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L The und?rsignadhts~d1dactad_tﬁ pay that tha Btaff Inspection
Unit, Ministry of Flhanus, Dopag tnent wf. Expenditure, has baen issulng
from time. to tima;narmajyatdati¢ka for sbaffing in raspect of comman .
jobes end functions in Miniatriss snd Depertmente of the Governmanb oo
af tndla, . Soma of the norms Weyx e avglyved a long'time back, Due to |
ghanges “ln proocadures, nothods . dnd also on account of introduction
of differant typos of offlce ma hines, Job nurmaﬁand-ahaffing .
standardy lald down in the pasthave bacome out dated, necessitating
thoir revision, The Government: had, therefora, danided that the
G .1.U. should cenry out B reviap of the axleting nocme and lssud
the porme efresh uith suyitakle phengee os may ba neuBBSEr Y. 3

o " " Tha S.1.U. has agcordingly cerriod out studies end reviousd
Zoe uxisting norms, -Results of| this roview have boen under consi-

daration a Goyuernusni vised n 2a contained In the
“Ppaﬂdicﬁ%iftgg $E¥3r%g %hiﬁ“%;}fg'%ﬁn.s E%g ga@n-apprnuedo

5,  Thoso aorms will bo goplios uhonaver there ile a proposal |
From‘Niniatrias/?uaartmantm.Foﬁ;additicnml staff when the strength

qf existing sanciiorcd sbalf U?01d aleq be revieued af the beasls

-

of the reglscd nd¢wne and any 8 Af F rovnd supplus would first be
adjus ted against additional poshe sovaht by theiﬂiniatry/Departmantu

of all concernN®da

5. This N.M. supbzsades abl neefious instruotions Lseuod
aon tha_ subjecn. | s |
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APPENDIX- T

SYNTHES ISED NORME

KEEP ING SECT

o T

l

. For a” pepulatlon

Sanctioned streny dealing

. all house keeping jobsy all
located in one sectlons

ION OF THE MINIS
ATTACHED OFFICES OF THE GOVER

Q0 employees:-
ands’ including 1DCs for
houge keeplng jobs ar

NO. 50( 33)/B7-S1U_dated 2291985,

TR LES/DEEARTMENTS /
NMENT OF INDIA.

»

- 4% of the population‘

e to ba

200 employeepi-

I, For a population mere than
(a) adminilstration. -t

(o) Caéh &.Apcounﬁs

i

) Gehsral

: | ‘ o LM 3
Notes~ (&) While workihg put Ehe stafﬁ entitlement on the
SN ! basls of the above NOIMs. 0.3 and above may be
| rounded off to thé next figured -
1 . _ o : . _
(1i) For . £ogmation Of separate Sections £0r house
- keeplng functlons, the f£ollowlng criteria may.be-
followeds . b - c
_(a) Ona House Keeping section uptd 10 dealing
harids including LDCs} | )
(h) Two House Keeping sections upto 18 dealing
. hands including IDCs; .

{(c) Three sections (vize Admne . cash & Accodﬂts'ﬁ.
and General) wben the number of deallng’
hards including LDCs exceeds 18. -

(ﬁii), ror bifurcating the Houseéxeeping Sections:théf-

following span of
be adhered tosi~

{a) administratlion :
(b) cash & Accbuntess .

ceneral

()

me sms e wer G T

, 1le 4% ©
i dealing handa inc

1.24% of the p
dealing hands

0.8% of
daealing hands incloding LDCs.

control f£Or

' g dealing ha

£ tﬂe population as
: Luding IDCs.

opulation as
including LDCSs

he population as

supervision‘may

nds ,’.ncl ud ing

LpCe in a sectiphe
14 dealing hands including
IDCs in a SectiofNs e

-lzgdealing‘hénds including

LDCs 1n a sactions
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JPPENDIX LI

ENCLOSURE TO O e NO. 50(33 )/87=SIU_dt. 222« 1983,

| NORMS FOR JOPS PERFORMED TN CENTRAL REGISTRY
o (RECEIPT AND 1esUE)

I, Receiptss

5. NOe D@scﬁiption of job Norms
le Receipt‘éf local dak thiough 40 yinutas
paon Book/Challan for 100 Recelptse
2, Receipt Of Reglatered postal Daks 75 Minutes
L for 100 Recelpise
3, Opening of postal Dak (both 33 Jelnutes
ordinary and reglstered lotters ). for 100 Recalpts.
4, Data stampin@én receiﬁts S-Minutes'
(done. by Daf try/Peonle.. . for 100 Recelpts.
5. Marking bf dak including we- ZSTMinutas
directing of mis~sent latterse for 100 Letterse
6. sorting of Dak ' g Minutes ..

for 100 Hovedios

Te plarisation of Recelpts 75 mdnutes
‘ - | : . - for 100 Recelpts ..

TIe ggﬁpatéhflssua.

14, Receipt of dak through Pech 95 minutes
 pook/Challans ineluding Ernve lopas for 100 Receipts
prepared in the gactlons(Ordinacy : ;
and registered)e : , :

2. Making Entry in Despatch Reglster

a) Ordihary Post _ 70 Minutes
, . for 10Q entries
b) Reglstered Post . 1.5 Minute each.

3, Preparation Of gnve Lop o L o

a) Ordinary post 150 Minutes | .
' for 100 Envelopdis
b) Registered post o .2 Minutes . )
_  per covere
@) Despatch-Df'circulars/lettars '35 Minutes
lec. as per mailing llst. for 100
4, Making entry in post Offlce 150, Minutes
Journals (if any). fFor 100 entries.

contde e .._3/ .




e B b

5, Making entry in Peon Book/Challans 1 minute eache

6o Pasting/cloging of envelopds 25 minutes
(Daftry/Peon). flor100e.,

7o Weighing and franking gf envelop@s 12,5 minutes
(ordinary and Registered)s per 100,

8. Malntenance of Franking Machine 15 minutes -
Accounta ' par daYes.

9,'Maintenénce Qf_Service'Postage 15 minutes'p@x dey

Accounts

Note: To gompute the workload on the above items add
15% as miscellaneous allowancess

o e ¥ oem W em K e

s
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* ﬁmmm_me_ﬁm.ﬂ@ham;_;ﬁ? Group. 'R Sta;fz_x :
ot Sachions in,_tma.ﬂipim,ﬁ./ﬁﬁmmm tal .

