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FINANCIAL CODE AND POWERS
PART-1
FINANCIAL RULES
CHAPTER-1
INTRODUCTION : 1.3

management of the Corporation. Strict Adherence to these rule

2. These rules shall be called Finance Code and are subject to amendment, fhd&if:‘ca_ﬁons and alternation by
the Board of Directors of the Corporation. ’ ' '

3. They shall come inte loree with immediate effect,

FINANCE CODE
CHAPTER-II
DEFINITIONS

4. In these rules-uniess there is anything repugnant in. the context: . .

{iy ADMINISTHATIVE_ APPROVAL- denotes the forrmal mcceptance by appropriate/ Administrative
Authority of the Cornoration of any proposal for incuring any expenditure initiated by. or connected
with the requirements of Groupé/complexesl enterprises/ projects, Head Office, shipping & liasion

offices, which should precede floatation of Tender or any other steps 10 be taken for incurring that
€xpenditure. .

(i) ~ ADVANQE PAYMENT- in work transactions Means a payment on a running account to & supplier/

. ‘Contractor/ Consultaats for work done by him, '

(iiiy ADVIS_ERS- mean such persons or lirms as may be appointed by the Cerpcration as Advisers.

{ivy _ CON_SULTANT- means a person or a Krm either local or foreign, appointed on specific terms and
" conditions by the Corporation. -

{(v) APPROPRIATION- means the assignment. to meet specified expenditure, of funds at the disposai of

the assigning authority.
{vi) BOARD - means the Board of Directors of the Corporation.
(vii} CHAIRMAN - means the Chairman of the Corporation appointed by the Government.

{vtii) DIRECTOR - means the Director of the Carporation appointed by the Government.
{ix) FINANCE DIRECTOR - means one of the Directors designated as such by the Government.

(x} " CORPORATION - means the Bangladesh Chemical Industries Corporatian established under
President's Ordinance No. XXV of 1975 -

{z1) HEAD OFFICE - means the Head Quarters of the Carparation,
{xii) BRANCH OFFICE - means an cfice under Head Ottice Establishment fof specific propose/proposes.

(xiii) GROUP/COMPLEX - means more than on2 Enterprise put in a Grduﬁ)’CompIex as declared by the
Corporation,
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(xi.v)
{xv)

{xvi)
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(xwii})

{xviii)
{xix)
{ ‘i {xx}
{xxi)

-y- i (xxii)

{xxiii)

{xxiv}

{xxv}

(xxvi)

{xxvii)

1xxviii}

1o

ENTERPRISE - means a Unit under production entrusted to the Management of the Corporation.

PROJECT - means a scheme under physical execution.

EMPLOYEE - means such persons in the employment of the Carporation as are not Officers,
Advisers or consuliants.

FINAL PAYMENT - means the last payment on a running account made to a cantractor on the
completion or termination of his contract. .

. GOVERNMENT - means the Government of the People’'s Republic of Bangladesh.

OFFICER - means such persons in the employment of the Corporation as may?_frorn time to time, be
desigrated by the Corporation as Officers.

ON ACCOUNT PAYMENT - means a payment made on a running account. to a Eontractor. in respect
of work done or supplies made by him and duly measured.

NON-RECURRING EXPENDITURE - means expenditure =anctioned as a lump sum charge, whether the
money be paid as a lump sum or by instaiments.

PRIMARY UNIT OF APPROPRIATION - means a lump sum of money placed by the Board at the
disposal of the authorities of the Group/Complex/Enterprise/Project, Head Office, Shipping &
Liaison Office. :

RE-APPROPRIATION - means the transler of tunds from one unit of appropriation to another unit.

RUNNING ACCOUNT - is a term applied 1o the account with a Contractor/Consultant when payment
for wark or supplies is made to him, at convenient intervals subject to final settlement of the
account on the completion or determination of his contract.

-SECURED ADVANCE - is a term applied spesifically to an advance made, on the security of materials

brought to site of work, to a Contractor/Consultant engaged by the Corporation/or by a
Group/Complex/Enterprise/project under it

TECHNICAL APPROVAL/SANCTION - this term denotes the order of the competent technical
authority sancticning a properly detailed estimate of the cost ol a CivikMech./Elect. work of

construction, instatlation or repair proposed to be carried out, which should p_r'écede processing of
the case for obtaining Administrative approval from the competent authority.

SUB-ORDINATE AUTHORITY - means authority Sub-ordinate to the Board of Directors. BGIC.

COMPETENT AUTHORITY - means an auth

: ority which is’ considered competent to pass an
order/dispose of a case:

take a decision by virtue of his defined functions and powers,
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: A
CHAPTER - 1| :Z
GENERAL PRICIPLES
(5-38)

When receipts on behalf of the
through a Bank, the Parties concer ¢
pay-in-slips for cor
pay-in-sfips so pre

When payments are made through Banks, all payments shall be made against pay orders recorded in

indelible ink by a duly authorised officer of the Corporations Group/ Complex/ Project/ Enterprise
whose specimen signatures, in triplicate, shauld be suplied 1o 8ank in advance.

The adoption of this principle of transacting cash business through Bank will keep to the minimum the
actual cash handling in the cash section of the Croporation/ Group/ Complex/ Project: =nterprise.

RECEIPTS IN CASH SECTION

When money are received in the cash Section Direct. the Officers/ Employees_ ot th2 Co.rpo_ralionl
Group/ Complax/ Project Enterprise receiving the money, shalt give the depositor a receipt in the
prescribed form. These forms shall be machine numbered, bound in book forms, kept in safe custody
and properly accounted for. )

Money received shall immediately be taken to the Casn Book/ Cash Scroll and each entry in the cash
book/ cash scroll shall be verified with the countericiis of receipts and/ or other original documents

" and initialled by the Accountant- in - Charge ol Cash and Bank Account who shall be held pgrsonally
responsible for the salety and security of the moneys and for their proper and correct accounting in
the books of the Corporation/ Group/ Complex/ Projects/ Enterprise. All moneys can only be
received in cash, Drafts, Pay Order and Certified cheques.

