH PANCHAYAT SUBORDINATE
SERVICES (SFECIAL) RULES
[G.OMs No3%4, Panchayad Raj & Bural Developmen:
(Estt. IX) 22nd Dectmber, 2001 |
In exercise of the powers conferred by the pro-
viso o Article 309 of the Constitistion of Indis read with
sub-soction (3) of section 36 of the Andhra Pradesh
Panchayat Raj Act, 1994 (Act 13 of 1994) and in sopple-
reniation of the Andvra Pradesh Panchaysi Sub-ordmaie
Service rules, issed in G.0.Ms No. 172, Panchayst Raj &
Ronl Development (Estl.1X) Depariment, dated:

21,00, 199%, the Governor of Andhrs Pradesh hessty makes

the wpplementary (Special) Rules for the Andbrs Pradesh
Panchaynt subordingte service,

BULES

Shor litk. Commencemeni and soplicabiliry:
1) These rules may be called as “The Andhm Pradesh
Panclurynt Sab-ordinase Service (Sopplementary) Rokes"
2) They shall come inlo foroe with immedine offect:
2 Constitution,
The service shall consist of the fallowing additonal
categories of posts in the Andhrs Pradesh Panchayut
Sobeardinee Service -
1) Executive (Nficer - Special Cuegory-1

% Mﬂﬁm!m

¥) Excoutive Qfficer - Sepeial Cavegory-111
Secretary)

4) BExecutive Qfficer - Special Category-[V
Secrctary)

%) Executive Officer - Special Category-V

3 -

The method of appointmest for the categories

mmwu-m-

Method of Appolntment
By tramsfer from VDO,
l‘irl_h-l'hr obtsining their

uplinn
By tmnsfer from Y.D.O,
Grade-i1

Mame of the Catepory

| Executive Officer - Bpl.
Category-1 (Panchayat
Secretary)

1 Executive Officer - Spl.
Category-Il {Penchayat
sccrotany)

1 Executive Offleer - Sal.
Casegory-1I1 (Panchava:
Socremrv)

By mansfer from VD O
Girade-TI1. Surpius Jr Asgs
of Revenue Deparoment after |
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GOVERNMENT OF ANDHRA FRADESH
ABSTRALT
State Financial Accountability Assessment-Empleyee Poyments through Bank-Amendment -
order-issued

Finance (TER TT) Department
& O MsNo.254 Dated: 17.03.2004,
Read the following -
1) & OMsMNe 90 Finance (TER) Dept dated: 31.01.2002
2) G OMaMNo 508 Fin (TER) Dept dated: 10.04.2002
ORDER:-

In the & O 1" read sbove, onder have been issved for payment of salaries and «ll
other employee payment through banks. The Scheme is introduced fo offer more
transporency, flexibility and latest modern barking facilities to the employees. The
schere made optional to the employee. The DDOs have been instructed to open a Zero
balance *Current account” in the Govt Bank only Yo fecilitate crediting of solaries and Non-
Government deductions etc. - In the §.0.2™ read cbove, orders have been issued o credit
the salaries and all other payments of the employees who are yet 1o & ercise their option
to open the Bank occounts under the scheme shall be credited to the Current Account of
DGO in the Government Bank and moke payments in cash aofter encoshment of DDO

cheques.

It has been brought to the notice that certain amounts are lying undisbursed in The
DDO accounts for longer periods. The undisbursed amounts should nat be locked up in the
bank eccounts and the same should be remitted o the Treasury under the relevant head
of eccount. To avoid misappropriations, Government hereby order that the DDO shall make
all the payments within 15 dovs from the date of drowl or otherwise the same shall be
remitted to the treasury to the head of occount from which the emounts are drawn
Hence, it has been decided to issue the following omendment to the 6.0.1" read above.

Accordingly, the follOwing amendment is issued to the £5.017 read sbove
AMONEMENT
In para 3 of 6.0.Ms No.90. Fin (TFR)Department, dated 31-01-2002 in the 9™ line

before the sentence Drowing and Disbursement._ ... Of the Scheme' the followng sentence
Shall be added.

*The DDOs shall make all the payments for which the amounts are drawn within
16dmys from the date of drawal or remit the same to the Treasury ro the head of account
under which the emaunts are draown”,

{By order and in the name of the Governor of Andra Pradesh)

V S5 SAMPATH,
Principal Secretary to Government
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GOVERNMENT OF ANDHRA PRADESH

FMHW-%dthmimeﬂﬂhm}dﬂvﬂiﬂm
and Schemes - U Orders ~ Issued.
FINANCE (CASH MANAGEMENT) DEPAR NT

G.0.Ms.Nos2 Dated: 16-04-2016

o
o
3
£
8
g
o
&
2
?
R
i
g
£

Finance (W & P) Depatment, dated 01.03.2014

X -ASB0/DCM.1/15 Pin Department, dated 04.03.2015,
G.0.Ms No.543, Finance (DCM.I) Department, dated 16.03.2015.
G.0. Ms.No 101 Finance (Budget-T) Departmnent dated 12.08-2015

ekt
Qo
Fo88:
SR

e
L I

Fﬂnﬂmmu.lnﬂmm'mmcfnunhrudm,uﬂmh:ninuedd&pmm
‘Fit@lthdukﬁﬂrpruenhﬁmufbﬂhmihrﬁrmdhmmuﬂﬁim:f
Assistant Pay and Accounts Officers with effect from Apcil 01, 2014 and ordersd

2. The Govemment, in its endeavour to streambine the public financal
mmtsmmmmmdeﬁmﬂmquﬁﬁmnamlh:
programmes and schemes, has been introducing a series of reforms. [he foremost
being the issuance of Comprehensive Budget Release Order (CBRO) for the
entire financial year, duly replacing the earlier quarterly Budget Release Ordes
(BRO), and introduction of Comprehensive Budget Distribution Order (CEDO)
Sysiem o ensure streamlined How of cash every month besed on the approved
wﬂﬂ:phnuﬂpm:urpmjmhmlcmmmﬁuumMummnﬂm

. In the reference seventh read above, while wtroducing the CBRO system,
the Govermnment has empowered the departments to distribute the approved
Budget in accordance with the work plas and priorities of the operational wnits of
the through the CBDO system This is’ intended 10 facilitate
availability of funds to the departments at the time and place of requirement, To
complement and supplement the process for streamiming the payment process, il
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was felt necessary to mtonalise the existing system for presentation of bills to the
Treasuries/ PAOs, so that payment can be made more expedisiously.

4 Accordingly, the Government has carefully reviewed the existing schedule
for presentation of bills by the Drawing and Disbursing Officers (DDO) to the
Treasury / Pay and Accounts Officers, with specific reference to the payment
schedule and effective cash system, and has decidad to revise the
schedule for presentation of bills and payment to the authorised vendors, clients,
employees and other recipients with effect from May 01, 2015,

5. Accordingly, in supersession of the orders issued in the references read
sbove at one 1o fourth, the Government hereby order for a new schedule for
submission of bills to the Treasuries / Pay and Accounts Office / Works

Accounts Offices, as indicated in the following paragraphs with effect from May
01, 2016,

Schedule for
gl submission of Schedile for
o Particulars of Bills Billsto payment of
' Treasuries / Bills
PAD
| | Social Secunty Pensions 25 - 18 First day of the
of the Month Month
2 | a) Peasions , GIS and FOF, 17 - 25 T -
of the Month of the Month
b) Regular Salary Bills, Wages 17 - 25 ] %
(020/021/022), Work Charged |  of the Month of the Month
establishment (270/273 &
530/534), Professional Services
(280), Other Contractual
Services (300), Grant-in-Aid
bowards Salaries (310/311)
c) Payments to Home Guards 17 - 25 ] « X
(180/182), Payments to | ofthe Month of the Month
Anganwadi Workers (280/283)
and Honorarium to VRAs
(280/286)
3| M0-Scholarships and stipends of 5 - B g - 13
all Weifare is of the month of the menth
4 |Supplementary  salary  bills $ . B 5 =13
including arear bills, Loans and|  of the month of the month
Advances of employees




2

Schedule for
g1, . . submission of Schodule for
No. FParticulars of Bills Bills 1o payment of
Treasuries / Bills
FAD
3 |Telephone(130/131), Water znd | 1l - 20 | 11 - I3
E!earnhfliﬂflih. LTA/ TA| ofthe month &
Bills(110/111), Pestival 17- 25
Advances, All adjustment Bills of the month
etc,, All contingent bills including
other  Grants-n-Aid(310/312),
OOE(130/132), Diet Charges and
al bills not coversd in this
Schedule,

6 |Bills pertining to Raj Baavan, All days of

High Coun, Drorewsl Charges, | calendar month
Legal Charges, loan, annuity and
interest  payments,  FElection
related Expenses, Exams relatsd
expenses, Protocol Expenses,
Obsequics  charges, Natusal
Calamities TR-27, AC Bills,
Medical Advances, first payment

o Fﬂluiuug. i
71 | Subsidies of Rice, Posser etc 20.25 25-28
(330 . of the month of the month
8 | GPF, LOCs / PD Accounts 6 =20 613 &
Payments : ofthemonth |-  17-25
; ofthe month
9 | Warks Bills by DWA All working days 11-26
except in the afthe month
month of March.
In March 19"
will be the last
day
10 | The D.T.A/PAD & DWA have 14 - 16 5 -8
10 render aooounts 1o AG. DTA/FAQ DWA

6. The Citizen Charter is here by stands revised rocording 1o this sckedule. [f
the Inst day for submission of bills / payment happens to be a holiday, the same
will be done on the following working elay, All the Drawing and Dusbursing



(P23

Officers are requesicd to follow the above schedule of dates for submission of bills
to the Treasuries / PAO and Works Accounts

7 The Director of Treasuries and Accounts/ Piy and Accounts Officer/
Dwrector of Works Accounts are requested Lo issue necessary instructions 1o thewr
sub-orcinate Officers and disseminate the schedule acongst all DDOs and place
MMMMMMHFMITNQMMHM
Development Office and the officts of DTOs/ STOs/ PAOS/ APAD: , etc.

8. The above schedule regarding payment will be subject to the exigencies of
ways and means situation of the State. All concemed are intrusted to adhere 10
the schedule stnctly.

(BY ORDER AND [N THE NAME OF THE GOYERNOR OF ANDHRA PRADESH)

DR FP. ¥. RAMESH
PRINCIPAL FINANCE SECRETARY TO THE GOVERNMENT

To
L. All Special Chief Secretaries / Principal Secretanes / Secretasies 1o
Government.
2. Al Secretariat
All Heads of Departments with a request to communicate a copy of these
orders to the SCOs and D.D.Os. under their contral -
The Director of Treasuries Accounts, Government of Andhra Pradesh
The Pay and Accounts Office, Government of Andhra Pradesh
The Director of Works Accounts, Government of Andhra Pradesh
All District Collectors with a request to communicate a copy of this ordes
to all SCOs and DDOs i their district and cause its publication on the
notwe board of all offices
8 All District Judges in Andhra Pradesh
9. The Accountant General of Andhra Pradesh, Hydembad
10. The Principal Auditor General of Andhra Pradesh, Hyderabad
11. The Registrar-General, Hon'ble High Court, Hydersbad
12. The Secretary, Andhm Pradesh Public Service Commission, Hyderabad.
13. All Deputy Directors/ Dist. Treasury Officers in the State of Andhra
Fradedh (With 2 request to communicatz the copy the orders to the Sub-
Treasury Officers in their District)

g

bl o

Copy 1o
All Officers/ Safl in Pinance Department / DTA / PAQ 7 DWA
All Sections in Finanee Department

FAIFORWARDED i BY ORDERY/

SECTION OFFICER
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GOVERMNMENT OF ANDHRA PRADESH
ABASTRACT

Adminisirativa Reforms - Delegation of Financial Powers to Head of Depariments,
Regional Officers and District Officers and Unit Officers :n respact of cenain Common
ftems of expenditure-Enhancemant ol Financial Powers ~n ceraln Common llems of
sxpenditure-Orders-lssued.

