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CHAPTER-1

1. Introduction:

1.1. Mahatma Gandhi National Rural Employment Guarantee Scheme:

1. Mahatma Gandhi National Rural Employment Guarantee Scheme (MGNREGS) is a path
breaking, demand driven wage employment scheme. It is embedded in the Mahatma Gandhi
National Rural Employment Guarantee Act (MGNREGA} 2005. The scheme guarantees 100
days of wage employment in a financial year to every rural household whose adult members
votunteer to do unskdilied manual work.

2. Section 17 of the Mahatma Gandhi NREGA, 2005 mandates that the Gram Sabha shall monitor
the execution of works within the Gram Panchayat and condugct regular social audits of all the
projects under the scheme, taken by the Gram Panchayat. Gram Panchayat shall make avail-
able all relevant records for the purpose of conducting Soctal Audit.

3. Social Audit ensures that MGNREGA is designed and implemented in a manner that is most
suitable to the local conditions and reflects the priorities and praferences of the people affected
by the Act. This is because, through Social Audits, officials receive feedback from the benefi-
ciaries on how the programme is running on field which can be used to impiement the pro-
gramme better.

4. The State of Odisha has constituted an independent Sociaf Audit Unit in the name “Odisha So-
ciety for Social Audit Accountability and Transparency (OSSAAT)". The OSSAAT in Qdisha is
being implemented by Panchayati Raj & Drinking Water (PR & DW) Department as opposed to
Department of Rural Development (DoRD) in other states across India.

1.2. Odisha Society for Social Audit, Accountability and Transparency (OSSAAT)

OSSAAT is to work towards strengthening and deepening the Social Audit processes in Odisha
so that Social Audit shall become an integral part of the state governance in the State. The OSSAAT
shall ensure the autonomy and purity of the Sdcial Auditpracess is to be maintained by all Stake hold-
ers under MGNREGS.OSSAAT will create environment for the Gram Sabha and PalliSabha to conduct
impartial and effective Social Audit for the development schemes and programs in ifs territory and fo
ensure the social audit process remains autonomous from main stream of Government Administration
as well as the implementing agency at all times and enable the community to exercise the right be-
stowed on them through MGNREGA and other developmental schemes.

1.3. Scope of Operations:

a. In order to achieve the above objeciives, the Society shall direct its resources towards Perfor-

mance of the following financial functions:
> The Society shall keep proper books of accounts at its registered Office.
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»  The audit shall be done by C & AG approved Chartered Accountant firm.

~ The audit both internal and statutory shall be done as per the provision laid in the bye-law
and the report thereof shall be approved by Executive Committee and Governing Body.

# Every Member of the Executive Committee & Governing body shall have right of inspection
of accounts and registers maintained by the society and proceedings of the meetings of the
society at any time during office hours.

» The account of the society shall be opened in a Scheduled Commercial Bank approved by
the Chairman Executive commitiee or in a Scheduled Commercial bank as may be speci-
fied by the Ministry of Rural Development, Government of India. All funds shall be paid into
the Society’s account with the appainted bank and shall not be withdrawn except through a
cheque, bill note, other negotiable instruments or through electronic banking {e-banking)
procedures signed / electronically authorised by such authorities of the Society Secretariat
as may be determined by the Executive Committee.

» The Society shall switch over to e-Banking procedures as and when the Ministry of Rural
Development, Government of India directs the Society to do so as the principal donor to the
society.

» Receive, manage {including disbursement to / implementing agencies) and account for the
funds received from the Ministry of Rural Development, Government of India.

b.  For performing the above task, the Society shall:

> Establish and carry out the administrative and management of the Society’s Secretariat,
which will serve as the implementation arm of the Society.

» Create administrative, technical and other posts in the Secrefariat of the Society as
deemed necessary after taking due approval of Govemment.

» Eslablishing its own compensation package to employee and retain or dismiss parsonnel
as required with the approval of Executive Committee and Governing Body.

> Establish own procurement procedures and employ the same for procurement of goods:
and services in accordance with prevailing Govt. norms and practice.

> Make rules and bye-laws for the conduct of the activities or vary them from time to time, as
deemed necessary with due approval of Governing Body of the Society.

1.4 Financial Independence:

The state allocation of 0.5% of total annual expenditure under MGNREGS (1/12 part of admin-
istrative costor as prescribed by MoRD will be received directly from the Ministry to the bank account of
the Sociat Audit Unit of the State.
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1.5 Special Financial Assistance:

The Ministry had decided to meet the costs of recruiting minimum core staff of the Social Audit
Unit at the State and District Level through a Special Financial Assistance (applicable up till 2020), that
is over and above the allocation of 0.5% of the total annual expenditure under Mahatma Gandhi
NREGA for meeting the cost of conducting sccial audit of Mahafma Gandhi NREGA works. This finan-
cial assistance will continue to be over and above the 0.5 percept allocation from the total annuat ex-

penditure of the state MGNREGA expenditure in one financial year.

The norms for the costs of recruiting minimum core staff under the revised Special Financial As-
sistance shall be as per the norms prescribed by MoRD, Govt. of India.
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CHAPTER-2

2. Accounting:

2.1. Accounting Concepts

2141

2.1.2

2.1.3

The bocks and accounts of the society shall be maintained and financial reports shall be pre-
pared based on the following accounting concepts and applicable Accounting Standards issued

by the Institute of Chartered Accountants of India.

Double Entry System

Double entry is an accounting technique, which records each transaction both as a credit and a
debit. Credit entries represent the sources of financing, while the debit entries represent the
uses of that financing. Each credit may have one or more corresponding debits. Similarly multi-
ple credits may have one corresponding debit. Thus the system of double entry bookkeeping
always leads to a set of balanced ledgers with credit and debit accounts. Selected entries from
these ledger balances are then used to prepare the Income and Expenditure account, Receipts
and Payment account and Balance Sheet. The Accounting system should be both in soft cop-

ies i.e, in computer accounting and hard copy i.e. maintenance of ledger,

Accrual Concept

The 12th Finance Commission of India had recommendad transition fo acerual accounting for
both Central and State governments. Central government has accepled this in principle. Ex-
penses incurred for a particular accounting period shall be considered in the same period, irre-
spective of whether such expenses have been paid in cash/cheque or not in that year. Mean-
ing, transactions are entered in the books of accounts, when they become due. Transactions
are recognised as scon as a confirmation to receive revenue andior an obligation to pay a lia-
bility is acknowledged/ accepted. Expenses are recognised when the resources are consumed

. and incomes are booked when they are eamed. Grants received for a specific accounting peri-

od are considered as incomes of the same period, even if same is received next financial year.

Rule of Propriety: (Rule-9 of OGFR foliowed)

Every officer incurring or authorizing expenditure from public moneys or stores should be
guided by high standards of financial propriety. Among the principles on which emphasis is
generally laid are the following.

l. Every public officer is expected to exercise the same vigilance in respect of expendi-
ture incurred from public moneys as a person of ordinary prudence would exercise in

respect of expenditure of his own money.
fl. The expenditure should not be prima facie more than the occasion demands.
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fll.

v

No authority should exercise its powers of sanctioning expenditure to pass an order
which will be directly or indirectly to its own advantage.
Public moneys should not be utilized for the benefit of a particular person or sanction of
the community unless-

The amount of expenditure involved is insignificant, or

A claim for the amount could be enforced in a court of law, or

The expenditure is in pursuance of a recognised policy of custom.

The amount of aflowances granted to meet expenditure of a particular type should be

so regulated that the alfowances are not on the whole a source of profit to the recipi-
ents.

e 0
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CHAPTER-3

3. Authority Structure

3.1. Roles and Responsibility of Accounting Personnel:
As there is no provision of Accountant in the staff structure, one of the Social Audit Experts may

be designated as Accounting Personnel/ Social Audit Expert (Accounts) through office order
until one accountant in regular or contractual basis will be engaged in OSSAAT. The roles and
responsibility of accounting personnel/Social Audit Expert (Accounts) of OSSAAT will be super-
vised by Director, OSSAAT & Accounts Officer, OSSAAT and Accounting Personnel will take
responsibility of OSSAAT account affairs related the following activity, which shall be followed
striclly. The person holding the post shall be accountable for non-performance of the responsi-
bilities assignedt to him. In no case accountability can be delegated. Disciplinary actions as per

provision of the manual or as per the office order shall be taken against the delinquent official.

3.2. Responsibility of Accounting Personnel for Management of Society Accounts:
(a) Responsible for management of OSSAAT accounts.
I Preparalion of receipt and payment voucher on daily basis without any delay.

il. The date of the voucher, the amount in words and figure, heads of accounts,
debit/credit, the name of the party/supplier, narration of the transaction,
cheque no and bank account no and other details as required shall be written
on the face of the voucher,

{b} Sign of the voucher (referred above) at the appropriate place.

(c) All the necessary supporting documents such as bills/finvoices, purchase order, state-
ment of accounts, office order, stock receipt note, or bank advice efc. in respect of re-
ceipt of materials for society's store, shall be duly enclosed with the voucher.

(d) Preparation of Journal vouchers on daily basis without any defay. The date of the
voucher, the amount in words and ﬁgure: heads of accounts, debitfcredit, the name of
the partyfsmipplier, narration of the transaction and other details as required shall be
written on the face of the voucher and signed over the voucher.

(e} Submit the voucher prepared by the Accounting PersonnelfSAE Accounts toAccounts
Officer for verification.

(fy Make entries of the approved vouchers in the books of account/accounting software on
daily basis without delay.