Cﬁ.equealDrahs received in payment of dues cannol, however, be admitted as seltling the dues till
they are cleared from the Bank. Receipt quoting the number and date of the -cheque/ draft tendered

superscribed with the following remarks may be given.
- e

"lssued subject to collection of proceeds”
Cash or cheque received in the cash Section must be remitted to Bank without delay and prelergbly on
the same day they are received. Delay in remittance involves question of salety and security and
sometimes may result in non - realisation of the amount of cheque. remittance of maney to Banks
should, therefore recsive special -attention of the Accountant Incharge of Cash and Bank Accounts.

In the event of 2 éheque being dishenoured by the Bank an presentation. the fact should e reported at
once to the tenderer of the cheque with a demand for immediate cash payment.
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Cash Book must be closad daily over the signatures of the Accountant (responsible for cash and Bank
Accounts) and the Cashier and the balances as per cash Book shall be verilied by the said Accountant
in presence of the Cashier by actual count of cash {inclusive of cheques). Discrepancies, it any, in the
cash count should immediately be reported 1o the Head of Accounts and Group/ Complex/ Project/
Enterprise head for immediate aclion as may be deemed necessary. Alter the monthly closing ot cash
Book a Bank reconciliation statement shall be prepared to settle dilterences, it any.

Cash in hand shall be physically cournted and verified with cash Book halance at the end of each month,
by an Ofticer (other than the Accountant responsible for Cash & Bank accounts) authorised by the
Contraller of Accounts in Head Offices the Head of Project/ Enterprise/ Group/ Complex Certificate
of cash count specifying the actual cash balance by denomination shall be recorded in the cash book
with dated signatures. . '
NOTE : A separate certilicate must be recorded in respect of the Cash in hand as on 30th June. The
. accountant Incharge of Cash and Bank, has to submit with their monthly {Provisional) Accounts, copies
of such certificates duly accepted by them.

As a matter of general principle the same person shal! not be entrusted. with the writing of cash Book
and the handling of cash. -

B NOTE : The tefm cash shall include legal tender coins, notes, cheques, dralts payable on demand etc.. The

term "money” shall include cash.

There should be satislactory arrangement tor the safe cusiody of cash and other valuables in hand.
The following points should also be kept in view: .

{i) ”Mbnéys in hand should be kept in sirong Iron safe secured by two locks of ditferent patterns.

{ii) The cash sate should be doubly locked - the keys of one lock should be with the Cashier handling
the cash and those of the other lock should remain with the Accountant in charge of Cash &
Bank Accounts.

The cash sale must never be opened except in the presence of both the custodians of keys viz. the
_Accountant and the Cashier, .

(fii} The Accountant - in - Charge (Cash & Bank} who is reéponsible for the salety and security of
moneys must satisly himselt that the lron sate is free from defects. It a defects is detected or
it there is even a doubt that the keys or their duplicates are missing, immediate arrangement
should be made tor their replacement under Intimation to Controlier of Accounts/ Secrétaryl
Head of Enterprise/ Project Group/ Complex.

NOTE : Duplicates of keys should be treated as valuables and kept in deposit with the bank in sealed bags. If
and when necessary the keys in deposit may be withdrawn from Bank over the joimt signatures of the
persons authorised to sign- cheques. ;

{v) It due to any reason cash in excess ol the imprest limit is kept in the safe, arrangement for
armed Guard shall be made with the approval of the Secretary/ Head of Enterprise/ Project/
Group/ Complex. : :

E_rasing or overwriling of entries once made in the cash Book is strictly prohibited. If a mistake is

discovered, it should be cofrected by drawing the pen through the incorrect entry and inserting the

correct one in between the lings. Ever such correction should be attested by the Accountant - in -
charge of Cash & Bank with his dated initial,

Receipt Books, Bank Pass Books, cheque etc. must be treated as valuables and kept secured under lock

ar?d key:in l.he personal custody of the Accountant - in - Charge of Cash & Bank. Fraud, defalcation and

mlsap?roprtalion of public money are largely attributed to inadequate measures taken by the

authorfsed officers for the salety and security of the Receipt Cheque/ Pass Books. The officers

authorised 1o be the custodian for receipt/ cheque/ Pass Books will be held personally liable ftor
5 losses due 1o laxity on their parts for the Safe keeping and security of those books.
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17, Receipt Books and Chaque Books should be counted immediately on receipt and the result of count
should be recorded on the inner side of the farm cover of the Receiplr Cheque book over the signaiure
of the Accouniant - in - Charge Cash znd Bogok/ Officers authorised to sign them.

e

Separate Stock Registers of Receipt Books and Cheque Books should be maintained to check the
receipt, issue and balance of such boaks in stock. The entries in these registers should be atestod by ‘
the Accountat - in - charge Cash and Bank in whase custody they are kepl. These Registers should alsg P
be kept in the safe along with the receipy cheque Books. The Counter - foils of used-up Receipt Books .
and Cheque Books should also be caretully preserved, ‘

TR iy

Duplicates or copies of Receipts/ Invoices and paid vouchers shall not be issued, If nesessary, : ’ !
certificates may be given in which the number and date of the original receipts/ Vouchers etc. issued;
paid for, should be quoted stating that on certain specilied dates ceriain sums of money on certain
account were received fromy paid 1o certain persons/ parties.

Fidelity lnsurance should be obtained from Otficers/ Employees who handle cashy Store suflicient o B

cover possible risk arising from loss of money/ store in their custedy. The coverage should ‘be [or the
maximum amount of Cash/ store likely to be in their hands at a time plus ten per cent thereon.

In cases where security, other than cash in furnished the security documents should be assigned in
favour of the Corporation or the Project/ Enterprise concerned, '

Employment of persons to fetch or carry money other than officers is prohibited and when the money :
is large, one or mare guards should be sent to accoempany the officer. '

interpolation or other malpractice.

!

