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Short title and commencement
These rules shall be called the F

Financial and Accounting Rules of

Girijananda Chowdhury University, Assam

inancial and Accounting Rules of Girijananda Chowdhury

University, Assam and shall come into force w.e.fApril 1, 2024,

(a8) ‘Academic Yecar’ mcm\s July 1 ~tc‘) Jﬁnc 30 of the followin_g year.

(b) ‘Academic Council’ mecans the Academic Council of GCU under Section 24(1) of the
Assam Private Univcrsities Act, 2007.

(¢) ‘Accounts’ means and includes Books of Accounts of the University and all its
Departments, Centres, Units and Offices ctc.

(d) ‘Accounting Year’ means the year beginning on April | and ending on March 31 of the
following calendar year.

(¢) ‘Audit’ means statutory audit by a reputed firm of Chartered Accountants appointed by
the BoM of the University.

(f) ‘BoM’ means the Board of Management of the GCU under Section 23(1) of the Assam
Private Universities Act, 2007.

(g) ‘Books of Account’ means and includes all books of primary entries i.¢., Journals, Day
Books, Ledgers and includes records of bank/cash transactions, assets and liabihities,
inventories, personal accounts and the University Funds maintained in physical form
or electronic form.

(h) ‘Competent Authority’ means a body or an Officer/Teacher empowered by the Act
Statutes/Ordinances/Regulations of the University. In other words, in respect of the
powers to be exercised under any of these rules, the Vice Chancellor, or such other
authority to which the power is delegated by or under these rules, or any other general
or special orders issued by the University.

(i) ‘Controlling Officer’ means every Head of the Department of the University and any

other officer/teacher of the University entrusted with the responsibility of controlling

the incurring of expenditure and/or the collection of revenues of the University
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)
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‘Department’ means an Academic Department or Administrative Department/Branch
/Section.

‘Disbursing Officer’ means an Officer or Teacher or Head of the Department who has
been authorised to draw the bills on behalf of the respective Department of the
University and disburse them.

‘Finance Committee’ means the Finance Committee of the University formed as per
resolution of Governing Body meeting.

‘Chief Finance & Accounts Officer’ means the Chief Finance & Accounts Officer of
the University or any person either designated as such by the BoM or assigned by the
Society with the responsibility of the Finance & Accounts Office.

‘Financial Year’. means the year beginning on April 1 and ending on March 31 of the
following calendar year.

‘Governing Body’ means the Goverming Body of the Girijananda Chowdhury
University, Assam under Section 21(1) of the Assam Private Universities Act, 2007.
‘Head of the Department’ means the Head of an academic Department, Director of
Centre or the Head of an Administrative Department/Branch/Section declared under
any general or special order of the competent authority. The terms include the Person-
in-Charge of a Department appointed temporarily as such.

‘Internal Audit’ means the concurrent or periodical audit conducted by qualified
auditors appointed by the Society.

‘Society’ means the sponsoring body of Girijananda Chowdhury University, Assam
viz. Shrimanta Shankar Academy Society.

‘Treasure}’ means the finance head of the Society/Sponsoring Body viz. Shrimanta
Shankar Academy Society.

w

2 Registrar

Girijananda Choy nuiy University, 4

gt . \ssam
Azara, Guwahati 781017




SRR JR IS0 dddbddddédecvdedtiteidyd

Standards

V)

(i)
(i)

(v)

\))

L)

Chapter 1
General Financial Guidelines

«.:\}_y_‘f“l;'v"'i&‘m-‘{','h f{ﬁ{‘,‘g\j‘-f'\f}y’. : #
Every Officer is expected to exercise the same vigilance in respect of

expenditure incurred from university money as a person of ordinary prudence

would exercise in respect of expenditure of his own money.

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

No authority should exercise its powers of sanctioning expenditure to pass an

order which will be directly or indirectly be to its own advantage.

Expenditure from university moneys should not be incurred for the benefit of

a particular person or a section of the people, unless —
(a) A claim for the amount could be enforced in a Court of Law, or
(b) The expenditure is in pursuance of a recognized policy or custom.
The amount of allowances granted to meet expenditure of a particular type

should be so regulated that the allowances are not on the whole source of

profit to the recipients.

The Finance Committee shal oversee the financial matters of the

University. ,

() The Treasurer shall exercise sole atithority to approve purchases of goods

(iii)

or services or contracts as per the recommendation of Central Purchase
Committee constituted for the purpose.

In case of delegation of financial powers to any other officer of the
University, the Treasurer shall specify in writing the extent of monetary
limits and the items of expenditure. The officer so delegated upon shall
exercise the financial powers only to the extent delegated and shall not
further re-delegate it to any other person.

If the delegated officer is not able to exercise his financial powers for any
reason, alternative arrangements may be made by the Society and till such

time as the alternative arrangement is made, the Chief Finance & Accounts

S %
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(i)

(vii)

(viii)

The duties and responsibilities of a controlling officer in respect of funds placed at ‘

Responsibilityof Controllings Gfficer in respect ¢

Officer shall assume these powers.

The Chief Finance & Accounts Officer,
officer of the University appointed by the Society, shall be the Drawing
and Disbursing Officer of the University.

All disbursements shall be made by wire transfer or by electronic funds
transfer or by account payee cheque. The cash disbursements in certain
cases may be specifically authorised by the Treasurer to any University

staff for incurring cash expenditure limited to INR 1,00,000/- (One lakh)

and in his absence, any other

only.

All receipts and disbursements shall be recorded in the accounts on the day
on v;'hich these occur.

Unless otherwise specified, the residual powers in respect of all financial
matters shall be vested in the Finance Committee, which shall exercise

these powers through the Treasurer.

jpet allocation

his disposal are to ensure —

@
(ii)

(iif)
@iv)

v)

Froyision ol

That the expenditure does not exceed the budget allocation.

That the expenditure is incurred for the purpose for which funds have been
provided.

That the expenditure is incurred in the interest of the university.

That adequate control mechanism is functioning in his department for
prevention, detection of errors and irregularities in the financial
proceedings of his subordinate offices and to guard against waste and loss
of university money, and

The mechanism or checks contemplated at (iv) above are effectively

applied.

Hnds 1oy Sancton

All sanctions to the expenditure shall include the details of the provisions
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in the relevant grant or appropriation wherefrom such expenditure 1s to be

met.
(ii) All proposals for sanction to expenditure, shall indicate whether such

expenditure can be met by valid appropriation or re-appropriation.
(i)  In cases where it becomes necessary to issue a sanction to expenditure
before funds are allocated, the sanction should specify that such

expenditure is subject to funds being communicated in the budget of the

year

() A sanction shall, unless it 1s specifically renewed, lapse if no payment in
whole of part has been made during a penod of 12 (twelve) months from
the date of 1ssuc of such sanction. However, the exceptions are -
(8) When the period of the sanction is prescnbed in the regulations in
that behalf or 1s prescribed 1n the sanction iself, it shall lapse on
the expiry of such penod, or
(b)  When there is a specific provision in a sanction that the expenditure
would be met from the budget provision of a specified financial
year, it shail lapse & the close of that (inancial year, or
(€) In the case, 8 sanction shall not lapse, if tenders have been accepted
or mdent purchase order'work order has been placed, even if the
actual payment in whole or in part has not been made during the
said penod.
(i) A sancuon in respect of an addiion to a permanent establishment, made
from year to year under a general scheme by a competent authority, or in
respect of an allowance sanctioned for a post or for a class of University

employecs, but not drawn by the officer(s) concerned, shall not lapse,

161 Payment of money n the University accounts shall ordinanly be made by
direct transfer (i.c, online transfer) of funds to the designated account




1.6.2

1.6.3

1.64

1.6.5

1.6.6

Bank Acconunts of the University

171
172

1.7.3

nal cases where money may be received, with

barring in exceptio
o in Demand

permission of the Chief Finance & Accounts Officer,
drafts/Bankers Cheque in favour of the University. As soon as the proof of
payment is established, the amount shall be booked under the appropriate
receipt head of account of the University and verification of credit with the
bank shall be made.

Amount received in currencies other than Indian Rupees shall be credited
to the University account by the bank after converting the sum in Indian
rupees. The conversion rate prevailing at the date and time of credit by the
payee bank shall apply.

In éz;lse the money is received on-line through the payment gate-way of the
University, the receipt will be generated automatically in favour of the
payee. Such machine generated receipts, which need no signature, can be
downloaded by the payee.

All moneys received by or on behalf of the University either as dues of
University or for Deposit, remittance or otherwise, shall be brought in the
University Account without delay.

It is the duty of the concerned authority to ensure that the receipts and dues
of the University are correctly and promptly assessed, collected and duly
credited to the University account.

Amounts due to the University shall not be left outstanding without

sufficient reasons. Where such amounts appear to be irrecoverable, the
>

orders of the competent authority shall be obtained for their write-off.

The University shall maintain accounts with the b ldi Rupees.
All the ‘Univcrsity Bank Accounts shall be in the name of Girijananda
Chowdhury University, Assam

For the sake of convenience of operation and assuring transparency, the
Treasurer may order opening of any number of bank accounts, nominate

the signatories authorised to operate eacia account, modify the signatori
: ories
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as necessary or order closure of any of these bank accounts.
1.74 The Drawing and Disbursing Officer shall ensure that there is sufficient

balance in the bank account before any payment is authorised from it.

Office Imprest B
In order to defray expenses of regular nature involving pe cash, a fixed amount of
money, not exceeding INR 1,00,000/- (One Lakh) in each case, may be permitted by
the Vice Chancellor to be held as imprest. The designated officers shall be personally
responsible for use of the money for specified purposes and according to the norms

fixed. The imprest is of the nature of permanent advance that will be recouped by

adjustment.

e T T R B o 2
~ Funds of the University |

2.1.1  All sums pertaining t t mersny 11 be recee . name of the
University Fund under proper receipt. Thereafter, it shall be forthwith sent
to the bank for credit to the account concerned. The University Fund shall
comprise of —

@ All contribution and/or grant made to it by the Government
(State/Central), if any.

(ii) All contribution and/or grant made to it by the UGC/AICTE/PCI,
the Bar Council of India and State Bar Councils, if any.

(ili) Any bequest, donation, endowment or other grants received for
general or specified purpose from private individuals or
institutions.

(iv) Income received from fees and charges; and

(v) Amount pertaining to the University and received from any other

source.