(@) Shali print, verify and keep the day book up-to-date on daily basis.

(h) Maintain Society's fund receipt register{Format-V), SFA uses Register (Format-Vl) So-
ciety's fund uses register (Format-VIf), Bills Payable Register (Format-VIf), Society’s

gl
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fixed deposit Register {(Format-IX), Security deposit received register (format-X{a}),
EMD register {Format-X{b)}, Fixed asset Register {Format-XI), EFMS and Tally. Hard
copies of the same will be retained in the office with signature of competent authority.

() Shall keep all the vouchers, TDS returns in safe custody in an arch file and bound
them periodically.

() Obtain the bank statement of society’s bank account on a weekly basis.

(k) Preparafion of the bank reconciliation statement every month for verification of Ac-
counts Officer and approval of Director.

() Preparation of return of TDS and submission of the same to higher authority for verifi-
cation.

{m) Produce the books of accounts to the inspecting officials including auditors

(n) Fund Release to District for conduct of Social Audit.

(0) Ensure Financial Audit of District on the expenditure incurred for conduct of Social Au-
dit.

(p) Collect UC & SoE from District and submit to higher authority for verification after con-
sofidation.

(q) Shall obtain the Utilisation Certificates of fund for conduct of Social Audit in the field
from district authorities and pass necessary entries.

(0 Shall maintain Utilisation certificate register and prepare periodic statement of pending
UCs in the format given.( Format X1V and XV)

(s) Produce the books of accounts to the inspecting officials including auditors.

() Cheque book shall be kept in safe custody under proper lock and key with the Ac-
counting Personnel/ SAE Accounts other than the Accounts Officer and Director, OS-
SAAT.

(u) All confidential records shall be kept by the Accounting Personnel/SAE Accounts in
safe custady in the iron safe or lockers.

{v) Maintain EMD received and Security deposit received Register on a regular basis to
have readymade information to the management.

(w) Maintenance of fog book for the use of own vehicles, telephone, Xerox machine and
others of the society.

(x) Maintenance of attendance records and preparation of pay bill and salary slips (format-

XVl and XIX)
=5 %
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3.3, Activities under Contingency

Accounting Personnel/SAE Accounts shall be responsibie for the following activities:
(a) Shall make annual Budget for OSSAAT to conduct of Social Audit in the State.

{b) Shall prepare Separate Budget for State Share Contingency.
{c) Shall monitor the expenditure incurred from contingency at district leve!.
(d) Shall ensure fund release from district.

{e) Shall obtain all the necessary supporting documents contingency accounts.
(f) Shall produce the books of accounts to the inspecting officials including audi-
fors.

{g} Any other assignment given by Authorities.

3.4, Activities under Stock & Store

One of the Social Audit Expert who is dealing with establishment of OSSAAT (other
than the Accounting Personnel/SAE Accounts) shall be designated as "SAE stock & Store”
through office orderuntl! one regular or contractual staff will be appointed and will be responsi-
ble for the following activities:

(a) Shall make entries of the fixed asset and other consumable items purchased
by the society in the purchase register.

{b) Update Daily Stock & store as well as Fixed Asset register.

(¢) Manage Inventories

(d) Coordinate for Physical Verification

{e) Produce the books of accounts to the inspecting officials inchuding auditors.

(f) Any other assignment given by Authorities.

3.5. Accounts Officer
Accounts officer shall be responsible for verification & Supervision of the entire accounts

of the society and particularly
{a) Shall verify and approve the receipt, payment and journal voucher as submit-
ted to himher on daily basis. Shall put the date and her/his initial on the
voucher in token of herfhis approval, above ‘approved by".

(b) Shall sign the cheque as one of the authorized signatories at the first instance
50 as fo take the responsthility of cheque being fssued to the right person and
for the right amount and at right time.

=i
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(h)

{0

0

(k)

3.6. Director, OSSAAT:

iv.

Shall apprave the payment as per herfhis approval power limit.Shathe shall
submit before the competent autherity for approval of the payment beyond his
limit.

Shall verify the bank reconciliation statement and accounts day book on

weekly basis.
Supervise the work of the staffs of accounts section regularly.

Shall sign the pay roll of the employees of the society, prepared by the ac-

counts section before release of payment to them.

Shall be responsible for timely preparation and approval of budget of the so-
ciety. Shall verify the draft budget and submit to the Director, OSSAAT for fi-
nalisation and get it approved as per the rules of the Society.

Shall get the annual accounts of the society adopted in the executive commit-
tee and Goveming body meeting of the society and get it audited before 31st
May of the following year.

Shall select officials of the society for the physical verification of the assets of
the society and conduct the verification every year preferably on 31st March

before audit.

Accounts officer is empowered to deduct the advance amount in case of de-
lay by the staff in settling the advance taken by him in due time.

Shall responsibie for timely submission/deposit of statutory return.

Director, OSSAAT shall be responsible for proper administration of the affairs
of the Society and implementation of various acfivities of the society.

ii. He shall be exercising the financial powers keeping in view the advice of the

Accounts Officer.
Shall approve the payment as per his/her approval power limit.

The Director shall ensure that,

a. Funds allotted have been expended in furtherance of objectives of the society and on items for

which provision has been made and approved.
b. His responsibility extends not only to monitoring of activities and submission of monthly and
other periodical financial and physical performance reports but also timely preparation and

submission of such other reports as are required by Govt. of India and Gowvt. of Odisha.

=S
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v Director is the overall supervising and approving authority of alt accounts re-

lated matters of the Society.

3.7. Administrative Section
The state MGNREGA celi, PR & DW Department, Govt. of Odisha will be the Administra-

five section of OSSAAT and shall be responsible for the following jobs:

ta) Procurement of consumables, printing and stationery, books and periodicals,
laptops, furniture and other materials and fixed assets.

(b) Recruitment/ hifing of services of consultants, faculty, and resource persons
etc. Hiring of vehicles.

(c) Engaging constructors of civil works and other activities.

{d) Maintaining the records of stock register and procurement related activities.

(e} fssuing purchase/service orders to the parties with a copy to accounts section

of OSSAAT.
(i Physical inventory control of the stocks of consumable and other materials.

11
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CHAPTER-4

4. Internal Control

internal control is a series of procedures followed to promote sound management practic-

es, both in general and financial transactions which shall not allow any irregularity in the functioning

of the society.

4.1. Fund flow mechanism:
OSSAAT will receive funds in its Bank Account by e-fransfer or cheque or by cash to be depos-

ited directly in the account. The salary/remuneration of the stafis and resource persons will be directly
credited to the accounts of staffs from OSSAAT account through e-transfer/ cheque/DD. Training,
workshop and contingency expenditures at state level will be made through cheque or e-transfer to the
accounts of the concemed agency or party. Besides, for training, workshop and other contingency ex-

penditure at District and Block level, the funds can be channelized to districts and blocks through ac-
counts of PD, DRDA and BDO respectively.

4.2. Supervision and Reporting
Work done by Accounting Personngl/SAE Accounts and SAE stock & Store must be super-

vised by Accounts Officerand work of Accounts Officer must be supervised by Director, QSSAAT. Di-
rector, OSSAAT is also accountable to Chairperson of the Executive Commitiee of the society. The
senior official will put herhis initial on the document in token of such supervision. In case of any irregu-
larity with respect to accounting principle or concept or any procedure the matter shall be reported to
the higher authority. Under any circumstances, no transaction shall be effected by any single personnel.

Supervision of work is applicable to work of any personnel.

4.3. Control of Advance
No advance shall be given without approval of appropriate authority as prescribed in financial

delegation of powers. Advance can be given for defraying the expenses of travel, lodging and boarding
as per TA rule, for procurement of goods or services, against salary or for making other payments. Re-
cipient of such advance shall setlle the advance within seven days of the receipt of the advance. In
case the advance is taken for defraying the expenses of travelling, it shall be settle within seven days of
arrival from the tour. In case, advance amount is not spent by him within seven days the amount shall
be refunded to the accounts section forthwith. Advance drawn against salary as festival advance or
otherwise shall be repaid by the advance on instalment as recommended in the approval of the ad-
vance. Advance for petty purchase not exceeding Rs.1000/- may be given as per provision of manual.
The amount shall not be more than the requirement, The staffs are obliged to settle the advance by way

g
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of submitling the bill within seven days. No advance [o a siaff shall be given unless he has seitled his

earlier duesfadvance.

4.4. Safe Custody of Password, Cheque Book and Confidential Records
Cheque book shall be kept in safe custody under proper lock and key with the Accounting Per-

sonnel/ SAE Accounts other than the Accounts Officer and Director, OSSAAT. All confidential records
shall be kept by the Accounting Personnel/SAE Accounts in safe custody in the iron safe or fockers.
The Accounting Personnel can use the password of computer for entering accounting data, Passwords
used for entering the accounting data shall not be disclosed to others by the person using the pass-
word. The password may be changed by the system administration on a weekly basis for ensuring bet-

ter security.

4.5. Physical Verification of Cash and Fixed Assets
For physical verification of Cash and fixed assets,

{a) Incase there is an environment of holding physical cash by the society, physical verifi-
cation of cash shall be made at the end of every month by the Accounts Officer and Di-
rector, OSSAAT. They shall sign the cash verification register in token of the verifica-
fion of cash. The defail of numbers of currencies/coins and their denomination shall be
recorded in the prescribed register.

{b} There shall not be holding of any Liquid Cash. No Cash payment is allowed.