{
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The following special precautions may be taken in writing and signing cheques to eliminate s:ope for : f
i

(i} Cheques should be written and signed in indefible ink, ¢
i

{it} Amounis of cheques should be written continuously and very close 0 the printed words,
"Taka" leaving no space lor interpofation._ The amount written in words should ‘end with the '
ward "Onty",

{ili}  Amounts written in figures should also be written very close to the printed "Taka" with &
double line drawn along making insertion of any tigure impossible,

o e TP

(iv)  Figures and the words be written neatly and ciearly and in such a way that no figure or
‘ word can be changed into another.

(v) In signing cheque and in attesting correction care shouid be taken to compare the amount of
the cheque with the amount in the pay order on the body of the invoicerbill. -

words)”, The amount so written across may be in tens of Taka just above the actuzl amount
ot the cheques. Thus across a cheque for Taka one hundred and fifty nine & paisa fiity only
should be written “(Not over Taka one hundred and sixty only*)>

e

j
|
t
{(vi)  Additional precuation should be taken by writing across ihe cheques "Under Takas {in |
|

(vil) When cheques are required 1o be crossed it should always be.crossed with the words
"Accounts payee only”, N '

{viii) Overwritings and erasing in the cheques are strictly prohibited. Corrections should be
attested. Cheques containing more than one correction should not be issued. Such chegues
may be cancefled over the Iyl signature of the Oflicer signing them and state “cancelled”,

(i} All payments above Taka 100400 o contractors/ suppliers and other parties sh'ou!d'be
made by crossed cheques marked "Ac;ounts payee only*,

{ii) Cheques should be made out in the name of the firm or party with whom the convact is
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made. If no contract in wiiting is in existence the cheques should be drawn in the names of
the parties in whose names the work or supply orders were issued.

Cheque should either be sent by registered post with acknowledgement due to the party in whose

name they are made out or delivered to the authorised representative alter acknowledgement of the
receipt on the face of payment voucher,

Ofticers & Employees of the Head Oflices Shipping & Liaison Otfice/ Group/ Complex/ Project/
Enterprise, may draw payment by beater cheque not exceeding Tk.500.00 (Tk. Five hundred) only.

Bills/Invoices accepied for payment should bear payment orders signed and dated by the paying
officer. The payment orders should specity the amounts payable both in words and in ligures.

NOTE : (i} Cashiers and other employees, who make disbursement on passed Bills/ Invoices, must
not make payments without proper payment orders. No payments should be made on Bills/
Invoices or orders which are not signed by hand and in ink. All payment orders shall bear
ull signature of the authorised officer/Officers.

{ii) It ease of payments by remittance the mode of remittance and the date must be noted on the
Bills/ Invoice over the signature at the olficer/ employees making the payment.

Where money is drawn from Bank for replenishment of cash in hand and when a fimit is placed on the

drawal, the drawing officer should enter the limit on the reverse of the counterfoils of cheque in
the cheque books and watch drawings against that hmit.

A cheque, whose validity has expired due 1o its not being presented to the Bank within three/ six
months after the month of issue. may be received back by the drawer fo- revalidation or
destruction. The fact of destruction and the number and date of fresh cheques issued, if any, should
be recorded on the countertoil of the old cheque and a cross relerence kept on the counterfoi! of the
new cheque. Cross references should also be kept in the cash Book both for the canceltation of the
old cheque and the issue of fresh cheque in the narration portion of the Cash Book.

If cheque is reported as lost, contact should at ance be made with the Bank on which the cheque was
drawn. The bank should be instructed to stop payment on that cheque. Fresh may be issued only
after obtaining non-payment certificate fram the Bank.

When it is necessary to cancel a cheque, the cancellation should be recorded on the countertfoil, and
the cheque, if in the possession of the drawer, destroyed. If the cheque is not his possession he
shauld prompty request the bank to stop payment of the cheque, and on ascertaining that payment
has been stopped, make necessary correcting entry in his Cash Book, .

A cheque remaining unpaid from any cause. for more than 12 months alter the month of issue,
should be cancelied.

PREPARATION OF BILLS/ANVOICES:

Standard Printed lorms should be used for the preparation of bills/
OPERATION OF BANK ACCOUNTS:
For operating the Bank Accoun
Corporation, in favour of the O
necessary, shall be given.
SPECIMEN SIGNATURES:

For every officer,
Enterprise/ Projects a set of three s
atiested by the Officer authorised
are not with the Bank. When the
cheques is withdrawn from him, a

Invoices as far as practicable,

tg ot the Corporation/ Project/ Enterprise authority from the
ticer/ Ofticers concerred, by désignation to sign cheques, if

pecimen signaturas should be sent te the Bank concernad, duly
by the Corporation for the purpose, it his specimen signatures
officer makes over charge of his office or the power of signing
set of specimen signatures of the relieving officer should be sent
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to the bank and necessary intimation issued 1o t
specimen signatures of the relisved officer

i 33, IMPREST ACCOUNT :

i - Imprest Accounts may be sanctioned t

make urgent payments of small amoun
the following conditions -

he bank along with instruct.oms to eancel n—.L
clearly indicating the effective date of the change.

0 selected afficers with limits for draws! to enable him 1o
ts at short notice, The sanction of such account is subject to

(i) Sanction for the imprest will be ac

corded by the Board as recommended by the Finance
Directar. !

(i) Requests for the grant or revision of Imprest should be processed thraugh the Director - in .-
Charge. i

NOTES: The requests for imprest should be accompanied by statements showing the expenditu:é
incurred month by menth during the preceding twelve months with the nature and particulars of
payment and amounts. When an imprest is requested for a new work, where previous figures of
axpanditure are not available, details of the anticipated expenditure should be furnised. |

(iii)  As these imprests involve permanent retention of money outside the working cash, thay
must not be larger than is absolutely essential. X

i
{iv} The amount of imprest shouid be determined with particular reference to requirements for
one menth or tor such reasonable time required for obtaining replenishment. '

(v) The Imprest halder "should maintain account of the expenditure incurred. so that it can be!

ascertained at any time that expenditure has been incurred only lor the purpase for whicﬁ '
the imprest was sanctioned. '

{vi} For the purpose of obtaining replenishment detaited accounts of the expenditure incurred

must be submitted to Accounts Wing/ Department/ Branch completz with supporting!
vauchers, etc, :

{vii) These imprest should not be multiplied. One imprest account should be considered sufficient:
to meat the needs of all the branches of the office. If a subordinate requires a petty sum of; :
advance, a small portion of the office imprest may be spared for use by the subordinate, The!
officer in charge of oifice imprest should, however, take acknowledgement from thei
subordinate in the same way as he himselt furnished acknowledgements to the Accoums:

Wing/ Department/ Branch and retain the acknowledgement in his office. i

[

i
{viii} The holder of an imprest account is responsible for the safe custady of the meney placed i”{
his hands and he must at all times be ready 1o account for the 1otal amount of the money.