Lot ons . {1nd
&ttach-efi‘()fficeﬁ of _Lhe! Gnveroment of

1. Sections other then
Cash Sectlon, Central -
Reglstry and

. Parliament Section

EH Requi vement. of Group

Central Reglstry and

Tndlas,

Peon and one Daf try
for every 16 members of -

. Staff working in The Sactions
ineluding Section. officer/
Desk Officer but excluding
Group 'DY Staff. ;

(i) One

(11) Posts ni Peons and Daf triles
are 1nte1?-—c;l‘1a11geable. ,

d %

ipt gtaff in Cash Sectlon,

parl lament Section has to be

- assessad of tor study of the actual wo_rlﬂoad/requira—'

ment in eacli casee -

(Li) El'hiﬂé:niént.of Group
above 1
the Midlstey of

the rank of 80
Pinence O

ipt Staff for Ministers cmd Officers

/D0 will @ entinue to-be governed DY

M iNow» 1(30)~E{Coord) /64 da ted

19 o6 01964 and Dapartment of Perdonnel ONIVT‘NDOB/S/éB”C&"II?

da tad D oo LDEBD ¢

!
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J | S APRINDIX- Iy

imum UML;ﬁQiQ@l/ﬁl:ﬁm% da ted 22.9.1989.

Np..m ;@ F,fm..mb.-»_um oxf ¢ DJLR@MM@D@LMML-LLJ&MLQL
ol obg -Ilama

.u t:!:ne opera tionﬂ e plac Ing 7 R per boolf_ purchased plus

©oPders fap. the: pu.rchase of 2 mts per book seléc ted: o

p4blicati®ns

bl
' pm{ vpa,s*ed

g iof bi11s: for. books
for: the llbmrv. '

approval

but re,jec ted.

6 mts . per bill plus

L mt/bonlk

«% ﬁiéﬁ@gAbcassinning of - bookB } 30 mts for-lQ books.
ki:ﬁﬁikp@iaﬁsification B Publicaf1m1s_ 4 mts, par‘bboke
B e atalo in of bnoks 4 mts per boolk plus I
;{Lﬁi' gu . "L mt. per card prepared:in 59
ﬂhﬁ"f ; e addition to. main entry card.
;$$$1§afﬂéﬁistfafi on of member 90 mts. fop 20 applidaﬁians
=t for the Libeary ‘ ' o
L g Issua 0f o Demandt . 7 mt, /applicatitm
F i 'Certificate.‘ i S
:-8;' Isqua of . publicatimns to 60 mts . for JOO publicatlomﬂ
' raader and - their receipt back, --'ibsued and received back - mnwxnﬁqu
o Tssue of Teminde g to | 40 mts ., for 10 J:smindex’ﬁ"’
T 'borrowera for return af’ book .
'106‘_Recaipt and - racording of L nmt, per periodical
" ‘periocdic als. - , ' = Rk, ¥
11. 'Circula-twn of periodical:a ' 140 mts. for 100 publieajﬁiﬁw
' “to officars/Branchesg G oS
12, Shelving of books l50 mts for 100 books.'ﬂ
13, Taking out books and 115 mtq for lOO book34
' periodicals from shelveh... ‘
L4, _Binding of 1ihrary books 120 mts, Egp 10 booka."
45 Passing or hills received 12 mts per bilJ
frmnbodﬂbﬁMer : ' ; ; ”:... :
16, Compilatimn of bulletjn P8 mits, paxr entry 1m bull@%iﬁ*§“ wl
Lor source mat@rial. : 4 fite.- per antr
17, Pzeparatlon of datailad P=5 hrs. per bib]iograp& ‘4
Subject Bihlg Lography, Per entry N-P~~3 mts/én@
18, - Physionl verlfloatian of

booi

100 mts for 100 books:




- (} B

8 200

Lolln, - Jobs Norms,

19¢ Pasting of correction. slip 160 mts . for 100 corrections.
in codes; manuals, etce = ' '

20, Tidying up of beoks and 1 skllled worker for
providing messengering © 50,000 vel. in steck
services : _

P« Professional
NoP = Non-Frofesslonal
NaDa= Not done
Notet~ The staff requirement for libraries will be worked out

according to the above nomms., Provislon for additlonal
factors may be made In the following manilert-

i) For refeience work and guldance to readers add 200/ 300/400
man~hcours if the stoclk of volumes in the library is upto
15000/15000 but below 50000/50000 and above.

il) For frictional loss add 15% {except for unskilled staff
for which provision has been made in the standard Ltself)e.

111) Add to prefessional staff 10% of the total of professional
and non~professional (but excluding unskilled) stafl as a
provislon for supervislion, control, guldance, administra-
tion and| other functions of the Chief Librarian like
provisioal selection of bocks, meeting the dealers,
attending mectlings and conferences, ete.

iv) A cushioﬁ'for leave may be added at 10% of such of the
stalff ag does not have a Separate leave reservee.

v) The fractlon over the whele number of the total
non=professional (excluding unskilled) staff may he
transterred to the professional staff.

vi) Staff fof funttions peculiar te a Library ncot covered by
the abewd mopry - may be asscssed on the basls o¢f
work s tudy. (Buch functions would nermally ¥e a mincr
portion of the total work-locad). S o

yii) Bewng 5 for house=keeping jobs lssued separately may be
adopted if any library performs its own house-keeplng
functiond; Time for typing catalogue cardsy.bulletins)
bibliographies etc. 1s included in the W, =7 .

e
[

v1il) Professional work will be done bj trained. llbrarians and
non=profwsslonal work by clerks,; etce
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-