(c) Physical verification of Fixed Assels shall be undertaken by Director, OSSAAT every
year preferably during the month of March. The book balance of the fumiture, fixtures,
computers, Xerox machines, office equipment and others shall be verified with the
physical existence and its funclion. The SAE Stock & Store shall identify the assels ac-
cording to the embossed unique fixed asset code on every asset, count and report the
status to the Accounts officer in the prescribed format duly signed.

(d) The records of physical verification shall be preserved in the file for future reference
and for audit pl;rpdse. ‘ :

(e) In case of any discrepancies necessary disciplinary action shall be taken by the Ac-
counts officer/ the management of the society.

4.6. Training and Capacity Development
Training of support staffs and officials shall be conducted periodically. Training on necessary

topics shall be arranged in discussion with Administrative Department (MGNREGS Cell, PR &
DW Dept.) Such trainings will be taken up to enable the staff members to do their present job

more efficiently and prepare them for future assignments.

g\
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CHAPTER-5

5. Accounting Policy and Procedure

5.1. Book Keeping
The Books of Accounts and ait other memoranda and records, which support in any way the

entries therein, shall be maintained in such manner as to disclose full information relating to
any account. The entries in each account shall be supported by such detailed information as
will render certain identification and verification of recorded facts. Al books and records shall
be maintained on daily basis and all day-to-day transactions shall be recorded in such books &
records on every day. All books and records shali be preserved for a period of 15 years and
filed in such a manner as to readily permit examination and Audit thereof by the Auditors ap-
pointed by the Society and A.G., Odisha, Internal Auditor from Govtand such other agency,
whenever desired by appropriate authority.

5.1.1 Accounting Records

(a) The Accounts of the Society will be prepared on accrual basis under Double Entry Sys-
tem of Accounting following the accounting standards as prescribed by the Institute of
Chartered Accountants of India.

(b) The accounts of the Society shall be maintained on softwere like PRIASoft/ Tally.

{€) The Accounting software shall have a robust back-up and security system.

(d) The financial year of the OSSAAT shall be from 1st Aprit to 31st March

(€) The maintenance of records shall be in such a way as to comply with requirement of

Statutory Acts such as the Income Tax Act, 1961, PF Acts efc.

51.2 Classification and Codification of Income, Expenditure, Assets and Liabilities.

(a) Chart of Accounls provides the structure for recording and reporiing financial transac-
tions in a umform manner so as fo faciiitate comparlson of income expendl’[ure assetor
liability from year to year,

(b) A unique code either mnemonic or numeric shall be given to each type of accounts. For
this purpose every type of receipts and payments to be classified suitably. The classifi-
cation shall be incomef expenditure/ asset / liability. Codification of each type of ac-
counts shall be made to represent unique identity. This account code shall be used
consistently. Cost centre codeflocation code shall be given to each type of expenses

accounts.

14
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Table 2: Sample Accounts Mentioning Type of AIC, AIC Group and A/C Head and sub-

account head

Accounts code structure is given in Table-2 above.

f.

Cost centre code: In order to know the efficiency of each department/cellflocation
of the society over a period of time, different cost centre can be created on the basis
of location ( state, districts) or and on the basis of deparimenticell {accounts, pro-
gramme implementation, administration etc.). Cost centre code can be tagged to
the expenditure {by putting the cost centre code on the voucher and entering it in
the books of accounts) for generating reports of expenditure in respect of each cost
centre for evaluation purpose.

Location Code; The code of the location where grant has been provided or ex-
penditure has been carried out. The location code will have 4 digits. The following
table provides the codes for ali locations till the block level. This code can be used
as cost centre code for expenses and incomes of the society.

State Sociefy: M

District: 01-30

Block: 01-26

Type of department/cell: The code of the cell shall be of 2 digits. This can be used
as cost centre code for income and expenditure of the society. For example 01 can
be for administration, 02 for program implementation,

Table 1: Sample District Accounts showing use of Location Codes

01 0100

ANUGUL
Block 1 01 0101
Block 2 02 0102

15
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5.1.3 Recording of Transaction
Every transaction that has a bearing on the financial status of the society is to be recorded in

the books through an “entry”. An entry must have certain essential characteristics in order to

maintain a proper accounting system. Thase are:
{a) The date of transaction;

{p) Voucher Number i.. the document reference number of the transaction;
(¢} The account heads/code debited and credited;
(@ The amounts for each such debit and credit head;

(e} The narration i.e. an explanation of the nature of the transaction;
0  All supporting documents evidencing the transaction;

(@ Signatures of the person prepared the voucher, verify the voucher and
passed/approved the voucher on the face of the voucher as a token of preparation,

verification and approval of the said transaction respectively.

Posting of the amount to the debit and credit of heads accounts as mentioned in the

approved voucher.

Entries of all transactions during the day shall be made in the Books on the same day.
A printout of the day’s transactions (Daybook) shall be taken after such entries. The Accounts
Officer shall verify all the entries there in and preserve the same in a proper file.

No entries shall be allowed to be modified/ rectified after the same is entered info the
computer system of the society. Accounting software shall not have the facility of changing an
entry. In case of requirement, necessary joumal entries with due approval from the Accounts
officer is to be entered to effect the rectification.

5.1.3.1 Recoeipt
All funds received on behalf of the Society through any mean i.e. Cash, Negotiable Instrument,
Intemet Banking should be acknowledged by a receipt.The recaipt may be either in pre-
numbered printed form or generated through computer software in case of e-receiptie-transfer.
(Refer Format-XXl)

2

)
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Ali receipl vouchers shall be seiially numbered verified and passed by authorized official and

entries are to be made in the accounting software on daily basis.

Necessary evidence of recsipt ie. copy of cheque, acknowledged bank advice shall be en-

closed with the receipt voucher,

The vousher shall be duly verified with respect to the account to which it is to be credited.

5.1.3.2 Payment
All the payment shall be made in account payee cheque or through e-transfer. There

shall be no cash payment.

The payment voucer (format-XXIi) shall be self-contained in all respects and shall be
printed/prepared in the prescribed format. The bills attached to the voucher shall be in original,
Alf other supporting documents pertaining to a particular voucher shall be tagged together with
the voucher only. To the extent possible it shall be ensured that the attachments to the voucher
do not have over writings and corrections of any kind. Once payment is made for a particular
bill, ‘Paid’ rubber stamp along with the date of payment shall be affixed on the vouchers as well

as on all the supporting documents.
The following shall be checked before passing a voucher for payment,

{a)  Whether the expense is allowable i.e. eligible under the Program and within budget
allocation

{b) Whether prior administrative and financial approval has been obtained from competent
authority, as per approved delegation of powers.

(c}  Whether the approving authority is authorized through the intemal delegation of pow-
ers to decide on the same.

(d)  Whether all the necessary supporting documents are available with the voucher.

{6) Whether all the terms of the purchase orderfwork orcler!conlract have been satisfied.

{f) Whether the receipt of the material has been properly entered in the stock Register.

(@) Whether the purchases, if any, made are in accordance with the approved procure-
ment guidefines.

(h) Whether sufficient funds are avaifable in the bank account.

{)  Whether TDS etc. have been duly deducted from the bill,

()  Application of the Funds of the society shall be restricted to the activities of the Socie-

ty as-enumerated in its memorandum of association.
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51.4 Books of Accounts (System Generated)

5.1.4.1 Cash book
A Cash-cum-Bank Book {refer Format-I} is a primary book of entry that records all
fransactions in which all bank receipts and payments are involved. All the Bank receipts shall
be entered in the debit side mentioning from whom and for which purpose the
cash/bank/cheque was received and all payments either by cheque or through e-transfer
should be entered in the credit side mentioning to whom and for which purpose it has been

paid. One bank book is required to be maintained for every bank account.

5.1.4.2 Journal Book
It is also a primary book of entry that records all transaction of inter-personal nature,

depreciation, adjustment entries and rectification entries. (Refer Format If)

5.14.3 Ledger
The General Ledger (Refer Format-ill) is an important register in which all transactions
recorded in the bank book or journal, are classified under different heads of accounts as codi-
fied. Bank book folio reference is given against each entry. It is used to sort basic financial in-
formation. Each page or series of pages are dedicated for each heads of accounts. It is the ba-
sis for the Trial Balance and the starting point for preparation of financial statements.

5.1.4.4 Non- fixed assef Stock Register
Stock register {refer Format-Xll) shows the receipt and use of stocks of consumable
items and fixed assets. Each page of the register is dedicated for one item of stocks. Bank
book folio reference is given against each entry. This is to be maintained by the Administrative

section of the society.

5.1.4.5 Supplier/Party ledger
Supplierfparty ledger is in a register in which all transactions recorded in the bank book

or joumal, in respect of supplier/party are recorded with bank book or journal book folio refer-
ence. It shows ali debit and credit entries with respect fo each such party in one or more series
of folios {in one place) with balance outstanding at any point of time. This hefps in monitoring

and control of the account.

5.1.4.6 Advance Ledger
Advance Ledger is a subsidiary ledger which is like party ledger and relates to the ac-
counts of persons/agency i.e. staffs and institutions who takes advances. The purpose for

1%
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which advance is laken should be maintained in the advance ledgar It acis as a monitoring and

controlling fool for the accounts cell.
3.14.7 Fixed Asset Register

Fixed Asset Register (Format — X) is a register which gives detail of all fixed assets
such as computers, laptops, Xerox machine, fax machine, Air conditioner, fans, chairs, tables,

TV, projector, building, land, vehicles etc. of the society.