{(ix) In case of transter of charge and yearly on the 15th of July. all officers holding Empres:§
accounts must send acknowledgements to the Aceounts Wing/ Department of the amount due

|
from and accountable for by himself as on the preceding 30th June :

T wmem oy I,

NOTE : (a) In special cases advance may be granted out of imprest Account for meetihg Travellingl
Expenses of the employees. Travelling allowance bill must, however, be suumitted for the full

claims admissible as socn as tha journeys are completed and the amount of advance should be!
recovered from such travelling allowance bills. |

|

34, TEMPORARY ADVANCE : 1

249 When an advance is made 1o subordinate officer for the purpcse of
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CASH ADVANCES -
Cash adyang:es'may be made to officers and.
of an emergent nature when the stores are urg
ot purchase by open or selected tender. Such
approval of the Head of wing/ Head of
due 10 sanclion of cash Advances on

in exceptinnal cases to Stail/ Workers tor purchases
ently required and the time available does not admit
advances shall be made very sparingly and with prior
Enterprise/ Projecy. Responsibility for loss of money, if any,
other grounds shall rest on the officer who sanctions such
advance, Cash advances should, therefore, be limited to the minimum requirement of the occasicn
and allowed in a very restricted way. When purchases are made through sefected ofticers/
emplayees these officers/ employees should be hound down by fidelity bonds sutficient 1o cover the
armounts of cash advances.

The [ollowing conditions govern the sancion of temporary cash advances:-

{i) That the stores are immediately and urgently required.

{ii} That time at disposal dees not permit purchase by open or setected tender.

{iit}  That delay in procurement would involve loss.

{iv) That no second advance is givea tilt the previous advance is fully accounted for and the
balance. if any, refunded 10 cash.

(v} That purchases must be completed and account rendered within Ten‘days ot drawal of the
advance and the balance. if any. refunded,

(vi) That when an oficer/ employee is sent out of station for making purchases in emergent
cases. he should be instrucled to complete purchase within 7 {seven) days and to render

accounts immediately on retwrn. In no case should a cash advarce remain with the otficer/
employee for more than 15 days.

In all other cases purchases should be made by open or selected tender as found appropriate and in
making the purchases. purchase procedure and rules should be followed. When purchases are made
on the basis of tenders. payment should be arranged by cheques. g

The General instructions for the salet

¥. security and accounting of cash apply alsc in the cash
purchase.

It an officer or staft/ worker to whom an adv
by vouchers within the stipulated time,
next month. .

INTER-PROJECT.ENTERPRISE/ GROUP/ COMPLEX TRANSACTIONS:
No laan should be made by one Project/
Director,

ance has been made fails to submit accounts supported
the amount is to be recovered from his salary due in the

Enterprise to ancther without prior approval ot the Finance

Payments on behalf of one Group/ Complex Pioject Enterprise by another should be avoided as
far as possible. All payments that may be made on behalt of another should be recovered by the
Group/ Complex/ Project/ Enterprise in cash by forwarding bills to the Group/ Complexs Project/
Enterprise concerned and until the Gills are paid the Group/ Complex/ Project/ Enterprise will
settle its cutstanding against the ather direct without realising any debit or credit note on the Head
Cifice in respect of inter-Group/ Carnpiex/ Projecty Enterprise Transaction.

When a Group.'Complex.'F'rojecr.'Emerprise sells its products, surplus materials {Stores, elc.) to
another, the price chargeable at a price fixnd by Cerporation or at a price mutually agreeable and in
case ol any dis-agreement the decision ol Director {Commercial} shall be final.

Head Office personnel going on tour are
the event of any one desirin
Enterprise concerned should d

paid advances for traveliing expenses by the Head Office. In
g ancther trom Group/ Complex/ Project/_Enterprise, the Project/
irect the person concerned to contract. Except in an emergency, no
Head Office personnet on tour is 1o be granted any kind of advance by the Group/ Caompiex/
Project Enterprise, Ary advance made shauid immediately be reported to the Accounts Wing by
Head Office.
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EMPLOYEES PROVIDENT FUND.

' The Employees Provident Fund money is not the mgoney ot the Croporation/ Group/ Complex;

Project/ Enterprise. it should be kept in a separate Account with a scheduled Bank a1d invested in
Government securities/ savings certiticates. Contravention of this will render one liaale to penalty
under the provisions of Section-232 (B) o the Companies Act.

CHAPTER - IV
Transaction with Banks
- {39 - 40)
GENERAL:
Unless other-wise provided in any case, all moaney received on account ot receipl/ income of the
Corporation/ Enterprise shall without undue delay be deposited in full into the appropriate Bank
Account. Such receipts/ income may not be appropriated to meet expenses withou? specific ordars.

Moneys which do not from part of the incomes receipt of the Corporation/ Enterprise/ Project

shall not be mixed up with the Corporation’ Enterprise/ Project money and deposited in the same
Bank Account,

The Bank accounts of the Corporation/ Enterprise’ Project fail broadly under the following

. categories:

{i} BCIC Bank Accounts for Head Office transactions.
(i) Accounts opened in the names of Enterprise/ Project and operated from Head Ofica.
(i)  Enterprise/Project accounts operated by Enterprise!” Project concerned.