B e e S W S S b e e P———

G.0.Ms Nol45.
FRead e following:

G.O.(F) No,703,Genl Admn.(AR & T.1) dept.ot.-12-1978.
.0 Ms.No.215 Fin & Pig(FW .A & L) Dapl.dl, 14-8-1883
G0, Ms No.102 Genl Admn.(AR&T.[) Depl.diZ 1-2-1986.
G.O.Ms No.490 Genl Admn.(ARST.Desk) Deg:,31.28-9-1994
G.O Ms.No.388 Genl Admn.(AR&T.I) Dapi.ats -3 1996

GO .M3.No. 100 Genl Admn.(ARLT.I) Dapt.at,11)-3-2000

ol St o e

=
b
¥

Onders were ssued in the Government Order £ read above, constituting a
Committee consisting of Special Chiel Secretary & Chiel Commissioner, Land
Administraion as Chairman and Secrefary 1o Gryormnmest (Coord) Genemal
Adminisiration Department a2 Convanar, Frl. Socretary 10 Gevernmenl. Revenue
Daparimant, Prl. Secretary o Governmanl, Finance an+' Planning (FW) deol and Prl.
Secrelary 1o Governmant Panchayal Ra| & Rural Develcpment (AD) Departmant as
Membars to examine and 10 sugges! lurther enhancer. 1 of delagation of Financial
Powers. The sald Commities has i rudlrﬁamm Financig Powers &5
contained in the Government Ordars 1™ 2™ & 5™ read above in respect of soma
comman ltlems of expendiura o Departments of Secrelarial. Heads of Departmonis,
Reglonal Officers and Disticd Officers and Unit ONicers and mada ocartain
recommandations,

2. Government alter caralul consideration of the recommaendations ol the Commitiea
lor enhancemant o the exisling Financial Powars an certain common lems al
axpandilura, have agread I the recammendations of the Commiies.

3. Government have accordingly, n pursuance of the d-cision isken in Para 2 above
and In modification of the orders Issued in the Governmant orders 1% 2 & 57
read above, fix the revised menetary celling limitz, of Financial Powers 1o be
exercised by each suthorily as detailed in the Ann<2ure 1o this order, subject to
the following conditions:

Cont.. p2
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1 The above delegation of financial powsrs 15 sitiect to avallability af Budged
perowislon.

» Whears already higher powers are delegated on ceramn common ftems of
expenditure, such higher provision will continue.

4. Whema higher powers gre nol delegated on eriain common hams of
expenditura now the existing powers deiegated oo+ er will continue.

4, Ehighlity of the expendilure Wil be deterrtired as per tho existing
guidalines and onders in fome.

4 The Departmanis of Secralanal/Head of Depariments and the District Coleclone
are requested lo communicate these orders 1o 1he Faglona Officers, DistrictUnit
Olfzers and other &bﬂﬂnﬂ#ﬂﬂhuundlrthﬂrmimihmriﬁhr
kaking nacessary action.

5. Mo Separala concurnence of Ihe Finance & Panning (FW) Department is required
1o exarcise the enhanced financial powers as staicd in par {3) above, whie
k:mlngpmnudfﬁ&ﬂ#ﬂﬂﬂbﬂhﬂﬁf&ﬂinﬁmmﬂmmﬂmnﬂ
authority by guoting this G.O.

§. This Order comes into lorce with immediate effect.
(BY ORDER AND IN THE NAME OF THE GOVERNOR OF ANDHRA PRADESH)

S ARORA
PRINCIPAL SECRETARY TO GOVERNMENT

To

All Departmant of Secretanial
All Heads ol Departments
All Collectors,

Copy to:

G.AAR & T.I) Department.

PSs 1o Chief Minister/Chie! Secrelary 1o Government /Spl.Chis! Secretary 10
Govermnmment . & Chiel Commr, Of LA,

P.Ss. 1o all Minislers.

SFISCs.

/| FORWARDED -BY ORDER//

Scblx x ¥
SECTION OFFICER.
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ANNEXURE to G.0.MaNo148. FINANCE & PLANNING FW:ADMM.LTFR) DEPT. Datsd 21102000,

Sports and Games

lam of Colling Limits for Calling fimits for Celling limi! ic
Mo | Expanditure Secretarial Depts / Heads | F sglonal Officers mmm
of Depts./ Dist, Gollectors) Unit
1. | Mainisnance of o e
Motor Vehicles powers (Subkect o 27,000 per vehicle, viahiche
(&) Light Guidaings vide i e
Veticles | G.OMs No333.G.A(OR.I)
Depl. datn_31/7/1867)
{t) Heavy do- £0.000 per whicle 40,000 per vahicle
vehiclen.
2. |Purchass of Full Powsars Full Powers ull Powars,
T e :
& Woodmn |
Fusmiture:- Fill Pawars 50,000 10,000
(#lPurchass of | Full Powars
5,000 : 5000
T
Fonifor Ofics Ful Fowe Full powers acoording | Ful accarding
a4 Ill‘::::mll'inu pOWETS . ing |
Bullding Plinth area values and rert | to Plinin area values nﬂmﬁu
assessmeni by RAB Dept. | and rent assessment | and rent assessment
Subjeci 1o lolowing ihe by A& B Dept. (Subject | by R& b Dept. (Subject
issuad in 1 lodigwing tha to foliowing the
G.O.Msno.36 Fin & Pig.( | instructions lcsuedin | instractions lesued in
FW.EBS PWD) dopt at, G.OMs.no 95 Fin & GOMancd5Fial
277211997 read with Mamo | Pig.{ FWERS PWD) | Ply.{ FW.EBS PWD)
No. 127/A & EN7 4t 5 6.97) | Dept.dt 27/2/1997 read | dept. . 27/2H1097 read
:ﬂuh?m;gagﬂﬂﬂ mmumﬁﬂm
i e 06 & EMT.
e s
L‘l—l—.— —ars -
& | Lipht Refreshmanits | =.300/- ot a tima nol 200/ p.m 200/~ p.m.
sxcaading Rs.2000/- per
7. | Repairs o Type ull Powers Full Powars Full Powers
] of | Full powers subject o Full powers sulject 10| Full powers subjec! o
Vehicles techrical Scrutiny by Public | technical Scruting by | techinical Scrutiny by
works Depil. or Arga Public works Deptl. or | Public works Deptt or
Transpori Officer, Area Transport Officer. | Area Transport Officer.
9. | Hepairs 1o Full powaers Full powers Full powers
|1 Duplicators
10, | Qrganization of 60,000 10,000 10,000

Conid...P2
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.

- P '
"2
:"&. Them of Expenditure Celling Limits for CellingWimitsfor | Celling limita for
Depts | Reglonal OMicers District (Othar than
Heads of Depts./ nnuumm::
11 | Elecirical nstalations.
oy Full powers 5,000 5,000
mprovamants and
altarasions o the
—
and
apantmeants in the
mm.
3
"m—mmm 00,000 50,000 50,000
instafiations to now
12| Priniing locslly wihoul Full powors FUE powers Full powors
13 of High pevsonnal | Rs 5000/~ on each Mo limit on oecasion net | No Limii an
DRt
orcasionsubjeciioa | exceeding 5,000 pa. not aeceading 5,000

-
o

Hﬂ[ﬁ' SECES

Contd..P3
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o133
e '
(BL | tem of Expendilums Goliing Limits for | Calling Nmits for Celling limi for
M. Beorstariai Depts /| | Reglonal OHicers District{Other than
Heads of Depis. Collectors) Unit
&El:_:lum Officers.
Maintenance of I powers - =
Aesidential and non-
residentlal bulicings of
prisons Deparmaent =
2 W Ful Fi Ful
0. nanoe Full powars{Through h
compute’s APTS or original AFTS or ariginal APTS or origirat
- Manufscturar) Manidacturer;
5. | Walntenance of Nermx Full powers Full powers powers
2 Hﬂm;immull“-n Full powers Full powers Full powers
m g -
3. | Purchase of / Full powees Full powers Full powers
Eax Maching Stationsary
[Printer Rlbbonas, Heads,
Conridges, Flopgles,
Chs and Tapes olc )
3T AirCoolars Rapairs___ |l oy Full powers : -
35. | Supply of Unfiorm diom | Full powers Flall plowers Full powers
Him— Mpioyess =
5, Full powers Full powers Full powers
%. Fal pawers 7090 1,000
F Full powers 1,000 500
39 Jm____'.%f_lm _%L
40, | Pest conirol Messures, Ful powers Il powers pawens
Fire Alarm and Fre
Exginguisher
i1, | Elecirical & net workdng Full powers Ful powers Full powss
workg rolmting o
computer Alr condBionar
2 Ful powars Ful Ful powers
3. shoth Full powars Full powers -
for Junicr Forsst Oficars.
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PROCETIINGS OF THE OO 35T0NMER OF ILEIZIATE Efe T IR,
ANTIEA PRADEERM: HYDERNDAD.

Pry_ JBe.vo. 300/adnn.1-3/2000, Duted: 21-07-2001.
L}

Subi= COLLEITATE EDUCATION -~ Gowemmmmt ollsges = .

Zstabliahment pf =sllepe Planniny, & Devalppmens comrittes

for Govemmert tnlleges in tha Thits =~ to @
Rilas - gpdars — Tssuad,

.ﬂlﬂa- 1y cmniissloner's Paa, te.da. 100/ dwe.I-172000,
[ 5 11) Lezters from Certain Principels of Sswmoment

exlleges in tihe Scate.

& . [ TN

in the reference second soad alowe, tha Frincipels

o Mowe mmment Collsges have cepresentsd suggasting certaln

=8/ bpdlfloc.tion to the guidelines issusd for the
llége Plannlng & Developmmt Committes (C,P,80.2.) in tha
raference flrst cead abowe. After thopugh examinftion of the
feprasamtations, it hés been degided to make ceErtaln smendmencs
to the cuidelines.

In exercise of the povers conferped the pmviso To

e 11.0 pf the cuidelines for the Cpllage ing & Development

ttan (C.P.D.C.). the Commissionar of ollagisve Blusdtisn
rereby make the felloving amestments to the guidelinss for
Em C-F-Mt M

AMENDMINT =T

Under Pule 2.0 composition of the Gollege Planning &
Development, Commictes in Ltem (£} “Dther Philonthroplst/jocial
aorker” the words "other Philsnthrophist® shall te subsuitpsed
deleting *Socisl \ioriesr",

=

A person who gives conatisnm will enly b aligirle to
become o member in this cotagory.

g el §

In Pale 2.0 ¢ fcien of the C.P.0.C. the follavwing
"cpegiml invitaes® u-a tncludad to the Twxecutive Comittes of
the C.P.D.Cus failsing e nun-l"i.r of nenbers for 11 to 15.

— ———

PERIDN | DESIMITION NUMBER

hl Serving Eginesr o the ’ S 1

iness HETSNe Ton
Erglnenc ua from
‘R & B or Panchayst Rej
ot any othar Government

or Duasi Jovernment Deapart-
I'l"iH'lt'..

i) meputed slumal {014 Stucenc) e e, 1
of the tollege w15 :::ml.tt-d
o the developnent- of the
coilegn.

11 mapeted soclal lbrkan/
Jr_irtisf-ﬁwﬁt-,,-_-fﬁﬂmt:l.tn
o% wlig DN - Moy e :
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"¢ A S

Person Desiznaiisn Rl e,

[ e -l

k] Pfusttion..iist/Profnssor of
wersity conesomnd, rember 1

=

E_pu;'u.gn eirye B insiztrd Foma than, Thuelr tnglosion
shall, howaver, De Senefisisl s =he {sotlitutian.

undar Bule 2.3 of the Suidelinea for “he C,P.0.0. Or
the'wards "oaNticn of R, 0,25 Lekhs® the womds “Dosetlon
af pa, 0,1 Takh® shatl o a@ETETTTLAA, T —
Bt i

NIEE 7Y

Zpp piulz £.0 "Pove=s ot Funetions of the CoP.D.C.
the folloving now trem noy ba <Gdad,

w4.17 to Ziscusy &nu approve the proposals subedtbed by
she Peinclpols al -ha mollogs for sponding the funds receivad
oy the eallege foom all thy Sources such a5 Govemment except

{EHE::J' ﬂ:l:l?."l‘.‘ﬂ'.lll:lt }l ulﬂl- 5':@__:_““ H'siﬂ-h ‘-I':f:!l‘ ‘lTilln-l' |
guasl Govammtnt and gthve llnn-.?-nr'n;:fﬁ?ﬂ sETECeS ;-" |.
prostar cropnsparency ord propar planning’.

ha almye smondments to the Suidelines for the . P,
shall come into foToe \ith tiediate affict.

The Principsle of Bll Covermnment collages crw informed.
thee the CuP.D.C. SiALL BOT FUMCTION AS A METE MEITING AND
APEROVISS fODY. S5 datailed in ics objdctives and functlons
it anall play & Dynecic rols in arfectively bringing the
serticipseion of the locel commuanity in the ollege Deavelspnent
ond in a=iloviag sordesie arxeallesce md providing pocially
relavant efuoetion., Thore shall be @t l2sst one mgsting ir
wwa Ty noontha and dicisioreace to S o as pesolution
for cation. 1

ohe Principels - ars reaguesced to take 8ll nocassdry
skeps in achleving the enjectives of tha follsge Pleoning L

O. KRIFANRANDRG,
COMMISSIOE SR OF COLLEGINTE EDUCLIICN.

T

The Principols of all Govemnwnt Dejiee Collegsa in the gtite.