The Register shall show the detail description of the asset, the unique identification
code {embossed on the asset), the cost of the asset, the location of the asset where it fies, the
custodian of the asset, ihe rate of depreciation, folio no of stock register, the date of physical
verification and findings thereof, Physical status of the asset, the dats of disposal with order no

and date followed by initials.
51.5 Other Records

5.1.5.1 Cheque Receipt Register
It will show the date of receipt of cheque, the amount of cheque, the party from whom
the cheque has been received, the number and date of cheque, and name of drawer bank and

branch. (Format-IV and Format VI)

5.1.5.2 Cheque Issue Register
It will show the date of issue of cheque, the amount of cheque, the party to whom the
cheque has been issued, the number and date of cheque, and name of drawer bank and

branch. {Format-VI and Format VII).

5.1.5.3 Utilisation Cerfificate receipt register and UCs register
it wili show the Utilisation Certificates received from DRDA, other implementing agen-
cies and pending UCs against each such authority. (Refer format X1V and XV)

5.1.5.4 Pay bill register for employees of society and for staff on deputation
The register shall be prepared with required confidentiality and kept and maintained
under the supervision of the administrative section and accounts section. (Refer format XVl

and XIX)

2.1.5.5 Fixed deposit registers
The register shall contain the details of the fixed deposits made by the society out of
the funds of Society/SFA and defails of malurity value, name of bank, date of maturity ete.

{Format IX)

DN
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51.5.6 EMD received and Security deposit received Register
FMD received and Security deposit received Register shall contain the details of EMD
received and refund thereof, It shall be maintained by the Accounting PersonnelfSAE Accounts

on a regular basis to have readymade information to the management. (Format X (a) and X (b))

5.1.5.7 Audit objection Register
The register shall contain the details of audit objection raised by the auditors and com-

pliance thereof and can be used as tool fo settle the audit objection in time (format XX).

5.1.5.8Log book for vehicle

A log book shall be maintained in the prescribed format for each venicle either hired or
owned by the Society. As regards the maintenance of Logbooks relating to the vehicles the fol-

lowing aspects are to be observed:

(a) The driver in charge of the vehicle should make entries every day in the book as per
the columns provided for and obtain attestation of the Officer concemed for use of the
vehicle.

{b) The entries should be legible and written in ink. Overwriting should be avoided; correc-
tions if any should be atiested.

(c) The driver should record comect quantities of petrol, Diesel, Lubricating Ol etc., re-
ceived with stock received Note No. or bill No. Date, Name of the Office from which re-
ceived.

(d) The driver should also record the details of periodical servicing/repairs carried out and
spares fitted to the vehicle in the appropriate pages provided for the purpose.

(e} After completion of each month the monthly abstract as providéd should be prepared
by the driver to obtain the signature of the concerned officer.

(f) The log book should always be with the vehicle and should be produced before the in-

_ specting officer, when called for. . ‘

(g) Excess consumption of POL. if any, should immediately be brought to the notice of the
Officer concemed, to get the consumption’s tested and seek further instructions from
the officer concerned.

(h) Loss of tools, accessories efc., should immediately be brought to the notice of the Of-

ficer concerned.

Ba’
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5.2. Banking Operations:
5.2.2  Opening of Bank Account

The Society shall open an account in its name in a scheduled Commercial Bank ap-
proved by the Executive Committee or Chairman of the Executive Committee, OSSAAT. The bank ac-
counts so opened shall be operated jointly by Director, OSSAAT and Accounts Officer, OSSAAT. SMS
alert on mobile and view facility on the system may be provided to Director, OSSAAT for the Bank ac-
counts.

The Bank Account should be in the name of OSSAAT(Odisha Society for Social Audit,

Accountability and Transparency) has been opened for:

(a) e-receiptof the amounts from the government of Odisha and Government of india,

(b) e-receipt of the amount from others,

{c) E-payment of the amount to the account of different agencies for conduct of Social

Audit and payment of salaries of staffof Social Audit Unit.

{d) The Society shall switch over to e-Banking procedure as and when the Ministry of Ru-
ral Development, Gol direct the society to do so as the Principal Donor of the Society.

(e} Any other receipts.

5.2.3 Operating the Bank Account
(@) All the funds received from the Govemnment of India and Government of Odisha shall

be kept in one Bank account opened in a scheduled commercial bank in the name of
OSSAAT.

(b} The account should be operated jointly by Director QSSAAT and Accounts officer,

(c) The funds received in Cash and Negotiable Instruments should be deposited in the
bank account on the same day. In case the next day is a holiday then the deposit wil
be made in the next working day.

{d) Any payment shall be either made through e- transfer or through account payee

cheque.
{e) No payment shall be released unless duly authorized by competent authority. Compe-

fent authority means respective authority as per financial delegation of powers of the
OSSAAT (refer annexure-1).

524 Use of Cheque Books
{a) Cheque books shall be kept in safe custody

’j))g:
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(b) Before the use of last 5 fclios of cheque book, requisition shall be made to the. bank

and new cheque book shail be oblained
(¢} The details of the issue of cheque folio shall be entered in the Fund usage register (re-

fer format-VvI, VII).
(d} Chegue shall be dated and signed by the authorized signatories only.
(e) In case of loss of cheque book or any unused cheque leave, it shall be immediately re-

ported to the Accounts officer and also the concerned bank with a request for 'stop

payment'.

5.3. Statutory Compliance
531 TDSreturn
Tax shall be deducted frem sources (salary, rents, fees, due of coniractors etc.) and
deposited info the CBDT account as per the provision of Income Tax Act, 1961. And necessary
returns of income tax to be filed with the income tax authority welt within the time as per the

provision of income tax law.

53.2 PFRetum
Employer's and employee's contribution to the provident funds shall be deducted from

the respective accounts and shall be deposited to the respective PF account of the employees
and necessary retumns shall be filed with the provident fund authority in time as prescribed by
MoRD.

5.3.3 Income Tax Return
The Income tax retum of the society shall be prepared and filed with the income tax

authority within the due time.

5.3.4 Other Stafutory Retumn
Professional tax/ GST to be deducted as per law and deposited with the authority concerned in

time,

5.3.5 Staff Entitlements

5.3.5.1. Provident Fund {PF), ES! and House Rent Allowance (HRA}

EPF and ESI will be applicable for the staff as per the norms of MoRD, Gowt. of India. HRA
shall not be applicable to the contractual staff and outsourced staff.

5.3.5.2 Group Insurance

Group Term Insurance and Group Health Insurance may be provisioned for only contractual
staff as per discrefion of the Executive Committee of OSSAAT.
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5.%.5.3 Provision for TA & DA

TA / DA rules are mentioned under Financial Manual in Annexure- 2 and are subject to the ap-
proval of the Governing body of Society.

54 Reporting

3.5.1 Utilization Certificate

(a) The Society shall obtain the utilization certificate of the amount spent for Social Audit
under MGNREGA on a monihly basis. Utilisation certificate for the amount drawn from
the bank during previous month shall be submitted Jatest by the end of following
month,

(b) The format of Utilization Certificate is as per the formats prescribed by Gol or Qdisha
General Financial Rule (7A) as the case may be.

{¢} Accounts Officer of the society shall be responsible for obtaining the same. All the

heads of said instifutions shall equally be responsible for sending the utilization certifi-

cate in due time.

552 Receipt & Payment Account
{a) This is summary of cash and bank transaction over a period of time. Total of all re-
ceipts and total of all payments against each heads of accounts over the period for
which the Receipt and Payment Account is fo be prepared are shown in the Receipt
and Payment Account.
{b) The Receipts and Payments Account shall be prepared at the end of each month for

management of information and for internal audit.

55.3 Income and Expenditure Account
(a) A financial statement is a statement thal’ measures the Society's financial performance
overa spe;:iﬁc period. All revenue expanditure and income of the Society for a period
is shown with net surplus or deficit in this account.
{by All incomes and all expenses incurred whether it is paid or otherwise shall be consid-

ered while preparing this account.

554 Balance Sheet
it is a statement of assets and liabilities of the Sociely at a particular date. At the end of
each accounting period for statutory audit and at any date, the Society shall prepare a Balance

0\
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Sheet to shaw its financial position. The Corpus fund, other funds and creditors will be recorded

in the liability side whereas the fixed and current assets to be entered in the asset side.

555 Cash Flow Statement
Cash flow statement as per the Accounting Standard AS-3 issued by the Institute of

Chartered Accountants of India shall be prepared annually and as and when required.

556 Others
Other financial report shall be prepared as and when required.
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CHAPTERG

6. Procurement of Goods and Services:

Every authority delegated with the financial powers of procuring goods in public inferest shall
have the responsibility and accountability to bring efficiency, economy, and transparency in matiers
relating to public procurement and for fair and equitable treatment of suppliers and promotion of compe-
tition in public procurement.

The procedure to be followed in making public procurement must conform to the following yardsticks:-

{i) The specifications in terms of quality, type elc, as also quantity of goods to be procured,
should be clearly spelt out keeping in view the specific needs of the procuring organisa-
tions. The specifications so worked out should meet the basic needs of the arganisation
without including superfluous and non-essential features, which may resuit in unwarranted
expenditure. Care should also be taken to avoid purchasing quantities in excess of re-
quirement 1o avoid invenlory carrying costs;

(i) Offers should be invited following a fair, transparent and reasonable procedure;

(i)  The procuring authority should be satisfied that the selected offer adequately mests the re-
quirement in all respects;

(v)  The procuring authority should satisfy itself that the price of the selected offer is reasonable
and consistent with the quality required;

v At each stage of procurement the concemed procuring authority must place on record, in
precise terms, the considerations which weighed with it while taking the procurement deci-
sion.

