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PREFACE

Comptroller and Auditor General’s Manual of Standing Orders (Administrative) Vol-I

provides for a Manual of Office Procedure in each field office in the Department to regulate

the internal administration and working of the office.

This Manual contains general instructions on matters of administration and office procedure
for the guidance of staff and officers of this office, useful in their daily work. This manual is
intended to regulate the internal administration and operations of this office exclusively. It

should not be considered an authoritative source that supersedes original rules and orders, nor

should it be cited or referenced for any other purpose.

This manual is a live document. It needs to be updated with the changing scenario. The
Administration Section is responsible for keeping this manual up to date. However, all sections
of this office share collective responsibility for its maintenance and updates. Any changes that
necessitate amendments to the provisions related to audit matters or other areas should be

communicated to the Administration Section through the respective Director or Deputy

Director.

The OPM of this Office was last revised and updated in the year 2008 (Forth Edition). It has
become imperative to update it by incorporating all the changes in systems and procedures in

the intervening period. Every endeavor has been made to incorporate all changes in this Fifth
Edition.

S. AHLLADINLEANDA

New Delhi Director General of Audit
. O4.06.2025 Industry and Corporate Affairs
Dated: ©% New Delhi.




FROM THE DESK OF THE DIRECTOR GENERAL
Dcar Team,

As we unveil the Fifth Edition of our Office Procedure Manual, I want
to take a moment to reflect on the importance of this document in
guiding our daily operations and enhancing our administrative
efficiency. This manual is not merely a collection of rules and
procedures; it is a vital tool that embodies our commitment to
excellence, accountability, and transparency in our work.

The evolution of our Office Procedure Manual since its last revision in EESPZA :
2008 underscores our dedication to adapting to the changing landscape of our responsibilities.
The updates incorporated in this edition are a testament to our collective efforts to streamline
processes, improve communication, and foster a culture of continuous improvement. I
encourage each of you to familiarize yourselves with the contents of this manual, as it serves
as a roadmap for our daily tasks and interactions.

It is essential to recognize that this manual is a living document. As we navigate the
complexities of our work, we must remain vigilant and proactive in identifying areas for
improvement. I urge all sections to collaborate closely with the Administration Section to
ensure that any necessary amendments are communicated promptly. Your insights and
experiences are invaluable in shaping the future of our office procedures.

Moreover, I want to emphasize the significance of maintaining the highest standards of
professionalism and integrity in our conduct. The guidelines outlined in this manual are
designed to uphold these values and ensure that we operate in a manner that reflects our
commitment to public service. Let us all strive to embody these principles in our daily
interactions, both within the office and with external stakeholders.

In conclusion, I would like to express my gratitude for your hard work and dedication.
Together, we can leverage the guidance provided in this manual to enhance our effectiveness
and contribute to the overall success of our office. Let us move forward with a shared vision
of excellence and a commitment to serving the public with integrity and diligence.

Thank you for your continued support and cooperation.

Warm regards,

S. AHLLADINI P%ul}z(
A&AS




TABLE OF CONTENTS

CHAPTER -1
INTRODUCTORY

1.1 GENERAL

1.2 CADRE CONTROL

1.3 ORGANISATIONAL SET-UP OF THE OFFICE
1.3.1 Distribution of charge(s) amongst Group Officers:
1.3.2 Roles and functions of individual AMGs
1.3.3 The organizational structure of the office
1.3.4 Sanctioned Strength vis-a-vis Persons-in-Position
1.3.5 Pay Scale of Officers And Staff

1.4 WORK ALLOCATION/DISTRIBUTION AMONG VARIOUS
GROUPS/ SECTIONS

1.4.1 Administration
1.4.2  Training Cell
1.4.3 Confidential Cell
1.4.4 Rajbhasha Anubhag
1.4.5 Bills
1.4.6 Claims
1.4.7 Establishment Section
1.4.8 Receipt & Issue section
1.4.9 Old Record Section
1.4.10 Internal Audit Section
1.4.11 AMG-I, AMG-II and AMG-III
1.4.12 Coordination Cell
1.4.13 Appropriation & Finance Account Section
1.4.14 Report Section
1.4.15 EDP
1.5 STAFF WELFARE
1.5.1 Welfare Section
1.5.2 Recreation Club
1.5.3 Staff Associations
1.5.4  Office Facilities/Amenities

CHAPTER - II
OFFICE DISCIPLINE AND OFFICE PROCEDURE

OFFICE DISCIPLINE
2.1 OFFICE HOURS
2.2 ATTENDANCE AND PUNCTUALITY
2.2.1 Recording Of Attendance
2.2.1.1 Biometric Attendance