University authorised by the Treasurer in this behalf shall issue receipts in
acknowledgement of money received in the University Fund. In case of

electronic fund transfers, system-generated receipts shall be made

available to the payee.

iz inagement and Administrat Ot o)_ finnd . :
All bank accounts, unless otherwise directed by thc Treasurer, sha]l be opﬂated
jointly by the Drawing and Disbursing Officer and in his absence, by the Chief

Finance & Accounts Officer.

-

Chapter3

Financial Estimates

311 The Unirsi shll prepare the estimates of requirement of fund for the

next financial year and place it before the BoM for consideration before
31st December. Simultaneously, revised estimates, seeking revision of
approved allocation for the current financial year, shall also be submitted.

3.1.2 The estimates shall be drawn head-wise, both for capital and revenue
expenditure, recording justiﬁcatioﬂ where major variation is anticipated.

3.1.3 The Finance Committee shall examine both revised estimates of the
current year and budget estimates of the next year and forward the same,
with or without modification to the BoM, who will recommend it for
approval of the Governing Body.

3.14  Where expenditure is excess of the amount allocated under any head in the
budget is to be incurred urgently, the Finance Committee may, after
examining justification for the same, authorise the expenditure by re-

appropriation within overall budgetary allocation of revenue and capital
heads.

\
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Where expenditure on a new item, not included in the original budget for

the year or gn expenditure arising out of unforeseen event, is to be incurred

8 \
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3.1.5

3.1.6

3.2.2

3.2.3

AH proposals for conducting any research or outreach program shall

urgently, the Finance Committee may after examining justification for the
same, authorise such expenditure by taking advance from Contingency
Fund (to be created/created with corpus as decided by the Governing

Body) of the University. In such an event, a report shall be submitted to the
Governing Body in the next meeting through the BoM.

Advances from Contingency Fund may be adjusted by allocating proper
provision under revised budget estimate and transferring the same to the
Contingency Fund for recoupment.

The Chief Finance & Accounts Officer shall prepare the detailed statement
of requirement of funds in a financial year separately for each of the
revenue and capital heads based on the estimates received from the Head
of the Department or Head of the administrative section. The statement
will include projection of all anticipated and foreseeable items of
expenditure and shall be expressed in monetary terms. This will be
examined by the Finance Committee before approval by the Governing
Body on the recommendation of the BoM.

Notwithstanding anything contained in the foregoing paragraphs, the
Finance Committee shall have power to sanction expenditure on a new

jtem not included in the budget and permit expenditure beyond its

approved budget allocation in any head by re-appropriation within the

overall availability of fund.

invariably be accompanied by a detailed estimate of probable expenditure
and the source from which it is expected to be funded.

Such estimate should spell out the conditions, if any, to be observed for
seeking financial support of the sponsoring agency.

Every proposal of external sponsorship shall include overhead charges,
meant to cover the indirect expenses of the University in providing

logistic, administrative and academic support to the proposed program.

9
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. t
The amount of overhead charges shall be credited to the revenue accoun

of the University as income from projects.

324  While drawing the estimates for seeking external sponsorship for
organising scminar, conference, workshop ctc., overhead charge of at least
10% of the total estimate shall be included.

3.25 Overhead charge for sponsored research project shall be |
such higher sum as may be necessary according to the nature of the project

and as decided in consultation with the funding partner of the project.

2% to 15% or

SOEees of fli'iz\',f:),t_ul'."’/',—{‘;lhu'i::

3.3.1  As mentioned under Section 2.1.1
3.3.2  The other sources of fund' [as per Section 2.1.1 (v)] includes —
(i) Endowment and donations
(ii) Consultancy projects
(iii) Library Late fee charges
(iv) Transportation Fee paid for availing University Bus services
(v) Holding examinations of Third parties like UGC-NET, JEE, SLET
and various Examinations of State/Central Government.

(vi) Hiring out of infrastructural and other facilities.

(vii) Any other source that may emerge in due course.

3.4.,1 Flow of fund shall be so regulated as to optilizc use of rources and
stringent measures shall be adopted to ensure zero-wastage.
3.4.2 Funds shall be used strictly for the purpose it is meant and shall always
conform to the approved budget.
3.43  The various areas of application of funds' are -
(i) Estate maintenance
(i) Laboratory equipment and Machinery
(iii) Approval/Renewal Fee for various Programmes (AICTE/UGC/

O\NDBWJS der subsequent Chapters
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Monitoring Mechanisim

3.5.1

352

353

PCI/BCI etc.)

(v) Salary & Wages -

(v) Emoluments & Fees

(vi) Awards and Prizes
(vii) Library
(viti) Sports and Cultural Activities

(ix) Advances to Employee

(x)  University Welfare funds

(xi) Refund of Caution Money and Earnes’t Money & Security Deposits

(xii) Any other areas that may emerge in due course.

The Chief Finance & Accounts Officer shall ensure tha the expenditure
under each head of account is contained within the approved allocation

through Central Budget/Expenditure Control either digitally or manually

using register. He/she will closely monitor the flow of expenditure and

timely alert the Registrar and the Treasurer if excess of expenditure in any
head is anticipated.

Head of the Department or Section will maintain Budget/Expenditure
Control Register and ensure that flow of expenditure remains well-paced
and there is no rush of expenditure in the last months of the Financial Year.

The Chief Finance & Accounts Officer shall periodically review the
budgetary position. Head-wise statement of progressive expenditure shall
be submitted to the Chief Finance & Accounts Officer every month.
Budgetary compliance by the University shall be reported to the Finance

Committee in each meeting.

Chapter 4
Investment, Borrowings and other Funds




shall be invested in :

1. Fixed deposit in any Nationalised/Private/Rural banks.
Endowment Fund for long term sustainability and emergency.
General Fund

Social Responsibility and Community Engagement Projects.

L oW

Contingency Funds

4.1.2 The Society shall constitute an Investment Committec headed by a
member of the BoM. It will have an external expert and Chief Finance &
Accounts Officer or any other officer of the University nominated by the
Soci_ety as members. The Committee shall meet at least once in three
months to assess the fund position with reference to the Cash Flow
Statement and recommend the periodicity and quantum of amount of
investment that will yield maximum interest return.

4.1.3  While investing surplus money, rates offered by the Nationalised/other
Private Banks shall be considered.

4.14  Interest earned on investment shall be ploughed back to come into the fund

from which the investment was made and will be available for

reinvestment.

Inter-institutional borrowings within the Society and external borrowings shall be the

discretion of the Society and the Treasurer shall place the same before the Governing

Body.

4.3.1 The BoM may, on the recommendation of the Fice ommee, create
such general and special funds as may be deemed necessary on such terms
as may be determined by it.

4.3.2  The University may introduce or subscribe to any Welfare Scheme or Fund

as may be deemed appropriate for the benefit of its employees and
students.
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5.2

53

54

5.5

5.6

5.7

Research Projects, Sponsored Research Schemes & Consultancy Projects

Chapter 5

Donation and Endowment
The University may consider any offer of donation or endowment intended or
pledged in favour of it from renowned corporate sector, philanthropic organisations,
law firms, jurist and individuals etc., as per the guidelines of the University and place
the same for acceptance by the BoM.
Amount approved by the BoM shall be received from the donor upon executing a
Memorandum of Agreement declaring therein all conditions attached.
Donation accepted by way of physical resources like library books, equipment,
furniture etc. shall be duly acknowledged.
Lump sum money received as donation for promotion of physical and/or academic
infrastructure in the University shall be accounted for and reflected in the annual
accounts of the University till the entire amount received is utilised for the intended
purpose. Full account of utilisation shall be forwarded to the donor and compliance
reported to the BoM.
Endowments received for instituting academic chairs, legal research, award of prizes,
medals etc., which are of/intended to be perpetual in nature, shall be accounted for in
the manner approved by the BoM and maintained as a corpus fund.
Each donation and endowment shall be accounted for individually and shall form part
of the annual account of the University.
The corpus fund received shall be retained in perpetuity and used for the intended

purpose of the donor as per the Memorandum of Agreement.

Chapter 6

Research activities of the University fall under the fo owing tegones -
® Research project financed by the University.
(ii) Research Schemes sponsored and financed by the other Institutions/

Organisations

13
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6.2.1

6.2.2

6.2.3

6.2.4

6.2.5

6.2.6

6.2.7

SEBONEOFE:

Research Protects hinanced by the University

Consultancy Projects and Services.

The University may fund a few research proposals of Faculty
Members/Ph.D Research Scholars/PG & UG Students by providing initial
seed capital as per University Financial Support Policy.

All such proposals shall be submitted to the Director, Research &
Development Cell for scrutiny.

There shall be a Screening Committee gttachcd to the Research &
Development Cell to considet/review/recommend research proposals to be
ﬁnat'lced by the University.

The Screening Committee shall be constituted and the composition of the
same shall be prescribed by the Director, Research & Development Cell.
On recommendation of the Screening Committee, the Director, Research
& Development Cell can approve research projects with a required funding
of up to INR 2,00,000/-. Once such research proposals are approved by the
Director, Research & Development, the same shall be sent to the BoM for
its approval.

Research Projects with required funding of above INR 2,00,000/- and up to
INR 20,00,000/- shall be forwarded to the Vice Chancellor and above INR
20,00,000/- to the Chancellor for their initial approval. However, all such
research proposals shall be screened by the Screening Committee and
forwarded by the Director, Research & Development Cell. On obtaining
initial approval of the Vice Chancellor/Chancellor, such proposals shall be
forwarded to the BoM for its approval.

Final approval of the Society shall be required for all research proposals

for disbursement of the seed capital from the University.

g Researeh Schenes

Research projects/Schemes funded by external agencies like CSIR, UGC
ICSSR, ICAR, ICMR, AICTE, DST, DBT etc. may be accepted by the
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6.3.3

6.3.4

6.3.5

6.3.6

6.3.7

6.3.8

6.3.9

University for execution through the concerned Teacher/Postgraduate

Department/Centre.
The proposals shall be submitted by the Department/Teacher and these

shall initially be processed by the Director, Research & Development Cell,
who shall forward the same to the Registrar. The Registrar shall forward
the same to the external funding agency. Steps shall be taken to see that the
formalities of the funding agencies are abided by at all the stages of the
schemes.

On acceptance of the proposal by the fundipg agency, the BoM shall be
appraised about it. Thereafter, the Accounts Branch shall be notified of the
samé with a copy of the initial letter of sanction from the funding agency.
Processing of the Grant-in-Aid bill and its submission to the funding
agency shall be completed by the concemned office within ten days of
receipt of the sanction/renewal letter.

A current account pertaining to the project fund obtained from
Government/Govt. agencies shall be opened in a bank. The Principal
Investigator and Registrar shall be the joint signatories.