(vi)  Purchases must be made in accordance with the definite requirements of the public ser-
vice. Periodical indents should be prepared and the goods/ arficles as needed as per the
Procurement Plan obtained by means of such indents. Simultaneously, care should be tak-
en not to make unnecessary purchase of goods much in advance of actual requirements, if
such purchase is likely to be unprofitable to Government, coupled with unwarranted inven-
tory carrying cost. Where sales, consumption or usage limits of goods have: been laid down
by competent autharity, the officer ordering a supply should also certify on the purchase
order that the prescribed scales or limits are not exceeded.

6.1.  Procurement through rate contract system: In respect of goods for which rate contract has
been entered into by the Director of Export Promotion and Marketing, purchases of such goods; by all
Deparlments of Government, Quasi-Government agency and State owned corporations should be only
from sources with whom such rate contracts have been entered into, by placing order in accordance
with the procedure outiined for the purpose by Industries Department.

6.2. Registration of Suppliers with Departments requiring Bulk supply of goods: Administra-
tive Departments requiring bulk supply of goods may prepare and maintain item wise list of eligible and
* capable suppiiers. Such approved suppliers will be known as ‘Registered Supplier’.

(i} Other Administrative Departmentsitieads of DeparimentsiAgencies may ufilise these kists as and
when necessary. Such registered suppliers are also prima facie eligible for consideration for procure-
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menl of goods through Limiled Tender Enquiry. Further, they are ordinarily exempted from furnishing
bid security along with their bids. If necessary, a Head of Department, with the approval of Government,
may also prepare and maintain list(s) of registered suppliers of goods which are specificaily required by

that Head of Department.

(i) Credentials, manufacturing capability, quality control systems, past performance, after-sales service
facilities, financial background etc. of the supplier {s) should be carefulty verified before registration,

(iiiyThe supplier (s} will be registered for a fixed period (between 1 to 3 years) depending on the nature
of the goods. At the end of this period, the registered supplier (s} willing to continue with registration are
to apply afresh for renewal of registration. New supplier {s) may also be considered for registration at
any time, provided they fulfil all the required conditions.

(iv)Performance and conduct of every registered supplier is to be watched by the concemed Depart-
ment. The registered supplier(s) are liable to be removed from the list of approved suppliers, if they fail
to abide by the terms and conditions of the registration or fail to supply the goods on time or supply
substandard goods or make any false declaration o any Government agency or for any ground which,

in the opinion of the Government, is not in public interest.

{V) Directorate General of Supplies & Disposal, Ministry of Commerce, Government of India, and New
Dethi also prepares and maintain item-wise lists of registered suppliers for various types of common
user items. Relevant details in this regard are available in DGS&D's website (htfp:/dgsnd.gov.in). If

necessary, a Department may also uilize such lists (as prepared by DGS&D}.

6.3. Purchase of goods without quotation: (i) Purchase of goods up to the value of Rs. 15,000/
(Rupees fifteen thousand only) on each occasion may be made without inviting quotations or bids on
ihe basis of a certificate to be recorded by the competent authority in the following format.

s . am personally satisfied that these goods purchased are of the requisite quality
and specification and have been purchased from a reliable supplier at a reasonable price.”

(i) The Central Purchase Organisation and State Purchase Organisation, viz. DGS&D and Direclorate
of Export Promotion & Marketing of the State conclude rate confracts with the registered suppliers, for
goods and items of standard types, which are identified as common user items and are needed on re-
curring basis by various Departments and Offices of the Central and State Government respectively.
Procurement of goods from DGS&D and EPM rate contract holder shall be made without calling for

tender.

{i)  In case a competent authority desires to procure directly the DGS&D rate contracted goods
from suppliers, the prices to be paid for such goods shall not exceed those stipulated in the rate con-
tract and the other salient terms and conditions of the purchase should be in line with those specified in
the rate contract. The competent authority shall make its own arrangement for inspection and testing of
such goods, where required.

6.4. Procurement of goods through Local Purchase Committee: Purchase of goods costing
above Rs. 15,000/ (Rupees fifteen thousand only} and up to Rs.1,00,000/- (Rupees one lakh only) on

.

=
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each occasion may be made on the recommendations of a duly constituted Local Purchase Commitlee
consisting of three members of appropriate levels as decided by the Authorities Competent to Purchase
Goods. The committee will survey the market to ascertain the reascnableness of rate, quality and
specificalions and identiiy ihe appropriate supplier for the required goods. Before recommending
placement of the purchase order, the members of the commitiee will jointly record a certificate as un-
der. "Certified that we ................oocoo ., members of the Local Purchase Committee are jointly
and individually satisfied that the goods recommended for purchase are of the requisite specification
and quality, priced at the prevailing markef rate and the supplier recommended is reliable and compe-

tent to supply the goods in question.”

6.5, Purchase from exclusive list: List of goods and services reserved for exclusive purchase from
Micro & Small Enterprises (MSEs) located within the State of Odisha will be prepared from time-to-time
and notified by the Directorate of Export Promotion & Marketing in terms of relevant provisions of Od-
isha MSME Develapment Policy. The Government Deparfments and Agencies under their control will
have to procure their requirement of these items exclusively from such registered iocal MSEs with IS0/
1SI EPM certification for the items, by inviting quotations through Limited Tender Enquiry in terms of the
relevant provisions of Odisha MSME Development Policy, 2009.

6.6.  Splitting up of demand: A demand for goods should not be unnecessarily divided into small
quantities to make piece meal purchases to avoid the necessity of obtaining the sanction of higher au-
thority required with reference to the estimaled value of the total demand.

6.7.  Purchase of goods by obtaining bids: Departments shall procure goods under the powers
referred above by following the standard method of obtaining bids through:

{i) Advertised Tender Enquiry (ATE),
(ii) Limited Tender Enquiry (LTE), and
{iii) Single Tender Enguiry (STE).

6.8.  Advertised Tender Enquiry:

i. Subject to exceptions incorporated in Limited Tender Enquiry and Single Tender Enquiry
invitation to tenders by advertisement should be used for procurement of goods of estimat-
ed value Rs. 5 lakh (Rupees five lakh) and above. A brief advertisement for such purchase
should be given in at least in one local and one National newspaper having wide circulation
asking for the offers by specified date and time etc and details made available in the web-
site of the competent authority.

i, If the Department has its own website it should also publish all its advertised tender enquir-
ies on the website. It shoufd also give its website address in the advertisements in the
newspaper,

. Hardcopies of the bidding documents should be prepared for sale as per normal practice.
In addition, i feasible, the Department should also post the complete bidding document in
its website and permit prospective bidders to make use of the document downloaded from
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V.

6.9.

iv.

the website. if such a downloaded bidding document is priced, there should be clear in-
structions for the bidder to pay the amount by demand drafl efc. along with the bid.

Where the Department feels that the goods of the require¢ quality, specifications etc, may
not be available in the country and it is also necessary fo look for suitable competitive of-
fers from abroad, the Depariment may send copies of the tender notice 1o the Indian em-
bassies abroad as well as to the foreign embassies in India through an appropriate for-
warding letter. The selection of the embassies will depend on the possibility of availability
of the required goods in such countries.

Sufficient time should be allowed for obtaining the bids. Ordinarily, the minimum time to be
aliowed for submission of bids should be three weeks from the date of publication of the
fender notice or availability of the bidding document for sale, whichever is later. Where the
department also contemplates obtaining bids from abroad, the minimum period should be
kept as four weeks for both domestic and foreign bidders.

Limited Tender Enquiry:

This method may be adopted when estimated value of the goods to be procured is less
than Rs. 5 lakh (Rupees five lakh). Copies of the bidding document should be sent directly
by speed post/ registered past/ courier/ e-mail to the registered/ approved firms selecied
for this purpose from the list prepared in terms of the provisions of paragraph 6 and 9
above. The number of supplier firms to be approached for such Limited Tender Enquiry
should be more than three. Wherever necessary, efforts should be made fo identify a high-
er number of approved suppliers to obtain more responsive bids on compefitive basis.
Sufficient time should be allowed for submission of bids in Limited Tender Enquiry cases.
Purchase through Limited Tender Enquiry may be adopted even where the estimated value
of the procurement is Rs. 5 lakh (Rupees five lakh) and above, in the following circum-
stances.

(a) The competent authority in the Depariment/ agency certifies that the demand is urgent
and any additional expenditure involved by not procuring through advertised tender enquiry
is justified in view of urgency. The Department/ agency should also put on record the na-
ture of the urgency and reasons why the procurement could not be anticipated.

(b) There are sufficient reasons, fo be recorded in writing by the competent authority, indi-
cating that it will not be in public inferest to procure the goods through advertised tender

. enquiry. _

(¢) The sources of supply are definitely known and poésibility of fresh source(s) beﬁnd
those being tapped is remote.

Wherever felt necessary (for example - number of approved suppliers is not sufficient and all

the established sources of supply are not definitely known), Advertised Tender Enquiry may be issued,
even if the estimated value of procurement is less than Rs. 5 lakh (Rupees five lakh} onty.

6.10. Two bid system: For purchasing high value plant, machinery etc. of a complex and technical
nature, bids may be obtained in two parts as under.
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[ Technical bid consisting of all technical details along with commercial terms and conditions:
and

i, Financial bid indicating tem-wise price for the items mentioned in the technica! bid. The
technical bid and the financial bid should be sealed by the bidder in separate covers duly
super scribed and both these sealed covers are to be put in a bigger cover which should
aiso be sealed and duly super scribed. The technical bids are to be opened by the pur-
chasing competent authority at the first instance and evaluated by a competent committee
or authority. At the second stage financial bids of only the fechnically acceptable offers
should be opened for further evaluation and ranking before awarding the contract.