11



23
2.4
2.5
2.6
2.7
2.8
2.9
2.10
2.11
2.12
2.13
2.14

2.15

2.16
2.17

2.18
2.19
2.20
2.21
2.22
2.23
2.24
2.25
2.26
2.27
2.28

2.29
2.30
2.31

2.2.1.2 Attendance Register
2.2.2 Maintenance Of BASM and Attendance Register
223 Recording of Non-Attendance
224  Late Attendance
2.2.5  Abstract of Late Attendance
2.2.6 Restrictions Against Working Late Hours / On Holidays
ADMISSION OF VISITORS TO THE SECTION
MAINTAINING OFFICE DECORUM
SMOKING/DRINKING IN THE OFFICE
SWITCHING OFF LIGHTS AND FANS
CLEANLINESS
TIDINESS AND INSPECTION OF OFFICE ROOMS
INSPECTION OF OFFICE ROOMS BY BRANCH OFFICERS
PRECAUTION AGAINST FIRE
POLITENESS
MAINTENANCE OF CONFIDENTIALITY
DATA SECURITY
FAREWELL ENTERTAINMENTS TO OFFICERS ON
RETIREMENT/ TRANSFER
MAINTENANCE OF ABSOLUTE INTEGRITY AND DEVOTION
Eg? I?UTY- ETHICAL STANDARDS AND HONESTY IN PUBLIC
CLEANLINESS OF DRESS AND UNIFORMS
IDENTITY CARDS AND TEMPORARY PASSES
2.17.1 Identity Cards
2.10.1.1 Issue of Identity Cards
2.10.1.2 Records of Identity Cards Issued
2.10.1.3 Replacement of Identity Cards
2.17.2 Temporary Passes
OATH OF ALLEGIANCE TO THE CONSTITUTION
RULES FOR DISCIPLINE
CCS (CONDUCT) RULES, 1964
DISREGARD OF RULES AND INSTRUCTIONS
DISMISSAL FOR INCOMPETANCY AND MISCONDUCT
SPEEDY DISPOSAL OF DISCIPLINARY CASES
MISCONDUCT OF OFFICIALS
ATTACHMENT OF PAY FOR REPAYMENT OF DEBT
PRIVATE STUDIES/UNIVERSITY EXAMINATIONS
ISSUE OF CERTIFICATE TO MEMBERS OF STAFF
OFFICE COMMUNICATION PROTOCOLS FOR WHATSAPP

AND TELEGRAM GROUPS
OFFICE PROCEDURES

MAINTENANCE OF OFFICE MANUALS

SUPPLY OF MANUALS
DISTRIBUTION OF REGULATIONS, CODES AND MANUALS

iv




2.32 CIRCULATION OF CORRECTION SLIPS THROUGH E-MAIL
2.33 DISCONTINUANCE OF ESTABLISHED PROCEDURE
2.34 PROCEDURE TO BE FOLLOWED FOR ISSUE OF OFFICE
ORDERS AND BRANCH ORDERS
2.34.1 Office Order
2.34.2 Branch Orders
2.35 CIRCULATION AND FILING OF OFFICE ORDERS RELATING
TO OFFICE PROCEDURE
2.36  INTERVIEW WITH THE DIRECTOR GENERAL OF AUDIT
2.37 POSTINGS OF THE DIRECTORS/DEPUTY DIRECTORS
2.383 TRANSFER OF CHARGE
2.38.1 Director General / Principal Director of Audit
2.38.2 Branch Officer
2.38.3 Assistant Audit Officer/Supervisor
2.38.4 Assistant Supervisor/Sr. Auditor/Auditor
2.39 GIVING INFORMATION TO OUTSIDERS
2.40 LIST OF SECURITY ‘DOs’ and ‘DON’Ts’
2.40.1 DOs
2.40.2 DON’Ts
2.41 APPROACH BY GOVERNMENT SERVANTS TO FOREIGN
ORGANISATIONS FOR FINANCIAL ASSISTANCE OR VISITING A
FOREIGN COUNTRY OR ATTENDING A COURSE ABROAD
2.42 PERMISSION FOR FUTHER STUDIES
2.43 ACCEPTANCE OF EMPLOYMENT ELSEWHERE WHILE ON
DUTY OR ON LEAVE OF ANY KIND
2.44 LIABILITY FOR SERVICE OUTSIDE DELHI
2.45 DEPARTMENTAL ENQUIRY IN CASES OF FRAUD AND
EMBEZZLEMENT OF GOVERNMENT MONEY
2.46 ALLOWING STAFF TO ENROLL THEMSELVES IN THE INDIAN
TERRITORIAL FORCE
2.47 REPLY TO THE REPRESENTATIONS OF STAFF
2.48 USE OF HINDI IN REPLIES TO REPRESENTATIONS,
APPLICATIONS AND PETITIONS ETC.
2.49 REPRESENTATION FROM GOVERNMENT SERVANTS ON
SERVICE MATTERS
2.49.1 Representation from Government servant on service matters
2.49.2 Action By the Authorities On The Representations From
Government Servants On Service Matters
2.49.3 Representations Directly to The Higher Authorities By-
Passing The Prescribed Channel Of Communication
2.49.4 Treatment Of Advance Copies Of Representations
2.49.5 Representation From The Relatives Of Government Servant
2.49.6 Disciplinary Action On Violation Of These Instructions
2.49.7 Redressal Of Grievances — Recourse Of Courts Of Law By
Government Servant
2.50 INTERNAL COMPLAINTS COMMITTEE (ICC) FOR
PREVENTION OF SEXUAL HARASSMENT AT THE WORKPLACE.