The funds received from the funding agencies should be spent for the
purpose for which the funds are received. Under no circumstances, the
funds should be diverted even for a temporary period. Any re-allocation
within the project components shall be with the permission of the funding
agency.

The Project should not be continued beyond the project period unless it is
extended by the funding agency.

University shall not be responsible for any expenditure disallowed by the
funding agency.

The accounts of the project funds shall be maintained in the formats
prescribed by the funding agency. If any funding agency does not prescribe
the formats for accounts of the expenditure, the accounts shall be
maintaincd as prescribed by the University.

Initial expenditures, within the sanction and limits shall usually be allowed

15 |
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6.3.11

6.3.12

6.3.13

6.3.14

6.3.15

6.3.16

6.3.17

6.3.18

after the project fund is received.

In case of continuation/extension of the project/scheme, salaries of project

personnel shall be paid against the renewal letter not exceeding three

months.

In respect of the purchase of stores for the project/scheme, the procedure in
vogue in the University shall normally be followed.

The accounts of consumables and equipment shall be maintained as per
instructions stated elsewhere in these Rules.

The Principal Investigator, or by whatever name called, shall ensure timely

submission of periodical reports of progress of work on the project/scheme

as may be required by the funding agency and the final report on the )

conclusion of the project/scheme will be sent timely.

Bills for expenditure on different items shall be submitted to the Chief

Finance & Accounts Officer in the forms and manner required, duly

countersigned by the Principal Investigator. Such bills shall be scrutinised

and passed for payment or adjustment in the same manner as in the case of

other bills of the University.

An advance may be drawn by the Principal Investigator for specific items

of expenditure on sanction from the Vice Chancellor through the Registrar,

Accounts of expenditure against such advance should be submitted and

adjusted without delay. Further advance shall not normally be released

unless the earlier advance is accounted for and adjusted.

Accounts of an advance shall normally be adjusted within the period

stipulated by the funding agency. Adjustment certificates shall be issued to

the Principal Investigator or concerned person by the Chief Finance &

Accounts Officer within a period of three months after accounts for

adjustment have been submitted,

(i)  No funds in excess of the amount sanctioned by the funding agency
shall normally be released by way of advance.

(@) In case of advance claimed against the sanctioned amount not yet

released by the funding agency, the matter shall be decided by the

16 (ﬁ
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6.3.19

6.3.20

6.3.22

oeun.

6.4.1

sitation 1or Project g ‘,;w|:‘|':["{\‘iv';}jg_|j:‘.“¢‘(!_l_'v_(v;’;;"!ik:f}.:{v‘[‘

Flnanee Committee as under

(w) The Finance Committee may, under exigent circumstances,
recommend sanction of advance provided it is convinced of
the eventual relense of funds by the funding agency.

(b) The Finance Committee, when it has reasons to apprehend
that the fund may not immediately be relcased by the funding
agency, may either not recommend sanction of advance or, it
may recommend sanction of advance only on the specific
understanding that the l’rincjpul Investigator will stand
responsible for securing release of funds to the University.

A record of all assets like books, equipment etc. which acquired under the
research project/scheme shall be maintained in the central stock register of
the concerned Department/Centre. All assets shall eventually be returned
to the central pool of the Department. In case of conditional acceptance of
any Project/Scheme, however, the University will abide by the conditions
laid down in the agreement with the funding agency.

The Principal Investigator shall inform the Registrar and Accounts
Department on completion of the project and arrangement shall Be made to
audit the account statements and submit the utilisation certificate along
with other documents to the funding agency as per their prescribed format
within a maximum period of one month.,

The Project Utilisation certificatc and other documents related to the
project shall be signed by the Principal Investigator, Registrar and Chief
Finance & Accounts Officer or as per specification given by the funding
agency.

On completion of the Project, the Principal Investigator shall be entitled to

receive incentive us per the University norms,

oug PEMS
If a Rescarch project is funded by an external agency and the funds of

which are released through Public Financial Management System (PFMS),
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6.4.2

643

B T A U M

6.5.1

6.5.2

6.5.3
6.5.4

6.5.5

6.5.6

6.5.7

the Principal Investigator shall maintain a Ledger for each project,

incurred.

showing the fund receipts and expenses .
periodic reports on fund utilisation

The Principal Investigator shall submit

to the Dircctor, Rescarch and Development Cell and the Finance

Committec as per standing rules of the University.

Modalities suggested by the funding agency shall be followed and books

of accounts of the project shall be audited. The Principal Investigator shall

submit all documents and utilisation certificate as per the prescribed

format of the funding agency within a maximum period of one month of

completion of the project.

All rules relating to sponsored research projects/scheme shall be observed,
where applicable, in the case of consultancy projects and services offered
by the University.

The University Departments of Studies/Faculties shall undertake
consultancy. or advisory services to State/Central Government/Private
sector or other gxtemal agencies as much as possible.

The University may frame rules for such consultancy projects.

The University shall ensure that the Consultancy Cell or one of its

branches is made responsible to process all proposals of

consultancy/advisory services and for proper reporting and documentation
of cases including submission of periodical review reports to the BoM.

The Treasurer and the Chief Finance & Accounts Officer shall be intimated
about all approved proposals so to reflect the anticipated revenue
(University’s share) in the annual budget and watch realisations against it.
The financial transactions relating to such consultancy/advisory services

shall be accounted under Consultancy fund of the University.

The University shall fix some portion of the consultancy fees payable to \

the concerned faculty to encourage such services. The same shall be

decided by BoM.
W
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7.1.1

7.1.2

7.2.2

7.2.3

7.24

Vohitelia
yRIRCIES

R R G Hapter T

University Motor Vehicles

PO e W o 97
0f the University

For all University motor vehicles there shall be one or more Controlling
Officers (Motor vehicles) not below the rank of Assistant/ Deputy
Registrar, nominated by the Vice Chancellor.

The Controlling Officer shall be responsible for ensuring the proper use,
care and maintenance of the vehicles and for regulating journeys in
accordance with the procedures preseribed by the BoM on

recommendation of the Vehicles Committee.

CE 0P RECOrads :

The Controlling Officer (Motor Vehicles) shall arrange to keep a Log book
for each vehicle. The exact purpose of the journey, the places visited and
the nature of duties performed shall be mentioned in adequate details so
that these entries in the log-book are susceptible of independent check.
Drivers of the vehicles shall ensure that the entries are made correctly and
signatures of the persons using the vehicles are obtained immediately after
the journey with time of release. The entries in the Log-book made by the
driver shall be attested everyday by the Controlling Officer in charge of the
vehicles.

A register shall be maintained showing cost of petrol, etc. consumed by a
vehicle and all incidental expenditure on it.

A record shall be maintained of all repairs, maintenance and replacements,
indicating the cost and the dates on which those were carried out, and the
acquisition of spare parts. The vehicles shall be maintained in good
condition by the driver of vehicle, who shall ensure particularly that the
km. meter is in working condition at all time.

An inventory of equipment and small tools shall be kept in each vehicle.

19
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ifictal works

Vehicles shall be ordinarily provided against proper requisition in writing in the

prescribed form.

Reeelpt of University B

Payment received on account of University Bus services provided to students and

staff shall be maintained in the University fee collection Account and same shall be

operated by the Chief Finance & Accounts Officer.

75 Operating exjicnses and maintenance costn T
7.5.1  The Controlling Officer (Motor vehicles) shall submit a budget pertaining
to daily operating expenses and preferably an estimate on a monthly basis
to the Registrar. On receiving the budget, the Registrar will release an
advance amount. The amount released will be adjuste& against the actuals.
7.5.2 In case of a major maintenance cost involving the fleet of University
vehicles, approval needs to be taken from the Treasurer.
7.5.3  Ledger accounts will be maintained by the Controlling Officer(s) showing
the provision sanctioned in the annual budget for
(a) tyres and tubes periodical and annual repairs and servicing
(b) special replacements and renewals and
(c) running charges (Petrol, Diesel oil, etc.).
Under each of the above heads, the cumulative and itemised expenditure
incurred month by month on the vehicles and the monthly kilometres a
tyre or a set of tyres has run shall be shown.
7.5.4  All payments made towards taxes and insurance premia shall also be duly
recorded under the appropriate heads in the ledger.
7.5.5 A History sheet shall also be maintained by the Controlling Officer
recording chronologically
(a) the date or purchase of the vehicles,

(b) the type and model of the vehicle,

(c) the purchase value, W
20
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7.5.6

7.5.7

7.5.8

N8

(d) the registration number,

(¢) nature and number of insurance policy and amount of premium,

(® cost of repairs from time to time and

(8) accidents met with, if any.

(h) Up to date compliance of other additional vehicle documents like

road tax, fitness certification, pollution clearance and permits.

The Ledger accounts and History sheets shall be reviewed annually by the
Vehicles Committee to see that University vehicles are being maintained
properly, the registration, insurance and addjtionﬁl vehicle documents are
reneyved when due and the repairing costs are not abnormally high.
The distances recorded in the log book should be checked periodically by
the Controlling Officer with kilometre readings of the vehicles. Distances
recorded against individual trips should also be checked to see that these
have been correctly entered.
The Controlling Officer shall examine and satisfy himself that the
consumption of petrol, diesel, motor oil etc. is normal and the vehicles
give a fair running kilometre against per litre of fuel. Cases of abnormal
consumption of petrol etc. and the low km coverage shall be investigated

immediately and proper measures shall be adopted to check them.

Chapter 8
Emoluments & Fees

Alloswances 3y i

Rules of the UGC/AICTE/PCI and the Society relatig to the emoluments in pcct |

of teachers and statutory officers shall apply and the same need to be approved by the

BoM.

Reémunerationto €ontract S1af

The Selection Committee shall have authority to appoint teaching faculty and other

academic and administrative staff on contract basis on such terms and conditions as

21




may be decided by mutual agreement. The BoM shall constitute 5 Selection

Committee for the same and shall decide the remuneration to be paid to contractual

staff.

Visiting/Guest F

‘aculey

Based on the resolution of the Academic Council, the Vice Chancellor may invite

guest/visiting faculty for short periods to help in running academic programs by

following the approved guidelines and final approval from the Chancellor.
Remuneration payable shall be fixed by the BoM with due consultation with the

Society for every Academic Year/Semester.

8.4 Additional Duties

03] Employees who in addition noal duties, are engaged in

discharging additional administrative duties shall be paid honorarium as

per rates approved by the Vice Chancellor from time to time. This may

include -

Dean / Co-ordinator Students’ Welfare
Hostel Warden

Hostel Superintendents

Assistant Superintendents

Mentorship of students

(ii) The Vice Chancellor may assign additional duties to employees as deemed

necessary, with or without payment of honorarium/remuneration, as

appropriate.