Enelosure to 0.1, No, s 58)/87-8TU dated BR=9-4980

Norms for warioug Ltams of Jobs doyia 1n Yoy & kocownta Of7ices

, Lins Noymy -
S1.No, Damrip’tion of Job , For Merged DD 4 iF_or Nop=merged DDOy
Al 1, Scrutin;;r of as,nbtion.a 8 mte. pur 8 mb8s per sanction,
(exeluding Gm sanctions) garotion o
Bo  IE-CHYCK OF ByLra ‘
2| Pay Bi1] | ‘ 5 mbs. per b1y B mbe. per b1l in gonera,
: in general plug plus 2 mts fop 3 Dargony
2 mbog, for 3 ! :
. pbarsons,
B¢ Tl BL11m , 9.5 mbo, por biy 11 mbs, per bi1l upto 10
©oupbe 10 Journeys Journeya vy 10 mte, for
plug 8 wba for addl. addl, 10 Journeyas. :
10 Jowrneys, l o
4o Thy beY, E 75 nss per bille 75 mis par bA1L:
( abrogd) - : : __.
. ! i _
¢ Fameage/pi1y _ 30 mbs, pep bille 30 mbs. per bill.
6 LT.EG | 40 wmbe, per bi1l ) wta, per bilL
e uplio . 50 vouchers.  upto 50" vouchers.
7 Advance Bi13 (T 4 Puy, 4a5 mboe per b1y g wbe. per bA1d
LTC, HRA, MGA etc.,:), ‘ o ‘
8 Contingency Biyl R 9 mbdy por bill 10,5 sibe, per’ bill upto 2
| ; upto 20 wouchers, vouchera. Fius 7. mts. for
7 mba, for addl, addl, 20 vouchers, ‘
1 20 vouchérg, P
| ; 1 o
9 Medieal Bi11 | 8¢5 trbes per w111, 18 mbg. per bill,
10, frvear B11) | 7e5 mboe por L1 ppa, per biLL’ -
1L OmA Bimy 3e5 mba. por bi1l g mtse per bILL in generai
' in gemers]. Rlup plus 1 mtas, per porson,
| 1 rikas par el o1 L I
12+ Miscellaneoug B111a 7e5 mbes per B111 9 gte per iz

(Tuition ¥ ea, CEA, Ad~hoa
Bonua, LTg, Granﬁ&-:im-gq,id,

- 3cholarship, Pengion
Bill&! ate, ®

15 Malcing entrles in the Reglater 1 mbe per bi11. 2B 'mhas per bill,

Contd. B/2,



o .ﬁ%} —_—
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91, No. Description of Job For Merged DDOg ;
IW i - e |

G, IOST OHECK OF BYLLS

For Now-merged DDOs

4. Fey BLLL 5 ubgs pei bill 10 mbte. per bill
15,  -Contingensy Bill $ ybes por bill 6 mbe. per bill
16, Tk (Tour-transfer) B mbe, por bill 6 wbes per bLLL
17 O Tokia 3 mbge per bill 5 wbse per bLLL
1684 Advance Bill 3 mbs. per bill 4 mbg. per blll
19 | Medical B:Lll 3 whs per bLll 9 whee per bill
20 Arrear B'l.llz 5 mbs 'per hill 6 mbts., per bill
21.  Miscellaneous Bills 3 wbe, per blll 6 wmhs. per. Il
22.  Bills not &agléoted % ntbge per bLLL 3 g ‘f

for asudit ( cheoking
of GlaSaifioatﬂ.on atics)

D. ACCOUNTS: Norms for Mar?udﬂ!mv-pmged IiDOs

3 Oubwaxd Gl&im

58 ubsa por elodm (up'bo 4.5 glips) plus 7 urts. per
h&id.l. t:‘i.iJ.p-

27 mta.-p@r cla,im upbo & wouchers, plus 246 m:ts’

24e  Inuged Cladm
f per addd. vousherd. =

4 wbe. per pereon per monf.h
{only’ for rmm-marged DDOE) o

. BBy Long ‘terms aéiw.rwe
and mpintenanos of
Broad Sheet, '

26.  Short term sdvences  Vork not hendled by A0«

&7 Valuablss 15 whs. p.@r valuabla. | ,

B FT Schednlcs&

2 Compilatlon 01
hocounts including
reconcilintion of , -1
BUSPUNSB, ‘ " |

12 wha, per person Per annlile CL

Ve b whse per vouohers

50,  Reconciliation of
Credit Ghallans.

W, CHBQUS WLIPING & CGOMPLLLTTON OF DAYIY ACCOUNIS

4,5 mte, per ohallan.

%1.  Weiting and |

|

|

|

: o

“§. mtse por chequos _ |
delivery of cheques. : i

Gonbd% P/‘i. |



38,

57,

ATm

(m

le |

43 1o ok

EXanﬁ.nl:.tion

of Revigad
Gra wlty, !

Gomnmlsation 0

and g coneiliation 2

'&Bﬁmiﬂmf‘y vériiicaﬁion of
OB Years of

Eansion,'

2 mbs. pop
90 nta,

180 mtﬁ-

Pensicn,

Famiy fengion and 4 uthortention

Pub through ghet ement

(9 ' .
Welghtage on Itomy 1
@ 161 for Mincall,

(Correspondanc;e, Issna of
Asaignmnt Re
Paymentgf1ng

to 3

visits, conparison ete,)

Welghtage on items 1 to
@ 17 an Fi‘ictional ALy,

Ma:mtemnce of G. n Fung Aécbmts. '

ous - Jobg

deter, Du‘bsi:[dq
/ Cancellegd chaques,

!

|
=
o |
i

188, pep cheque,

ﬂc.hﬁdu:}.ﬂn
. ber eape,

ber cage,

10 b, par egae,

90 mby, pap atotemont,

7 above
Nee, - .