ey
\%




SE
IX OF OFF11:
TURES/COMPUTEgISFICI: FURNITURE AND

254 p APER/INng;{[iE(S? / DOCUMENTS/FILES
OFFICERS-IN- CHAR /\] IOE\J CALLED FOR BY GAZETTED
2.55 LIST OF WORKGL Ol: OTHER SECTIONS/WINGS
2.56 PROCEDURE . DONE IN DIFFERENT BRANCHES/SECTIONS
TRANSFER o WORKOFIE{HANDH\‘IG OVER RECORDS DUE TO
257 DISTRImL OM ONE SECTION TO ANOTHER
2 o TION OF ESTABLISHMENT
2.59 OORDINATION BETWEEN SECTIONS
L ECONOMY OF STATIONERY
2.60 ELIMATION OF UNNECESSARY WORK
2.61 NOTEBOOKS
2.62 CALENDAR OF RETURNS
2.63 DATING IN ITIALS
2.64 RESPONSIBILITIES ON TAKING CHARGE
2.65 MONTHLY STATE OF WORK REPORTS
2.66 HOLIDAYS
2.67 CLOSING OF OFFICE ON POLLING DAY IN CONNECTION
WITH ELECTIONS FOR LOK SABHA/LEGISLATURE
2.67.1 General Election to Lok Sabha/State Assemblies
2.67.2 Bye Elections
(i) Lok Sabha

(i1) State Assemblies i
2.67.3 Panchayat/Corporation/Municipalities or Other Local Bodies

2.68 HOLIDAYS ARRANGEMENTS
2.69 OBSERVANCE OF SILENCE ON 30TH JANUARY
2.70 CLOSING OF OFFICE IN THE EVENT OF DEATH OF HIGH

DIGNITARIES
PARKING STICKER ISSUANCE POLICY

2.71
272 CCTV MANAGEMENT
273 DISASTER MANAGEMENT PROCEDURES
CHAPTER - 111
SYSTEM OF CORRESPONDANCE
N OFFICE OPERATIONS
L TRANSFORMATION I
o g;iggING OF INWARD LETTERS AND OTHER DOCUMENTS
32 A. Letters etc. received in Receipt & Issue Sf:Ctlon
B- Letters/Circulars received through E-Mail
.CING OF INWARD LETTERS IN R&I SECTION

33 TR NG REMARKS ON LETTERS PROHIBITED
4 E;?TERS FOR TRANSMISSION TO OTHER SECTIONS
3.5

__’

vi




3.6 UNSIGNED AND INCOMPLETE LETTERS

3.7 ORAL CONSULTATION BY DEALING ASSISTANTS
3.8 METHOD OF WRITING NOTES

3.9 DRAFTING

3.10  FILING

3.11  INSTRUCTIONS REGARDING ISSUE OF OFFICIAL
CORRESPONDENCE

3.12  ORIGINAL NOTINGS BY AAO/SUPERVISOR IN IMPORTANT
CASES

3.13 MARGINAL REMARKS ON OFFICE NOTES

3.14 USAGE OF ABBREVIATIONS IN OFFICE NOTES AND DRAFTS
3.1 PIECEMEAL DISPOSAL PROHIBITED

3.16 INWARD LETTERS WHICH REQUIRE INTERMEDIATE
ACTION BEFORE FINAL DISPOSAL

3.17 REMINDERS RECEIVED ON PENDING LETTERS

3.18 DISPOSAL OF PENDING CASES

3.19 REPORT ON PENDING CASES

3.20 FILING OF LETTERS FROM C&AG, Gol ETC.

3.21 RECORD OF IMPORTANT CIRCULARS ISSUED BY Gol, C&AG
ETC,

322 ACKNOWLEDGEMENT OF COMMUNICATIONS ISSUED
FROM THE OFFICE OF THE C&AG

3.23 REPLIES TO REFERENCE MADE TO GOVERNMENT OF INDIA
AND C&AG TO BE SEEN BY THE DIRECTOR GENERAL

3.24 REPORT OF OUTSTANDING LETTERS

3.25 REGISTER OF COMPLAINTS

3.26 NOTES AND DRAFTS TO PASS THROUGH AAO/SUPERVISOR
327 Bos/AAO/SUPERVISOR’S RESPONSIBILITIES FOR DRAFT
WRITTEN BY THE BOs/GOs/PDA/DGA