The Bank accounts shall be operated jointly by at least two Officers one of whom shall be from the
Accounts side. ‘

NOTE : In respect of Enterprisé! Project for which cash credit benetits are availed of from bank.
BCIC may furnish a counter guaraniee over and above the hypothecation of assets ol the
Enterprise/ Project, if required,

NOTE : The sale proceeds of the praducts of the Enterprise/ Project concerned are also kept in a
separate interest bearing sales deposit account from which funds is excess of a certain limit are

iransferred to the cash credit account/ Lim Account to set of the debit balance in the cash credit
Account.

CHAPTER - V
Essential Condititons Governing Expenditure :
(41 - 54)

GENERAL PRINCIPLE ;

As a general rule no expenditure shou!d be incurred and no commitment made from the funds of the
Corporaticn/ Project/ Enterprise until the expenditure has been sanctioned by tre appropriate
authority and until provision for the expenditure is made in the budget as approved. Payments in
individual cases must be supported by bills/ invoices which should be complete in all respects.

STANDARD OF FINANCIAL PROPRIETY:
Every Office authorising expenditure shall be guided by high standards of financial propriety. The
principles on which emphasis should be laid are the following:

(i every officer is expected to exercise the same vigilance in respect of expenditure incurred
from the fund of the Corporation/ Project/ Enterprise as a person of ordirary prudence
would exercise in respect of expenditure of his own money; :

the expenditure should not, prima-facie, be mare than the occassion demands;

no authority should exercise power or sanction to pass an order which wil! be directly or
indirectly to his own advantage:

17
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{iv) money should not be wiilised lor the benefit or particular person or a group of persons
unless-
{1) the amount involved is insigniticant, or
(2} a claim for the amount could be enterced in court of law.
or )
{3) the expenditure is in pursuance of a recegnised policy or custom of the Corporation,

DUTIES AND RESPONSIBILITIES OF CONTROLLING OFFICERS AND PAYING OFFICERS.
All Contralling and Paying Oflicers are responsible for enforcing strict economy and financial
controb. They shall be held responsible tor the observance of the financial ruies and regulations both
by them and by paying officers subordirate to them. Heads of Wings/ Departments/ Shipping &
Liaison Officers of Corporation and Heads of Enmterprise/ Projects shall be Conwolling Olficers.
They shail be responsibfe to watch that the total expenditure is kept within the fimits of the budget
i ' appropriation and that the funds allotted by them to paying ofticers are spent upon objects for
) ' which the money is provided. in order to maintain proper controi, they shall arrange for statements

of expenditure on due dates showing also the commitmentse and fiabilities incurred against the
appropriation. '

43,

BT
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They must not only salisty themselves that adequate checks and counter checks are provided for :
: systematic internal checks calculated to prevent/ detect errors and irregularities in the financial
transactions of their subordinate officers and to guard against waste-ful expendilure and loss of
Corporation/ Enterprise/ Project money and stores, but also that the prescribed checks are - 1
eftectively applied. : :

. 44, RESPONSIBILITY FOR MAINTENANCE OF ACCOUNTS AND PRESERVATION OF
RECCORDS,

441 Every officer receiving money or inGurring expenditure, on behalt of the Corporation/ Enterprise,
Project shall be responsible for proper maintenance ol accounts thereof and timely submission of
accounts to the Head Office/ Projecy Enterprise. Every Officer whose duty is to prepare and
render accounts or returns in respect of money or stores, is persanally responsible for their

completeness and strict accuracy and also for their despatch/ submission within the prescribed
date, .

45,

48, The accounts shouid be maintained and submitted in the proper forms prescribed by the Head Office
Accounts Wing. In regard to the accounts & relurns bertaining to them the Divisions/ Departments/
Branches/ Zonal Offices of Corporation and Enterprise/ Project shall observe instructions issued
fram time to time by the Head Office Accounts Wing.

47. RESPONSIBILITY OF THE
REQUIREMENTS OF AUDIT,

47.1 Is is not sufficient that an
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other properties, rights, privileges and concessions which have money value should be brought to |
account. The record of a transaction of receipt expenditure should always be made at ence under the

final or the remittance head to which it pertains, it that be known: but if the exact head cannot be '-
classified temporarily under suspences and clearance watched. -
48. RESPONSIBILITY FOR OVERCHARGES ETC. ' .
48.1. The paying ofticer shall be held responsible for any overcharge; i

48.2 The responsibility of countersigning officers will be that which attached to all controlling officers;

48.3 The officer who makes payment shall be responsible for checking any culpable error, and for
passing the new rates with reference to the changed order. he is also required "0 examine the
accuracy of arithmetical computations in a bill voucher, ete.

48.4 The responsibility will thus rest primarily with the officer paying the bill and {failing to recover
from him) the overcharge will be recovered from the couniersigning officer, only in the event of

culpable negligence on his part. _ -
49, DISPOSAL OF AUDIT OBJECTIONS ; : '
49.1 Every officer entrusted with the duty of making payments on behalf of the Corporation/ Project/ ;
' Eaterprise shall attend pramptly to all audit objections communicated te him by letters, audit :
memoranda, audit reports, audit comments etc. and return the audit memoranda or reply to the !
objections early explaining the cause of delay, if any. Head of the Praject/ Enterprise will '

c personally responsible for giving reply to Audit comments/objections.

? 50. It is the duty of every Head of Division/ Projecy Enterprise and of controlling olticers to see that i
‘3‘ Audit is afforded all reasenable facilities in the discharge aof its functions and furnished with the
3 fullest possible information for which it may ask. tor the preparation of any accoun! or repart,
which is its duty to prepare. No such infermation nor any books or other documents to which the
Audit has a statutory right of access may be with held from it. |

DEFALCATIONS, LOSSES, ETC.