5?’ above

mnee,

iOSO A Ceounty
 dealing baxd,

-'--nswo

(Live g |

B
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wnclosura ©o 0 LM, No,50(35)/87-310 dt, 22.9,1989,

TIME NORMS FOR COMION JOBS PREWOKMED IN THE PRINCIPAL
ACCOUNTS OFFICES UNDER THm CONUROILER GUNSRAL OF ACCOUNIS,
MINISTRY OF FINANCE, D%PARTMzNT OF wXPINDITURZ. '

4 & 9

ST Tame of the Fob
No ; :

Tt of  Tima

o Maagure= pal Ramarks
mant ?nit )A
, s ' S - Minutas
L) - By (8) 5
1. - Compllatign, consolidatlon and Per PAO 190
review of monthly state. of. par month
reports'recelved from all Pay '
Accounts O0ffices for onward
transmission to Controller
. General of Accounts.
5, Checklng of JAccounts Booklats - Par - 30
received from various Pay & hooklet
Accounts Offtleas 1n the standavd-
‘ised formats and forwarding them
to the Controller General of
Accopnts by hand. '
4, Manual postlng of oxpahditurg " Par ¢ .3
figures detailéhoadwfsa for the Transac=
month as well as progressive tlon.
figures; worklng out major Haad i
Totals of the various Grant/Heads
and preparatlion of Proof Sheabs
4., Preparation of monthly axpendlture Per ' 8%0
statements showlng progressive Month
totals and forwarding them Td
J8 (Budget), Ministry of Flralcea,
Caa anc Plnanes Branch of The
Ministry. - ' ‘
5, querterly review of axpenditure Par | ;
or varlous Departments Majoy detall :
and detall Head~wise/objact and . hoad par ;
scheme~wl 30 o " Quartor.
6, Preparation of monthly and Per - 1BY
~ _progressive axpendlture stateg- monthe o

ment minor head-wlse for
submission to the various !
haads of departmsnts. :

. -
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10— I

7

P =]

- D

(4). ..

Checklng of compubtar print acdesunts
wlth thg manual
Abstract and communilcation o
iifferencas, if iy, E

Iommunicati:n of diffar.nces
ppearing ln the gtandardl sad
ﬁobkléﬁs_df aceoutits to varidus

Pay & Accountg Offlicas, -

bollactien of accounts bocklata
Erom tha CGA by Group 'DY ataff,

- Ceuntilng and chacklng by Junior

10.

13,

14,

Accountant, .

Praparation of variocus mcibhly
Taports/raturns for submission. to
the Commissionsr of Income-Tdx, CA,
Mirlstry of Finance, Deparbun tor
Beonowle Affalrs ragarding O 1, 766,
247, 249, 080, 083, 288, 266 Major

hagads,

" T'ssug of advices to_P&AO reg&rﬁing

accoulital procadurs.

Communleatlion of declsiong on
preblems posed by Reglonal Phy &
Accounts Offleas in regard to
accounting matters, :

Coordination work-igssus of offics
orders/elreulars to Reglonal Pay
& Accounts 0fflcas. '

Malntenance c¢f appropriatlion Judlt
Roglater showlng Budget Estlngtes,
Surrendar/Rse~appropriation
Supplementary Grants and F{nal; ,
showling progresslve expandlture and
worklng out of excess ur savings;
Malntenenca of Appropriaticn andf t

filgs for various grants; calling

axplanation for Col.4 from the
Dopartments and finallsatlon of
approprliation accounts for submlss-
lon to the Dirosctor of Audl t,
Contral Revenua and CGA; Attgnding
T audl?t partles for thg-ﬁudit Gff

appropriatlon accounts by tth.A.G-R

and replying o thair observations;

Correctlon to the Appropriation Acecounts.

Par

month.

Psr bhook- ov
let with
discra-
POy «

Pak- - B
month. -

_m5nth.;

PoT 090

Chdo,

Par
GCase.

120

Por 58

Circula?

100
miney

Head

par ;
anr}um .

i3
a8 05

(5 ®)
| PeT PAO 150
postud accoundts por
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o 7 s S MGMWWF‘M"MWWFWMMWWMM
S I ) e A8 & _.w,...mgwa_..,.ﬂ._
15, Plnpqratlun of Jourisal Entry/ - Far ' ﬁ '6  .
Juuxnal wntry Apgtracts . TrAnsacs ..
p -Lj- Olle ) ‘:=_.
16 Pra%aration of statamantb of | par entry Al
: - gantral prangactions in Lhﬁaa © por annum.

nrhs and forwqrding than
ha Controllnr Gnnardl‘ of Ac'countsul

-
b

i1,  1ssle of corrqctions to 8.0 T Pal e
, | A 1ransacﬂr? '
tlon pe\I"
- ‘ _ i @ sanuime ,
. . : o [ : .
18. lSuuTcir-c.on.aolidatlun of Budgelt per PAO © BOO .
racalved from all Pay & &ﬁbounts pet . Lo o
officass _ aanum. g y

S

19. Prepﬂrahion oi Budgat 01 timamxb Par major 1.0,
and - Be\fise(i stimatt—a:& _,1!1 reopact Head per -
of varlous dabt? deposit and annum* r
-Ramittanoﬁlﬂaad ot Apcomnhs, CE

204 'Prg aratlon of Bu udgat Ebnimatas, PoT majoﬁ 425

Y7 Reviged Estimut g in ras acht of Haud pel’

. 2b6wPension and’ other Re 1remont annuits . ?'

Benafits,‘WBB—Social &ecmrity‘gnd A S “
Welfaie, 2 A7-0ther i qoal saTvicas, SRR L
;”nglutura 5% PaJaqnbs 550 « 276 o :_“€

Loand to GOV@rnmant servbn%sg:;_ o ok

e h ’ .
54. FPre ation of Bu&gwt Eatimates, Pot. majdr lo&_
o gﬁ@d Estima fas raépe 0 Hoad pad
aVenua Hesds of pccounks ToX i annum.\J
%ha yarlous Major Hmmdﬁ;021ﬂI§Gomg.

'.