328 REFERENCES TO CODES AND MANUALS

329 CORRESPONDENCE TO BE SIGNED BY THE DIRECTOR
GENERAL

3.30 LETTERS REQUIRING THE APPROVAL OF THE DIRECTOR
GENERAL BEFORE ISSUE

331 SIGNATURE OF ROUTINE CORRESPONDENCE BY
AAO/SUPERVISOR

332 SUPPLY OF INFORMATION IN CONNECTION WITH
PARLIAMENTARY QUESTIONS

3.33 ENDING OF OFFICIAL CORRESPONDENCE

3.34 MODE OF ADDRESSING AN OFFICER BY NAME

3.35 DEMI-OFFICIAL CORRESPONDENCE

3.36 DISPOSAL OF LETTERS MARKED BY DGA AS URGENT,
IMMEDIATE, EARLY ETC.

3.37 UNOFFICIAL CASES — SUBMISSION AND FINAL DISPOSAL-
PROCEDURE REGARDING

3.38 REMINDERS

3.39 SECRET/CONFIDENTIAL LETTERS/FILES

R —
vii



3.40 DESPATCH OF CONFIDENTIAL PAPERS
3.41  DESPATCH OF PAPERS BY SPEED POST
3.42  COURT ATTACHMENT
g:i QUERIES BY THE DGA/GOs

. GENERAL INSTRUCTIONS 5 3C T
INSPECTION BY DG (INSPISC'I\I()NI)N CONNECTION Wi
3.45  SUPPLY OF DOCUMENTS TO OUTSIDE
AUTHORITIES/COURTS ‘
3.46  USE AND MAINTENANCE OF FILES
3.47 GUARD FILES

CHAPTER - 1V
RECRUITMENT/APPOINTMENT AND SUPERANNUATION

4.1 RECRUITMENT TO VARIOUS POSTS
4.2 RECRUITMENT RULES

4.3 APPOINTMENT ON COMPASSIONATE GROUNDS AND
AGAINST SPORTS QUOTA

4.3.1 Compassionate Grounds

4.3.2 Sports Quota
4.4 SOME OF THE IMPORTANT POINTS
4.5 SUPERANNUATION

CHAPTER -V
SERVICE MATTERS

CAREER PROGRESSION

5.1 PROMOTION
5.1.1 Assistant Audit Officers
5.1.2 Supervisor
5.1.3 Assistant Supervisor
5.1.4 Senior Auditor
5.1.5 Auditor
5.1.6 Stenographer Grade I
5.1.7 Private Secretary:
5.1.8 Stenographer Grade II
5.1.9 Data Entry Operator (DEO) Grade A
5.1.10 Clerk
5.1.11 Multi Tasking Staff (MTS)
5.1.12 Senior Hindi Translator
5.1.13 Junior Hindi Translator
5.2 CAREER PROGRESSION SCHEME
5.2.1 Assured Career Progression Scheme
5.2.2 Modified Assured Career Progression Scheme

e e
viii




CONCLUSION OF SERVICE
53 TERMINATION
5.3.1 Termination by onec month’s notice
5.3.2 Termination forthwith
5.3.3 Service of Notice
5.3.4 Distinction between simple letter of resignation and notice
under rule 5

5.3.5 No Provision for forfeiture of pay and allowances in lieu of
notice

5.3.6 TForms prescribed for notice
54 RESIGNATION

5.4.1 Authority Competent to Accept Resignation
5.4.2 Circumstances Under Which Resignation Should Be
Accepted
5.4.3 Date When A Resignation Becomes Effective
5.4.4 Authority Competent to Permit Withdrawal of Resignation
5.4.5 Notice of resignation by temporary Government servants
5.5 TECHNICAL RESIGNATION
5.6 LIEN
5.7 CONSOLIDATED INSTRUCTIONS ON TECHNICAL
RESIGNATION AND LIEN
5.8 REMOVAL, DISCHARGE, AND DISMISSAL