Copy To all the Regional Joint Sirectors of tsllagiate Blucdtion
in the Ftate.

copy to sll o2ficers in this DEfice.

fapy o hoademic ¢ell of this Offlem.

mopy &0 Ser 1,311,111 & IV Sactions gf this OTEices

ropy ssmitted to the Jucretery to Jovermmeat, Highas BAuCELION

Goparement, Amineo Fredesh Secreveriot, Hyd,

spere—10,

f'.-l-. . Ly .
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p1dTTes
EEH[KHHEE * g
(Praforms letter of "suprly order for wouipment )
Feam R?s'
Rcalige __Detedi

Dear Sire,

Subi- Suprly of Science sguipment, materislas, chemicals

gte., L3 the Department of pf thia

ool I:H;n for the yssr 19 - 1% Srders - Flaced.
Refi- 4.0ur enguiry Letter Roc.No. db.

2.¥our ouotation Nc. dt.

-

. woted by ysu in the reference 2nd cited, For
the un;?:urtg.ﬂ: nmtiu:ag in the enclosed list, are sccepted
mnd you ers requasted to supply the article in the H!i en—
cloped o tho Deopartment of of this college,
on or hefors , subject to the felloving
conditions, in sddition to those alrsedy mentioned in aur
sngulry letter.

Conditions OFf suoclyi

L % Th tieles stwuld be supplied, sc as to reach the
cgflﬁ;u h-ﬂ':tu the datea spoeel H.'-d amave. The Principol
has tho cight to reject the articles not received
pefara the sald date.

2. The artielas should he properly packed end fForuarded
ke the Principsl by psssenger treinm or s recognised
lorry treonpport compeny. h? nenrent H;:Har station
.iﬂ g -

3. Tha bill in tripliceats, along ulth an advence stamped
recdipt Reilwsy or Parcel ot hill, and_other rslevant
doouments should be sent by Rega.post. The college will
.not besr any demurrags charges conseguent on late
recolpt of wey bill or billse.

~ F meged and substandard articles end those

: &Eﬁmht?::nﬁn?mgfmm to our specificetion, ulll not be
accopted. They will have to be replaced at your oost
promptly., Otheruise the cost of such items will be
deductod rrom the bill and it will be pasaed for the
bakbnce of samount anly.

= The r=tes to be mentioned in the bill should confarm .
to thase given In your guotstlion, and np dewviation
willbe pllound,.

E. Requeat For advancs psyment or part peyment will
not be entertained. .
Ta Pleass scknowuledge the receipt of this supply orders

In cmoe yau eare nat in m poeltlon ko supply eny or
all the itoma, the same may he intimated at onces.

Encl: List. PFrincipal
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» s
Proforma letter Mor calling for quotstiaona for supply of
Seimnce mouipment .

From . - To .

Sgelio, _datad,

Dear Sire,

Sub:~ Sealwd guotetisns Por Sclentific eaulpment
' and materials For the Department of
for the vYear 1 -

19 = Ragardlings

T ' L]

Please Furnish your lowuest guotaticns if s2aled
covey for the suprly af Science squipmeont, spparatus anc
matarlsls mentioned Iin the lat enclosed, to the art=
mont of - ! for the year 1 -
L , 80 88 to resch the principal on or before

Ly

w #ent to the“ems mddress of the Principsl and should
be ‘superscribed.

« "Quctations for the gupply of ecuipment wetec. Far the
Departmant of « Due datae "

- The Tetesas should be quoted P. . H. W“*‘J“ (redluay
station/Free on Lorry service to ) and should
include all charges liks packing, Foruarding and
rraight. | L

-

3. nsursnce charges will not be borne by this colleges
Stete oar Central)

4, Sslae Tax at the mpproved tetes only will be allowed.

1 The sealed ?-r canteining the guotstions should be

8. The rates gquoted should be vellid for the entice Finan-
cisl year and no Ffurther change in tho retes wuill
ke ml lousd.

G, The materisgly ahould be suppllied before the due
dete mentloned {n sur supply arder mnd the Principal
hes the right to reject articles rocaived »fter
tha pald date,

Te The company should be prepered to replece the damaged
mataeriala or those which do not comfircrm to SuP
spocificakiona, at itas coast. Othoruise the cost of

such itema Will be dedyctad from the bill. ;

8. Incomplete or dufdéctive quotetions will not ke q
pcCept ods,

2. Any cinditions I‘l’-il:‘ull?.ﬂ by your Flrm uwnich msre not

in eonfliemity with sur'eonditione will not be bEdding

on Wes

Encli: ligk of ftoma. PAINCIEAL
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CHECK LIST FER ADMINIS TRATIVE SANCTION FOR THE
AMOUNTS SANCTIOMED BY THE UGL, °
444

| 1 |Name of the College & District

12 Amount sanctioned by the UGC -
item wise
3 |UGC reference number and date
. |[copy enclosed]
4 | Whether the claim is for the 1"
| instalment or subsequant
| instalment
[Copy of UGC letter enclosed)
5 | If subsequent instalment, report
whether the administrative
sanction accorded for previous
| installments er not P
If yes, quote the Proceedings of
the CCE ond date [copy enclosed]
6 | Report whether the previous
instaiment was fully utilized or not
| If yes, enclose the utilization

| cartificate
7 \Enqu:ﬂ by the Principal for
| administrative sanction for UGE
| grants [1", 2" or 3" / final],
Item wise / department wise

' amount should be shown
& | Whether the UEE committee
resclution obtained or not
9 | Indicate the heads under which .
various items have to be purchased
os indicated by UEL and detailed
estimates are enclosed or not
10| Whether the staff committee
resolution abtamed or not
11 | Any other infarmation

| 12  Total amount requested by the

| Principal
13 Remorks on the request of the
#rincipal
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;‘f UFFICE OF THE DIRECTOR OF COLLEGIATE EDUCATION, ANDHRA PRADESH

HYDERBAD

s+ CircslarMemo No 40P, IT1 12006 Dt; 1472006

Sub:- Goveroment Degroe Colloges - Budge redessed 1o Covernmest Degre
Colleges & Hegional Jaint Dirsctors of Colleglate Educstion in the Sisl
under Non-Phin for various hesds of aceount - Proposals for Administratiy
Sanction — Guidelines - Tsoed.

MJ}E.MIHW“EWMLTEH}MBEH.IM
2) G.OMaNo. 135 Pin & Plg"'W. BG) Dept., dt:20.09 2000,
3) Covt.Circular Mermo No.S494-A/13 UTFR. 1109,
IM: 21 -83-2004,
@ @@

mmmummq—uq&mmtﬁ-nm-m

Directors of Collogiste Education in the 5tate is nvited to (he references cited above snd
siwa to the codes & departmontal manuals. They are Informed to sdbere to the following
Euidelines while sendinyg propossls for Adminlstrative Sanction wherever required and
also while incurring expenditure from the budgel redensed unidvr varioss hesdy of sccouni
and for making purcheses of virious items.

The Principals of Government Dogree Colleges and Hegioasl Joint Directars of
Collaginie Education In the State are requested Lo follow the Instructioas ksued In
G0 Ms.No. 148, Fin& Plg Dept., Di:21. 16.2000 They arv alss requesied o sead the
mhhmlﬂﬁlﬂ-hrﬂm“lmmﬂﬂﬂuﬂh-ﬁhﬂ
of expenditure (Le, head of secount wise) for the budget relesscd (o those itemn of
expenditore which does not come under thelr purview as per the delegation of
Anancinl powers lssued in the above sald C.00

While making parchases, they should stricUy sdbere to the Instructions untained i
the Article 125 of APFC Volume 1 and (nstructions issued there oo from time 1o

o

time by the Geversment.

3) Stock Reghters should be maintzined for ali the purchases mude for verifcation

5)

The Principals of Goverumest Degree Colleges and Regional Jolut Dirsctors of
Collegiute Education sre aiso requested lo folilow the procedure mentioned iu
FUNCTIONARY MANUAL of this Department while making purchases of the
following items & construction of bulldings / Minor Works / Ordinary Repairs snd
also take up the Anmual Stock Verification st the end of each fnancial year.

Ll mnimm' —r-

by Ld Equipment

€) Games Material

d} Computers

©) Write off Powers

Further the following guide lines should be folloovod for ranking purchases of the
fellowing fuems.

a) Compuiers should be taken through AP.T.S oaly. The APTS Dhmfted Ls
been dectared oa the eomtrabized Ageney fur the voloction ln pasrc base  usel
wii ppily & the oqulpaicnt



v)

wii

VIIT)

1=

==
nn-mu.mm:.m-:hﬂm“ for
development of software in Uevernmest Departmens/Sinle
:jﬁrﬂﬂhﬂhllwdﬁueﬂﬂl_ﬂ“ﬂ? i § cost of
mmumuhm“ﬂuﬂ- sloag 1

mdent and mﬂ-ﬂ-hﬁm-lﬂhﬂlﬂﬂpd’.ﬂhﬂ
unpmhnurﬂppuﬂlhuﬂw

CLOTEL

100% of cloth requirements ~ towards lvery — shoald be fram APCO only.
mﬂﬂnrﬂ“ﬂuuh.h“#.ﬂ“hml
Y% trom AP Khad| and Village Industries Board (GOMNe W 1 &
(SKI) di: 5-9-1983).

LEATHER GOODS { For CASI BAGS]
Lesther arlicles may be purchased from LIDCAF (G.OMaNo 1145, He
(Prg.A) 420874 and GovLMame, Nol i ry AB0-2, Flows, di:4-8-50.

ENAMEL SIGN BUARDS:
hrﬂiﬁﬂ'ﬂfﬁﬂiﬂlﬂﬂhﬂﬂlmﬂﬂﬂn—ﬂnﬂm

hould be given to the Govt, Enamel Wear Gudar, Nellore Dist |} |
piscing orders.  In respect of pon-stand ard TGovLunderinlings |
Corporations shoukd participate in the tenders along with the Small Indust
Units In the State which are sctuslly engnged in the manufscturing of enn
wenr lems

(CoviMema No 1496/851-8P/99. 1, Ind & Commerce D 16-2-19%M)

(GO RLNG.282), Home(Prg A) du:14-9-1968).

SIATIONERY:
H-h!_q_ﬂl}eﬁp_hﬂlh!!'ﬂ Con/Mahils co-ap Super Rarasr | Super Hazaars
Coperstive lnstitations. T

4
m.mulmﬁdrﬁmmdqwﬂﬂmqﬂiuu
mmmmuﬂq“m-m Separate St

should be malntained for-
Ulﬂnhﬂunimhluﬂln“-mpthnhhh‘ i
slutionery, Form 10 is tiye furm intended for stock sccounts of il
and other ofMce store

INSPECTION OF STORES (Arsicle 133}
ﬂiﬂﬂllﬂﬂﬂhiﬂﬁlﬂliﬂhlih'ln-h“lhﬂrm-ﬂhmnfl
quantity likely o hmlﬂqlrﬂ—ﬂmﬂ. Perishahble sto
ﬂuddhumptmﬂuulnufgﬂ-nlthrmﬂu:w. A report b
nhﬂﬂnurﬂmhlmﬂmﬂmﬁtﬂhjﬂﬂdhm
the competent suthority.

1

VERIFICATION OF STORES (Article 143 and 144)
Vertfication of stares should be done @ per the procedure lald down B
Article 143 & 144 of APFC Vohume-|

thmihﬂlﬂdmﬁhmﬂth]}mﬂﬂtum
resporsible for s custody, The ofTicer inspecting should be 8 responsible o
lnde pensdont of e vuperior executive officer is charge of Use Stores.

Whecever 8 Gavernment servast respansible For stores is tramsfel
et rolioving Cuvt, servant shonkl verlfy the stick af siore with the sk
prgwipiiy, cortily abaiil e errectmes af the sk lakein oyver and report
gueanlt b Gl cpanieilindie w e rlme offfas



inh :
Mhnnlnﬂrunlrhlul o
L Incorrect or carcless acoounting;
i boss arislng frome fraod, thefl or negligeace or
i an unaveidabls canse «.g. wastage, shrinksge und spilling

The head of the oMce should fally investigate U causc of say defldency amd
send a full repert (o the conirolling msthority along with the veriflcation report.
Action should them be taliem w0 M up te respomsibility or to sbtain the neormary
vrder o wrile off The slogk sccount should show the erders of recovery /' write
off ms the casc may be

Any crcexs detected during stock-taking shouid, afler investigation, be taken

to sieck sccownts af opce ms @ recelpt with the remark “escem found on stock
verification. ™

0 Libeary Books

From the Mirms whlch offer percentage of Rebate within the state. If the
books mot avablable In the stwte ean go for purchssss ouside (he stute duly
tnking prior permission of the Commissboner of Collaglate Educstion in this regurd,
IT tie branch office of flrms of ot xido the state are atuated in this stode, By can
dirsctly plsce the orders with that Mirm within the stale They sbould purchuse
w'l_hf-d- Volumes & AP Education Code Immediately and fallow
e mHHﬁﬂMMMmW““&:
. expenditure from e budget released under the besd of ncoount 520421 Machisery

& Equipement for purchase of Library Books and not from asy other head.