" ax, 080 Mﬂdical,\OBE Hpusind - - : ﬁ;
, anpd. Oth(ﬂ? Dnuart\ﬂant‘ & Racelpts ‘ /';\é' s I
}IQGdSq . : / e .. B ‘ - -.‘
. ) D w. g . , _ ,
22. Maintanauca oi consolt dqtadf VPa' ‘ét% i 10-
:  ledge® of DPebl, Gupod 4 gpd . u\th@ pq} :
_remittach heada of ag&cqxtf' . aﬂugm.l
o3, Ms 1ﬂt@pance of. Pmy A ¢ unti i ﬁr ? iB nnplL qblg
- O%ficeuwiSB b ead %he@§ £, y: per m \%h. tigifi%%%i -
.ADAg D‘%.q . '![ 7 , ‘%l . ‘:.I b ‘_ . ‘n{ﬁm\naic;n . ‘
' oy B ‘J .\ ‘ "\_‘_" 3 b'aiug( drﬁa g |
I" . -.'”’;. 4 \ i\&&&‘_,
b I S
) - oy kS Fes \,_:“m\
bi 4 " R
||"J . ;“l : \\ . e
; - ;
g |
il ) »




-~ A
II) : €75 M A _.*...._Léﬁl..,_..-__.._‘(i) .;..__..___,-,,(.ZD;“-,___..
Rda %aintanancg of various racords Pel PAO 25 Applicable %o
Jcnnactgd with the CDS work.  Por monthe | oiflocs wheve
i : ' | thig item is
‘ " belng Gonee
26, Roquests from AG regording Par case 60
Transfor of Dalances/ : '
lAccoptance tharaof 1n ,
conguligtlon wlth various Poy
& pcocounbts Offlcpse
26, Malnfenancs of Accountant Pax 4
Gaheral-wlee/Hadd OF Ancount- enbtry. |
‘wlde Reglsters of Transler
of balance.s
o7. Preparation of Annual reports PeT annum 810 Appllcable to
' on trengfer of balanca. . offlcas where
- thig item 1s
! being dons »
| .
ng, Praparation of various stata~ Pal 3300
Mo NG E NC.3,4 5,12,13’15,1771'7A S0 !
and 18 for F{nancg Accounts;
.Praparation of varlous Annual
Raports for cpmbingd wlnanca &
Revenua Accounts ond attenainﬁ '
to the Audlt Parby of D.ahe Collag
pPraparation of yarioms Raporis
Foy Audlt Raports of the CAG a8
statement of guarentaes glven by
th-a G’Qvt. Qf Ddia, Statem@nt Of
Toans ahd Intestgents; Preparas
¥Lon of statements for grants in
ald and Forelgn Loans.
29, Correctlons %o the stotemants Po¥ 350
of Flnence Accounts.: AnnuMm e
30, Anaolysis of monthly d@lfferences Par PAO . 30

of alabursement and reaei%ﬁ par moyth
ael

1n raspact of aach PA0 Do
thg Account flgures and Branch
Bauk figuress & ababenant TO
thig offacth 1 cullad from sach
PaAD and tha dlfferancas Lookad
into and sultabla atans. taken %o
rat the diffarencasrliquidatmd.
Conna cltad scr respondence. whih
PAQ o/ TANk Beuk:Watehlng of
Alffarcnca g batwosh Brongh Banl
figuras and account flgures in
ragpech of pach PAD daaling wlth
&RI Branche

Oﬂlwﬁ
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31, Melhtsnanca of B.B.I, De:@pusit Par PAO 32 |
Broad Shawt, - par mnonth
- 52, Workling out of monthly Pax DDO 24
differences betwaen Branch per month

Bank figures and .dnk Bank of
R, B.Iz,uonnactgd corraapundanca
to saltle the differelicas;
Minlsbry as a whole; Raconcl-
Mation of Branch Batik Ligupes °
with Link Bank figurss; :

" Zerubtiny of PSB I-4, PSBmﬁﬁg.
P3B IB recsived from Link
Bank or 8BI. g .

53.‘Pur3uance of'dldndiff@rQQCQQ Par PAC 240

with PAOs; Pursuance of old per
differsnces from 76-77. . annum
34, Sarutiny of PSB-22 redelved Par
. from R.B I(CAB), Nagpur _ month.

55,  Work ralatin to trangfer.of Par
. PSB transactlong to R.B, month,
"~ Daposlits; meaxati.on of Tuf. -
for transferring P&B Suspalise
to RBI Dagposits; Adjustment of
PSB-22 Iuter~utata Smttlameht ,
O.L Dssﬂ.t.t, Crédito

© . %6 .. Malhtgnrance of Broad Shaat of Paf DO

P8B Suspense in the shape OE pal -

55

4

18

Applicablé to.
ua drawing

g DDO?s oqu.

o BH2

proformsa X and Yo - month,
39, Submisgion orimonthly'reconciu Par
11 %Llon Mowmau.' ef Daposits . Quartar .
h RBI to GGA imlicating B '

-position of difference right
from 1976-77 till to date.

" %8: Reconclliation of PSB SBuspeiSe Per PAO

figuras booksd by PAO0s in . par

- 4ccounts with the Iink Bank  wmonth.
mlgures (LlaLMHd from]ﬂBl
Nau‘Dalhi)e -

39, Currespandanca “onﬂeCtad wlth Par

34

- Bank reccncili Glon work. - Tacalpte

/% oversll control on RBI Dep@aits
for the o -

60-

‘8.'6




0

o B -
K 5 13 armm—— | : . €)) (&Y __(5)
40,| Dgclavaticn of che'qua drawlng DDO Par 20
Corxs apohdenos rogarding. " Tacalpt,
#ls|  Chenge uf Banhwr-Mstters regarding, Per casa 62
42.|  Obtalolog indonts from the¢Pay'& | Par }f 240
- [ Accounts Offleas about the e . annum, -
Tequlrement of cheque bookd ang ;
placing consolidated indenit in
. thls regpect on Govi, of Thaia
' Prass, N aik, o
45, Obbalming the (a) supply of the  (a)per 194
- Cheque bocks frowm the Govij, of ocoaglon,
Indls. Prass, Naslk ond (b) Llssue (b)Par = 43
G0 the Pay & Accounts Oifibes occagion,
from timg to timg, . - _ , 5
44, dalf-ysarly physical verificatlon. (a)Half 73
Of the stook of tha blank thedqua ﬁearly;
hooks malntainad by .PAO whd (b)Half 34
vkamlnation of the Physica yearly.
Varification raporta racalyed B PR
from PAOg. - T ! _
45, ﬁpmning of agsslgnmgnt accoﬁnts‘of Par 69
the .chequa drawing DD0s (lacluding case E ;
.PWD Divigicn) with the R..B,Il./ =
Public Sactor Banks.
46, .kamimatiun of ths cases of Par «° 78
afalcatlon dand losses ocopiring. casg
in the various Dapartunents undsr n
an, 'Examimatioa of'thu,casas/sﬁghémqnts Par 110
' Jecalvad from the Pay & Acpounts ‘080 o
Wiicas for WHedinf out of ! old :
- Pacords and’ communieatlon pf jhe
approval of the Contrullar! of
dosounte/G.G.A. of the wasdling
. o tha records. . _ ok
48,  Ciwwapondenos with the pay b Par 30
' dacgunts 0fflead about no cage. . .
se¥tlament of lnwerd clalmg & ’
conplodnt recelved from thy
Ral lways/Deptte oft'S upply'ato;
Corrgapondence with the Aecduntants
5..,0'7

g

A ety
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50,

€V IO ) MO £ BT () )