DEPARTMENTAL EXAMINATION
5.9 SUBORDINATE AUDIT SERVICES (SAS) EXAMINATION

5.10 SCHEME FOR GRANT OF CASH PRIZES TO CANDIDATES
SECURING HIGHEST MARKS IN SAS EXAMINATION

5.11 REVENUE AUDIT EXAMINATION FOR AAO/SAO

5.12 CONTINUOUS PROFESSIONAL DEVELOPMENT (CPD) TESTS
5.13 EVALUATION TEST FOR AAO FOR EMPANELMENT FOR
PROMOTION TO SAO
5.14 DEPARTMENTAL EXAMINATION FOR AUDITORS
5.15 INCENTIVE EXAMINATION FOR SENIOR
AUDITORS/ASSISTANT SUPERVISORS
5.16 EVALUATION FOR SR. AUDITOR FOR PROMOTION TO
ASSISTANT SUPERVISOR
5.17 DEPARTMENTAL COMPETITIVE EXAMINATION FOR 12th
PASS MTS FOR PROMOTION AS CLERKS
5.18 EVALUATION TEST FOR DEO GRADE A OFFICIALS FOR
PROMOTION TO DEO GRADE B
5.19 EVALUATION TEST ON SELF LEARNING MODULE
5.20 INCENTIVE FOR ACQUIRING FRESH HIGHER
QUALIFICATIONS

_ ANNUAL PERFORMANCE ASSESSMENT REPORT
5.21 PERFORMANCE APPRAISAL SYSTEM

5.22 MAINTENANCE & CUSTODY OF ANNUAL PERFORMANCE
APPRAISAL REPORTS

1X



5.23  OBJECTIVE IN PERFORMANCE APPRAISAL AND
ASSESSMENT AT MORE THAN ONE LEVEL

5.24  PERIOD OF REPORTING

5.25  GUIDELINES FOR REPORTING

5.26  GUIDELINES FOR REVIEWING

5.27  FREQUENCY OF REPORTING AND ELIGIBILITY TO WRITE A
REPORT

5.28  TRANSFER OF REPORTING AND/OR REVIEWING OFFICER IN
THE MIDDLE OF THE REPORTING YEAR

5.29 REASONS FOR GAP IN THE APAR TO BE INDICATED

5.30 AUTHORITY OTHER THAN REPORTING/REVIEWING
AUTHORITY PRECLUDED FROM MAKING ENTRIES

5.31  WRITING OF APARs BY OFFICERS UNDER SUSPENSION

5.32  'WHETHER A RELATIVE OF GOVERNMENT EMPLOYEE CAN
WRITE THE APAR OF THE LATTER

5.33  REPORTING OFFICER CAN WRITE APAR OF HIS/HER
SUBORDINATE WITHIN ONE MONTH OF RETIREMENT

5.34  MANNER OF DISPOSAL OF REPRESENTATIONS

5.35 COLUMNS OF APAR SHOULD NOT BE KEPT BLANK AFTER
EXPUNCTION OF ADVERSE REMARKS

S5.36 FURTHER APPEAL AGAINST REJECTION OF
REPRESENTATION

5.37  SELF APPRAISAL NOT NECESSARY FOR A PERIOD OF LESS
THAN THREE MONTHS

5.38 APARs RECEIVED IN RESPECT OF APPROVED COURSE OF
TRAINING UNDERGONE TO BE IN APAR DOSIER

5.39 RETENTION/ CUSTODY OF APARs OF RETIRED AND
DECEASED OFFICERS

5.40 APARs OF OFFICERS ON DEPUTATION

5.41  WRITING OF APARs OF OFFICIALS APPOINTED ON
-CONTRACT

5.42 TIME SCHEDULE FOR PREPARATION/COMPLETION OF APAR
5.43 ONLY PHOTOSTAT OF APAR DOSSIER SHOULD BE SENT TO
5.44 COPIES OF APAR DOSSIERS OR THE SUBSTANCE OF THE
REPORTS SHOULD NOT BE SENT TO PRIVATE PARTIES

5.45 DELAY IN SUBMISSION OF APAR BY THE

G/REVIEWING OFFICER
2}361) ORghII:ART PERFORMANCE APPRAISAL REPORT RECORDING

(SPARROW)
LEAVE

5.47 CASUAL LEAVE
5.47.1 Register of Casual Leave
5.48 SPECIAL CASUAL LEAVE
5.49 COMPENSATORY LEAVE
5.50 REGULARLEAVE
5.50.1 Leave Account
5.50.2 Leave Applications




5.50.3 Authorities Competent to Sanction Leave
(A) Leave to IA&AS Officers
(B) Leave to Sr. Audit officers and Assistant Audit Officers
(C) Leave to Group ‘C* officials
5.51 MATERNITY LEAVE
3.52  PATERNITY LEAVE
5.53 CHILD ADOPTION LEAVE
S.54 CHILD CARE LEAVE
5.5§ TIMELY SUBMISSION OF LEAVE APPLICATIONS
5.56 DEPARTURE ON LEAVE
3.57 PERMISSION TO LEAVE HEADQUARTERS
5.58 RECALL FROM LEAVE
S$.59 RETURN FROM LEAVE