(iii)  Honorarium/Remuneration for other occasional and intermittent academic

functions, like evaluation of dissertation/thesis, co-ordination of research

projects/ seminars etc., shall be decided by the Academic Council from
time to time,
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Chapter 9 _
Examinations and Confidential Fund e
9.1.1 The Registrar and the Chief inance & Acots Officer shall be

empowered to operate a Bank Account viz. “Registrar A/c GCU” and all

receipts from conducting third party examinations shall be deposited in the
said account.
9.1.2  All expenses pertaining to conducting third party examinations (Overheads

and remuneration for invigilation duty) shall be paid out of the receipts.

9.1.3  The statement of receipts and expenditure shall be audited.

The University shall have Exaintion Confidential Fund and the

Controller of Examinations shall have the power to open and operate a

Bank Account far the Confidential Fund released by the Accounts
Department and shall be required to maintain a proper cash book and other
relevant items of book keeping.

9.2.2  The purpose of the Examination Confidential Fund is to meet bills for
confidential printing of examination material and setting of question
papers, bills for remuneration for evaluation of answer scripts, moderation,
tabulation, etc., in connection with University examinations.

9.2.3 The Chief Finance & Accounts Officer with the approval of the Vice
Chancellor shall release and advance funds to the Controller of
Examinations for payment to examiners.

9.24 In order to maintain complete confidentiality of the examiners, no one
from the Accounts Department shall be involved in the process of
payments to examiners and other personnel involved in confidential works
related to examinations.

9.2.5 The Controller of Examinations shall have full powers to sanction and pay
the claims of the paper setters and script checkers.

9.2.6  After at least one year of the payment the record of the Confidential fund
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10.1

10.2
10.3
10.4

shall be audited by a person(s) to be appointed by the Treasurer. After
audit, Auditors will give a certificate to the effect that the record has been
maintained in proper order and the payment made was correct.

9.2.7 The certificate of the audit shall be forwarded to Chief Finance &
Accounts Officer who shall submit it to the Vice Chancellor for seeking
approval to book the expenditure and adjust the account against the

advance released by him/her in favour of the Controller of Examinations.

9.28 In case the Audit finds some discrepancy/shortcoming in Confidential

Fund, a report to this effect shall be submitted directly to the Treasurer

who may take necessary corrective action thereon.

Chapter 10
Hiring out of Infrastructural facilities

External pérties may avail the infrastructural facilities of the University on payment
basis. This includes hiring out of —

(i) Auditorium

(ii) Conference Hall

(iii) Computer Lab

(iv) Guest House

(v) Any other available facilities
The rental of all such available infrastructural facilities shall be decided by the BoM.
The Registrar’s Office shall process all applications received from intended parties.
Funds generated from hiring out of infrastructural facilities shall be deposited into
‘Registrar A/c GCU’ and such receipts may be used for maintaining the
infrastructural facilities of the University or as decided by BoM.

Chapter 11
‘ University Hostels ,
~ Wherever there is a Dean Student Aﬂ'airs/Faculty Hcad/Dliféctof (Hoslcls)/Dean
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11.2

11.3

11.4

(Hostels), the Wardens/ Superintendents will function under their control. A separate
bank account will be operated and managed by the Treasurer for operating the funds
relating to Hostels management to which the following remittances shall be credited—

(a) Boarding and Establishment charges collected from the students

(b) Mess charges received from boarders

(c) Caution Money Deposit collected from the students admitted to hostel
The Treasurer will release the funds required by the Dean Student Affairs/
Wardens/Superintendents for any hostel/mess related expenditures from time to time.
The Chief Finance & Accounts Officer after approval of the Treasurer shall pay to the
vendors and other agencies related to Hostel/Mess management through the above
said Bank accoimt.
Separate books of accounts and registers with details of all financial matters,
including bank accounts, shall be maintained for the University Hostels and the Chief
Finance & Accounts Officer and the Treasurer shall inspect and certify the books of
accounts and registers periodically.
Annual Accounts of expenditures on the University Hostel and Annual Reports for
each hostel shall be submitted to the Executive Council through the Finance

Committee for such action, as may be deemed necessary.

Chapter 12
University Library

nd Journals

gl SIDENR : P I AR I e S .;
12.1.1  The list of books, periodicals and journals proposed for cach Department

shall be identified by the concerned Heads of the Department and
approved in the Departmental Committee.
12.1.2 The books, periodicals and journals shall be procured from the publishers/
sources which offer maximum discount and have record of timely supply.
12.1.3  The proposals for purchase of books, periodicals and journals for the
University Library shall be placed before the Library Committee and
thereafter, the Committee shall put up the proposal to Central Purchase

Registrar
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12.14

12.1.5

Committee.
The CPC shall verify provisions for concessions/discounts offered etc. in

each quotation submitted by the vendors and shall forward its
recommendations for administrative and financial approval to the
Treasurer of the Society.

On obtaining the approval from the Treasurer of the Society, the Registrar

shall issue sanction orders for purchase of books, periodicals and journals

required for the Central Library.

urmm '‘eimne m n u}: |j' } DTS H eq)u Inll 5“(-) ,B. it

Whenever books, periodicals and journals are requxred to be purchased from a source

outside India, such cases shall be referred to the Central Purchase Committee. The

Committee shall examine such cases in detail and recommend as to its necessity,

specification, quantity, etc.

12.3.2

12.3.3

12.3.4

12.3.5

'\: \m\‘ mhn}

12.3.1

The L1branan shall conduct annual stock takmg in the month of July cvery

year in order to identify any loss and identify damaged books durmg the
Academic Year.

Damaged books shall be identified and sent for bindings to ensure
preservation of the book.

A Library Bank account shall be opened and maintained and it shall be
jointly operated by the Finance & Account Officer and the Registrar. Late
penalty and other (lost book) charges collected from Students and Staff
(Teaching and Non-teaching) shall be deposited in it against issue of
money receipt.

Funds generated out of penalty charges realised shall be used for the
upgradation of the Library, preserving damaged books or any activity
related to the library. A proposal for such activities shall be submitted by
the Library Committee to the Society through the Registrar for approval.
Library Book of Accounts shall be audited.
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Managing cases of 1ost books

12.4.1  Book lost shall preferably be replaced by a book of same title and author

by the borrower.

12.4.2  In case the borrower is unable to replace the book, he/she shall require to
deposit an amount equal to the current market price of the book and obtain
a money receipt for the same from the librarian.

1243  Money received by the Library for lost book shall be deposited in the
Library Bank Account and shall be used for procuring the lost book or any
other book title as per the requirement. .

1244 A register on lost book records shall be maintained and the Library
Corﬁmittee shall forward a report on the same to the Registrar, who shall
place it before BoM for approval for procurement of lost book(s), if any in

an Academic session.

124.5  On approval from the BoM, procurement shall be made as mentioned
under 12.1.

As discussed under Chapter 28, Section 28.6.4

SNESN0SAl'0Y DOOKS

As discussed under Chapter 28, Section 28.7

Provisionto sy Filei1)id 7:".»:'\ :’i’;‘&ﬁt:{i DOoKs

The Librarian shall submit a list of damaged books ed repair) that
written-off to the Library Committee. On physical verification of such damaged
books by the Library Committee, decision to write-off such books shall be taken.
Final approval of the Treasurer of the Society shall be required.
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13.1.2

13.2.1

13.2.2

13.2.3

Lanteen/cal

13.3.1

13.3.2

13.3.3

dividual appointed by the

The Estate Manager or any other designated in by
functioning of the University

Registrar shall supervise the

Canteen/Cafeteria.
The University shall either opcfate the Canteen/Cafeteria on its own or

may outsource the same.

mg of Uniiversity canteen/cafeterin SCrvices
The Registrar shall enter into an annual contract with the service provider,
the same may be renewed for another year based on the quality of services
provided.

Amount realised from the contract need to be maintained in University
Bank Account.

Overheads shall be recovered from the outsourced party/parties and the

same shall be recorded in University Book of Accounts.

TeIerin services offered by tne tniversity , %
The University shall appoint a Full-time Canteen Manager and h
dedicated staff for Cantcen/cafeteria in case the university operates the
canteen/cafeteria on its own. )

All revenue and expenses shall be recorded on,a daily basis. Surplus cash
flow shall be deposited in the University Bank Account on a periodical
basis. The same shall be decided by the Registrar, who shall operate the
bank account.

Cash Book and other Books of Accounts maintained by the Canteen sha]l
be audited.
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14.1.1

14.1.2

14.1.3

Chapter 14 ,
Award of prizes & medals and Free Studentshlp & Grants ‘

The award of prizes and mcdals by the University from the Umver51ty
Funds, Endowment Funds and Trust Funds to encourage meritorious

students, shall be in accordance with the procedures as may be prescribed

by the BoM and/or recommended by the Endowment Committee.

The Controller of Examinations shall ascertain from the Chief Finance &

Accounts Officer the amount available .in respect of each of the

endowments instituted for the award of prizes and medals well in advance
of the Convocation. He/she shall requisition the amount required for the

purchase of prizes and medals preferring an Abstract Contingent Bill

supported by a list of prize winners ensuring that the value of prizes and
medals does not exceed the available amount of each endowment
intimated by the Chief Finance & Accounts Officer. The Chief Finance &
Accounts Officer shall release the fund requisitioned with least delay. The
Controller of Examinations shall ensure that the Detailed Contingent bill is
furnished to the Accounts branch within 15 dayé from the date of
Convocation.

A register of medals shall be maintained by the Registrar/Dean (Student
Affairs) showing —

(a) Authorization number
(b) Name of medals,

(¢) Cost of medals,

(d) Date of distribution.

EsHgentship and ranits

Free studentship/book grant/scholarship or any other monct incentive/benefit from

the University Fund shall be awarded to the Ph.D Scholars/UG & PG and students of

the University in accordance with rules as may be prescribed on this behalf by the

BoM subject to the limit of budgetary provisions for such awards.
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Chapter 15 oind. iy
Sports & Cultural Activities of the Univcrsity R
nd | ,"”]4\" i for | ..}nm {- .ﬂm\' L;ﬂj‘( i T,
Dean (Student Affairs) shall organise sports and cultural activitics of the

15.1.1
University through Students’ Council.
15.1.2  The funds shall derive from —
(8) Sports/Cultural activities Registration fees.
(b) Funds allocated in the University budget, and
(c¢) Donations or grants or sponsorships received by the University for
. such activities.
(d) Funds realised out of sale of University T-shirts/Sweat shirts etc. to
students.
(¢) Fine/penalty charges (other than Library) realised from students for
any violation of discipline.
() Any other amount that may be realised from students.
15.].3 The Dean (Student Affairs) by the end of December every year shall
decide on budget requirements for the following financial year together
 with the particulars of the programme of the activities proposed to be
undertaken during the ensuing year and shall prepare a comprehensive
budget together with explanatory notes covering all Sports/Cultural
activities. The budget as prepared by the Dean (Student Affairs) shall be
forwarded to the Finance Committee for inclusion in the Annual Budget.
15.1.4  All expenditure on spotts/cultural activities shall require sanction from the

Finance Committee and shall be incurred in accordance with the financial
rules of the University.