Procedure for purchase, write off, dispesal of mutilated /| damuged books sad

mﬁmmdmhhmmnuhmw#h
I Bools may be parchased from reputed snd standard beok-scien. Tenders aeed
not be called for;

2_PHYSICAL YERIFICATION: [ibraries having not more than 20,300 valumes und

!iwu more than ooe qualified | Every pear

h

Ubrary stsil,
WWILh e sl Mo stall At lntervals of not more than 3 yearn

Thl““hhin.ﬂh"ﬂﬁi”‘llrmﬂ
consiruction Engineering divislon approved by the Distrid Cellector. The
consiruction agemcy should be parsacy to sex that the work s completed |n time with
all the specification required and progress report on the works thould be submiited 1o
Uhe Director of Colleglste Education monthly. Ou completion of te work, Utiliestion
wmuumquﬂﬁmﬁur
w:m-muﬁm‘ﬂﬂﬂmm

ui
As por GOMeNoSHTNET-1, [ndustries Depl, ot17-02-1967 the
GoviDepsriments ssoald purchase the wooden formmitere required o the Following
erder of prefortace,

s) Jall Department:- As per q.q.yL q.:ﬁ‘{ Home Dopartmsent D4 27-82-1978
government has directed that all government depariments should place s
orders for the supply of anticles menufactored in Jolks and Lbe insifutions
wnder the Jail Department, suMdently early to eaabie the Jafl Departaent 1o
manulaciure the articls and suppdy e Ume.

Covt dopartments should place ordorm on Wanden farnfure of vensus
specificatings bhesides repair and canrlng worc.



If they express their Inability & supply the articies with in U stipulate tie '
“No Steck Certificate should be obtained from the concerned fRstivlion =

thﬂlp-hldﬂhndt#.mmhmlinﬂﬂﬂﬁl
outside the Jall dopl

b} Govt, Centers like P.W.D workihops Hydersbad and Sitanagaram, 5=
MIll-Cum-Production  Centers, rus by the Govt, s Hydemaimd =
Rajshmundry,

¢ Private Institutions recognized sy Govi, like Boys Town industrial Trainie
Conter, Hydershad,

d) Rate Costract frms: Since thers are o Govi, firms who direct
manufacturer steel furniture i has to be parchased from the Rt Contra:

firins spproved by the Industries and Commerce Depl., uivd Purchase frod

pﬁmnﬁnnummﬁu-ﬂm“ulwmﬂtuﬂhm
condracl

Mhrhﬂﬂﬂt.ﬂiﬂﬂuhﬂﬂlﬂﬂlﬁﬂlm-ﬂimmm“
should be entered in the Stock Register dlsa. With the belp of the numbers entered in th
Stuck regisiers It bs easy to Imow when a particalar srtiche his been purchased and = whe
cost.  Different code pambers may be alloted for diflersnct itema of furnitere - o

dmitification and verification. The Stock Register s @ be muintsined in we
AP F.C.Volume L with proper indexing.

However, Government in their Circular Ilmu.Hn.ﬁdﬂﬂ-ﬁu’]ﬂ].’TFﬁ.!ﬂlﬁ

[21-03-2006 have extended the ban orders on purchase of furniture for & f
period of one year ie., from 0104-2006 to 31-03-2007.

Sd/- Dr.K Lakshmdnaraysmna,
DIRECTOR OF COLLEGIATE EDUCATION,

To

I
All the Regional Joint Directors of Collegiate Education in the State, ;
All the Principals of Government Degree Colleges In the State.

Copy to A-H Section. 3
Copy to All officers and All Sections in the Office.
Spare-10.
o e i T.CF.B.O -
L
"'||.f|:|7‘ _ 'ﬁ:#""'"ﬁh—
: 3 : HIIEHT.
e AR

Ty,
SME PRINCIPAL e
GOV, DEGREE CULLEGE' 11 )

DI

t'l.'l _Ii



L]

GOVT. OF AP, HYDERABAD

Cir, Instes. NO. 124/ AIT-1/2004-05(NAAL) - Bt 31-1-2005
ay

Subs: - Budget 2004-05- 60Cs- + Release of funds for
Infrestructure, Foce Lift, Bulldings ete. -
Instructions-Reg.

Ref -1, BCE Procgs. Even Mo, Dt 20-5-2004  Dt.7.12-2004

And -11-Z2004

The personal attention of Principels of Gevt. Degrea Calleges is
drawn fo the sub ject ond reference cited

m&lhguhmhmu“fﬂi%}rﬁnd
furniture, stationery, equipment, contingencies ete, and buildings for
ﬂ'lﬂ"ﬂ]m ond in conmec tian with MAAC alga ”

While releasing the government budget under 130/132 Other
Office axpenteés and !ZWEEI Purchases for the purchase of various

In respect of funds given for buildings under Minor Werks fer
strengthening of existing physical infrastructure and mointenance, it is
clearly instructed that the works should entrusted te any one of The

gavernment contiruction agencies with the npptwnl of the District
Collector.

In spite of repeated instructions, instonces ore coming to the
notice That proper procedures and nstructions are not being followed y
some of the Principals. Hence the following clarifications and instructions
are peiterated:

1, The budget given under Sub Detalled Heods 130/132 ond 520/521
must be utilized for the purpase for which they ere relcased os
Stated jn the Para 4. of the Pruc.u;.t md m le

fmw. clectrical i , COmputErs
" contingent EM and under 520,521 for fab

equipment. books. garmes material c'hq pachinery dhd equipment etc
gy = o T
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2. The funds given under 130/132 and 520/521 cre net 1o be utilized for
the buildings purpose as it is not allowed as per financial rules and Mo
diversion of funds from one head to another head is allswed withoet
the permission of the government. Any misclssification and
unacthorized bocking of expenditure iz a financial irreqularity,

3. In utilizing the funds for infrastructure the Principale are r;q.sml
to fallow the procedures ond instructions contained in hn_izzrg_gjur

ok A% Finoncial Code Vol aubject Yo delegation of finincial gpidtei—
contalfied In &, 0.Ms. No 148 Fin & Pig D1, 21-10-2001- |

S o

& For buildings, the Principals are directed 1o get the works
i :
_approval of the District Collector.

e

3. The Principals are directed to follow the rules and procedures in
; 6. The Principals are instructed not 1o draw the funds in odvance and

MMWEELMM
The expenditure should not on mere avalabilty A

but # thould ba H
Instructions may be acknowlsdged. -
i I__'.-'".-l"J
- e T LI I sl B

For DIREGTOR OF COLLEGIATE EDUCATION

To
All the Principals of S0Cs in the State.

Copy to all the RJDs, Collegiate Education,

=

/

S

£l

TO
b pRINCIPAL
E.:II\"T. BEGELE COLLEGE

Kaikakanlior,

k“"l’?ﬁlh L - E}__
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r {3 E "8 (F, THE DIRECTYR OF HIGHER EDUCATION: A.P: HYDERAIAT,
- RdSio: 435/I08=1/82 Dated: 15-D8.1932,
J Sopy ofi-

a cF PRADGEN :

i, }/ﬁ\ ovERILT “.:ﬂg.l

= Y Cavernmint (alloses = Libracice ottached to ths Collesta = Los=
I _ of Books - Weltiog Off = Orders - Issued, e

T EDUSATION (C) DERARTICDND s
UL, o G.0u(M0) Wos 57 Datad: 27=14-1073,
' ; - Bepd tha follorimn:
. * JiR0is. Noy 2920 BAN, dated:

Y 2 From the Dirsctos of Hirhes #ucsﬂm;
o, Lr.No: 1176/F2-2/75, daved: 16-5-1975,

il

. A

&

P

0OEDER:

3 In She oirocumstaness nﬁhimtd in the Dircctor's letsdr

rend obove, and in the 1icht tht of'dere igsusd in the G.0,
Treed nbove, pragerdbing the procsdwrs for ml.'uibg off ths

1588 of bools in the Libraries Duportment, OGovernm:n igeun the

following ordare in ren et of tha I.ih:rnicn attached &a fhe
Mﬂumgt Colleges. e ) . E

1) The Director of Hizber Educetian is oubherised to weite

only) books issu all “he Librariss attochsd to the
QITING 5b Uﬂhﬁlm .

1) In cascs whore it is founé that the losses ocourcd arg
due to the negligence of the Tibrapian or the person ¢n-
trustad with Tesponsibllicy of the Librery, the smouns
may be collegted from %is 4in mogthly instalmemts os fixed
the Principal of the College contarued, In comes where
the lossen are heovy, puitable #Heelplinary ootlion shall
blso be taken agoinet the perans responsible.

1ii) The Dirsctor of Highur Pauagtion ia rngu--tud to advine
‘gj__.llhl’ré:ﬂpnll to Eeltn suitable ateps £o prevest the icas
voks,

f off thy losg of books for ewery 1,000 (ote thossnd

“i  Aw) The Principal shotld inspeot the College Librar annuall
¥ of 'E: Elu 4 .

. ond vorify the stoaol okas pt the ¢ af inspcotion,
He should also comfuot sm goguiry for fiving op of res-
ponsibility on the porsom-comeerned for She loss of bnoics,

£ ony, =nd gbtoin bin i::l?lnn:tiﬂu and pubmdt Lt %o tho
Dirsetor of Highor Blucsticn =ith Rln vicws for sriting
off gho loames or for effeoting the rccovary as the coac
may bo.

li Bl s srdapr Lacusg Wil Ghe apEsuSRaEass e MiEAnas apd T
ﬂ% I'E."?‘?;E'?Et - Tide bthedir U.0.Me; B5370-0/2147/A & L/75,
0y - - :

tﬂrmm;mmmmm-mac}mmwgmmnm}

B, Boaachondog Aoday,

Lepuby Boerctiner bo Governarnt,

F/Trae Caps//
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GOVERNMENT, OF ANDERA PRAIGSH
girochy

Governnent Junior Colluges = Libroriasnw of Covzrnmen® Jorisp
%:tllnsit in ¥he State - Toss of Books - Writting off = (rdcsg -
H’m & i L 1 -

-._-—-qhqd—--r——.--—---—-——-—F-.--n----q—-----_

EIOCATION (V) DEPARITMENT

@,0.Rt.Foy 595 Doted: 26-3-1982,
- Beed Shio :nlluui.z::u_ o
1s Gi0.Me.Ho: 57, Mduvgtion dated: 27-7-1975, A L
i Ml eRR15aEy 3 FAP A, M apation oihay e

3« From tho uty sAracter of Highor Bducation, (S
Du 0. Lo Mo: 035/TCH-1/02, dated: 0-2-1032, e
B -‘I;F'
EEI] ! R B |~_-_'I.

In tho circumstences steted by the Dirgetor of H‘mg’ = '
Education in his létters Tond obove, Governmont dirvet . :
ordars Lesucd in G.0.Ms.Neo: 57, Bducation, ditedi 27=1=-1976 . i
praseribing the sdure to write off of oost of books loek ™
:lhll bo extended to Government Junior Oolloges inm the Stata 5.

'Iﬂi '!r =

2, Tiis order issuss with The concurremce of Pines mﬂ fr
Flomning (B hg:.rmunt vide their U.0.No: 414! wﬂ. A BT
g82-1, iII‘MdI]E'- -19@82, i ko

rnmmmmmﬁmmmﬁmrmm}_

-

JATAKT KNTSHKAMTETT, - o g
Deputy Sceratary %o Oovernmant. .

/ Mxae Gopy//

Copice comunicoted to the wdermcntloned officers
for iofornotion and nocesasry acticn and they ars ‘roquestod ioh
to edbore the inetructions Laid épwn in ths B.0's guruplously. -

[} 4 [ 5]

E, Ganga Redd
far DIGROTOR u%m’ﬁmnm.

"y

Tﬂ- -

The Principols of gll ¥l | o

Gowepngent_Junior Collgges in tho Statg:

GEEE "I.'."E:-

%s The Beglorel Joint Dirgetar of Hi Blucatbi Ba jahrund
Guntur, Cuddéopak ond lm:n:qnl?m’ g . L

2, Stode rile.