5.60 REGULATION OF LEAVE OTHER THAN ON MEDICAL
CERTIFICATE

5.61 PROCEDURE FOR PREFIXING OR AFFIXING HOLIDAYS TO
LEAVE ON THE MEDICAL GROUND

5.62 LUMPSUM CASH PAYMENT IN LIEU OF LEAVE AT THE TIME
OF AVAILING LTC

5.63 PAYMENT OF LEAVE SALARY
5.64 LEAVE REGISTER
5.65 EXTENSION OF LEAVE

CHAPTER - VI
EXPENDITURE, BUDGETARY CONTROL AND OTHER DOCUMENTS

6.1 BILL REGISTER

6.2 PRE-AUDIT CLAIMS

6.3 ARREARS CLAIMS - SANCTION PAYMENT
6.4 SUBMISSION OF CLAIMS BY EMPLOYEES
6.5 INDIVIDUAL PAYMENTS

6.6 REMITTANCE OF LEAVE SALARY TO OFFICIALS AT
GOVERNMENT EXPENSES

6.7 CASH BOOKS

6.8 VERIFICATION OF CASH BALANCE IN THE HANDS OF THE
CASHIER

0.9 HALF YEARLY REVIEW OF THE WORK OF THE CASHIER
6.10 OFFICE BUDGET ESTIMATES

6.11 REVISED ESTIMATES

6.12  APPROPRIATION AND RE-APPROPRIATION

6.13 SURRENDER OF SAVINGS

6.14 CONTROL OVER EXPENDITURE

6.15 DRESS ALLOWANCE

CHAPTER VII

xi



ADMINISTRATIVE & ESTABLISHMENT MATTERS

7.1 SANCTION TO THE CONTINUANCE OF THE EXISTING
TEMPORARY POSTS

72 CONVERSION OF TEMPORARY POSTS INTO PERMANENT
POSTS

7.3 LEAVE RESERVE

7.4 METHOD OF CALCULATION OF LEAVE RESERVE

15 REVERSAL OFF PERMANENT ARRANGEMENTS [N
CONSEQUENCE OF ORDERS PASSED BY THE APPELLATE
AUTHORITY

7.6 HRA TO A CENTRAL GOVERNMENT SERVANT WHO
RESIGNS FROM GOVERNMENT SERVICE WITHOUT JOINING DUTY
AFTER A SPELL OF LEAVE

7 RECOVERY OF CODES AND MANUALS ON RESIGNATION/
TRANSFER/RETIREMENT ETC. OF EMPLOYEE

7.8 APPLICATIONS FOR APPOINTMENT OUTSIDE IA&AD

7.9 LIBERALISATION OF THE CASES OF PERMANENT
EMPLOYEES FOR THE PURPOSE OF REGISTRATION WITH
EMPLOYMENT EXCHANGE FOR HIGHER POSTS — ISSUE OF NOC
7.10  SPONSORING CANDIDATES FOR DEPUTATION/FOREIGN
SERVICE

7.11  OFFICIATING APPOINTMENT FOR SHORT PERIODS

7.12 SERVICE BOOKS

7.13 ALTERATION OF DATE OF BIRTH

7.14 VERIFICATION OF SERVICES

7.15  VERIFICATION OF THE STOCK OF SERVICE BOOKS

7.16 RE-ATTESTATION OF SERVICE BOOKS

7.17 MERIT CERTIFICATES — MAINTENANCE OF REGISTER
7.18 PROCEDURE FOR GRANT OF INCREMENTS AND THE

MAINTENANCE OF INCREMENT REGISTER
7.19 NOTING OF ARREARS CLAIMS AND ATTESTATION THEREOF

7.20 EXTENSION OF SERVICE, RE-EMPLOYMENT AND HIRING ON
SHORT-TERM CONTRACT BASIS

721 PROVISIONAL PAYMENT OF PAY & ALLOWANCES

7.22 DEATH OF ANY EMPLOYEE TO BE REPORTED TO THE DGA
7.23 ISSUE OF LETTER OF CONDOLENCE

7.24 REPORT OF SETTLEMENT OF DUES IN RESPECT OF
DECEASED GOVERNMENT SERVANTS

7.25 PROCEDURE FOR CHANGE OF NAME

7.26 CHANGE OF RELIGION OF SC/ST OFFICIALS

7.27 SECOND TA ADVANCE

7.28 INTIMATION REGARDING LEAVE TRAVEL CONCESSION
7.29 TA FOR APPEARING IN THE SAS EXAMINATION

7.30 PROCEDURE FOR PAYMENT OF ARREARS OF PAY AND
ALLOWANCES OF A GOVERNMENT SERVANT WHERE LPC HAS
BEEN ISSUED

Xl




b

7.31

732
7.33
7.34
00
7.36

OFFICE CONTINGENCIES
7.31.1 Office Imprest
7.31.2 Cash Book
7.31.3 Contingent Bills