Geheral, Pay and dccounts
O0ffices and obher accounting
authorlitias about the setlla-

“ught of outward clalms raisad

by the Pay & dccounts Q0ffices
of tha Ministry pending settle-
mellt for several monthg:
Corragpondence wlth PAOS
ragarding clearance of inwad
clalms ineluding thDuQ of - CCA
Supply clalms. o

Gommunication of adversa Par PAO 25
balancas after review of = pg¥ anoum,
halarices under debt deposits

and remlttance haads to the

Pay & dccounts Offlcas .

Tari fication of the slgnature Paor 4%
and sgpegclal segls on the Gasa
etlers -1sgupd by Accountants—

Teheral and arrangements for

Shaly payment through the . gongegr-

Dsd Pmy & &ccountb Officos.

-ntimation of balancos 1n - Per detull
Yaspect of wvaricu s DDRM - hgad 15

 ipads toc PAOs and gatting per PAO

B2,

04,

review of balances prapsred par
ind watehlng their follow up dnnuma
taports.

ﬁrgparation ,i Accounts formats, . : 7
Jpening/Deletlon of Heads™  Per =~ 720 "Applicvable to
Fram Demands for Grants; - aonum. - of flces where”
iﬂﬂyﬂngamiﬁHMﬁMﬂghMMS,_ “this 1tem of
of accounts in. raspeoct of _ : worlk is bedng |
Grant No«34~Customs ,35-~-Unlon a dona o

Hxclse Dutlss,di~Oplum & T -
tlkalold Factory 43-0thar

lxp*nditure of! M{nistry of

Mnancge ete. for inclusion in.

tbandardl sed Lccounbs formats, -

,?nran sments for gattlng the

ormats printed and despatch
f Jccounty Booklets to the

Pé & Accaunts Officas.

mpllation,consolidation and Per PAO ¢50
ruvfaw of guarterly State /. par
vork report vacelved from all quartar.
Jay & Accounts Offices for
%mission to CGA. - o L
orl rggarding oxp@ditious Pgr 180

’ satglem@nt of Pensgion and quar tarly «
- Provident Fund cases. o RQpOI?r

w ->'t!8
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58, Compilation and subnlssion  pare 120 '
. Of Beports and Qaturng te caansh :
e Pee gl regarding payment
af_Family‘Pgnsibn-to'familias
of parsons ratired/died o or
. bafore 1,1.64, )
- 58. Rdp vt on revision of Par 60 Applicable to ,
| pehslon gasps pe a result month offlces whers this
~of Supreme Court Judgement. : - dten of work 1g
b : - belng done.
7. Forwarding of thy spaclman. " Pyr 67
& slgnatum of PAO authoyrigad oceaslon
' to silgn on Spaclal Beal . = 3
CAuthordty in thy offlce 'of
Pr. .33,40.,'_, i ) .
‘Counter slgnature and. affig- Pgr-. -39 . -
lag of speaial seal autho- = cagg ' o
rlity ln ratpact of penslon ,
aymant ordars/DCRG - commuta~ - |
sLon/Tamlly peneion order
nadaiVedprrom[vari@us PAOg .
Tori baing forwarded to' State
" docountants Genoral, - |
59. .Inapaction report of - Pur 295
’ - Prineipal Accounts 0ffice Inapac-.
and nlaa cocrdination of tion - | X
 Inspection Tgports in. ~ Report, '
Tegpaat of thy PAOs Lnspeot- | ,
~at by the C,.G.4, \ s b :
60, Deallng with statutory audlt Par 2010
© Teports by D.ALCLR. in . Inspeot-
~Tospach of Prinelpal -, ion,
Accounts Officaes, 3 b B
Bl. . Corregpondence regamiing Par e o -,
ad jusinent of missing _ ‘Tacalpt IR
cr@dits/d@bits-and;tramsfarn - : e -
of GaF.F. balances. S : i F
62, Maintenance and clreulatlon  par g
- of &kl typasof ordars. Clreular” - e
v racelvad fron CGA. and : o e
Minlatry of Home' Affailrs ate. PR
63, Dlspodal of mlacallanecus ° Par A |
' Tacalpts, - ' - recelpt’ i
. : L L eoeald
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64, « Grents-In-ald/Toans to Stats Govlgs/ .(")_“m" T
Unlon Territories, ' " ‘ |
Ao Grontigeine-ald., ‘ s
(1) derutiny and proceasing of Par 49
- sanetlon for Grantg-Llin-gld. - sangticn :
(i1l)Pregparation of wonthly statewent Per . - 7
- 2% Transfiromntrles(I5) in forn Transfar
A0-52 and forward to P40 for ontry,
adjustoent in the monthly ‘
\ _Accounts(wherever dons).. ' e
- (Lil)Preparation of Annual Statemont Per 5
- of Grants~ln-Ald,8tatacwlsn . sanetlon,
‘Saparately, indicating all _ S
detalls of sancétlions Lssued
during tho year and forward them
to respective State AGs for -
confirmatlon/reconcl liation.
B, I0ANS; _ R S _
: .(§§ Berutiny and proesssing of Per - - . 48
~ Sancticns for Loans. - danetlon
(i) Prqgaration of monthly statement pPexr "
of Transfer Entrigs in form . transfer
4.0-52 and forward to PAO for  gntry.
adjustment in the monthly. : e
Accounts(Wheraver dong),
(i) (e Racoupuant of Losns/Interest- Par. - b

- Frocasslng of alparance Memos. Loan
- (CM) 2nd advice's racelved from
- RBI and 8tate A.Gs. respectivaely,
linking and maklng entries 4n
rglavant reglgtera, '

 {b) Preparation of Transfar -~ Pan .6
~ Entrigs in respget of (a) above. Transfar
- e . N B antry .
(1v) Praparation of monthly report Pai . 60,
“ - an Quarterly targets gchlevad -month,
(Whoraver donel. o ‘
(v) Preparation of Monthly statemant Per . 60

on rapaymeilt of Loanas and : nonth.
Interast/Dafault statement . ‘
(Wharever done)o .