51. REPORT OF LOSSES: f

51.1 All casaes of loss of money, departmental receipts, stores or other property held by or on behalf of |
the Corporation/ Project/ Enterprise caused by theft, fraud detalcation, misappropriation and |
negligence should be reported immediately to the superior official, even when such toss has been |
made good by the party/ person responsible for it. Such reports must be submitted as soon as a i
suspicion arises that there has been a loss. They must not be delayed while detailed enquiries are
made. When the matter has been fully investigaled, a further and complete report should be
submitted of the nature and extént of the less, showing the errors or neglect of rules due 1o which
the loss was rendered possible and the prospects of effacting a recovery,

|
51.2 it the delalcation/ loss be detected by Internal Audit in the tirst instance, thay shall report it |
immediately to the Controller of Accounts & Chief Auditor, Head Office and alsc the Head of the
Project/ Enterprise concerned.

causes or circumstances, which might have contributed to the theft, fraud, detfalcation,
misappropriation and loss, the steps taken to prevent its recurrence and the disciplinary or other
action proposed as regards the persons responsit'e, should follow. ‘

!
|
51.3 A detailed report, after the completion of departmental investigations for the determination of the j
i

The report should state whether any security/ insurance coverage was obtained from the official in
charge of the cash, store or materials to which the loss pertains. If so 10 what extent the loss can
be made out of the security/ insurance coverage. [f, however, security/ insurance coverage was ‘
not obtained, or the loss could not be covered in full there trom, the reasons for not obtaining tha - !
security or adequate security/ insurance coverage should be stated.
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53,
53.1
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WRITE OFF OF LOSSES;

Al cases for sanction of write oft of loss requiring the approval of the Corporation should be
submitted to Head "ilice in the protorma in Annexure A’ of this chapter.

Power have beern delegated tg the Heads ot Wings Departments, Projects! Enterprise/ Branch
Oftice etc. 1o write of losses within certain limits [vide delegation ot Financial Power Schedule)
subject to the lollowing conditions:

{i) The Autharity tc whom such Powers have been delegated should make proper enguiry on the
losses and satisty himself that the loss was unavoidable: )

(ii} The above mentioned tacts be recorded in writing and written ‘sanction for the write oft,
when the amount involved exceeds the limit up to which he is competent to write off under
the powers delegated to him. be oblained trom the Competent authority.

{iiiy A quarterly statement of all write off under the Powers delegated is furnished to the
Accounts Wing & Audit Wing of Head Office with statement of each case.

RESPONSIBILITY FOR LOSSES, ETC.

Every officers statir worker should realise fully and clearly that he/she. will be held persanally
responsidle for any loss through fraud or negligence on histher -part and that he/she will also be
held personally responsible for any ioss arising from lraud or negligence on the part of any other
officer/ statt/ warker the extent 1o which it may be shown that he/she contributed to the loss by
his/fher own action or negligence.
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10.

11,

12,

13.

ANNEXURE- ‘A’
Headings tor the tarwarding letters 10
Head Oftice submilting cases of losses

for the sanciicn ol write-off.

—l...‘.._nl

Nature and extent of loss with brief account of the causes and circumstances leading to the ioss. ‘

Date or period of occurrence.

Description of stores or praperty lost.

(a) How and when detected?

{o) Whether the loss is covered by insurance? If so. whether claim has been lodged with
Insurance Company and with what results,

() Whether the loss is covered by the amount of security, it any. obtained from the -employee [?
{d) Whether the loss is due to intringement of any existing rule or order ? If sc, particulars

thereof,
Names of Officers/employees directly or indirecliy responsible for the loss.

Whether departmental investigation has been made? It so particulars of the oticers or body
investigated the matter and with what result, (copy of the report should be submitted).

Whether criminal proceedings have been started in this case, if s0. particulars of. the proceeding

with supporting papers.

Whether the question of fixing up respansibility for the purpose of recovery has been considered. |f

$O. your views in the matter may be stated.

Whether you considar the loss as irrecoverable? It sa. give reasons lor holding such a view

Whether steps have been taken 1o prevent the recurrence of similar losses in future I 50, details o

the steps taken may be lurnished.

Whether disciplinary action has been taken or is proposed 1o be taken. This action should arise

where direct responsibility could not be fixed,

Whether you consider that there was taxity of supervision in this case. If so. the.names of 1
supervising Olficers and the action you propose 10 take against them. :

It the loss was due to defec’ in any existing Rule, procedure or Order the particulars of the
orders etc. with a suggestion as 1¢ how the defects can be rectified or overcome

{Signed by Head of Praject/Ent

I A L S i P A T ———
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i , ~ . ANNEXURE-B TO CHAPTER-V

5335, 5 ‘ (Ref. Para 54 of Chapter-v) : ;
i ; LOSSES.

The following general pringi

ples have been laid down to regulate the enfoercement of responsibility for -
i losses sustained by the Corpora
I

tion/ Enterprise/ Project through fraud or negligence of individuals:

1 {1) Means should be devised to ensure that every officer/ empleyee of the Corporations Enterprise/

i Project realises fully and clearly that hesshe will be held personally responsible for any loss arising from

fraud of negligence to the extent to which it may be shown that he/she contributed to the loss by his/her
own action or negligence. The cardinal principle

that every officer/ employee should exercise the same vig

e

5 person of ordinary prudence would exercise in respet of the

! expenditure of his own money. While, therefore, an officer'ss employees honest errors of judgment

: involving financial loss, may be condoned provided the officer can show that he has done his best up to the 2
! | limits of his ability and experience, exempiary punishment should be meted out to gfiicers/ employees who '
i | are dishonest, careless or negligent in the duties entrusted to them.

;Zf | (2) It is of the greatest importance to avoid delay in the investigation of any loss due 1o fraud, !
“F | negligance, financial irregularity ete. If the irregularity is detected by audit in the .hfst instance, it will bg
Ly | the duty of the Audit officer 1o feport immediately to the administrative authorities concerned. If their *
' | irregularity is detected by the administrative authority in the frst instance, and i it is one which should be .
| Teported to the Corporation he must make that report immediately. Every important case should be brought £
|
|
|

superior and the audit authority 1o the appropriate authority. Should the administrative authority require, he :
y for the investigation and it investigation . :
is complex and he needs the assistance of expertaudit to unravel it, he should apply forthwith for that 1
assistance to the Finance Director. Thereafter the administrative autherity and the audit authority will be
personally responsible, within their respective spheres for the expenditious conduct of the enquiry,