7.31.4 Contingent Bill Register
7.31.5 Payment of Telephone/Electric Bills and Water Charges

TELEPHONE CONNECTION AT THE RESIDENCE OF OFFICERS
SECURITY DEPOSIT OF CASHIER
APPOINTMENT OF CASHIER

UNILATERAL TRANSFER
MUTUAL TRANSFERS IN Gr. B & C CADRES IN THE [A&ID -

REGARDING

.37
7.38
39

TRANSFER ON DEPUTATION/FOREIGN SERVICE
ROTATION OF STAFF WORKING IN SENSITIVE POSTS
ROTATION OF STAFF WORKING CONTINUOUSLY IN THE

SAME SECTION FOR MORE THAN FIVE YEARS

7.40

7.41

TRANSFER AND POSTING POLICY
7.40.1 Inter Office Transfer & Posting Board
7.40.2 Intra Office Transfer & Posting Board for Gr-B (Gazetted),
Gr-B (Non-Gaz) and Group - C
7.40.3 General Guidelines for Intra Office
DEPUTATION OF STAFF WITHIN INDIAN AUDIT &

ACCOUNTS DEPARTMENT

7.42

7.43

8.1
8.2

OFFICE FURNITURE, LIVERIES AND OTHER STORES
7.42.1 General
7.42.2 Stock Register of Furniture
7.42.3 Procurement
7.42.4 Distribution Register
7.42.5 Inventory
7.42.6 Repairs
7.42.7 Losses and Writes Off etc.

7.42.8 Unserviceable Furniture

7.42.9 Verification

7.42.10Numbering of furniture and articles of stores
TRANSFER OF RECORDS TO OLD RECORD ROOM

7.43.1 General

7.43.2 Requisition Of Records from The Old Record Room

7.43.3 Period Of Preservation of Old Records

7.43.4 Weeding out Destruction of old records

CHAPTER VIII
DUTIES AND RESPONSIBILITIES

GENERAL
DUTIES AND RESPONSIBILITIES OF Sr. AUDIT OFFICER

ey

Xiii




vemen | e—

8.3 \
iy gSSIS:I‘ANT DIRECTOR (OFFICIAL LANGUAGE)
8-5 UTIES AND RESPONSIBILITIES OF AAOs/SUPERVISORS

o POWI%RS VESTED IN AAOs/SUPERVISORS

: DUTIES & RESPONSIBILITIES OF ASSISTANT SUPERVISOR
8.7 DUTIES AND RESPONSIBILITIES OF WELFARE ASSISTANT
8.8 DUTIES & RESPONSIBILITIES OF SR. AUDITORS/AUDITORS
8.9 DUTIES AND RESPONSIBILITIES OF DEOs
8.10 DUTIES AND RESPONSIBILITIES OF CLERKS
8.11 DUTIES AND RESPONSIBILITIES OF CARETAKER
8.12  DUTIES AND RESPONSIBILITIES OF MTS

CHAPTER - IX
IMPLEMENTATION OF OFFICIAL LANGUAGE POLICY: USE OF HINDI FOR

OFFICIAL WORK

9.1 GENERAL
92 RAJBHASHA ANUBHAG

9.3 COMMUNICATIONS TO STATES ETC. OTHER THAN TO
CENTRAL GOVT. OFFICES

9.1.1 Communications to States etc. in Region A
9.1.2 Communications to States etc. in Region B
9.1.3 Communications to States in Region C
9.4 COMMUNICATIONS BETWEEN CENTRAL GOVERNMENT
OFFICES
9.5 REPLIES TO COMMUNICATIONS RECEIVED IN HINDI
9.6 NOTING ETC. IN CENTRAL GOVERNMENT OFFICES
9.7 APPLICATIONS, REPRESENTATIONS ETC.
9.8 DOCUMENTS AND MANUALS ETC. ARE TO BE BILINGUAL
9.9 COMPULSORY TRAINING IN HINDI
9.10 PROFICIENCY IN HINDI
9.11 WORKING KNOWLEDGE OF HINDI
9.12 TRAINING COURSES
9.13 INCENTIVES FOR HINDI LANGUAGE TRAINING
9.14 FACILITIES AND INCENTIVES FOR LEARNING HINDI
TYPING/HINDI TENOGRAPHY
9.15 TRAINING CENTRE