(vi)(a) Current Loaks-Preparation Par - 5 |
- Annual Stgtement of Loans - loan | "

. sanctloned durdng the ybaw _ ‘ s
' State~wlse and forweard ‘them
o respective State AGs for

- conflrmablon/raconcel llatlion.

lwvﬂ"o
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- {b) ulusing of Lo&n 1uugrrs,

Ca

65,

66, H

workdng out balauois
coutstanding pgainst egeh

loan/Stabta. Prapayetlon

of gtatement, Sta '-wiSQ,
glving dqtaiis of lpans

‘-sanctiunqd during gqarllier
iears and forward them %o

Par Losn 10

ytate AGs faor confﬂrmation/

raconclliation.

Eprpﬁ ngn@;n;gzﬁamindeﬁs
tnlating %o confirmation/ .
geonel 1latlon of Loand/

ralts sanctlonad during
he current- yaar/aarlier
jearg.,

ﬁgrnishing of - "Actual"'
xpandlture ~I{1lgunh.e doball,

‘&fadwisa in tha Skaletin -

~1ids for Grantg for
}rapdration of naxt year's
%mand for Grants,

V18 y@arlg rgport to OGA
}Dwing outataldding cadep

-, % axcess paynents arlsing

.1 course of sotblement. of

‘Anal G P.F. Casofe

To compubs the work Load
add 15§ 5 mscall@nous

LA

Poie ‘ 18
racalpl. ;

~Por . 2

de tall
he ad .

. Per 180
- raport

on the above item,
ol 1owanc€3 8 "



Enclosuras to O. Mo B.50(53) /87310 dated

A e | ’
“Nomws For typing and comparison (Fnglish)

Frrranas

1 9100 words or 910 .‘Linés‘( a line containing 10 words
on an gverage) for offices having B working hours.
The aboVe standerd would apply to typing from runnd g
watter (manuscript or typed). To convert other Finds
of typing to that of ruming watber the following

- alloweuces maey be made as widers—

(1) Cutting Stencils : add 25% (L.6.100
: : ' lines to be treated
as 125 lines)

(idi) Haen thige ar'm0$a coples ¢ add 254%
- have to be valken out by '
'1nﬁarting‘carﬁon;paperﬂ.-‘
(1ii) statewents | ¢ add 1004 7
(iv) Typing in half m&rgin H dadﬁot'ZS%( 1.6,

100 lines to be ‘
" treated as 75 lines)

g it X In the case of letters and other communi cations, the
nuaber of lines in the body of the Letber or communiceation
‘alone sghould be counted. fn addition of 6 lines may be made
 Tor addresses and salutatlons in respect of sach letter or
commumication, : ' ' '

1T 4 Bat of two comparexﬁ méy be gllowed for avefyf
thres typista wherq thers 18 a typlng pool.
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Enclosure to O.M.
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Normeg foT 8SE8ES

ging the strength

: =
___-—"-ﬂ':—""»_- A

of Sefal Yeremcheris

end Perashes.

Propes el Norme.

e

- pPPERDIT NI

5. dJobs 'Céﬁsiéefaﬁiqns;té1bé;ﬁaken:ncte of for

R epplying the poImSe ; .

p e and bt 0o e 3 T he
Sé:ééping offiC'e'.mdn:e . 1. krea of the roome whidi-is'ewep‘c daily 1,025 sdco mtre
inclwiing'recofcd TOOmE ¢ krez of the TOOMS which 1€ not swelt (11000 Sg«' The)

ctetionery Todhf;
Committee YOOIS,

reception rooms &tCe

Sveeping, vashing
serobbing and swebbing
5% the veraadehsy |
vestibules and stair-
cases ené -clesning the
erticles l{%&%g ’ hegging
1ol 88 ERLkY L ~fire-
Bf%.g*ﬁt%ng gq’ui%ﬁt etce
Sweeping OpPE&El -

‘1ike roeds; ,cdm&tyaris?

geraget etce

Clesning Open SPaces
like lawns play-grounds,
gtce swep extensively

Fier
i

-

Je

e

. 2a

e

3(‘

1e

L

geilye :
The intervals

gbove is swipte
Tne eres in Sq.Ft.of the verzndens etce

ciesned daily
of the stepe

ires which is
the interval

deilye.

et ¥aich it

gt which the ares &t (2)

(but eccluding the ares
of stzirceses):

cleaned occagionaily end
is qleane&."

; £rea of the i‘.OE-ds etc. which 18 svept

irea of the maﬁs"e‘c’c. yvhich 18 not

swept dsily.

The intervel
| gbove is swept.

Tae ares in S
IpiCeSe :
Fow often the
yeaTe "

o, and by DETVIE
sweeping;.

ywhere necessarye

at yhich the ares st (2)

q.Ft.0f the openl .

ra

y are clesned in 2

5615 Sq. KT

(26000 s4.

e )
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C‘eanmg lc.bI'lIlESz ‘DJ&ﬁ.:bJ:cClrze:uE
urineale ete.’ includirg the
dregeing rooms, passsges eto.
atteched thereto ams Rirrors,
érgeeing tebles, and other
articles conteined therein, .

v

E;a‘émg enté cleug the office

fumi"‘ure, doo:.s, vltdov e*:c_e

S

'S"c*mg*h of %he Gre.ats*"ted

The numbev Q:E la-r.rmﬂ
“The humber of vash=bzsors .