15.1.5  The expenditures on sports/cultural activities shall be incurred upon by the

Officer or Person authorised on this behalf, who shall also exercise the

powers of controlling officer in this regard.

Maintenance of Gymnasium, Indoor Stadium, layonds, Student
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Common rooms etc. shall be under the supervision of Dean (Student
Affairs) and a Maintenance Budget along with proposal to purchase new
equipment, if any in a Financial Year need to be submitted to the Finance
Committee.

15.2.2  The purchase of materials and equipment for sports and cultural activities
shall be made in accordance with the rules specified for general purchases
and with sanction of the stand Central Purchase Committee.

1523 The Dean (Student Affairs) may be paid such advance as may be
considered necessary to meet the expenditure on various sports and

cultural activities. The advances and adjustment thereof will be regulated

in accordance with the provisions specified for general advances.

Bank Account

The Dean (Student Affairs) shall maintain a bank account in the name
Student Welfare Account with the Registrar as a joint signatory.
153.2  Funds mentioned under 15.1.2 except the budgeted amount allocated by

the University shall be deposited in the bank account.
153.3  The Dean (Student Affairs) shall record all funds received and details of

15.3.1

utilisation of such funds.
1534 Accumulated funds in the bank account shall be used for various

sports/cultural activities with approval from the Finance Committee,
15.3.5  The receipt and expenditure statements shall be audited.

Chapter 16
Organising Seminars/Workshops/Conferences

Cxpidennes tar the Oroanisers

Organisers, seeking grant from the University, shall submit a dctallc
budget for all such activities planned in the forthcoming or within a

Financial Year to the Registrar. The proposal shall then be sent to the

16.1.1

31




Treasurer for approval and releasc of funds.

16.1.2 In case of external funding, the organisers shall submit application to the

party concerned within the stipulated time for approval through the
Registrar. After obtaining the sanction letter, the same need to be sent to
the BoM for approval. The approval of BoM along with the sanction letter
shall be sent to the Chief Finance & Accounts Officer.

16.1.3  If the external funding agency mandates that a separate bank account nced
to be maintained for the funds committed by it, the matter shall be
forwarded to the Treasurer for approval. A Current Account shall be
opened with joint signatories as per approval of the Treasurer.

16.1.4  Organisers applying for external funding shall prepare the budget by

considering the estimated overheads as mentioned under Section 3.2.4.

Honorarum for Resource Persons

Unless specified in sanctioned document (applicable for activities sponsored by

external parties), the honorarium for Resource Persons of various events shall be

fixed based on resolution of BoM from time to time.

PDocinentahion

16.3.1 Revenue generated from such activities in the form of Registration Fee
shall be deposited in the University Bank Account and a report on the same
need to be submitted to the Registrar and the Finance Committee.

16.3.2 On completion of the activity/event, the Co-ordinator/Organiscr shall
document the expenses incurred (item-wise) and submit the same to the
Registrar’s Office along with original vouchers for the purpose of auditing
within 15 days.

16.3.3  If the event is funded by external party, the Co-ordinator shall submit the
audited statements in prescribed format (given by the External funding

agency) to the funding organisation for closure.
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17.1

17.2

17.3

17.4

Chapter 17

Conducting Industrial Visits/Study Tours
Head of the Departments, in consultation with the teachers of the Department, shall
identify the number of Industrial visits/Study Tours (National/International) to be
conducted in an Academic Year and adequate lumpsum amount need to be included
in Departmental Budgets for approval.
On finalisation of the location and the industry to be visited, the HoD shall inform the
Registrar’s Office for approval of the trip and release of resources at least one week
in advance, .
Funds shall be.released by the Chief Finance & Accounts Officer and allotment of
vehicles will be made by the Assistant/ Deputy Registrar in case of local industrial
visits/study tours.
The Controlling Officer (Motor Vehicles) shall document the details of the trip and

assess the cost and forward the same to the Registrar’s Office for release of funds.

Chapter 18
Advances to Employees

be kept with the University but are not its revenue, shall be governed by
the rules of the respective Funds.

18.1.2  The application for an advance shall be submitted by the employee in the
prescribed form to the Chief Finance & Accounts Officer through the
HoD/Dean.

18.1.3 The amount of advances available to an employee for different purposes
shall be decided by the Society/Governing Body.

18.1.4  The University shall charge simple interest at such rates as may be
specified from time to time for this purpose. The interest shall be

recovered after the advance has been recovered in full. The amount of each
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18.1.5

18.1.6

18.1.7

18.1.8

18.1.9

18.1.10

18.1.11

18.1.12

instalment for recovery of interest shall not exceed the amount of
instalment fixed for the recovery of the principal amount.

In cases where the advance is not utilised fully but the adjustment bill is
submitted in time, with delay in refund of un-utilised amount, interest may
be charged at the rate prescribed for advances including penal interest, if
any, on the un-utilised portion of the advance from the date of drawal of
advance to the date of refund of the balance amount.

In cases where adjustment bill is not submitted within the prescribed time,
the entire amount of advance shall be fecovcred in one lump sum
immediately on expiry of such time limit. In such cases interest may be
char.gcd at the rate of interest prescribed on the entire amount of advance
from the date of drawal to the date of recovery of amount.

If an advance is granted to an employee who is due to retire or whose
services are likely to be terminated within the maximum period prescribed
for its repayment, the number of instalments shall be so regulated that the
repayment of advance with interest, if any, is completed before retirement,
or termination of services, as the case may be.

Each monthly instalment on account of repayment of an advance except
the last one shall be of same amount; the amount of the last instalment
being fixed to recover the balance amount of the advance.

When the advance is adjusted by repayment in monthly instalments, an

authority competent to sanction an advance may, in exceptional cases, vary

the amount of such instalments.

For the purpose of grant of advances, ‘pay’ shall mean pay in the Pay Band
and the Grade Pay.

Detailed accounts of individual advances shall be maintained by the
Drawing & Disbursing Officer who shall affect recovery of the advance
granted and interest chargeable in instalments as decided.

The date of drawal of an advance sanctioned shall be the date of issue of

the cheque/payment by the Accounts Department. This shall determine
the—
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(a) Recovery of the first instalment towards repayment of the advance,
(b) Furnishing of particulars of utilization, and

(c) Calculation of interest.

iree and Interest=nearing Aavances

18.2.1 Interest-free advances are
(i) Advance of T.A. on tour/retirement

(i) Advance to family of employee who die while in service for

-

providing immediate financial relief
(iii) Advancé of Leave Travel Concession
(iv-) Leave Salary Advance
(v) Festival Advance
(vi) Advance in the event of natural calamity like flood, drought etc.
(vii) Any other purpose as decided by Authority

18.2.2 Interest-bearing advances are

(i) Advance for purchase of conveyance, i.c., motor car, motor cycle,

scooter
(i) Advance for purchase of Personal Computer
(iii) Advance for construction/purchase of house/flat/extension of living

accommodation

(iv) Any other purpose as decided by Authority

Fe g, T nlin vy & SSIRLNT o Soily (s
...... S SancHon orAdvance
P, b7 AN ~ \FAB NIA S . A8 s

18.3.1 The procedure and the conditions prescribed by the B from time to tic |
regarding sanction, payment and recovery of advances shall be applicable.

18.3.2 No sanction for the payment of an advance shall be issued unless the
authority competent to sanction the advance has satisfied himself that
funds are available in the year in which the amount of the advance is to be

paid and every such sanction must clearly indicate that funds are so

available.
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19.1

19.2

19.3

19.4

19.5

hall be sanctioning authority for grant of advances with due

; Registrar s . |
A unless otherwise specified by

approval from the Treasurer under this Rule,

the Governing Body/BoM.

Chapter 19

University Employees’ Welfare Schemes

The UniVérsity may implemeht Welfare Schemes like Provident Fund, Gratuity Fund,
Group Life Insurance, Health/Medical Insurance, ESI, Family Benefit Funds ctc., for
the benefit of the employees of the University by framing Statutes/Rules or by issue
of Executive Instructions.

The Statutes/Rules/Orders/Instructions of the University providing for
implementation of employees’ welfare schemes shall specify the object, the group of
employees covered, the eligibility conditions, the rate of subscription, benefits
accruing from the schemes, the responsibilities of the Drawing & Disbursing Officers
and the employees, modalities relating to opening of Bank Account, Operation of the
Funds, the Accounts records to be maintained and Annual Accounts to be placed
before the BoM.

Wherever the University adopts any rules relating to the employees’ welfare schemes
framed by the Government for its employees, the University shall specify in the order

of adoption as to the authority/authorities which shall exercise the powers in this

- regard. The University shall ensure that the provisions of the Government Rules

adopted are strictly adhered to.

The Financial transactions of each welfare scheme shall be accounted under in
a
separate bank account.

The Chief Finance & Accounts Officer shall operate the accounts of the Employees’
e

welfare schemes and maintain Separate cash book for each scheme

Registrar
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University Wellness Centre

= » SR ‘e Y., ; PR S A
Tiniversity Wellness Cenn'e

20.1.1 The University shall offer healthcare services through its Wellness Centre

and these may include —
(i) Medical/Health Clinic facility
(ii) Medicines through its Jana Aushadhi Pharmacy
(iii) Other healthcare services like Medical Lab Tests, Physiotherapy,
Clinical Counselling etc. .
20.1.2  The Registrar shall monitor the functioning of the Centre.
20.1.3 The expenditure on the maintenance of Wellness Centre shall be met from

the provision made in the Budget of the University and also from the cash

generated by it.

University Medical/Health Clinie facility :
20.2.1 The Medical Officer/Doctor of the Health Clinic shall be responsible for

proper accounting of medicines and other items purchased and dispensed to

the students and staff of the University

20.2.2 He/she shall draw the funds required for the purchase of medicines and
other items and for the maintenance of Health Clinic by preferring claims to
the Chief Finance & Accounts Officer through Abstract Contingent
Bill/Detailed Contingent Bill as may be necessary.