9.16 TRAINING IN TRANSLATION
9.17 INCENTIVE SCHEME FOR ORIGINAL HINDI

NOTING/DRAFTING IN OFFICIAL WORK
9.18 GRANT OF HINDI ‘INCENTIVE ALLOWANCE’ TO THE

STENOGRAPHERS AND HINDI TYPISTS FOR DOING THEIR OFFICIAL

WORK IN HINDI IN ADDITION TO ENGLISH
9.19 HOLDING REGULAR MEETINGS OF THE OFFICIAL

LANGUAGE IMPLEMENTATION COMMITTEES
9.20 QUARTERLY PROGRESS REPORT RELATING TO THE

PROGRESSIVE USE OF HINDI




9.21  ORGANISING HINDI WORKSHOPS
9.22  ORGANISING HINDI DAY/HINDI PAKHWARA
9.23  PUBLICATION OF HINDI MAGAZINE

CHAPTER X
THE RIGHT TO INFORMATION ACT, 2005

10.1  OBJECTIVE OF THE RIGHT TO INFORMATION ACT
10.2  WHAT IS INFORMATION

10.3  RIGHT TO INFORMATION UNDER THE ACT

10.4 SUO MOTO DISCLOSURE

10.5 METHOD OF SEEKING INFORMATION

10.6 FORMAT OF APPLICATION

10.7 FEE FOR SEEKING INFORMATION

10.8 CENTRAL PUBLIC INFORMATION OFFICERS

10.9  ASSISTANCE AVAILABLE FROM CPIOs

10.10 TIME PERIOD FOR SUPPLY OF INFORMATION

10.11 TRANSFER OF APPLICATION

10.12 DISPOSAL OF THE REQUEST

10.13 EXEMPTIONS FROM DISCLOSURE/SUPPLYING OF PART
INFORMATION

10.14 THIRD PARTY INFORMATION AND ITS DISCLOSURE
10.15 ASSISTANCE AVAILABLE TO CPIO

10.16 APPEAL

CHAPTER XI
MISCELLANEOUS

11.1 PROCEDURE FOR OBTAINING LEGAL OPINION

11.2 SUBMISSION OF COURT CASES TO THE DGA

11.3 SUIT AGAINST THE CENTRAL GOVERNMENT: PROCEDURE
TO BE FOLLOWED

11.4 CENTRAL ADMINISTRATIVE TRIBUNAL

11.5 PROCEDURE FOR FILING APPLICATION FOR SPECIAL LEAVE
PETITIONS

11.6 TREATMENT OF THE PERIODS SPENT BY GOVERNMENT
SERVANTS IN ATTENDING COURTS TO GIVE EVIDENCE OR TO
SERVE AS ASSESSORS OR JURORS

11.7  GIVING ORAL EVIDENCE IN A COURT OF LAW

11.8 GRANT OF ANNUAL AWARDS TO THE OFFICIALS

11.9 CANDIDATURE OF GOVERNMENT SERVANTS FOR
ELECTIONS TO LOCAL BODIES

11.10. GRADATION LIST
11.11 PRINTING AND BINDING
11.12  TOUR PROGRAMME OF THE DIRECTOR GENERAL OF AUDIT

e R e B
XV



11.13 MEDICAL CONCESSIONS

11.14 SUPPLY OF COPIES OF ALL ORDERS OF A GENERAL NATURE
AFFECTING THE CONDITIONS OF SERVICE OF THE NON-GAZETTED

STAFF

11.15 DISCUSSIONS WITH THE REPRESENTATIVES OF THE STAFF
ASSOCIATIONS

11.16 TREATMENT OF RESOLUTIONS IN ALL-INDIA ACCOUNTS
AND AUDIT OFFICERS’ CONFERENCE

11.17 REPLIES TO COMMUNICATIONS ADDRESSED BY
RECOGNISED ASSOCIATIONS

11.18 RESTRICTION ON GOVERNMENT SERVANTS WHO ARE
OFFICE BEARERS OF SERVICE ASSOCIATIONS, DEALING IN THEIR

OFFICIAL CAPACITY, WITH MATTERS CONNECTED WITH THOSE
ASSOCIATIONS

11.19 PROMPT SETTLEMENT OF TERMINAL CLAIMS AND OTHER
COMPLAINTS OF RETIRING STAFF

11.20  GRANT OF AWARDS FROM THE COMPASSIONATE FUND OF
GOVERNMENT OF INDIA

11.21 INDEXING OF FILES
Annexures

Annexure - [

Annexure - 11

Annexure - III

Annexure - [V

Annexure - V

Annexure - VI

Annexure - VII

Annexure - VIII

Annexure - IX

Annexure - X

Annexure - XI

Annexure - XII

Annexure - XIII

Annexure - XIV

Annexure - V

P P