5.11. _Late Bids: in the case of advertised tender enquiry or limited tender enquiry, late bids {ie.,
bids received after the specified date and time for receipt of bids) should not be considered.

6.12.  Number of Responsive Bids/ Lack of Competition: Sometimes, against advertised/ limited
tender cases, he Department may not receive sufficient number of bids and/ or after analysing the bids,
ends up with one responsive bid. In such situations, the Department is first to check whether, while
floatingfissuing the enquiry, all necessary requirements and formalities like standard conditions, indus-
try friendly specification, wide publicity, sufficient time for bidding, etc. were fulfilied. If not, fresh enquiry
is fo be issued after rectifying the deficiencies. Howaver, if after scrutiny it is found that all such aspects
were fully taken care of and in spite of that the purchaser ends up with only one responsive bid, con-
tract may be placed on that bidder provided the quoted price is reasonable. Approval of Govemment or
next figher authority may be obtained for acceptance of the single responsive bid.

6.13. Single Tender Enquiry: Procurement from a single source may be resorted to in the following
circumstances:

i, It is in the knowledge of the user department that only a particutar firm is the manufacturer
of the required goods.

il In a case of emergency, the required goods are necessarily to be purchased from a par-
ticular source and the reason for such decision is to be recorded and approval of Govern-
ment or next higher authority obtained.

ik, For standardisation of machinery or spare parts to be compatible to the existing sets of
equipment (on the advice of a competent technical expert and approved by the Govem-
ment or next higher authority}, the required item is to be purchased onfy from a selected
firm.

Note: Proprietary Article Certificate in line with the foliowing form is to be provided by the
competent authority before procuring the goods from a single source.

i. The indented goods are manufactured by MfS...........cevvvciieiiccnvisiesessnienens

ii. No other make or model fs acceptable for the following reasons............c..cccoueeee..
. Concurrence of Finance Wing to the proposal is available vide...............c...coccooviviees
iv. Approval of the competent authority is available vide

e s s (OIGNATURE Wil date and designa-
tion of the procuring officer)

DY/

S
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6 .14.Quotation received from Dealers/ Agents for items not manufactured bythem:

When a firm send quotation for an item manufactured by some different company, the firm is also
required to attach in its quotation that manufacturer's authorisation certificate and also manufactur-
er's confirmation of extending the required warranty for that product (in addition to the tenderers’
confirmation to required warranty). If the firm is an authorized agent/ dealer of that manufacturer,
certified documentary evidence to this effect is to be attached along with the quotation. This is nec-
essary to ensure quotation from a responsible parly offering genuine product, also backed by war-
ranty obligation from the concemned manufacturer.

6.15. Contents of Bidding Document; All the terms, conditions, stipufations and infor-
mation to be incorporated in the bidding document are to be shown in the appropriate chapters.
The structure of a sample format for this purpose is indicated below:

Chapter-1: Instructions to Bidders.

Chapter-2. Conditions of Contract.

Chapter-3: Schedule of Requirements.

Chapter-4: Specifications and allied Technical Details.

Chapter - 5: Price Schedule (fo be utilised by the bidders for quoting their prices).
Chapter - 6: Contract Form.

Other standard forms, if any, as decided by the Department may be used with the ap-
proval of the competent authority.

6.16. Maintenance Contract: Depending on the cost and nature of the goods to be pur-
chased, it may be necessary o enter into maintenance contract(s) of suitable period either with the
supplier of the goods or with any other competent firm, not necessarily the supplier of the subject
goods. It must be kept in mind that the ordered goods! items are maintained free of charge by the
supplier during its warranty period or such other extended periods as the contract ferms may pro-

vide and the paid maintenance should commence only thereafter.

6.17. Bid Security: To safeguard against a bidder’s withdrawing or aliering its bid during the bid
validity period in the case of advertised or limited tender enquiry, bid security (also known as ear-
nest money) is to be obtained from the bidders except those who are exempted from paying bid se-
curity. Amount of bid security should generally be between two to five percept of the estimated val-
ue of the goods to be procured. The exact amount of bid security, as determined by the Department
is to be indicated in the bidding documents. The bid security may be obtained in the form of ac-
count payee demand dratt, fixed deposit receipt, banker's cheque, bank guarantee from any of the
commercial banks in an acceptable form etc, safeguarding the purchaser's interest in all respects.
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The bid security is normally to remain valid for a period of forty-five days beyond the final bid validi-
ty pericd. The Model Bank Guarantee Format for fumishing EMD is at Annexure-|

M Bid securities of the unsuccessful bidders should be returned fo them at the earliest after
expiry of the final bid validity period and latest by the 30th day atter the award of the con-
tract,

(if) The local MSEs registered with respective DICs, Khadi, Village, Cottage & Handicraft In-
dustries, OSIC and NSIC shall pay 25% of the prescribed security deposit while participat-
ing in tenders of Govt. Departments and Agencies under its control.

6.18. Performance Security:

{i) To ensure due performance of the coniract, performance security is to be obtained from the
successful bidder awarded the contract. Performance security should be for an amount of five
fo ten per cent of the value of the contract. Performance security may be furnished in the form
of an account payee demand draft, fixed deposit receipt from a commercial bank, bank guar-
antee from a commercial bank in an acceptable form etc safequarding the purchaser's interest
in all respects.

(ii) Performance security should remain valid for a period of sixty days beyond the date of comple-
tion of all contractual obligations of the supplier including warranty obligations. In case of a
contract of competitively small value and/ or for simpler stores, Depariment may decide to
scale down the performance security by a suitable amount during the warranty period. If the
depariment decides in this line, then suitable stipulation to this effect is to be incorporated in
the bidding document itself.

(if)  Bid security should be refunded to the successful bidder on receipt of performanca security.

6.19. {1} Advance payment to supplier: Ordinarily, payments for services rendered or supplies made
should be released only affer the services have been rendered or supplies made. However, it may be-
come necessary to make advance payments in the following types of cases:

@] Advance payment demanded by firms holding maintenance contracts for servicing of Air-
conditioners, computers, other costly equipment, etc.
(if) Advance payment demanded by firms againstfabrication contracts, turn-key contracts etc.
(i) 100% advance payment for procurement of arms and ammunitions from Ordnance Factories.
(iv) Other security related procurement made by Home Department.
Such advance payments should not exceed the following limits except in case of pro-
curement of atms and ammunitions from Ordnance Factories:
{i) Thirty per cent of the contract value to private firms;
(i} Forty per cent of the contract value to a State or Central Govemment agency

or a Public Sector Undertaking; or
{iii) In case of maintenance contract, the amount should not exceed the amount

payable for six months under the contract.

In exceptional cases, Administrative Departments may relax the ceilings mentioned above with prior
concurrence of the Finance Department. While making any advance payment as above, adequate
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safeguards in the form of bank guarantee etc. should be obtained from the firm. However, bank quaran-
tee need not be insisted upon in case of procurement of arms and ammunitions from Ordnance Facto-
ries. Further, such advance payments shauld be generally interest bearing, suitable percentages for
which are to be decided on case-to-case basis.

(2) Part payment to suppliers: Depending on the terms of delivery incorporated in @ contract, part
payment to the supplier may be released after it despatehes the goods from its premises in terms of the

contract.

6.20. Transparency, competition, faimess and elimination of arbitrariness in theprocurement
process: All govemment purchases should be made in a transparent, competitive and fair manner, f0
secure best value for money. This will also enable the prospective bidders to formulate and send their
compstitive bids with confidence. Some of the measures for ensuring the above are as follows:

(i)

The text of the bidding document should be self-contained and comprehensive without any

ambiguity. All essential information, which a bidder needs for sending responsive bid,

should be clearly spelt out in the bidding document in simpie language. This will also ena-
ble the prospective bidders to formulate and send their competitive bids with confidence.

The bidding document should infer-afia include:

(a) The criteria for eligibllity and qualification to be met by the bidders. (The eligibility crite-
fia should take care of the supplier's eligibiiity to receive such Govemment contract.
The qualification criteria should take care of supplier's past performance, experience,
technical competence and production capacity of the subject goods, financial strength
to handle the contract successfully efc.);

(b) Eligibility criteria for goods indicating any legal restrictions or conditions about the
otigin of goods etc which may require to be met by the successful bidder;

(c} The procedure as well as date, time and place for sending the bids;

{d} Date, time and place for public apening of bids;

(e) Temms of delivery,

(f) Special terms affecting performance, if any.

(9) Criteria for determining responsiveness of bids, criteria as well as factors fo be taken
into account for evaluating the bids on a common platform and the criteria for awarding
the contract to the responsive lowest bidder should be clearly indicated in the bidding
documents. ' '

(h) Suitable provision for setlement of disputes, if any, emanating from the resultant con-
tract, should be kept in the bidding document.

(i) Suitable provisions for enabling a bidder to question the bidding conditions, bidding
process and/ or rejection of its bid.

() Suitable clause mentioning that the resultant contract will be interpreted under Indian
Laws.