20.2.3 The register of patients maintained by the Health Clinic should clearly

indicate the medicines/other items prescribed and issued to individual

patients.

anaAushadnl Yaarmacy

20.3.1 The VC shall nominate an Officer-in-charge of the Jana Aushai
of the University.
20.3.2 The Officer-in-charge shall be responsible for maintaining records of

medicines and other items procured and daily sale of same. The cash
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204.1

204.2

204.3

2044

20.4.5

Maintenauce of Bank

20.5.1

20.5.2

20.5.3

Other facilities avallable under Wellness Centre

' ent on a periodic
generated necd to be deposited to the Accounts Departm

basis as per standing order of the Registrar.

4

Other services of the University Wellness Centre may include —
(i) Medical Lab Tests

(ii) Physiotherapy

(iii) Clinical Counselling

(iv) Any other services related to healthcare.

The VC shall nominéte an Officer-in-charge of the Wellness Centre, who
shall .supervise and maintain records of services offered and revenue
generated.

The services mention under 20.3.1 shall be offered to the staff and students
of the university either free of cost or on a subsidised rate as per BoM
resolution.

The services mention under 20.3.1 shall be offered to the community at a
subsidised rate. The rates of all such services offered shall be finalised
through BoM resolution.

Cash generated from any of the above mentioned activities need to be

deposited to the Accounts Department on a periodic basis, as per standing
order of the Registrar.

A
A bank account for the University Wellness Centre shall be p =ned and
maintained with the Registrar and Chief Finance & Accounts Oﬁic“n‘ N
joint signatories.

Cash generated from the services offered under University Wellness Setize
shall be deposited in the bank account and the same shall be used for the

maintenance of the centre and also for procuring medicines and oth
o _ other
medical items with approval of the Treasurer,

All books of accounts of Wellness Centre shall be auditeq
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21.1

22.2

213

214

218

216
21

Chapter 21
Horticnlture Activities

The University shall designate one of its Officers as officer in-charge of Nursery,

Parks and Gardens of the University who shall work under the direct control of the

Registrar and in coordination with the Officer in-charge of Estate Affairs.

The Officer in-charge shall maintain a detailed list of Nurseries, Parks and Gardens

duly assigning an ID number for each of these. He/she shall also record in such

register the manpower sanctioned for each of these places.

He/she shall maintain the accounts and also other records like stock account of
consumables like manures, sand and red earth, insecticides, fungicides, etc., and for
equipment, pots, plants, seeds and saplings, etc. He shall also maintain a Revenue
Yielding Properties Register i.., fruit bearing trees, pasturelands, plantations and
other garden products.

He/she shall submit a detailed list of activities for each year by December to the
Chief Finance & Accounts Officer indicating the anticipated revenue and expenditure
for the next financial year. The Chief Finance & Accounts Officer, shall provide
funds for these activities, as deemed necessary, in the annual budget of the
University.

The Officer-in-charge shall draw required funds by preferring Abstract
Contingent/Detailed Contingent bills to the Chief Finance & Accounts Officer for

arranging payment.

The Chief Finance & Accounts Officer shall admit claims only against the approved
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21.7

budget.

The Officer-in-charge shall sub

mit such reports as the Chief Finance & Accounts

Officer may prescribe in this behalf, from time to time.

- Refundable Deposgits

The University may realise specificd amount as deposits for identified purposes as

under —
22.1.1 >)

(i)

(i)

Chapter 22
- Refundable Deposits

Each student joining any course in the University shall be required
to deposit certain amounts as caution money at the time of
admission along with admission fee. This shall include —

(a) Caution Money

(b) Hostel Caution Money

(¢) Any such requirement that may arise from time to time and

may be programme specific

Hostel Caution Money is realisable from those who avail the hostel
facilities.
Amount realised shall be retained as deposit in the University
Hostel Account and refunded to students on completion of the
course after recovering outstanding amount, if any, found realisable

on account of abuse of the facility provided.

22.1.2  Earnest Money Deposit

(M)

(i)

The University shall realise Earnest Money Deposits (EMD) from
the bidders responding against tenders for procurement of goods,
except those who are registered with the Central or State Purchase
Organisations, National or State Small Industries Corporation or a
department of Central or State Government.

Amount of EMD should ordinarily range between two per cent to

4 (&%/
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22.1.3

(iif)

@iv)

v)

five percent of the estimated value of the goods to be procured. The
exact amount of bid security shall be determined accordingly by the
University and indicated in the bidding documents.
The EMD shall be accepted in one of the following forms —
(a) Account Payec Demand Draft,
(b) Fixed Deposit Receipts
(¢) Banker’s Cheque or Bank Guarantee from any of the
commercial banks in an acceptable form, safe-guarding
University’s interest in all respects
The EMD shall ordinarily remain valid for a period of forty-five
days beyond the final bid validity period.
EMD of the unsuccessful bidders shall be returned to them at the
earliest after expiry of the final bid validity.

Security Deposit

®

(i)

(iii)

@iv)

Security deposit shall to be obtained from the succcssfu! bidder of
the contract by way of performance security. This shall be obtained
from every successful bidder irrespective of its registration status.
Security Deposit should be for an amount of ten per cent of the
value of the contract and shall be furnished in any of the forms
mentioned in para 22.1.2 (iii) above.

The deposit shall remain valid for a period of sixty days beyond the
date of completion of all contractual obligations of the supplier,
including warranty obligations.

EMD shall be refunded to the successful bidder on receipt of
Security Deposit. Provided that the successful bidder, if he so
desires, may be permitted to adjust the amount of EMD pledged by
him against the Security Deposit payable.

y o



24.1

Chapter 23
Insurance

"\"iu'!:{l;,-i:'n‘gll 1) fu\- «lv \§3CES,

23.1.1  Ifthe Uanel‘Slty authonty deems ﬁt i

it shall insure its buildings and other

i ith
properties like equipment, books, instruments and the like with 2

nationalised/private insurance company.

e following norms of insurance cover shall

23.1.2  For the purpose of insurance, th

be adopted -

o Equipment — 100 per cent of the value.

o Books — 100 per cent of the value.

e Vehicles — 100 per cent of the value along with comprehensive

cover

Buildings - Notional value shall be taken for the purpose of insurance (this
is arrived at by taking into account the operations of the buildings which

are prone to fire hazards).

u?t/‘u{'-! gical wu- 1| ¢ ;
23.2.1  The University may opt for Health/Medlcal Insurance policy for its
students.
23.2.2  The premia of such schemes/policies may be paid by the University and
such amounts may be adjusted against the fee paid by the students at the

time of admission.

A.‘uk_ﬂ w;

Before a suit is mstltutcd ‘m a Court of Law mvolvnig substantlal amount of
expenditure, the entire facts and legal opinion in respect thereto should preferably be
considered and cleared by the BoM. No suit shall be contested except with the prior
approval of the Vice Chancellor and the Society.
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24.3

244

251

25.2

25.3

254

25.5

conducting court cases after considering the qualifications, experience and eminence

and also fees and charges payable to each such person.

A record of all suits in which the University is a party, a Regi
University is the plaintiff and

dant. The particulars of each

ster of Suits shall be

maintained in two volumes, one for suits in which the
the other for suits in which the University is the defen

case shall be entered in the Register of Suits as soon as a suit is instituted by the

University or a notice of the institution of a suit against the University is received by

it, and further action taken thereon recorded from time to time.
The Register shall be checked and signed by the chlstrar periodically and laid

before the BoM every year for review.

Chapter 25

Umversxty Puhhcauons
Any pubhcatmn in pnntcd form to be brought out in the name of the University shall
have the prior approval of the Publication Committee.
All University Publication shall be published by the Registrar on behalf of the
Publication Committee. The composition and powers and functions of the Publication
Committee shall be prescribed by the BoM.
The publication funds at the disposal of the Publication Committee shall be derived
from -
() Publication grants from the external funding agencies (national/international), if

any and

(i) Publication grants allocated within the University budget.
When an external funding agency is ready to fund any publication of the University,
the proposal of the same mentioning the quantum of fund to be provided along with
their terms and conditions for publication shall be forwarded by the Publication
Committee to the BoM for approval.
Till the posts for the Publication Committee are sanctioned and filled up, the
publication of departmental journals and/or occasional papers shall be done and the

accounts of sales and stocks thereof be maintained by the Department concerned.
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25.6

25.7

258

25.9

26.1

26.2

26.3

The Publication Committee shall consider and recommend all matters relating to
publication, sale, pricing and payment of royalty for each publication to the BoM.

The Publication Committee shall maintain royalty register, copyright register and
stock accounts of all University publications and shall prepare Annual Accounts and
Statements in respect of the publications.

The annual account and the annual report on the publication activities and
performance of the Publication Committee shall be placed before the BoM.

At the end of each financial year, a physical verification of the entire stocks shall be

carried out and requisite certificates shall be recorded in each and every stock book.

~ Chapter26

~ Contribution to Society S v
Where a registercd society makes an application for contriﬂﬁf;or; from the University,
all relevant information/literature relating to its objects, its functioning, the
programme it has underway, its financial position etc. shall be obtained from the
society and examined by the Registrar. A recommendation shall be made by the
Registrar to the Sponsoring Body/Management for approval, subject to the budget
provision being available, on the question of making a contribution to the society.
The application requesting such a contribution shall be signed by the competent
office-bearers of the Sociefy concerned.
The University shall on its own or in association with some other societies undertake
various activities for the social and economic empowerment of the less privileged
individuals or community at large. Funding of all such activities shall be made out of

Funds earmarked for social responsibility and community engagement projects.

Chapter 27
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27.1.2

27.1.3

2714

27.1.5

—recurring and non-recurring of the University.
The Finance Committee shall oversee the general observance of the
procurement procedure of the University.
All procurcments shall be made by the University having regard to the
following considerations, namely —

(i) Best value for money

(i) Fairness, efficiency, economy, transparency and accountability

(iii) Legality and propriety
Every procurement order or contract of the }Jniversity shall be in writing
or by unalterable electronic mean's.
The éontract shall, inter alia, specify -

(i) Nature of the product or service

(ii) Quantity

(iii) Price per unit

(iv) Total value of contract including taxes and duties if any

(v) Period of contract

(vi) Terms of delivery and payment

(vii) Details of the supplier

(viii) Any other matter deemed important

T O S R T 4T
2 Committecs fop BEGcurcment

27.2.1

Central Purchase Committee
(i) The Central Purchase Committee (CPC) shall consist of —

(a) Joint Secretary, SSA Society - Chairperson
(b) Controller of Examination - Member
(c) Chief Finance & Accounts Officer/Assistant Accounts Officer
© —Member
(d) Head of the concerned Department - Member

(ii) Apart from the above, the CPC shall include any other members

nominated by the Society.