Speze - 10 [ s §8 /5,

l'fl'-.ﬂ.!;h.uff > ..é.-.r-f-i'— T
LSRR SA. Lesnvg,
Cne/ 4608 . PP ...fi'
&
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Wirite off powers:

In Co Ms NodM Finance (TFRI Dept dsted: 03092001, the
Diretor/Commissioner of Colicgate Education. AP., Hyderabad wis empowered [0
|ssue writz off orders for various kinds vp to 5,00 Lakhs and thi Principal of Govt Degree
Colleges are not suthorzed o insue write off orders, All the Proposali for e of weite
off orders shoukd be forwarded to the Ditsclor/Comminlaner of Cofleglate Education.
duly loflowing the norms ar mentioned here under--

A committes should be formed with all the Heads of Department. headed by the
Principal.

I} The Commimee should chedk
i) The stock regiter with invaices with reference to approved incents
i) frock regliters with reference 1o involce isues breakiges recovery of ol

approved write-off etc.,

W) Al the net book balance as per the stock register and them take physi cal

verification of the ground stocks

vl Rewlis of stock werification in trplicate should be wbmiited to [he

Principal.

vi  The commities members have to sign with date In all the stock FER §her

and countersigned by the Principal

2) Verfication report thould eantain armang other things lists of
i) Miuing articles/booiks
iy Broken/darnaged articles which can be repairsd
i) Hroken/damaged articles which zannot be repaired
vl Amiclei which bacarme usalsig/obiolete by wear anid tear to be written off

1) Lecturer in charge /Librarian/Physical Director have 10 offer thelt remarks

#) Basing on the remarks _the cost of artide spoiled either to be recovered or got
wilten off by the competent authority before next itock verification

3) While sending lists of the articies to be condemned to the department competent
authority specific and clear reasors are (o be mentioned for write off.

b) Condemned articles should be disposed- off oy public suction giving wide
pubticity 2nd sale proceeds should be remitted to the Treamry after taking
permisson from the Director/Commissioner of Collegiate Education

T} For write-off unserviceable arficles beyond the powens of the Principal .proposels
thould be seni to the Commiiioner of Collegiate Education AP _Hyd a3 per
articke 140 of APTC Vol.)

SNo| Name of [Coit of [No  of | Total cost [ Date of | Rermarks
the articla | the ml:lggankln ::-:‘ the | purchase |
1 AEhCle I

8 A O W 8
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PROCEEDINGS OF THE DIRECTOR OF HIGHER EDUCATION: AP, HYDERABAD.
Re.No 438 /1C4/-1,672 [rated: 15-04-1902.

Copy oft- /
GOVERNMENT OF ANDHRA PRADESH '

Absurac
Government Colleges - Libraries attached to the Collages -Loss of Books-
Writing off -Orders-Issued

EDUCATION © DEPARTMENT
G o Ms.No.57 Dr.27.04.1976
Read the following:-
1) GOMs.No.2420 Edn dated: 23.10.1969
2] From the Director of Higher Education Lr No.1176/F2-2/75,dt.16.05.75

ORDER:-

In the circumstances explained in the Director's letter read above. and in the
light of the orders lssued In the G 0 1* read above, prescribing the procedure for
writing off the loss of books In the Lilwaries Department. Government issue the
following orders in respect of the Libraries attached to the Govt Colleges.

1) The Director of Higher Education is authorized to write-off the loss of three
books for every 1000 books issued in all the Libraries attached to the Govt
Colleges

) The cases where it is found that the losses occurred are due the negligence of
the Librarian or the person entrusted with the respensibility of the Library,
the amaunt may be collected from him in monthly installments as fixed by
the Principal of the College concerned. In cases where the losses are heavy,
»suitable disciplinary action shall also be taken against the person responsihle.

4) The Director of Higher Education Is requested to advise the Principals to take
suitable steps to prevent the loss of books

+) The Principal should inspect the College Library annually and verify the stock
of boolks at the time of inspection. He should also conduct an enquiry for
fixing the responsibility on the person concerned for the loss of hooles, if any,
and pbtain his explanation and submit it to the Director of Higher Education
with his views for writing off the losses or for affecting the recovery as the
case may.

4. This order issues with the concurrence of finance and planning department vide
theirJ 0 NoB5S370.C/2147 /A& L /75411901 19764

[BY ORLER AND IN THE NAME OF THE GOVERNOR OF A NDHRA PRADESH)

B Fama Chandra Reddy
Leputy Secretary to Government
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x‘ﬁ@ OFFICE OF THE COMMISSIONER OF COLLBGIATE EDUCATIONAPHYDER ABAD.

Q\

2

v &

Sub: ESTABLISHMENT - lssue of No objection Certificates to the stafl
mm&w&mm-mu—

Read: CCE's Memo No. 2004/ Ser. V-2, 207, Dated:28.11.2007
T

mm&mwmmummm
Principal of all the Government Degree Colleges in the State is invited to the
reference read above and they are informed that the Identiry Certificate as prescribed
hrhmnﬂmﬂ-h:ﬂMuﬂlhthﬂhhtﬂiﬁm
and Frincipais with mstructions to submit the filled in proforma along with proposal
in respect of the individuals working under their control for issue of NOC o abtain
Fwﬁmwmmmumw
along Identity Certificate countersigned by the Commussioner for obsaining
Pulpuﬂhfﬂtm However, it has come to the notice of the Commissioner of
Collegiate Education that the passport authorities are not accepting the identity
certificates counter signed by the Commissioner and insisting for issue of the [dentity
Certificate on the office stationery of this office.

The Principals are therefore requested o submit the filled in proforma of
identity certificate already communicated in the reference read sbove In respect of
the individuals, duly countersigned by attesting the photograph of the indwvidual
mmmmméWﬂMdhmmIJMﬂh
the proposal for resue ; Principals are requested to adhere the above
wudnhith‘Wthfﬂﬂcm.u instructed
[ 3

The receipt of the proceedings should be acknowledged.

G.MN. Rae,
CONMMISSIONER OF COLLEGIATE EDUCATION.

To

All the Regional joint Disectors of Collegiate Educaton and Principals of
all Covernment De gree Colleges in the State.

Copy o Ser L L IV, OP] and OP. IV Sections in the office.

Spare -10.
fefbao//

SUPERINTENDINT
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GOVERNMENT OF ANDHRA PRADESH Q/
FINANCE (FRIT) DEPARTMENT.
i 18 . " Dmed 20012012
Sub:-Public Services-Verification of Service Registers by the Hend of the office-
Further instructions issued
Refi-1) Lt D O No. PMAL/01 1-12/81 306,401 9.08 201 | of the Principal, Accountant
General (A& E) Hydersbad
D) -

I. All the Depariments of Secretarial/ Heads of the Depaniments/Heads of offices
are hereby informed that Fundamental Rules in Annexure-1l, Part-111, Stipulate that
service Books should be verified in Apeil, every year by the Head of the office  Further 1o
ensure that there is no unverified portion of service, it has been specifically stipulated that
the certificate recorded in support of such verification should cover the entire period of
service up to such verification, and not just the period for which the verification fills due,

2. It s regretied that few Heads of the Offices are following these instructions.
Consequenily, when Accountant General’s office verifies the Service Books at the time of
suthorizing pension 1o the Government servant, major errors of pay fixation during the
service of the Pensioner which had resulted in large over payments are aften detected. Till
now, he practice has been that the Accountant General intos.s the Head of Office of
trese over payments, and withholds the Gratuity of the pensioner. Such a practice violates
the judgments of the Hon"hle Supreme court in the case of Sahibram V state of Haryana

and others (1995 SCC(L&S)248) and Shyam BaboVerma V.Union of Indis (1994
(2)8CC-321).

3. The following Instructions under Annexure —II —Part-111-Maintenance of Reconls
ol Service, Gazatled Government Servants of Andlra Pradesh Fundamental Rules
and Subsidiary Rules are relierated.

“12.Annual verification: The service books and rolls in each office should be taken
up for verification in April of every year by the Head of the office who, after
satisfying himself that the services of the Government servant concernéd tire
correctly recorded in his service book or moll in ewformity with the above
instructions, should record therein a certificate that the =ervices are verificd from
pay bills. The Head of the Office in recording the annual certificaie of venfication
should, in the case of any portion of service that cannol be verified form office
records, dustinctly state that, for the excepred periods 4 stalement in writing by the
Government Servant a8 well as o record of evidence of his conternporary
employess © attached to the book or rofl. Head ol OfMices will delegate the duties
imposed upon them to their Goazeted Assistanie, il any. They should, however,
inspect ot [east 10 pereent of the service bouks and rolls and jnitial them n token

of havimy done so unless the Government specinlly iy a lower percentage in any
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Note: The venfication of service referred Lo above should be in respect of all
service qualifying for person whether permanent, provisional, and tempo; sy o
olficiating .

3. As per instruction No2 under Annexure - Il Pan-111 Annual Attestation of Service

Raoke/Rolls:-
"It shall be the duty of every Head of the Office to initiate action to show the
service books/rolls to Govt Servants under his administrative control every vear
lndmnh!nnmcizsimmmmminmk:nnfﬂuirlmvhgmspmmmn
service books /rolls a certificate to the effect that he has done so in respect of
the preceding financial year should be submitted by him to his next superior
officer by the end of every Sepiember, All Heads of Offices should issue
notices o all the Government servants under their control to get personally
their service booksirolls verified and brought up-to-date. The Government
servants shall inter-alia ensure before affixing their signature that their service
have been duly verified and certified as such. In the case of a Government
servant on foreign service his signature shall be obtained in his service
book/rolls after the Head of the Department has made therein necessary enfries
connected with his foreign service™,

4. Government suffers considerable losses in cases of wrong fixation in view of
the abave position.

3. All Departments of Secretariat and Heads of departments are directed to strictly
follow the above instructions. Every year cach Head of department should
complete this exercise between April to June. DTA, Hyderabad has been
instructed not 1o pay salary of any employee for July unless the Head of the
office/ DDO submits a Certificate that the annual verification of service has
been completed and accordingly endorsed in the service Book.

Ranjeey R.Acharya
Principul Secretary to Govi, (FPP).
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Proceedings of the Divector of Colleginie Fdueation,
Andhra Pradesh, Hydrabad.

It.C.No, 2995/8er.1-172001 Dated 15 - 07-200C.
Sub: AP.LES. - Government Degree Colleges - Full Additzonal
(Charge strangemenis 1o the powt of Principal - certam
Instructions issued — regarding,

rLER

'l‘hﬂﬁmwhn{'wmrmtnﬂumimmulemlmﬂum
while submitting propesals for plscing the senior most lecturer of the College  in Full
Additional Charges 1o the post of P:h:i'pﬂ.mqumtmnﬁrtmntdﬂw?ﬂmip:!, of on
wmdhmmmhmwwﬁﬂmw:dhaﬂnhmiﬂd.uamhn!uhhh
dulay bs taking pleve in issue of ordess..

They are therefore requesied to submit the proposals along with the fallawing
information, for making Full Additional Chargs amrangements to the post of Prncipal, whensver

requred,

1. The proposal [ F.A.C. enangemeni should be sent well w advance.

2. The scrbority list of lecturers should be invariahly submitted

1. In the seaiority List, it should be mentioned whether the lecturer
concerned is a regular Government Emplovee or absorbed from
any takien over college. If amy lecturer was absorbed from a
mken over College, the name of the college 15 to be mdicated along win
the date from which hefshe was absorbed into Government Service.

4. The names ol the lociurerns working i
Included in the proposal submitted for placing in F A C to the

pont of Principal

The receipt of thess proceedings should be acknowledged and comnpised with promotiy

Bil- 5. 7. Surcmmler Haw
For DMrector of Cofleginte Education.

I

A1l the Principals of Government Degree Colleges, gin the Steie.
Copy to the Regional Joim Direciors im the Seaie.

S.el
fLe.Lhoad
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CHECK MEMO

(Proforma for sanction of Additicnal charge allowinse)

|, Name of the Govt Servant with
Designation whe has been given
FAC

2, Post of to which she has been placed
FAC

3. Procs No & Dr in which the employes
lxas been placed in FAC of the post
Principal

4.Date of taking over charge of the post
And reasons (CTC both taken and
Handing over to be enclosed)

5. Certificate regarding availment of

Leave other than CL if any in the
Period of FAC

B, Vacation period if any during the
Period of FAC

7. Date of handing over the charge
Of the post of FAC

%, Priod of FAC handled by the incu-
bent

O, Period for whach the charge allow-
ance is now proposad for sanction

100, Scale of pay and basic pay of the
Individual

| 1, Recommendation of the principal,
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Hand Back for College Prunipals : - 19

— s —— Fiaawase! Mot de

The following information should be submiticd 1o daim FAC allowsnces.

1)

2)
3

4)

9)

6)
7)

8)

Specific proposal from the Principal of the Govenment Degree Colloge {Successor of the
individual who held the FAC of the post of Principal.