Some important aspects to be kept in mind while making public purchase are:

(a) The specifications of the required goods should be clearly stated without any ambiguity

's0 that the prospective bidders can send meaningful bids. In order to attract sufficient

number of bidders, the specification should be broad based to the extent feasible. Efforts
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should also be made to use standard specifications which are widely known 1o the indusly.
The specification of the required goods to be purchased should be precise. The essential
technical functions required to be performed by the goods are {o be indicated without in-
cluding superfiuous and non-essential features, which may result in unwarranted expendi-
ture. While inviting competitive bids (i.e., other than Single Tender enquiry), brand name
and/ or model number should not be mentioned in the specification and in case the same is
unavoidable due to some specific reascn, such brand name/ mode! number should be
qualified with "or equivalent”. Standard specifications, which are widely known fo the indus-
iry, shouid be utilized to the maximum extent possible. Mandatory/ statutory requlations, if
any, applicable for the goods in question should also be indicated.

(b} The bidders should be given reasonable time for sending their bids.

(c) The bids should be opened in public and authorised representatives of the bidders
should be permitted fo attend the bid opening.

(d) Late bids are not be considered.

{e} Pre-bid conference: In case of tum-key contract (s) or contract {s) of special nature for
procurement of sophisticated and costly equipment, a suitable provision is tc be kept in the
bidding documents for & pre-bid conference for clarifying issues and clearing doubts, if any,
about the specifications and other aflied technical details of the plant, equipment and ma-
chinery projected in the bidding document. The date, time and place of pre-bid conference
should be indicated in the bidding document. This date should be sufficiently ahead of bid
opening date.

(f) Bids should be evaluated in terms of the conditions already incorporated by the De-
partment in the bidding documents, which were issued/ sold 1o the bidders No new condi-
tion, which was not incorporated in the bidding documents should be brought in for evalua-
tion of the bids. Similady, no condition, already incorporated in the bidding document
shoufd be ignored during the bid evaluation process. Determination of a bid's responsive-
ness should be based on the contents of the bid itself without recourse to extrinsic evi-
dence.

(9) Bidders should not be permitted to alter or modify their bids after expiry of the deadline
for receipt of bids.

(h) Negotiation with bidders after bid opening must be severely discouraged. However, in
exceptional circumstances where price negotiation is necessary due to some unavoidable
circumstances, thesame may be resorted {o only with the lowest evaluated responsive bid-

der.

(i) If a special situation arises, where the lowest evaluated responsive bidder is not in a position to sup-
ply the full quantity required, the remaining quantity, as far as possible, be ordered on the next higher
responsive bidder (s} at the rate offered by the lowest evaluated responsive bidder, after obtaining spe-
cific approval from the competent authority on the specific recommendation of the respective purchase

committee.

(i) The name of the successful bidder(s) receiving the contract should be mentioned in the Depart-
ment's notice board andfor its bulletin and/or its website.

6.21. Efficiency, Economy and Accountability in Public Procurement System: Public procurement

D@\Q,
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procedure is also io ensure efficiency, economy and accountability in the system. To achieve the same,
the following key areas should be addressed:

(1) The Departments should ensure placement of contract within the onginal validity of the
bids. Extension of bid validity must be discouraged and resorted to only in exceptional cir-
cumstances.

{ii) To ensure achieve placement of contract within the original offer validity period, the re-
quired offer validity period (which must not be too long) for processing the case should be
decided in the planning stage and the same is to be incorporated in the bidding document.

(i) Further, to avoid delay in procurement process, appropriate time frame for each stage of
procurement {from bid opening to placement of contract) should be prescribed by the De-
partment. Such a timeframe will also make the concemed purchase officials more alert.

{iv)  The Stale Purchase Organisation (e.g., Directorate of Export Promotion & Marketing)
should bring into the rate contract system more and more common user items which are
frequently needed in bulk by various Government departments. The State Purchase Or-
ganisation should also ensure that the rate contracts remain available without any break.

6.22. Buy-Back Offer: When it is decided fo repiace an existing old item{s) with a new/better ver-
sion, the Department may trade the existing old item while purchasing the new one by issuing suit-
able bidding document for this purpose. The condition of the old item, its location and the mode of
its handing over to the successful bidder are also to be incorporated in the bidding document. Fur-
ther, the bidder should be asked to quote the prices for the ilem (to be offered by them) with rebate
for the old item and also, without any rebate (in case they do not want to Iift the old item). This wil
enable the Department either to trade or not to trade the old item while purchasing the new one.

6.23. E-Procurement;:

(i) Government may from time-to-fime, prescribe adoption of e-procurement for different stages
of procurement and different types of procurement, and to the extent thereof, the procedure pre-
scribed herein, shall be deemed to be modified for substituting written communication by e-
communication in a manner that improves competition, efficiency and fransparency without affect-
ing the sanctity, security and recording of such communication and the information contained there-
in.

(i) Government shall create one or more websites for posting all matters which are required fo
be brought to the atiention of the public in accordance with prescribed procurement procedure viz.
tender enquiries, corrigenda thereon and details of bid awards efc. The website(s) will provide an
electronic platform for invitation, e-bidding and e-payment for all stages and types of procurement
as well as an interface with all stakeholders. 1t will provide alf services such as registration of ven-
dors, accessing details of procurement made, tenders awarded, tenders advertised efc. It wilt func-
tion as an IT-enabled exchange linking the various Government agencies in need of procurement of
goods and services on the one hand and the vendors/ service providers and the e-procurement
service providers on the other. Operational Guidelines would be issued in this regard as soon as
the Portal is ready to function.
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N.B:  These instructions shall be deemed to be a part of Orissa General Financial Rules & Delega-
tion of Financial Power Rules.

6.24. Tender &Procurement Committee

A procurement committee will be formed consisting of the following members for finalising all
purchase through Tender Process / Direct Procurement/ Rate Contact.

Director, OSSAAT

Officer from MGNREGS Cell, PR & DW Department
Accounts Officer, OSSAAT

Accounting Personnel, OSSAAT

Officer Stock & Store, OSSAAT

Any person authorised by Director, OSSAAT

ael )

RN =
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CHAPTER -7

7. Budgeting
7.1. Budget of Society
OSSAAT shail prepare Budgel estimates for each financial year and submit the same
to the Chairman of Executive Commitiee ex-officio Secretary to Government, PR & DW De-
partment for approvatand Govemning Body for final approval in exigency of situation any modifi-
cation of the approved budget amount can be made with the approval of the Chairman of Ex-
ecutive Committee which will subsequently be placed before Governing Body for Post-Facto
approval.No expenditure shalt be made in excess of the budgeted amount in normal situation.
The accounts section of the Society shall be responsible to compare the budgeted amount and

the actual expenditure incurred periodically to ensure better financial management.

7.2. The budget is regulated through the following Major Heads:-
a) Resource fees/RemunerationHonorarium

b) Travelling expenses and DA

c} Office expenses

d} Capital expenditure

e) Training, meeting, workshops and exposure visits

f)  Printing charges

g) Social Audits expenditure at field level

h) Any other heads as approved by the Execufive Committee

7.3. List of inadmissible items in the budget as per the instruction of MoRD, Govt. of In-

dia file No. M13015/2/2012-MGNREGA-VI! /{ Dated. 30-10-2017:-
a) Purchase and maintenance of vehicles.

b) Repairfconstruction/refurbishment of SAU accommodation.
¢) Provision of fuel / conveyance to any officials other than that of SAU.
. dy Purchase of Air Conditione. ‘
e) Internship/ Research studies through other individuals and organizations.
f) Purchase of computersfiaptops for Block level Social Audit Units/office.
g) Hiring of Agency on out sourcing basis for conducting, monitoring, developing contents and
manuals for Social Audits.
hy Salary/ honorarium to officials already employed by Govemment.
Payment towards provident fund.
i) Payment to Civil Society Organizations/NGO.
k) Civil Works.

Poms
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CHAPTER - 8

8. Expenditure/Payment

8.1. Eiectronic Fund Management System (EFMS):

e OSSAAT shalf adopt electronic fund management system (EFMS) and Fund Transfer Order (FTO) to
the accounting system.

¢ Ali payment shall ba made through EFMS,

8.2. Procedure of Payment through EFMS:

At OSSAAT headquarter/ State level, funds shall be drawn by generating FTOs which are ap-
proved at 2 levels by the Accounts Officer (level-1) (DDO) and the Director-OSSAAT (level-2) using
respective digital signature keys. The Director OSSAAT shall enable EFMS to all Resource Persons
accounts for payment of remunerafions. In case enline transfer is not feasible, funds shall be released
by issue of cheques. The salary/remuneration of the staffs and resource persons will be directly credit-
ed to the accounts of staffs from OSSAAT account through e-transfer/ cheque/DD. Tratning, workshop
and confingency expenditures at stafe level will be made through cheque or e-transfer to the accounts
of the concemed agency or party. Besides, for training, workshop and other contingency expenditure at
Bistrict and Biock leve!, the funds may be channelized to districts and blocks through accounts of PD,

DRDA and BDO respactively.
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CHAPTER-9

9. Audits

0.1, Intemal Audit

o The Society shall keep proper books of accounts at its registered office.

o The accounts of the society shall be audited by the auditor of the PR & DW Department; Gowt.

of Odisha.

o  Every member of the Executive Committee & Governing Body shall have right for inspection of accounts
and registers maintained by the Society and proceedings of the meetings of the society at any time dur-
ing office hours,

9.2. Statutory Audit
The Accounts of the Society is also subjected to statutory audit as is done for a non-profit or-

ganization by a C&AG empanelled Chartered Accountant Firm other than the firm conducting

internal audit for the current year or previous year.