(iii) The tenure of service of nominated members shall be one year.
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(iv)

Three members will make the quorum,

27.2.2  Primary Purchase Committee

®

(i)

Primary Purchase Committee (PPC) shall be constituted by the
CPC and shall be one under each of the School/Institute in the
constituent campuses. PPC shall initiate the purchase process and
put up the proposal to CPC.

The CPC shall delegate power to each PPC to an amount of INR
20,000/~ (Twenty thousand) or amount specified by CPC beyond
which the CPC will hold the right to recommend a purchase.

27.2.3  Departmental Purchase Committee

27.31  The Store Section will raise the ‘Purchase Requisition’ in case o stock

(i) Each department of the University shall have a Departmental
Purchase Committee to be constituted by the Dean of the Faculty
where applicable and in all other cases by the Vice Chancellor
consisting of a Convener and three members, at least two from the
staff of the department.

(if) The Departmental Purchase Committee shall arrange for the
purchase of items out of contingency fund of the department.

(iii) Petty purchases amounting not more than INR 10,000/- (Ten
thousand) in a Financial Year may be made by the Departmental
Purchase Committee.

7.3 Parchase Procedure for procurement ofitems front Within Sheconniry

items, whereas, for non-stock items to be purchased for the University a

request for sanction of expenditure will be prepared by the requisitioning

department and forward the same to PPC,

27.3.2  In order to avail themselves of the economies of bulk purchases the Heads

of the Departments, sections and hostels etc. shall submit their

requirements at least 3 months in advance to the PPC.
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2733

27.3.4

27.3.5

27.3.6

27.3.7

2738

2739

The PPC shall initiate the purchase process and prepare and recommend a
proposal for the purchase of the required items to the CPC.

The CPC shall examine all relevant records of each purchase which are
brought under the purview of the CPC. It will verify authenticity of the
offers received.

The CPC shall also verify the whole tendering process beginning from the
floating tender, preparation of comparative statement, required
specifications and compare with the offered specifications, terms and
conditions of supply items. ‘

The CPC shall verify provisions for concessions/discounts offered/
possible negotiations, after sales service, warranty, delivery of items etc.
by the suppliers/ manufacturers/authorised dealers in each quotation and
details on the recommended bid after taking all these into considerations.
In case of costly equipmentmaterials, the CPC has to ensure whether
similar equipment/materials are already available in sufficient
number/quantity within the campus and if available whether that
equipmentmaterial can be used or not. The CPC may ask for available
balance in the stock book.

Based on the above and the recommendations furnished by the PPC if any,
the CPC will approve the rate of the proposcd equipment/items, The exact
cost of the equipment and their details shall be clearly spelt out in the
minutes and reflecting in the procedures of the CPC.

The CPC will forward its recommendations for administrative and
financial approval to the Treasurer of the socicty.

27.3.10 The Dean of the concerned school will place the order after receipt of the

Pl

approval from the Treasurer of the Society.

Whenever any goos services are required to be purchased from a source
outside India, such cases shall be referred to the Central Purchase

Committee.

47 @?\g /



274.2

2743

27.5.2

2753

2754

27.5.5

27.5.6

If the payment is to be made by raising a Letter of Credit, the concemed
Indenting Authority shall write to the Finance & Account Officer
indicating the exact Indian Rupee/foreign currency, the name of the bank
on which the Letter of Credit is to be raised. The Finance & Account
Officer shall take necessary action for getting the Letter of Credit and
incorporate it in the Accounts of the University.

However, the concerned Indenting Authority shall be entirely responsible

for receipt of the goods in accordance with the specification, quality etc.

or unserviceable, action shall be promptly taken for its disposal.

The Vice Chancellor may, at his discretion, constitute a committee at
appropriate level to deal with the disposal.

The book value, guiding price and reserve price of the item shall be taken
into consideration at the time of its disposal.

The disposal committee shall decide upon the mode of disposal and
oversee the method applied for disposal.

Difference between the book value and the realised disposal value shall be
adjusted in the accounts of the University as per rules in this behalf,

Final approval of the Treasurer of the Society will be taken before final
disposal.

Chapter 28
Inventory Management

This chapter contains the basic rules applicable to all Departments regarding inventory

management. Detailed instructions and procedures relating to inventory management may be

prescribed by various Departments broadly in conformity with the basic rules contained in
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28.1.2

28.1.3

28.14

28.1.5

28.1.6

28.1.7

All purchase of articles of stationery, furniture, equipment, machinery,

consumable and other manufactured items required by the University
office or department shall be made by following scrupulously the
requirements of the Financial Regulations in this behalf.

Articles shall be purchased in bulk and in the most economical manner. In
no circumstances purchase orders shall be split up so as to avoid the

necessity of obtaining the sanction of the higher authority required with
reference (o the total amount of the order. .

Stores, in many cases, represent a locking up of capital, which is not
justifiable unless essential. All officers responsible for the safe custody of
stocks and stores shall see that the balance in hand is not in excess of the
requirements beyond a reasonable period.

While receiving goods and materials from a supplier, the officer-in charge
of stores should refer to the relevant contract terms and follow the
prescribed procedure for receiving the materials.

All materials shall be counted, measured or weighted and subjected to
visual inspection at the timé of receipt to ensure that the quantities are
correct, the quality is according to the required specifications and there is
no damage or deficiency in the materials. Technical inspection where
required should be carried out at this stage by Technical Inspector or
Agency approved for the purpose. An appropriate receipt, in terms of the
relevant contract provision may also be given to the supplier on receiving
the materials.

Every article shall be subject to a thorough inspection and verification of
its standard and suitability by the concerned Head of Departments of the
University, who shall invariably issue an approval certificate before the
actual delivery of the article is taken,

Details of the material so reccived should thereafter be entered in the
appropriate stock register. The officer-in-charge of stores should certify

that he has actually received the material and recorded it in the appropriate
e
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stock registers.

SRl R
sent for sanction and payment, the Head of the

3%

¢ of stores 18

Department or the Officer concerned shall sce that the articles billed for, have been

entered in the appropriate stock account or property register and that a reference to

the entry in the register is quoted in the bill. The officer submitting the bill shall be

personally responsible for seeing that this is done.

28.2.1

28.2.2

28.2.3

A list of all movable property of a permanent or durable nature, such as
machines, equipment, vehicles, furniture, etc., belonging to the University
shall be recorded in a stock register of movable property. When the
property is disposed-off finally by sale or otherwise, the particulars of
disposal shall be entered under the initials of the officer concerned. The
officer shall be responsible to see that the register is a complete record of
the movable property under his custody. The register shall be checked
periodically. by the Internal Auditor.

The Register of movable property is intended to be a permanent record and
shall be kept under the personal supervision of the Head of the
Department. Articles of different descriptions shall not be shown together,
but separate pages shall be allotted according to the requirements of each
kind of property, sufficient space being left between each set of entries to
admit of subsequent transactions being recorded. When a new register is
started the existing stock should after careful verification be distinctly
shown as ‘Opening balance on’ so as to be clearly distinguishable from
subsequent purchases.

A Régister of Consumables shall be kept, wherein shall be recorded all
consumable articles like stationery items, CDs, cartridges, breakable
articles, exhaustible articles like electric bulbs and other goods of
perishable nature. All unserviceable articles proposed to be removed from

these two registers shall be kept aside for further disposal as per rules.
/7
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A motor

expenditure on the consumption of fuel per vehicle

in terms of kilometres. The purchases of accessories sha

separately. Se

ic

A movbc proptxesr ed in the stock books m
and Departments of the University shall be verified a.nnually. Th
shall initial the entries in the registers and shall keep the soft copie

photographs of the pro

vehicle

'to enable the auditor to scrutinize the

and its average running per litre

11 be accounted for

parate account being maintained for each vehicle.

aintained by various sections
e verifying officer
s of the

perty. The verifying Officer shall furnish a certificate

indicating the results of his verification. Any serious discrepancies shall at once be

reported to the Vice Chancellor.

28.4.1

28.4.2

Custany or suons and nrateEtis

The Officer-in-charge of stores having custody of goods and materials, especially

The indenting officer requiring goods and materials from internal

division(s) of the same organisation should project an indent in the
prescribed form for this purpose. While receiving the supply against the
indent, the indenting officer shall examine, count, measure or weigh the
materials as the case may be, to ensure that the quantities are correct, the
quality is in line with the required specifications and there is no damage or
deficiency in the materials. An appropriate receipt shall also be given to
this effect by the indenting officer to the division sending the materials.

In the case of issue of materials from stock for departmental use, sale etc.,
the Officer-in-charge of the stores shall see that an appropriate indent, in
the prescribed form has been projected by the indenting officer. A written
acknowledgement of receipt of material issued shall be obtained from the

indenting officer or his authorised representative at the time of issue of

materials,

valuable and/or combustible articles, shall take appropriate steps for arranging their

51
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— : for maintainin
safe custody, proper storage accommodation, including arrangemecn ts g

required temperature, dust free environment etc.

28.5.1 The Officer-in-charge of stores shall maintain suitable item-wise lists and
accounts and prepare accurate returns in respect of the goods and materials
in his charge making it possible at any point of time to check the actual
balance with the book balance, as in the bin card system for perpetual
inventory. The form of the stock accounts mentioned above shall be
determined with reference to the nature of the goods and materials, the
frequency of the transactions and the §pecial requirements of the
concerned Departments.

28.5.2 Sepe;.rate accounts shall be kept for —

(i) Fixed Assets such as plant, machinery, equipment, furniture, fixtures
etc.
(i) Consumables such as office stationery, chemicals, maintenance

spare parts etc.

(iii) Accession Register for Library books.

28.6.1 (® Verification shall always be made in the presence of the oﬁie
responsible for the custody of the inventory being verified.
(i) A certificate of verification along with the findings shall be
recorded in the stock register.
@iif) Discrepancies, including shortages, damages and unserviceable
goods, if any, identified during verification shall immediately be
brought to the notice of the competent authority

for taking
appropriate action in accordance with provisions of the General

Financial Rules.

28.6.2  Physical verification of Fixed Assets

The inventory for fixed assets shall ordinarily be maintained at site. Fixed

assets should be verified at least once in a year and the outcome of the

" o
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28.6.3

28.6.4

28.7.1

verification recorded in the corresponding register. Discrepancies, if any

shall be promptly investigated and brought to account.