The number of wrinsls

The total number of p‘;rsonu T“zo
use the latrids etc '

v

Officers -gccommodet &l in
the Office B*uldmwg
Srerigth of other staff i
excluding thE steffwho are mot
supplied any substantiazl

_ﬁurb_ame €ege class IV staff.

. BO items {4:a.
- 2l wringls) per pen BT Gay iT the

mhﬁ_ﬂr "xcﬂf.._ b‘ﬂ...«.m sy,

pmber of 'E;.L:a;z' GJ.GJJI:LE{ 28 3={ time-

per day,

5 mte, per G.0. & 1
rer other sra:ff exce
Qlass Iy,

]'“', p\h\

M ot

. mt
wling
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e o S  APPENDIX IX
Imelosure to Q,M@No.Pgso(ﬁﬁ)fB7~SIU'dt.EB»B-fgggr

-

Ncrﬁs for Gestetner Operator(qiectrically
operated machines) and ariteria for creation
of _a pogt, . . ’

1} 10,550 Unite per day for 8 woxlking hourf.

It Griterin for®orestion bf'post of Gestetner Operator
(electrically operated machines):-

"{1) No poet of Gestetner Operator or smy other-post will:
be crested when theé average daily cutpub is leas
then 5265 units and the work will be mansged by
deploying an exlebling class IV officisl knowling
the worxk of operating on pmyment of sddlitional _
remumeratlon o8 sdmisglhle from time to time under

Government Orders. , .

(1£i)  One ?oat.of Jr./srgﬁnstetn@r-0pe§at0r will be
- pangbloned 4f the dally aversge output 18 between
5265 and 10530 wadtes ,

(443) M sdditional post of Clase IV. will ber ganctioned when

: . the dailly eversge output exceeds 10530 units. Thie
post will be utilieed for mgsipting Gestetner Operator
in mon-machine work like arranging the cyclomtyled
material, sorting out blank sheets, obialning
atationery etca :

(iv) The Cless IV employee engeged Lfor the over flow of
work beyond 10530 wnlts may not be fully occupled
1f the overflow im not mubstentiel. In that event
- the speare chpaclty svailable with this employee will
be set of £ ageinat the Clase IV stafl justified
for other work. ' w S ’ :

(v) There are two soales of Gestetner Operators viz.

. Jrafcale Is.750-940(Revised) end Rs.T775-1025(revised),
Where n Minletry or Office.has more than one post,.
not more than 50% of the posts will be in the
higher grade.

LIT. - In the ebove noxme, a unlt meang one copy obtalned
£xom o steneil, Thum, n sgheet of paper cyclostyled on one
glde will conegiitubte -one it bubt 1€ 1t 1le ecyclostyled om
both mides, it wlll bs treated ns two unites If a sheet of
peper cyclostyled on one slde is out into two or more pleced,
At will etill constitubte one unit. ' '

IV A eimple record of production may aleo be mainteined
by the operator and should be checked daily by the officer
inchorge of the Branch. This record should indlecate the dabe
and vsrilculars (number and -date ete,) of the papers
crelogtyled, number of stencils used, number of copies taken
ol from emch mHeucill and the totel number of units produged.

L L N R
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6.

7 &
8.
9

10.

11,

12.

“These worls have d&f&ddy been included in the abOVG W i
therefore, no sepagate staff is to be provided for. thsd

unlesp at the places where only hedbg cutting work /i
ol lawns id to be puriermed T

bungalowb : | o ! 1,55 ucruf'
Flats | : 4 acra:r
Permanaﬁt-OffiCe aécommodaﬁion o o 1“35‘&9#%j i
Open spaces SRRV
Play grounds ; | y | L 'Z{Uoiaﬁﬁé*

"imprmb IO& daturmlnin& the rcquiremautb mx Mhﬁis for jobﬁ normally
jf¢¢$5rubcwd to them, . BB o B 2T

@ oo @

. Iype of area - - ¥ No xu 3

‘H'M Houges & Officers entitled to free T g gk
aLCOmmOuutiOﬂ. | o 1 Acre per M&1§;;a

M.Pts accwmmoddtlon and Govt. O;iiccrs

Public parks
Prestigious works

Hedge cutting

Potted planté'

Mowing of lawnas

Trees

4 o s 250 1upto 4. yra

' olds 3
300 : LB oyre, . Sy
1200 Beyorid: 8 yr& Ny

.
3.3 yay .
L
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_ diff@r@nt items
Clerks in minis rioq

AFPENDIY XI

Fnelosure to 0 M, wNo.. 50(33) /8 ) /87+8IU. gt 22491989

of work done by the Lower Divisiny
d@partmnnts and attachod offices ot the

Time norm

ta rRecaipt of Dak
2.‘-Dierisatdon off receiptq

S ol Recording of movemnnt of
files

f (11) Recording or movemenr

(1) Entry of paperg
| sent to RAI for

(11) Peon Boolk entrima

-

ismue,

Preparation of U,0, Challans

e

ﬁk Prnparation of ane?opos
(i)OMhmmr

(41) Registered

b Entnring of

File in the File Reglster

i

(in Note

particulars of New

of receipts in Dlary Repiwtcr )

ook)

8. Recording / Cloqinp of" on rileﬂ

9.i,Weedlng of records

 Indexing (includjng “the time
for typing Index SlinJ

- Preparation
- statement

of Weekly arrenr

Prepahction
than a month

Prﬁpaiation of
indent

or month?y atatement
Of cases pending disposal for more

monthly‘stationery-

14, Maiﬂthance of the account of
© Casual leave and restricted holi_

U”fo
Hote: To Conpute

75 s ST P

|‘w0WﬁﬂCGq

whie woz%]ond on the above

L

ok

10 minutes per day,

2 minutes per receipt-

-1 minute rer entry

1T minute per‘entry

T minute per entry’

3% minutes per challan
1% . minutes per envel -
ope;', .

< minutes pep envelope

~each,

2% . minutes
14 minutes each.
3 - minutes eacl,

7%3, mknut94

20 minutpﬁ ppr WDOk o

5 minutes per casge.

20 minutes per month,

20 minutes rer annum
per iIndividual,

items., pdd 15% as