=3
(3} In any case in which it appears that recourse to judicial proce '
ice from the law officer should be taken as soon as the possihili

ence a prosecution should be attempted unless
vailable is not such as will secure a conviction. The reasons &
d on record in all such cases, E‘
3
4

the legal advisers consider that the evidence a
for not attempting a prosecution should be ptace

been faciiitated by taxity of
strictly to account ang his p

{5} The guestion of enforcing pecuniary liabilit
other forms of disciplinary action. icer's/ Employee’s pecuniary liability it
wili be necessary to look not t i
officer, since it should be recogni
| particular, if the loss has oc
. @mount 1ost from the guilty

olficer at faulr may properly be penalised

: retire from service of uit servi !
: i . y q rvice, |t
° aonl :T:slro: :?;:gtl;::i;s :h' A " ken to ensure that an officer concerned in

) t '¢h 1s the subject of an en uiry, i i i it
: service wiile o1 qQuiry, is not inadvertently allowed to retire or quit

o quiry is in pragress, and accordingly, the authority investigating the case should
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immediately inform the authorities concerned and it will be tha duty of the latter to make a note
information and see that the person is not allowed to retire or quit service before either
arrived at as regards the culpability of the oMicer concerned with the loss or it h

@5 been decided
sanctioning authority that the result of the investigation need not ba awaited.

{7} The fact that officers/ Employees who are guilty of frauds or iregularities have left and ha

escaped punishment should not be made a justification for absolving those whao are also guilty but w
remain in sarvice. ’
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CHAPTER-VI
* ESTABLISHMENT
(5§5-62) ;

R
ey pend

S5. TRANSFER OF OFFICER -

! 551 Every transter of charge in the Officer's cadre, whether in the Head Office. Branch office, Project,
o or enterprise shall be reported by post on the same day to the Head Office Personnel Wing and the
b Accounts Wing/Branch concerned. This should be accompanied by a handing over note prepared by
.; the relieved officer indicating (a) important cases, (b} cases with special features which require

: the attenti on of the reliaving officer and {c) a list of confidential files and paper handed/taken
" aver, :

55.2 The following instructions should also be observed:
(i) The cash book or Irmprest Account, if any, must be closed on the date of transfer and a note
recorded in the cash book or the Imprest account over the signature of both the relieved and

the relieving Officers, shawing the cash and imprest balances, and the number of unused
receipts, cheques, if any made over and received in transfer.

{iiy  The relieving officer in feporting that transfer has been completed shall bring to notice -
anything frregular or objectionatle in the conduct of busines that may have come officially to
his notice. He shall examine the accaunts, couni the cash, inspect the stores and count,

weight and measure selected articles in order to test the accuracy of the returns, He shall
also describe the state of the records,

{iil)  In the case of a sudden casualty or an emergent necessity arising for an officer to quit his
charge, the next senior Officer of the department present will take charge. When the person
who takes charge is not an officer, he must at ance report the circumstances to his nearest
departmental superior. ard obtain crders as to whether he shouid take the charge.

65.3 The relieving ofticer will take up the expenditure of cash and stares from the day of month during
which the retiet tookplace, and submit the next monthly accounts in the same manner as if he has ‘
been in-charge during the whole month. But the relieved olficer remains responsible to explanation 5
for accuracy of transactions during his incumbency.

P e FrmnAadeeh e o

55.4 It the relieving Officer fails to bring 1o notice within a reasonable period any deficiency or defect in

work or stores taken over from his predecessor, he will be held responsible for the same, both as
to quantity and quality, so far as he was in a position to ascertain it,

55.5 The receipt of cash and stores b

alances shouid be prepared by the relieved officer. but the relieving
officer should note any discrepancy or deticiency there in as may come to his notice during taking
over sc that from hi§ charge papers the higher authority may become aware of the discrepancies/

deliciencies and pass ‘orders in respect of any of them as may be necessary. A copy of the receipts
may be given 1o relieved officer. '

S ek s A

5586 The relieving Ctficer shall ins

pect records. plants and machinery ete. ac?:'ompanies by the relieved 1
officer.
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57.

58.
58.1

58.2

~ 59,
591

69.2

- Accommadation may be provided by the Corporation/ Enterprise/ Project to cfficers and

In respect of the projects under construction the relieving clficer shall examine, the works in
progress as to their quality and quantity. with reference to the sanctioned plans and estimates and
record his opinion about the progress of wark etc.
REVISION OF ESTABLISHMENT-PROPQOSALS

FOR CREATIOM OF ADDITIONAL POSTS.

Proposals tor creation of additional posts should be submitted to Direcior - Incharge with proper
justification supported by full facts and figures, as indicated below :

{i) A statement of additional work necessitating creation ol additional posis. A comparative
statement showing the work load on a given date and the increased work alter that given
date will be helptul.

{ii) A statement of the present strength af Olficers/ Employees in the Branch/ Section
concerned. the additional staft proposed and the total.

(iii)  Whether budget provision exists for meeting the additional c,-xbenditure, It not, how this is
proposed to be met.

{iv)  Additional Financial commitment involved, if the proposed posts are created.

HIRE OF OFFICE ACCOMMODATIONETC.

When the building is used entirely for office accommedation the rent is wholly chargeable to the
Corporation/ Enterprise/ Project concerned. When it is used partly for office accommodation and
partly for residential purposes, the share of the rent chargeabie 1o the officer/ Zmployee shall be
proportionate to the floor area. The procedure for the Carporation/ Enterprise/ Project should be
1o pay the full rent and recover the balance of rent from the officers employee concerned subject
to the rent fixed by the Corporation’ Govt. lrom time 1o time.
RECOVERY OF RENT.

Ofiice/Colony/Stores accommaodation surplus to the needs of the Corporation/ Enterprise/ project

may be rented out to private parties on full assessed of rent by the Chief Englneer (Civil) in the
Head Office and the head of Enterprises Project.

Rentzng should be done an a month to month basis and a proper lease deed should be drawn up and
signed.

the recovery of rent from officers/ employees may be made either in cash or by deduction from
salaries through the paying officer/ employee concernd.