Verification of Consumables
the consumable goods and materials should

if any, should be

A physical verification of all
be undertaken at least once in a year and discrepancies,

recorded in the stock register for appropriate action by the competent

authority.

Physical verification of Library books
() Complete physical verification of books should be done every year

in case of libraries having not more than twenty thousand volumes.

* For libraties having more than twenty thousand volumes and up to
fifty thousand volumes, such verification should be done at least
once in three years. Sample physical verification at intervals of not
more than three years should be done in case of libraries having
more than fifty thousand volumes. In case such verification reveals
unusual or unreasonable shortages, complete verification shall be
done.

() Loss of five volumes per one thousand volumes of books
issued/consulted in a year may be taken as reasonable provided
such losses are not attributable to dishonesty or negligence.
However, loss of a book of a value exceeding INR 1,000/- (Rupees
One thousand only) and rare books irrespective of value shall

invariably be investigated and appropriate action taken.

" Disposal 6f Goods

An item may be declared surplus or obsolete or unserviceable if the same
is of no use to the University. The reasons for declaring the item surplus or

obsolete or unserviceable should be recorded by the authority competent to

.
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28.7.2 The BoM may, at its discretion, constitute a committee at appropriate level

to declare item(s) as surplus or obsolete or unserviceable.

28.7.3 The book value, guiding price and reserved price, which will be required

while disposing of the surplus goods, should also be worked out. In case
where it is not worked out, the book value or the original purchase price of
the goods in question may be utilised.

2874 In case an item becomes unserviceable due to negligence, fraud or
mischief on the part of an employee, responsibility for the same should be

ﬁxgd.

ivioaes of Disposal : A Gl ah A
28.8.1 Surplus or obsolete or unserviceal goosof assessed value above INR
2,00,000/- (Two lakhs) should be disposed-off by —
() Obtaining bids through advertised tender or
(i) Public auction
28.8.2 For surplus or obsolete or unserviceable goods with residual value less
than INR 2,00,000/- (Two lakhs), the mode of disposal will be determined
by the competent authority, kcepving in view the necessity to avoid
accumulation of such goods and consequential blockage of space and also
deterioration in value of goods to be disposed-off. :
28.8.3  Certain surplus or obsolete or unserviceable goods which are hazardous or
unfit for human consumption should be disposed-off and destroyed
immediately by adopting suitable mode so as to avoid any health hazard
and/or environmental pollution and also the possibility of misuse of such
goods. Surplus or obsolete or unserviceable goods, equipment and
documents, which involve security concems (e.g. currency, negotiable
instruments receipt books, stamps security press etc.) should be disposed-
off/destroyed in an appropriate manner to ensure compliance with rules

relating to official secrets as well as financial prudence.
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28.9.3

28.94

28.9.5
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University may undertake auction of goods to be disposed of either

directly or through approved auctioneets.
The basic principles to be followed here are similar to those applicable for

disposal through advertised tender so as to ensure transparency,
competition, fairness and elimination of discretion. The auction plan
including details of the goods to be auctioned and their location, applicable
terms and conditions of the sale etc. should be given wide publicity in the
same manner as is done in case of advertised}cnder.

While starting the auction process, the condition and location of the goods
to b;: auctioned, applicable terms and conditions of sale etc., (as already
indicated earlier while giving wide publicity for the same), should be
announced again for the benefit of the assembled bidders.

During the auction process, acceptance or rejection of bid should be
announced immediately after the completion of the auction process. If a
bid is accepted, carnest money (not less than twenty-five percent of the bid
value) should immediately be taken on the spot from the successful bidder
either in cash or in the form of Deposit-at-call Receipt (DACR), drawn in
favour of the University. The goods should be handed over to the
successful bidder only after receiving the balance payment.

The composition of the auction team will be decided by the competent

authority. The team should, however, include an officer of the Accounts

Department.

If University is unable to sell any surplus or obsolete or unserviceable item
in spite of its attempts through advertised tender or e-auction, it may
disposed-off the same at its scrap value with the approval of the competent
authority in consultation with Accounts Department. In case the University
is unable to sell the item even at its scrap value, it may adopt any other

mode of disposal including destruction of the item in an eco-friendly
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TS I be dul
All proﬁts and losses due to revaluatlon, stock taking or other causes shall be duly

tent authori
recorded and adjusted where necessary. Formal sanction of the compete ty

adjustment
shall be obtained in respect of losses, even though no formal correction or adj

in University accounts is involved.

28.11.1 Losses due to depreciation
Losses due to depreciation shall be analysed, and recorded under following
heads, as applicable —
(i) Normal fluctuation of market prices;
(ii) Normal wear and tear;
(lif) Lack of foresight in regulating purchases; and
(iv) Negligence after purchase etc.

28.11.2 Losses due to factors other than depreciation
Losses not due to depreciation shall be grouped under the following heads-
() Losses due to theft or fraud;
(ii) Losses due to neglect;
(iii) Anticipated losses on account of obsolescence of store
(iv) Purchases in excess of rcqmrcments
(v) Losses due to damage,
(vi) Losses due to extra ordinary situations under ‘Force Majeure’

(vii) Conditions like fire, flood, enemy action, etc.

Chapter 29
Accounts and Audlts

l!‘/ x(l"’

A Eeonumnts

2911'

T hc Account shall be kept in double entry system in English on cash baxs v
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29.1.2

29.1.3

29.1.4

Prevervationiol recoras

29.2.1

29.2.2

29.2.3

Rooks of acconnes

The University shall maintain its books of accounts and records in English, cither

U]

However, the University shall switch over to accrual basis of accounting as

and when the circumstances demand. All monies received and spent shall
be immediately brought into account in the University.
All books of accounts and records of the University shall, as far as

practicable, be maintained in electronic format and regular back up of data
entries must be ensured.

The accounts of the University shall be maintained in standard accounting

package or a customized version conforming to standard accounting

procedure. .
The Chief Finance & Accounts Officer of the University shall ensure
transparency as well as accuracy of records in the books of accounts and

shall oversee all activities related to finance and accounts of the

University.

All records and financial books of accounts maintained in soft form shall
be preserved for ten years, after which these shall be archived.

Vouchers and Registers maintained in hard form shall be ordinarily
preserved for three years after completion of their audit. In case of the
records related to any investigation or inquiry, the same shall be preserved
till the conclusion of the inquiry or may be destroyed after obtaining
written permission of the inquiry authority.

Before weeding out the records, a comprehensive list of them shall be

prepared and signed by the Chief Finance & Accounts Officer. The

document may also be preserved in soft form as far as practicable.

manually or computerized or in both forms wherever expedient. An illustrative list is

given below —

Cash book to record cash and bank transactions;

57 )
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(i)

(i)

(v)
\))
(vi)
(vii)
(viii)
(ix)
(x)
(xi)
(i)

294.1

29.4.2

295.1

29.5.2

2953

Books for recording assets and liabilities including Building Register,

Registers of Assets and Inventories, .
Books for recording fees to be collected from the students on various
heads of accounts;

Salary records for the faculty members and the administrative Staff.
Appropriate day book necessary for credit transactions,

Ledgers,

Register of Investment;

Stock Registers

Register of Cheque books;

Reﬁster of Payments and Bank Advices;

Guard files of vouchers; and

Any other book of accounts as required from time to time and approved by

the Finance Committee.

Whenever the University undertakes building and other infrastructure
development projects costing more than INR Five crores, separate account

of the project shall be maintained.

Periodical report on the progress of work in financial terms shall be placed

before the Finance Committee through the Building & Works Committee.

The annual accounts of the University shall comprise of a Receipts and
Payments Account and an Income and Expenditure Account for each
financial year and the Balance Sheet as at the closing date of that year.
These accounts shall be prepared immediately after the books of accounts
of the year are closed on 31st March and should be finalized by 31st May
of that year.

The Chief Finance & Accounts Officer shall be responsible for the timely

preparation of these accounts under the direction of the Finance

. ; yd
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Committee and the BoM.

972 T
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29.6.3

29.6.4

concurrently audit the transactions passing through the books of accounts.
The functions of the IAC shall include, but not restricted to —

(i) Monitoring budgetary control mechanism,

(ii) Timeliness of closure of day books,

(idi) Audit certification of external funding,

‘(iv) Computational and propriety verification of transactions,

(v) Physical verification of stores and library resources

(vi) Vetting of contracts

(vii) Compliance of obligations relating to taxation

(viii) Settlement of statutory audit observations.
The IAC shall be headed by an Internal Audit Officer who shall be a full-
time officer of the University. The function may, as interim arrangement,
be outsourced to a reputed audit firm on such terms as may be decided by
the BoM.
The IAC shall submit quarterly report of its findings as also suggestions on
preventive mechanism to the Vice Chancellor, who may issue directions
¢ action. Copies of every report of the IAC together with

taken thereon, shall be placed before the Finance Committee

for appropriat

action, if any,

for information.

i ‘
e BoM shall appoint a reputed audit firm, which is preferably

empanelled as such with the Comptroller and Auditor General of India, to

be the Statutory Auditor of the University. The selection of the audit firm
shall be made by a Committee constituted for the purpose by the Vice

Chancellor.
he appointment of the statutory auditors shall be for one
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be extended on mutually accepted terms,
29.7.3  The statutory auditors shall conduct audit of the annual accounts of (he

University and submit report within one month of commencerment of audis,

29.7.4 The annual accounts together with audit report thereon shall be apiproved
by the BoM and a copy of it shall be placed before the Governing Body for
its final approval. The audited accounts shall also be submitted to the State
Government.

29.7.5

The audited accounts shall be considered by the Governing Body in its
annual meeting, The Governing Body may pass resolutions with reference
ther_eto and communicate the same to the I;OM. The BoM shall consider
the suggestions made by the Governing Body and take such action thereon
as it thinks fit. The BoM shall inform the Governing Body in its next

meeting all action taken by it or the reasons for not taking the action,

- Miscellaneous

30.1  Removal of difficulties .
In case of any doubt or difficulty arising in interpreting any of the foregoing
clauses/sections, the matter shall be referred to the Finance Committee of the
University for decision.

30.2  Incase monetary value has been spelt out in any of the foregoing paragraphs, all such

amounts shall be subjected to revision subsequently based on Governing Body

resolution.

30.3  The Treasurer shall have authority to decide on all related matters not discussed in the
foregoing paragraphs.

304  In case of any dispute, suit or legal proceedings against the University or any of its
officers, the territorial jurisdiction shall be Guwahati.
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