STATUTCORY REQUIREMENTS

Period !

Time
: 1

Agenda- to be finalized before |
30 days of scheduled date of '
meeting.

Despatched - same / next
of receipt of approval.

day

Minutes - within 07 working
days to be Put for approval of
Chairman.

Desp'—?“"ﬂ - saine / next day
receipt of ap it

ol 1 Ox £ x\,L“LA‘ ‘f“

By 31st Marph every year

Statutory Audit

By 31st May every year

Printing of Annual Report

By 31st July of every year

Inputs to D musu’y/ statutory
bodies / Cou

Within 5 working days but not
later than the stipulated date.

d under RTI Act

As prescribed in the Act

 Information aske

ns / inputs for

Immediate but no‘ r than

the stipulated

e Proiject / programme

{ = 1. Bills/ Receipts relating Payments | Process to be initiated within i
] etc to Contractors/outsourced | 'three working days of receipt |
services/ outstation parties ’ i
7 ) received for scrutiay | . - |
| 2. | Tenders/Budget Proposals/ party | Within four working days of
Advances Proposals received for | receipt i
o dssmuatenoo S e i e e il g
| Pas ment ¢ "cutscucel Within .+ v i tg lave i
services/contiaciors rece ned altel |
| approval ol competent authority
|
4. | Files for drawing of advance Advances will be issued atmost

30 days before the
commencement date. Files may
bé initiated for release of -
payments / advances at least
10 working days from the
desired date of release of funds.




ies ‘% be i initiated by scientist
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= . P
SOr any reguirem -
SO any requireineinic /

.
proc “iﬁfﬂ’duu / arr

Adlivn

SANE) |
IMES /' ‘JVO’IL' j

At least 15 days before @
ommencement of the 1

.‘

|

1. | Payment of Salary Last working of every month g
(Salary of March on 1st working |

. qey of April}-
9 | T 7th of EVEery 10Tt |
fi‘zl‘ﬁuuu OI TA /LTC/Local | Claiiis received upto | |
Conveyance claim | pa:d by 25%of t‘ie o omh and |

| clwrms recei ved upte 30“1 w;?.;l be |

? :

" . . 1 i i

4 Reimbursement of Telephone Biils | |
/Newspaper Bills | ‘:

| |

| 5. | Reimbursement of Medical Claim " Claims received upto 15% will be |
" | "‘D? "NbuA (”’”vl oF i

king days of app:

Payment of CEA

lﬁ“m guarterly paymen
structure:

1st - —upto 30t June - ‘
10th June |
288 Citr --upto 809 Sept- ’
sept f
} |

For mon

yment of CPF Advance

rarrecar or any ualar*f arrcar
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E“* meata! T4 Advance/ 10
Advance / Othier Einpioy € Advance

e

Within widx w(:rhmz days from
the ot of receipt of aporoval
fiom coiapetent avdority

10. | Goods / items to be supplied Within 15 days of approval.
against store purchase indent
11. | Store / Stationery issue indent / Within 3 working days of

camplementary indent

approval.

ay Fixation Within 7 working days
h“ rement At least 1 week before it 1s due. |
APARS / Property Returns etc Within stipulated overiod
/ I o &

|- i S -
§ 15. | Files to be sent to competent At least 07 working days in
E 7 | authority for his approval advance of the event. |
| |
| 15 V’c‘udhlv of work pertaining to Within 5 working days of :
% ““““““““ works / AMC / Printing / Film approval. |
! | Production/ out sourced services
| | and other jobs. -
i 17. | Payment against approved files Within 5 working davs.
\ 18. | Issue of Appointment Letters Within 5 working days.
| 19. | Advertisements to be issued af ter within 2 days.
! ~ | approval
| 20, ion on complaints Within 5 working days.
| 21. | Vigilance Cases (action to be Within 10 working days.
| |inidated) _ o o
| 22. C admissibility / Tour Sanction/ | Within 3 days
Leave approval S
3. | Vehicle requisition 1 day in advance. o

| o d Is/ Files received for verification | Within 3 working days.
| 25, | No Dues Certificate 15 days in advance
E 26. | L\pprova‘i to participate / attend any | 05 working days in advance
; local programme / conference
4 27. | Fo warung of application for 07 working days
' nt

} i ion | Time Period

. Cuisoimee ] | cotac semicos 19 be irntiatec vl Lefore say 2
- Z AMCs eic ritonths before the expliy of
! - - existing contract
2. ; Initiating files for inviting tender / Once the stock reaches /
| quotations for re-printing / expected to reach a minimum
| production etc. | level (say 50 copies) _
3. \ Putting cases to DPCs for At least 30 days before the date

DI

omotion or confirmation/
:Di?ff?{??l‘ﬂg Committees etc

due for confirmation /
promotion {or as ctherwise
provided in rules, if anyj.

7
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4. | Grievance redressal of Any member
of Public

S. | To attend to all VIP references within 07 days

6. | Reply of query received regarding
programmes / software / activities |

oF

ete received through print / |

electronic nxedmm

Within 15 days,

7. tlmh@bs(k
Po it vrdr /1oy
: 1o ta e

- by han(‘g

kits: / CDs ete (I3 L workinog doys of receipt of

8. | Deposit of cash etc in accounts on
' a/c of sale Droccedmgs during book
fair / sale counter etc

o

i
|
|
i The same shall b

| accounts section

| du*‘mf Wwor km;{ hours else

| immediately on reaciin

| the bank immediate

dontopd ot
reced:

V1thin

All division shall maintain a record of files / issues pending for
week 1n the following pattern and all division heads may monitor

H ")Wev er

1

pcndin

the Director with reason for delay recorded in writing throu

1. Pending for more than 07 days
2. Pending for more than 15 days
3. Pending for more than a month

4. Pending {or more thar
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issues and give appropriate directions to sort them out
files / issues pending for more than a month may be brought to f

more ine
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