Check lisi »

Copy of the proceedings of the Commissioner of Collegiate Lducation, wherein the individual
was placed in FAC of the post of Principal,

Copy of the proceedings of the Commissioner of Collegmie Education, wherein the individual
was relieved from the FAC of the post of Principal

Copies of the CTCx both uking aver and handing over
Non-drawal ceniflicate issued by the Principal,

Certificate of Non-availmen of leave other than CL during the period of FAC held by the
inctividual.

Cenificaie of mid wrm and summer vacation penod

CHECK LIST
(PROFORMA FOR SANCTION OF ADDITIONAL CHARGE: ALLOWANCE)

Name of the Government Servam
with designalion. who has been
given FAC

Post 1 which I".': hos been placed ia
FALC

Procecding No. & Daie in which the -
cmployec has been placed In FAC of
the post of Principal.

Date ol taking over the charge ol
the post snd reasons (0T bath
taken over and haoding over o by
enchosed |

Cerniies: l..'b'_,.lll“.l'l:,] A ET TRy sl

lesive e ihier than O i =



o

10

i1

o Colle e Prinedparls : . 197 ..

ihe period of FAC
Vacation period il any during the
period of FAC
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Staff patten of Non teaching staff in Govt/Priave Aided Degres Colleges in the state
Vide Procs Re. No.957/ Admin.1-1/2000, datsd: 01.11. 2000 of the CCE, AP_H
SlMe I:u-ﬂngﬂnn shove 1000 to 500 to 1000 below Remarks
2000 o 500
1 |Supermtendent 1 1 1 0
2 |Senior Assistant 3 3 | 1
3 |unior Asst/ 5 4 3 3
Comp Prog 3+2 3:1 341 2+1
4 |Typist =7 1 1 1
5 |Acet Libraripn 1 1 1 (]
O |5lomne keaper ) i ) 2 whaere scipnce
i+l 21 COUSES existing
! IMusuem/Hedarium ] 1 2 2
Kaeper 1+1 1+1 1+1 1=1
7 [Mechasic cum Gas 1 1 1 1
Marny/Electrician
1 JOMice Attender [} 5 2 )
10 |Womans Attender 1 1 1 1 airl Stsdemns
Ememeds S0
11 |Libwaiy Record A 2 i 1 1
Comp operaior 1+1 1+1
12 |Library Attender 1 1 1 1
13 |Libh -Record Asst 14 14 B 6
14 |Lab -Anender 3 £ ('] 5
fuhhl'lll-ll Senff
1 [Waich Man 2 i 2 i
1 |Sweeper ] ! i 4
i |Scavenger 1 1 1 1
4 |WElermsan 3 1 1 1
% Gardenar 1 1 i | W]
Total 55 52 I8 L ¥
|
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IMPORTANT G.O.s IN ABSTRACT

1. TEMPORARY APPOINTMENT, EARNING OF THE INCREMENTS :

Al persons whnmmwhhdmmunmmmmwmw post are eligible fos
increments in the time scale. (G.0.Ms. No. 506 G A, (Ser A Dept. DL 21-04-1961)
2. SANCTION OF INCREMENT WHEN CHARGE S ARE PENDING -

An increment already accrued on the date of charge memo nead not be held but drawn as maiter
Ol oourse
1. Lp.e.handing over to employee :

Thel P.C. should be handed over lo the employee concermad at the tme of handing over charpe.

(Gavt. Mamo. No. 34892/1/1067, AcetsiB2-1 Fin. Dept. Ot. 20.05-1962),
4. PAYMENT OF LEAVE SALARY IN ADVANGE -

Gaovt. Servanis are aligible for advance of leave salary i the leave exeseds 30 days, (G.0. Ms.
No, 527, Fin. (Accts) Dept. Dt. 06-01-1963
5. Claimfor salary without L P.C, -

Minimum basic pay with ollowances can be drewn pending recaipt of L.P.C. from old siation,
(G.O. Ms. No. 454 Fin. & Plg. Dept., D1. 06-12-19872
6. ADMISSIBILITY OF H.R.A. WITH IN 8 KMS.

Employens working within a radius of 8 Kms. from Municipal imits are eligible for HRLA as
applcable in the municipal areas. (G.O. Ms. No. 239, Fin. & Plg. (PRC-1)Depl. Dt. 17-09-1879)
7. SANCTION OF H.B8.A. ANDMOTOR CYCLE LOANS eic. -

Gout. cecidad o allow sanction of Long Term loans by the Department 1o which theGovl. Servant
has baen deputed instead by the parent Depanment subjact to the condition that the ful nformation

may
books of the eputationists as and when Long Term Loans ike H.BA, M.C A sic. are sanciioned o
them (Fin.& Plg. (FWA & L) Dept, Circular Memo No G-88-08-183-399 /A& L /88, Dt 20-04-1 SB8).
8. OPERATION OF APPROVED PANELS -

Dinly for these vacancies which arase during panel year, ifthare hss been delay in issung order
of approval for any administrative reasons ardars of promation can be issued upto 31/12 of the year
o the canddates from outof the panel already approved andnol for vacancies lhat armse sfter 31/8
ofthe sakd year.G.0. Ms. No. 111305/ ser Dt 2000-2001 GA (Ser.D) Dept, D1, 242K

9. CONCESSIONS FOR ASERVANT WHO DIES WHILE IN GOVT. SERVICE:

1. Pay and allowances due to him upto Re. 5,000/ are o ba pald without surety and detgiled
procedure, (G.0.Ms.No.301 F&P. dt. 24-08-1207),

2 Pu;ﬂsi::rn and D.C.R.G. as perliberalised persion rutes, (5.0, (P) No, 85 FAP, Dept. D1, 26-03-
1980).

3. The farnty is sligitle to draw travvaliing allowance with mileages eligibia for the: tamily + 1 (if they
cesire ey can drawin advanca ) (T.A. Ruiz 108).

4. Eligible for encashment of eamed leave accried uplo a limit of 300 dayn.

9. Quistanding Lalance of loans and advances can be writisn off by the Head of the Department

(G.0. M. No. 171, Fin & Pig. Depl, dt. 04-07-1975 and G.O M. No. 212 F & P dated 20-06-
1887 and G.0.Ms.No. 401, FA P di 12-11-1990.

7. Under AP Stata Employeas Group Insurance Scheme 1984 5 sum of He.15 000/ is payable to
the farrily of the daconned Gout emplayee for every urit of Rs 15/ gm. (GO Ms. Na. 367 Fing
Fig dated 15-11-1804)
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B In case of deceased amployees additonal amount egual lo the G.P.F. amount lo nig credital the
sirme of death will be paid. vide Booster scheme 2t the (ollowing rates (G.0. My. No, 302 F&P
datad 28-04-1978).

Minimum balance of Rs 4,000/ for Gazelted Officers, Rs.3,0004- for Non Gazaelted Officers,
Rs.1,000- far others in the last 3 years In the GPF account subject to maximum of Rs. 10,000/
(G.0. Ms. No, 425F & P Dept., di. 28-08-19753 and G.O: Ms. No. A20F & P dated 14-11-1888,
6. The family should be paid exgrata of Rs.5.000/- for obsequies
10.Sanclion of exgratia relief to the extent of actual loss incurred towards the damage of properties
of stata & central govt. amployees duato axtremiels & wollence.
G.0. Ms. No. 343 F&P (FW) Admn-il Depl., dt. 27-12-1886.
G.0. Ms No_ 30 GAD (SerA) Daol.. dt, 08-02-2000.

11, Payment of Exgratia amount of Re. One Lakh in respact of Govl, Employee met with accidental
geathwhile perfomming duty. (G.0.Ms. No. 343F &P (FW)Admn. || Dept , dt 27-12-1996).

10.ADDITIONAL CHARGE ALLOWANCE :
All superior sérvice establishments can draw 1/5 of their basic pay as additional charge
allowance
{G.0.Ms. No. 256, Fin, [FR.1) Dept., dL. 03-09-1960,(FR.49) and
0.0 Ms. No. 276F & P_ dated 08-08-1977 and G.0. Ms_ No, 121F & P dated 03-05- 1978),
Anditional charge allowance sanctionaed under FR. 40 shall be tealed as pay for purpose of

cﬂ:.nﬁﬁmnfﬂ.ﬁ.. H RLA. and C.A Speclal Pay (G.0. Ms. No. 401) F& # (PW.FR-1), Deot.. d1. 07-
11-1977).

11. PREPONEMENT OF DATE OF INCREMENT:

of date of increment of the senior with the date of increment of the |unior Is
permrissibie in the pay revision ol 1974 (G.0. Ms. No. 180 Fin.&PLg. (FW.PRC.IT) Depl., I, 15-07-
1975) pay revision of 78 (G.O. Ms. No. 2325 Fin. & Pig. (FW.PRC.I) Dept., dt. 17-08-1979 and pay
revigion of 1986 (G.0. Ms. No. 288 Finance & Planning (FWW.PRC-1) Oept., di. 17- 11-1966)
Praovided (1) the junior was drawing pay at the higherstage than the senior (2) the pay of both s fixed
at the same stage in the new scale and (3) bain have oplad for the revisad scake on 01-01-1874, 01
04-1978, 01-04-1986 and 01-07-1982 during the respective pay revisions,

12. PAY DURING JOINING TIME (FR 107) :

1 ln:mnlhm:ﬁuwhﬂummty.dﬁngﬁingﬂmhisuﬂmdtupuy:lrammumum
station. However, Fitis a reversion or promotion he will draw the pay of the lower post. Allowances
such as HRA and CCAwill be adminsibile at the ald headguarters,

2. in caseof ransier while on lzave, transitpay equal toleave salary is payabile

a Whare e transfer of charge involves number of days, relieving offices is realed as on
duty and the rolieved officer as on joining time,

4. Conveyance alowancs and FTAare notadmissible dunng joining ime.

5. Overstayal after joining time s treated as misbehavior and he is notentitied to pay /leave
salary (Fr108).

13. MARKING OF G.O.s TO THE RECOGNISED SERVICE ASSOCIATIONS:

Gout issusd ordars that 2l noa-confidential General ordersor instructions issued by Govl. from
time to tma may ba markad to ol recognisad service a5socaions (G.O. Ms. No. 1014/SWIGE-1
daled 04-11-1892 of General Admn. Depl. )
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14, Transfer of office bearers of recognised service Association.

i Office bearers of recognised service association shall not bo iransferred from District/Taluk
Headguarters befors completion of three terms of two tarms as the case may be Viz., 6 years of
their lenurs in such ofice/officer, e 3 terms for those having two years as terrn of office,
Howaver, the t authorlties can effect such transfers on administrative grounds aven
before the expiry mamﬁaspm.aﬂar recording the reasons. _

i) Such ofice bearers are liable to transfer to different places after completion of six years stay a
District/Takik Headquartors irrespactive of whether thoy are re-alected lo the sama office or a
diffarent office.

i) I on baing transferred o a different place, the office bearer gels re-slected 1o the same office, he
cannot claim @ righ! to transfor 1o District | Taluk Headguaries, [ he has already spent six yaam in
Heacqusariers

) TheE nstructions are applicable 1o all Office bearers and nol resiricted (o President or

Sacrotary.
(G.0.Ms. No, 4TS/SER, Wel/A-1/94-1_dt, 15-04)
15. exemption from passing department tests -

Govl. emplovess whose have orossed 45 years of age shal be exempied {rom passing of (he
Deparimenial lests prescribed In the spedalrules for the purpose of promotion lor IE neP higher

EEtLﬁEI'?I.E.. promotion | appointment by transfer to the post above the one held by himiher, if thay
could nol pass the same,

{G.O. Ms. No, 165 GA (Ser.C) Dept, dt. 22-04-1937)

The orders are applicable only in the cases of Departmental test for promotion and not appécable
where quaifications, academic or technical are prescribed for promaotion to (e next higher calegory
post

(CirgularMemo Mo, 46152/Services-CA7-2 GA, (Ser C) Dept., di. 28.07-1807)

The exemption is not avallable for a second promotion o ansmployee who has aﬁeagzanulem

romotion even f itis for a post lor which no tests are prescribed. This is because of the intention of

e Government 1o ensure that every employee gets al least one promotion. (Circular Memo No.
10922/Semvices GRSIGAD, dt, 26-03-1998),

To consull the mcognised emp Assocalion befors tmking major decisions affectng the
service conditions of employees. (UO Note No_ 530/8er We/A 1/94- .111?49.1994_

16. E.O.L. for taking up employment abroad

1 GOMsNo 214 Fin & Plg (FW. FR.1) Depl., dt. 03-09.1596 - Grant of E.O.L. for fiva years to
Gowl, employeas 1o take up employment abroad

Z. U.O. Nole No, 13127-A/11 IFR.IM88, di. 13-05-1998 clarfication that Grant of E.O.L. for five
years o Govl emplyees isonly to lake upemployment abroad butnot 1o seek jobs abroad.