D
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CHAPTER: 1¢

10 .Disciplinary Actions

Every loss sustained by the Society through fraud, negligence and otherwise, pointed out by the
audit or noticed through any other means shall be immediately reported to the Director, OSSAAT. The
Director shall appoint an Enquiring Officer and get the maiter investigated through him and fix the re-
sponsibility of the delinquent officer. All such cases should also be placed before the Executive Com-

mittee.

The Society will have the authority to recover any loss from the person held responsible. Diregtor
will fix the amount of recovery and method of recovery according to the recommendation of the Enguir-

ing Officer.
A disciplinary commitice of the society shall be formed taking Accounts Officer and one Social Au-
dit Expert from OSSAAT,

Any matter which requires any disciplinary action to be taken shall be reported to the committee by

the Director, OSSAAT.

Enquiring Officer shali make necessary enquiry and submit its report containing the action to be
{aken against delinquent personne! as per the provision of the HR manual to the Director.

Director, OSSAAT shall issue necessary orders on the recommendation of the Enquiring Officer.

1A
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Annexure-1: Deleg: tion of Financial Powers

All the vouchers and payments shall be authorized by the competent authority as per the fol-
lowing delegation of financial powers already approved by Government'

~ i _ : " x -
S| Chalrpe.rson Chaurpn:—:rson of Director, OS- ccounts
No Types of Power Governing Executive SAAT Officer, 083-
Body Committee SAAT
Upto
t Purchase of Furniture Full Power Full Power Rs.1,00,000/- at | Rs. 50,000/
atime
N Up to Rs.
To convey administrative approval of Up to Rs 10000~ (in
2. | estimates of construc- | Full Power Full Power ] ' )
. : 20,000/ case of re
tionfrepairsitenders pairs)
To sancfion and incur expenditure on . .
3. . Full Power Full Power
4. | Hiring of Consultants mgﬁhs than 8 | 1y 106 months | — -
. . Rs.1000/- per
To sanction honorarium o guest Upto - h
speakers and expers called as re- Rs.2,000f~ per dady ,dm Ieac
i Lo | indiv cas-
L SOWCS PESars in Workshops { meek: Full Power Full Power day in each indi- :s Ividua
ings vidual case '
Execution of documents relating to — —
b contract for works and supplies i Full Goner
1. To sanction rent and taxes Full Power Full Power Rs.20,000/- Rs.10,000/-
To sanction and incur expenditure on Upto
g | Moblizalion aciivlies such as cam- | gy power Ful Power | Rs.1.00 lakh at | Rs.50.000%
paigns & Programs for conduct of a time
Social Audit,
To sanction and incur training ex- | £ power Re. 100000 | U 1o Rs.
= penditure per training e - 50,000/
fo. | To sanclon and inour contingent of | pypower | FulPower | Rs20000- | S 0 RS
* | fice expenses ' 10,000~
To write off finally the irrecoverable .
valugs of sfores & to declare articles Upto S|
. of store /stock as surplus/ unservice- FUlREE A 50,000/
able or unusable and sale thereof
_ Upto
To sanction expenditure for print- Rs.50,000/-
12. | ing & purchase of frainingfteaching | Full Power Full Power ?30 000/
/ learning materials / IEC materials '
Full Power
Authority for signing of cheque in F (Along  with
ull Power . -
3. case of OSSAT funds iR OWSr signature  of
Accounts  Of-
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T Chairperson | Chairpersen of | | Ascounts
: 2:} Types of Power Governing Executive . gﬁ?or, 98 Officer, Q8-
L Body Committee | | SAAT
' ' ficer or any of |
the Joint Ac-
- count Holders) __
To sanction honorarium to em-
ployees as remuneration for work
14 | performed which is so laborious or | Full Power Fult Power -
of such special merit as to justify a
special reward.
To sanction purchase of books u o
15. | and periodicals / magazines /| Full Power Full Power Rs. 20,000/- R210000.’-
journals / newspapers T
To sanction hospitality funds for U o
16. | foreign delegates, officials from | Full Power Full Power Rs. 30,000/- Rg SO
Gol and other States. .
17 To sangtion installatfo.n of tele- Full Power Full Power Rs. 20,000/- Up to
communication connections Rs.10,000/-
. . Up {o
18 | Hiring of vehicles Full Power Fulf Power Rs. 30,000/ Rs.20,000/-
19, | Annual maintenance contract Full Power Full Power Rs. 20,000/- Rs. 10,000/-
To sanction post of Class-fV em-
20. | ployees on daily wages whose pay| Full Power Full Power — -
is chargeable to contingency
Telephone / Intermet bill paymentf Up to
21, | pevenses on ki P Full Power Fuli Power Full Power 10,000/-
Expenditure on  Training Pro Up to Rs.
22. qramme / Workshop /Seminar, etc. Full Power Full Power Rs. 100,000/ 50,000/-
Approval of advertisement expens- Up fo Rs.
23, o Full Power Full Power Rs. 20,000/ 10.000/-
To sanction the fee of any legal Us 1 Rs
24. | advisors and sanction of TA/DA for | Ful Power Full Power Rs. 20,0001 | 3 g o b
Non-official members '
Engagement of Staff of OSSAAT|
25. from Service Provider Agency RUlRower Full Power At o
To sanction and make payment of Up to Rs
remuneration and allowance in- 50,000~ (in
2 cluding TA/DA of employee ap- RENRger FullPower Raglf0; 000 case of
pointed under Society TA/DA)
Engagement :-
Full Power with
due approval
Power to engage contractual staff of Executive
27. | under society, renewal / termina- | Full Power Full Power committee and | -
tion of contract thereof Governing
Body. Renewal
Full Power
(with the ap-
a1
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Chairperson Chairperson of | __ | Accounts
:[o Types of Power Governing Executive gﬁ?or’ 0s Officer, OS-I
B Body Committee SAAT
proval of the
Chairman  of
Executive
Committee})
Fult Power with
. . due approval
o3 To sanc?on festival / other ad- | =1 power Full Power of Chairperson | —
vances elc. of  Executive
Committee
Leave sanction / Journey to out- FUll Powar
30. sidefinter State Full Power Full Power gz)ltgept for | -
Miscellaneous items not men-
31. fioned above Full Power Full Power
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Annexure-2: Rules for TA, DA etc.

Employees of the society shall reimburse travelling expenses as per the following rules.

]
No

Particulars

Category- |
(Director and Accounts Gf-
ficer)

Category-1i
{Social Audit Experts and Dis-
trict Social Auditors}

Category ~ lil
(Block Social Auditors :
and Village Resource |
Persons) '

Mode of Travel for tour

By Air (Economy Class) (sub-

] : ject to approval of Chairman of| By 39 AC Train 2" class sleeper train
outside the State EC)/ 2¢ AC Train
Daily allowance Per diem
2 outside State Rs. 360/-PD Rs. 330/-PD Rs. 300/-PD
Daily allowance Per diem
3 |inside State Rs. 150/-PD Rs. 140/-PD Rs. 1101-PD |
A Per diem for outside State|Rs1500/ subject to production| Rs750/- subject to production of Rsh0d/- subject to produc-

accommodation

of vouchers

vouchers

tion of vouchers

Per diem for inside State
accommodation

Rs1200/- subject to production
of vouchers

Rs760/- subject 1o production of
vouchers

Rs500/- subject to produc-
tion of vouchers

Maximum local travel
conveyance for tour with-

By3<AC/AC Chair Car by Train

By 2% ciass sleeper by

6 {In state against produc-iBy 7™ AC/ AC Bus .
tion of billl invoice {f /AC Bus Train
conveyance not provided}
Maximum local fravel

7 |conveyance for tour out-\o 40 oy Rs 400/- PD Rs 200/ PO

side state against produc-
tion of billf invoice

Road Mileage Allowance
for journey on tour by
vehicie

Rs. 7/~ per KM by own motor
car,

Rs. 3.60 per KM in own motor
cycle and Rs. 1.80/- per KM in
own moped

Rs. 7/- per KM by own motor
car,

Rs. 3.60 per KM in own motor
cycle and

Rs. 1.80/- per KM in own moped

Rs. 7/~ per KM by own
motor car,
Rs. 360 per KM in own
motor cycle and Rs. 1.80f
per KM in own mopad

Regulation of DA when free boarding and lodging are provided:

> Reimbursement of the cost of hotel accommodation shall be based on the production of vouch-

er, which shall be
>

in addition to the rate of DA.

When any Official of OSSAAT who performs tour either outside or inside State is allowed fee

boarding and lodging at expenses of the Central Gowvt. or State Govt. or an Autonomous indus-
trial or Commercial undertaking or a local authority in which Gowt. funds have been invested,
hefshe is entitied only 25% of the DA admissible fo him at the station concemed.

the DA admissibie rate.

If only boarding 4 fudising is allowed free to the Official of OSSAAT, hefshe is entitled 50% of

The Director and Social Audit Experts are allowed to move by hiring vehicle from District Head

Quarters to Block and GP areas for monitoring of Social Audit process and providing Hand
Holding support to field functionaries.

N.B:

such meetings/conference shall not be treated as providing a free boarding.

B
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If the journay is more than 12 hours 100% of DA is applicable.
If the journey is less than 12 hours and mare than 6 hours 60% of DA is applicable.
if the journey is less than 6 hours 30% of DA is applicable.

T2

Lunch/Dinner given by the Gowt. on accasion of mesting/conference to officers participating in
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Annexure- 3: Structure of Finance and IT-MIS Cells

" DIRECTOR

Social Audit Expert
(MI1S)
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