3. G.OMsNo 758, Fin (FRI} Dept, di 07-08-2002 The benall of EOL. axtandad In
G.0 Ms No, 214 shall be piven to Govl. employess at a single strelch or in diffsrent spelis
subject 1o a maximum period of five years.

17 Absorplion of Surplus personnel into other Govemment Departments befors making Direct

Recruitment in the sbsence of any provigion in the relevanl special rules. (G.0.Ma.No 267,
G.A (Ser Al Departmend, dL17-7-1 &}.

18 Public Services - Disciplinary cases Members of service - Consultalion with APPSC

undar Regulaion 17 for awarding Major Penaflies - Clarification - Issued. (Memo.
No. 326671521 CI96-8, GAlSer.C) Department daled 13-05-1899).

Y8 Appoiniment by promotionfransfer fo Higher Calegories of mploF:ﬁ; who are facn

:l!;:?gélpllrnry cases Gudelines - |ssusd, (G0 Ms.n0 235, GA(Ser.C) Deparmant, du10-06-

0. Scheme of compassnale appointmenis o the dependents of Deceased Govemmen!
gmployees - Compassionagte appointment o depentgents who have disappearsd and whose

wherrat-outs are Nel known Ior merethan 7 vaurs - orders - lssued (.08, No, 3TH, GAISer A}
Dot D 24/08/ 18398
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Z1. Publc Services - Compassionate appointmant 1o the dependants of the deceased Dally
wage/NMRs/Consolicated Pay/Contingent workers on Full time basis/part-ime employees -
Specific ng «Formulated. (G.O,Ms.No.118, Finance & Planning (FW.PC.III) Departmant.,
ot 18.8.399)

EE.MSW-WWW-WNHMHd of deceassd
Gavammant amployees - cartaln clarification - Issued. (Memo No.557/Ser.AB9-3, duted 27-1-
2000, GA(SerA) Department),

23.Public Services - Compassionale mants to the Sen/Spousal Daughter of deceasan
Governmenl employee of SC/STBC didates - who dia in harnaess while in sarvica - certain
clarficationissued (Memo. No.57B8/Ser AIGT-14, di. 21 1-B0 GA(Ser A)Dapt. )

24 Public Services - Compassionate appointments o the dependents of Seceased Government
employeas who dis in hamess-creation of supemumerary posts - Further clarification - issued.,
(Memo. No.84928/Ser A/89-2, dt.11.1.2000, GA(Ser.A) Dept )

23.Enhancemenl of Educational concession to Children of NGOs from Re.300 o Rs 400 P A per
Pupil. (G.O,Ms.No. 118, Education (Ser.IV) Dept., dt 22.08.2005,

26.PENSIONS - Sanction of pension - Delsgation of o Head of Offices - Orders - Issuad.
(G.0.Ms.No.262, Fin, & Pig. (GW.PSC) Eapl.,m;i'.g.ﬂ.ﬂﬂ}.

27.Simplification of Pension Application and other prescribed forms - Orders - issued.
(G.0.Me.No.263, Fin.&Plg (FW. PSC) Dep!., dt. 23,11 88).

28, Settlement of Pensionary benefits in time - Avoidi of penal interest in case of delay -
Instruction (Cir. Memo.No. 37 8989-A/404/A2/Pen V88, dt.21 4.90).

20 . Enhancement of Maximum limil of retirement ?mumr from Rs.2,50,000 to Rs.3.50,000
(5.0.Ms. No.249, Fin &Pig.(FW Pen.l)Dept., dt.04.10.2005),

30. Enhancemenl of limit on commutation of Pension to 40% (G.O.Ms No 158,
Fin.&Plg.(FW.Pen.l)Dept., d1.16.9.1999,

31.Pensiona - Family Pansions for Iife n rnpuulufum:lug:' pad son/dsughter of Governmant
sarvan| - Reg. (Memo No 42885/81/Aa2/Pen. iDept di. 26.5,2000), ’

32 Reconstitution of Medical Boards - Amendment to rule 37 of A.P.Revised Pension Rules, 1880
(G.O.Ms.NoFin.&plg. (Fw.Peni) Dept., dt. 10-04-2000).

33.Pensions - Pa of Pansionary Benafils lo the Government servants retired from service
pending disci action - action against the refired for their lapses - consolidated
arders - lssued (G.0O.Ms No 1097, Fin &Plg.(FW Pen.ljDept., 01.22,06.2000).

J4_Public Services - Government Employees - Permitted to take up employmant abroad on Extra-
ordinary Leave - Action against the retired parsons for thair - consolidaled orders -
|ssued. (G.0.Ms.No. 77, Finance & Planning (F\W.Pen.l) Dapt., d! 4.5 1999),

35 Services Welfare - Welfare of Government empioyees - Sanction of expenditure on obsequies of
dﬁ:ﬂmﬂﬁuwmnnntunﬁnynu-EMﬂlﬂmﬂm%-hs from Rs.2000/- 1o
%W-Mdmwthm.amﬁ.ﬂ.*m-m.{E. Ms. No.250, GA[SW) Dept. dt.

36.Medical Attendance - Modical Assistance to Govt Retired employeas - Raising of maximum
ceiling from Rs. 75000/ to Rs.1,00,000/- and upto a maximum of Rs.1,40 for CGHS
dieseas like , Kidnay Transplantation, Cancer and Neuro-surgery oniy
(G.0.Msa No.74, HMEFW (K1) Departmeant, di.15.03 2005}

37. Public Service - Accumulation of carned lgave / privilege leave and Encashment of eamed leave
! Privilage leave on retirement from service - Recommendations of the Pay Revision
Commission, 2005- Enhancemant of oslling fram 240 days to 300 days - Onders - Issued
(G.0.Ms.No 23, &, 16-09-2003)

38, Public Sarvce - Palemity Leave to Male Governament E 5 - Orders - lssued for a perod
of 15 days subjeclked fo candibon I3t It shall be granied o those with (&85 than wo surviving
children vide G O Ms No 231 di 18.09-2005
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A0.PS. - TE - Relaxation of 5% marks in qualfication for recruitment of Lechurers. Semor
Lectures in Govemnmmaent Polylechnice - Amendmont (o tha oders issuad in G.OMs No 580,
Education [T E.2) Department, dated 03-12-1998 vide 5.0 Ms Mo AT, dt.01-03-2000.

40, TE - Appointment nfgn.ﬂl lecturers in Govt. Poiytechnics - Revision of rate of remuneration to
Ihe guest faculty - Orders - lssusd,

i Guest factully to handle classes From Re.20/- to Rs. 100/-per 1o the Diploma studonts,
Lecturar-MH

[=rF=our,
il Guost to handle classes Frurﬂﬁl.ﬁm-hﬂl.mﬁ
Students of Post Diploma Class (G.0 Ms.No.37.d1. 24 002).

41, Public Sarvicss - Amandmaent 1o nile 1B of the Andhra Pradesh Fundamental Rules - Noffication
-Orders Issuad. Inall cagas of unavthorized absence lur.‘i.lhrfn'a coninuous pEI'i-I:r:l EJ-HHEHE'IQ
‘one year, the penalty of removal from service shall be imposed on the Gavernment employes

ﬂg; duly following the procedure laid down in the Andhra Pradesh Civl Services (CCA) Rules.

(5.0 Ms No. 8, dt. 08.01-2004).

42.improving the sfficlency and for sccelerated growth in the administration, duly utll the
Informaton Technology, is of considerable importance. In this endeavour computer kn
o hone the skills of the employees is necessary. Government decided to make comp

L ulsory
impan compuler skills as part of Training to every government employes al Dr.M.C.R. Instilute of
Adminisiration

(5.0 Ms No, 171, dt. 13-07-2004),

43 TE - AFTES - Withdrawal of provision of filling up of the vacant posts of
Supenniendents wilth Senlor Instrucions working ovt, les in G.OMs No.214,
Education (TE-2) Department, dated 23-08-1990 - Orders - Issued.

After careful examination of the matter, Govl, hermeby cancel the G.O Ms.No.214, Education TE-
<) Depuriment, dated 22.08-1990 wilh immedisle effect and direct the Director of Technical
Education fo consider

any ebgible candidate as on the date of issue ol these orders as Warkshop Superintendents in
the E&:ﬂdﬂcﬂﬂaund anyone who becomes eligible after ssue of this order cannnot be
COre i

(G.0.MsNo. 117, et 02.11-2004),

vli) Pansioners - Enhancemeant of medical reimbursment for from Rs. 1,00.000 to
Z.00,000 vide 5.0 Ms. No. 397, Dt. 14-11-08 Health, Medical Family welfare (K} Dept,

Important Govt Orders n respect of certain Financlal maiters

i) Andhra Pradesh Treasury Coda Vol - Bill Forms for drawal of moneys from the Treasurey -
Revision of Bill Forms - Orders - Issued, (G.0.M=No 87, Fin (TFR} Dept., Dt 31-01-2002)

i) Paymen! ol Salaries and all other payments of the oyees hough Banks. (G.0.Ms.No.90,
Fin (TFR) Dapt., DL31-01-2002) e o : dia

i) m for Public Finance Accountability before releases and crawal of funds - Instructions

(G.0.Ms No.507, Fin (TFR) Dept,, Dt 10-04-2002)

n) Salary - Employee Payment through Banks - Amendment Orders - Issued. (G.0.Ms No.5 3. Fi
[TFR}Dept,, Dt 10-04-2002) = { il

V) m:ﬂ Putdic Finance Accountability before releases & drawal of funds - Further ingtructions

(Memoho. 15154-ARGETFRZ002. D1.30-08-2002)

vi} Emipl Loan Schemn - House Building Advancn through Banks - O ) |
(G.0 Ms No.828, Fin{TFR) Deat.. D30 -U‘QQ%DE]* roug 8 rders - lasued
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Important PRC G.Os. issued by State Government

a) Allowance for Physically challenged employees:
As per GO Ms No. 108, Finance (TA) Dept. DLO7-04-2010.

o) City Compensatory Allowance:
As per G.O.Ms.No.65, Finance (PC-1) Dept. Dt.0S-03-2010.

¢) TA. & D.A. Rules:
As per G.0.Ms No. 1239, Finance {TA) Dept. Dt 17-04-2010.

d) Special Compensatory Allowance:
As per 5.0.Ms No.139, Firance (TA) Dept. D1.28-04-2010.

#) Transfer Travelling Allowance:
As per G.0 Ms.No.128, Finance (TA) Dept. D1.17-04-2010.

f) Additional HR.A.:
Az per G.0.Ms No.121, Finance (TA) Dept. D1.08-04-2010,

g) LTC Facllity:
As per G.0.Ms.No.161, Financs (TA) Dept. Dt 04-05-2010.

h) Enhancemernt of maximum limit of retirement gratuity:
As per G,OMs. No.101, Finance (Pension-1) Dept, DL08-04-2010.

i) Payment of HRA & CCA while on leave on the ground of suffering from cancer & other ailmenis
such as mental ilness, Hean diseases, leprosy.... in respect of state Govemment Employees.
As par 5.0, Ms. No. 29, Finance (F.R.|) Dept, D, 08-03-2011
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SOVERNMENT OF ANDHRA PAADESH
ABSTRACT ’

Public Services -State and Subordinate Services -Prescription of
minimun service for promotion / appoistment by recratment by
transfer 1o next higher ciass, category of grade - Ad-hoc Rule re-
kssiiegl,

= e e E T A e

GENERAL ADMINISTRATION (SERVICES.A) DEPARTMENT

l‘i.ﬂ.l'ﬁ.!h.ﬁ;r - Bate: 27.11,3017.
Razad the following

1. G.0.Ma.No.62T G .A.(Ser.A) Department,
Dated:21.12.158)

2. G.OMs.No.230, G.A.(Ser.A) Dept,, Dt: 31.05.2014

3. From the Secretary, APPSC Latter No. S1S/RR/2017
Dated.08.11.2017,

=
CRDER;

According to the policy enunciatad in the G.0. 1 read abowe, in
certain special /adhoc rules relsting to various State and Subordinate
Services, a provision was made to the offect that the minimum period
of service was reduced from “five years to ‘threa vears’ and cincs the
above adhoc rule peaition created certain confusian, and to keep the
matter beyond doubt without giving scope for any other Interpretation,
in the G.0.2™ read above, ar ad-hoe rule was issued that minimum
period of service wherever prescribed in the sald rules for a mamber of
A service from the lower category, class or grade, to the next higher
category, dass or grade, whether guch appomtment |s made either by
promution in the regular line or by recuitment by transfer from any
other service, that period shal! be three years in the category, class or
grade from which such promotion or transfer is made.

4, Government with 3 view to avold administrative difficulties and
in the interest of administration it s decided to issue a0 ad-hoc rue
reducing the mnimum requred service from 3 years to 2 years.

3. Accordingly, the following notification will be published in the
Andhrz Pradesh Gazetie:

HNOTIFICATON

In exercise of the powers conferred by the proviso to drtide 309
of the Constitution of India and of all other powers hareunto enabling
and in supersession of the ad-hot rule Esued in G.0.Ms No 2730,
G.A.(Ser.A)Department, dated:31.058.2014, tha Governor of Andhra
Pradesh hercbhy makes the following ad-hoc rile:

The ad-hoc rule hersby made shall come into Faree  with
Immmediate efect.

All the Departmants who are following the Ad-hoc rules framed
ih GO.Ms.No.230 G.A.(Ser.A) Department, dated:31.05 2014, shall
issoe separate rues prescribing minimurn sarvice In the fesder cadra /

colegory &5 2 yoirs,

AR-HOT RULE

“Not withstanding amything confaned n the relevant Specal
Rukes for tha State and Subordinate Services and in supersessiar of
tha At-hoe nule [Rsued M ralaton W orescriing minemum service for



promotion/agpoinement by transfer, no member of service s eligible
for

PT.Q.

Promotian/appointment by transfer from the lower category, class or
grade, to the next highar category, unless he has put in not less than
two years service in such lower category, class or grade.”

(BY CADER AND IN THE NAME OF GOVERNOR OF ANDHRA PRADESH)

DINESH XUMR
CHIEF SECRETARY TO GOVERNMENT

Te

All Departments of Secretariat,
All Heads of Departments,

All Collectors and Districk Judges,
All Service Sactions In GAD.

[IFORWARDED :: BY ORDER//

SECTION OFFICER
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Functions of Principal in m |

The Principal of the college should check accounts every day to see that his
wibordinates do not commit fraud, misappropriation or any other irregularity. The
Head of Office (Principal) will be held personally responsible for any loss that may be
found due to any neglect of the duties lald wpon Bim by the providons of finandal
code. Every Covt Servant sholuld be familiar with the fimancial rules and exercise a
specially strict and close control over his subordinate in regard to the use of public
funds and the mainienance of proper accounts{as per Art.5 of APFC.1)

Gavt Colleges recelve finances from different sources like

Budget released by the State Government

Fee Collected from the students

Assistance received from the UGC

Corants recelved from other agencier
It is the responsbility of the Principal to maintain proper accounts of receipts
and expenditure of money received from the above sources.

I,

I,
i
Vi

Budget released by the State Government under different heads

a) Ql0-Salader-will include pay, sllowances in all forms of personnel
including honorana and leave encashment except iravel expenses.

b) D20-VWages:-Payments required for full time and Part Time Employees, are
provided under this

o) 10-Domestick Travel Expenses:-will cover all experses on account (ravel
on duty in India including conveyance and fixed travelling allowandes.

d) 130-Other office Expenses:-

1)

121-Utllity Payments-will include postage. telephone, water end
Electricity c

2) 132-Office Expenses:-will inchade all contingent expenses for running an

3}

4)

office such as furniture. purchase and maintenance of office machinery
and equipment llveries. hot and cold water charges stationay.printing
of forms Ete.,

140-Rent, Rates and Taxes-will Include payment of rent for hired
buildings. municipal rater and taxes, efc., It will also indude |ease
charges for land.

420 Machinery and Fquipment.. will include machinery. equipment
spparatus  otc,Purchase of books, periodicals and Laboratory
equipment are included under this.

g) 270.Minor works- will record eapenditure on repain and malntances of
works, and eguipment

N 300-Other Contractual Services:- will include expenditure on service or
enmmitmen! charges and not include value of gifts recelved ete., 2nd
payments for contract appoiniment:,
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ADMINISTRATIVE

Mﬁhdﬂf{ﬂumﬂ w0 the 2248k of fhe Principal

+ Should wign oa T, ;mmmur Scholamships. otc.,

’ Tﬂmﬁﬂmuﬂmmmmmmmmm; and prepare doydy
maienil 20d submit 0 PrincipaldD Prncpal fos fnalazaton

* PUSUHDRC action plan und coordinate with all stske holdirs

* Assist the Priscipal in ademission process

.

ACADEMIC:

Mativaie the seaching fecuity to apply for MRP, Natonal Seminar Wik shops cic...
Mauser for cifective anplementation of e Lnstitutions] Acsdemic Map

Pretaring B ofMAlvé Aseduah Keqit
Maoailos smplementstion of  time nble, sdjusteioal of clims wark
Monitw the uction plan of the cammitees of callege

- @ @

Nete: I el the above Adwinistrative and Acodemic marters, the vice principal
shall wavk under directivns and active advice of the Primcipod

Fill- K. Sunitha
L oumirvissrone of Colleginte Educstion
e copy aticskedl

For Commissioar o f.'|ﬁ‘|_-|q1|_- bghin 2t 1im

B S T R ® 5



Thee s2rvices of the JEC Meator on contruct basis will be in FEC nctivities on ful] time
bases duly fillowing the intrwotichy of the JKC Moaloring Cell, OV0 CCE, AP, Hydersbad

1. 3} The Mentor has o invalve in menforing the JKC students In the following aness:
*  Technicsl Skilts - Linits from | 1o 10 (100 Hrs)
*  Annlytical skills < Ursdts from 1 bo 13 {100 Hes)
*  Mows Paper Reading. JAM and GDCs - Assistance 10 Quest English
Mistor/Coardinatos
b} Dy Chart of Menitor
* Tochnical Assistance to JKC & ELL Lahs
Consalidation and compllalion of data relavlng 1w activities of OCE
Racor ding the particalan of nll communicutions rece| vt teough esuil of respective
colleg= in n file or record
To Invalve in Dopartmental activities fike NAAC, DRC, DCEDEREC wiho
disturhance ta core trainlng sctivites
To pet trained in OCE Administrative procediures and docismestation
Mentors should not be uted for routine office werke
Any oller work aslgasd by the JKC Monitering Cell

2) The Mentor shall stsend the 1KC duties fromn 10 AM to & PM or as par the cimings fixed by
I-I:Eufmruqunulhnutmbu,mr»l-nunﬂlhmtlﬁlmumﬂaﬁhh
-ﬂaﬂwﬂnﬁmﬂ&%nﬁdﬂﬁhmﬂﬁhmwﬂhﬂ.

J]mmmwﬁlmﬂhﬂlWiMMMlhlﬁa
bond paper and sabmit 10 the Prineipal/IKC Cooedinater af GIMC consemed at the Gme of
repoeting for duty,

4) Carrent contract of Mentors expires by 18 Pebruary, 2013

SIMHmrMIﬁummwm“nﬂMmﬁnmﬂllﬁfmw
Mmmmmmﬂwmmmcmm;
Cell through DD and abtain their eriging coetiflcates

Ell-h-ﬂlulullhﬂnﬂ-whmlnnﬂhrﬂmmc-mmhnurﬁuwmm-q;rp-im-
nivice & without assigning sy resaon thees fir,

ﬂFh’ﬂn:hﬂlh-!hl:rlumhﬁmmmdlnuulkﬂhmtmapﬂﬁ:
requirement of work during the ecmrmet period.

I:H-'nunh-nmuuuhmpmthnlmanhumnﬂlruﬁcnnu before 3= Nay,
012 falling which i1 will e deemod as hefshe ks nowilling (o sceept the offer

#) The services of the candidnse will be considered for renewal (alter expiry of present
comtract) strictly subject to requirement of bis services with referencs 1o work S ot that
;ﬁﬂﬂmﬂhh:ﬁﬂnymfmnfmmmwmmﬂm
will be evalimtad by both the JKC Commines of the College somcemed (Internal ) mnd by
the third party igency (axisrmal)

mjmﬁhdpdu#mmcmwmmhﬂmqrmumwmmmt

mail {eve fkeEgnail.vom) o TKCME, Ofe CCE. Hyderabmad.

11} Memahly Homorarium of 0= shall be pald eo the Mentor 1% May, 2012 which

i SRt e M g4 Y

rTYY ¥ Wrx

inthe jolning date froon budget provided Mo Mentors hosorsiwn. The Mersor
shoud submil work dome tond asendance sheet for the mont reguindy 1o (he
Principal 5T The Tollege the [KC CDordinator cofgamad and the coondinater shall

send & copy of 1 10 The JKOMC by & mail by S of sacessding month.

For Commisslaner Collogiate Education
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DA Rates of State and UGC from 01.01.2004

State State State staty UGC
M6 | 1989 | 2005 | 2000 | zoss | UGE1996 2006 i

01.01.2004 1884 61 01,/04 10 06/04
01.07.2004 4.71 &4 07704 1o 12/04
0101 2006 3681 7.536 &7 0LA0S 1o 07/0%
01.07.2005| 40.082 | 11304 71 07/ 10
0101.2006| 42536 | 1413 74 01/06te |
01.07.2006| 46.626 18.84 70 2 07/06 to

01 01. 2007 28492 RS 6 01/07 to
C1.07.2007 | 56442 | 30144 91 9 O7/07 to 08/07

a7 [50%
01.00.2008 | 613s 15 796 Merged with 12 O1/08 1o 03,/08
Basic)

01.07.2008] 67.076 | 4239 54 16 | 07/08 1o 10/08
01.01.2008] 75255 5181 5.136 G4 ¥ 01/09 1o 03 /08
01.072009! 82618 | 60288 9416 71 a7 07/09 to 10/09
01.012010) 94074 | 73476 | 18364 87 35 01710 10 06/10
01.072301D) 107.158 | BS S48 i4, 874 103 45 07/10t0 11/10
01012011) 11657 99.85 29.96 115 51 0/11 o D4/11
Q1072011 126.79 | 11116 | 35957 127 58 07/11 10 10/11
01012012) 136,606 | 12246 | 419as 139 65 01/12 1o 04712
0107.2012] 146422 | 133.764 | 47936 151 72 07/12 1o 10/12
0101.2013| 158,692 | 147,894 | 53.782 166 80 01/13 to 04/13 |
0L07.2013) 172.598 | 163908 | &334 0 183 50 07/11 o D9/13
01.01.2014| 185.504 | 379923 | 71604 524 200 100 | 01/141004/14
0107.2014| 19632 | 191226 | 778% | BOSOR 112 107 07/14 to 09/14
01.01.2015] 205318 | 201558 | 83032 | 12082 2 113 | 03/15t0 02716
0107.2015( 214316 | 21195 | 88168 | 1519 134 118 077151 07716
01L0L.7016) 223314 | 222312 | 93304 | 1434 245 125 | 03/16 10 0217
01.07.7016 99296 | 2).008 152 07/16 to 08/17
01.01.2017 10272 | 24.104 136 | 01/17 0 01/18
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M’it dﬂa gﬂﬂa‘

i) State (ntelligence Depariment, Gtate Security
Wing. bi Saw Grey Hounds Organistion; ¢ All Distict Spe-
chill Brancnes, o) AF Security Units In the District; &) APSP-
A.F. Specesl Polce; 1) SPF- Special Protection Foroe. g
SAHCPL - State Arned Resarved Cantral Police Ling

30) 25 WS008, SInoto %0l 80y,
Soliae, B rodalbsy sarodo AR, WAl
& Su2 toda, sty MaBostNenar, el
Sono A, oY smor o oolo0a, grulod Bol
oyed” Satifong Rirovs e o o BES
Swods, B 33O wdrel, SRy 2matio 340 w
OnIG, 02y Dedd oy

I atwg® hattodos som, B aseodo
=20e00030%: S tr, 250 p3 . 25000 o
SO ESSmae JaEtt. B & wSrd) 268 3803
SR Deeede Prde ooy ds'roedm Ao
Sy,

| B S e Sepd exFaneBony drgo 5%, slies
disclgraiio SESol 2,3 Sameeed) soct St 200
P8 Dire oy EErSdor Geok solslame:
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) w3 B sir o i migh. Yool

ulchar LA T @O, poctrS-S00 (04 25y
040-2323 0245, 2323 024: 3y 04D-2323 0592

I & Govemment, . wheee all the sgents of the cutiic |
ST D responsible lor their oONOUCT, Mere cen be out fow
SEcrets. The people... nave a nght 1o know every puiic act
everihng thal is done in a pubiic way, by [heir pubikc
furcSononies . The responshilties of officials 1o mxplain or
pestify thekr acts is he chie! salaguard against apphession
and eosmupiion *

~Justice ILK. Mathew, Sunmme Court of Indis
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