NOTE - 1

Amounts due trom an officers empioyee on account of (i) hire charges of {urniture, (it} value of
articles of furniture, and other property lost or damaged and (iii) any other dues far which he may
be liable in respect of the residence allotied to him may alsa be recovered either in cash or by
deduction from salary,
NCOTE - 2

The system of direct cash recovery of rent from_Ollicer/ Employees is_unsuitable when the
recoverable rent is dependent on the rate of salary. It is, therefore, adviseable to make such
recovery by deduction from salary.

RESIDENTIAL ACCOMMODATION FOR OFFICERS/ EMPLOYEES.

employees subject to recavery of rent al rate as lixed by Corparations Govt. from time to time
Where it is not possible to provide residential accommodation, House Rent allowance or House Ren
support may be granted in lieu thereot as fixed by Corporation/ Govt. from timeto time.

Officer/Employees working in Enterprise/ Projects, who are provided with accocmmodation in the
Housing Colony of the Projects may be charged house rent as may be lixed by Corparation/ Govt.
from time to time.
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Note;

Officers on special contract with the Corpocation are entitled to house rent accommodation
according to the terms and conditions of their contract.

RECOVERY OF GAS AND ELECTRICITY CHARGES :

The cost to Gas & Electricity consumed by the occupants ia the residential accommodation provided
by the local management inside the Mills premises, shall be recovered at a rate to be determined by
the Corparation trom time to time,

REST HOUSE CHARGES : _
The Rest Houses are primarily meant for 8CIC Otlicials, Consultants and Experis for short period
on tour from outstations.

In exceptional cases, accommodation may be given 1o outsiders by the Rest House - in - chgrge tor
short duration, provided there is no possibility af wvisit by Corporation's personnel durrmg the
period.

When mare officials than the vacant accommodation arrive and selection is involved, priority may
be given to the official having seniority over others,

Guests in the Rest House shall pay ladging & Boarding charges at prescribed rates. Such charges
shall be realised by Rest House - in - Charge and a receipt given. Amount so realised to be deposited
to Accounts Wing/ Department concerned. Where the guest is treated as a guest qf BCIC, no charge
may be recovered. :

A register should be maintained in the Rest House showing the names, designations and adf:lress ol
persons staying in the Rest House and also the purpose of visit, the time and date of arnva_l, the
‘time and date of departure and payments made. This register must be checked and countersigned
periodically by an officer authorised for the purpose.

The period of stay in the Rest House on any cne occasion shall not normally exceed 10 days in one
visit. : »

USE OF CORPORATION/ENTERPRISE!

PROJECT VEHICLES:

A log book must be cpened in the prescribed form for every Vehicle beionging to the Corparation/

Enterprise/ Project for the purpase of recording their use. The follawing instructions are issued in
connection with the maintenance of log books. ‘

(i} The log book shall be kept with the driver of the Vehicle. Entries in the log book shall be made
by the Officer using the vehicle in his own handwriting. The purpose of the fourney should be
specifically mentioned. It is not suilicient 1o write ‘Official’. In case the purpose of the
journey is not clearly written, the journey may be weated as private and charged for.

{ii) The otficer using the vehicle shall write

and sign the log book immediately aher the use of
the vehicle. -

{iit)  Milemeter of the vehicles shall alwa
get rectified immediately. The milem
- charge ‘should check them irom
about the inspection may be made
in - charge.

ys be kept in working orders. Defects, if any, must be
eters in the vehicles should be sealed and Transport - in
time to #me to see that the seals are in tact. A record
in the log book over the dated signature of the transport -

(iv) There should be no erasures or over-writing in the Log Book.

Save for Officers who may by. virtue of the terms of their contract are entitled 1o the use of

lranlsport free of charge, af! officers will be charged, at the prescrived rate, for the use of
vehicles, for purposes other than official. : :
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64,
64.1

64.2

64.3

65.
65.1

CHAPTER - Vli
WORKS TRANSACTIONS
, PART (63-72)
GENERAL :
For detailed rules and procedure the Engineering Works Code as adopted in BCIC may be relerred.

" PAYMENT PROCEDURE FOR WORKS TRANSACTIONS:

MUSTER-ROLL FOR LABOURERS: :

For works executed by labourers, whether paid by the day or otherwise. 'a muster-roll must be
kept showing the names of labourers; the number of day they have worked, rate of pay and the
amount due to each. This nominal muster-rell is the initial record of the labour emplayed each day
on each work and must be written up daily by subordindte deputed for the gcurpose. Muster-Rolls
should never be prepared in duplicate. Supervising officer should check the Muster-roll daily.

Payments on muster-ralls should be certilied by the Officer-In- Charge of the work and actual
payment witnessed by a Senior Officer available.

Labour Reports-An advise of the Muster-roll labour engaged each day should be sent daily 1o the
Accounts Department concerned against which the Muster-roll bills should be chacked.
MEASUREMENTS: .

Work done otherwisa than on a lump sum contract, and supplies made, by a . contracter, should,
unless impracticable be measured (weighed or counted) before payment thereof is made. The details
of the measurements made should be systematically recorded in a book, -called the Measurement
Book, which will form the basis of all accounts of quantities. Measurement Bocks are records of
prime entry and should be maintained in manner that they can be produced in court of law as
evidence in case ol need. The description of the work or supply must be lucid so as to admit of easy
identitication and check. the pages of the book should be machine- numbered, and no page may be

torn out, nor may any entry be erased or detaced so as to be illegibie. All corrections must be duly
attested by a responsible officer,

CONTRACTORS BILLS :

The responsibility for the preparation of contractors bills should rest entirely with the contractor.
No bills of the contractors, should be prepared by any officer or staft of BCIC and of
Enterprise/Project under BCIC. No payment should be made until the correctness of the claim, in
respect of quantities and rates, as well as the quality of the work/supply, and other necessary
factars have bean acepted by the Engineer-in-Charge and by Head ol Project/Enterprise under the
Corporation respectively. Bills for works are payable in the Project/Enterprises./ Branch Office/
Head Olffice in all cases where no doubts exist about proper approval of the work sancticn of
expanditure and provision in the budget. In all cases Bills have to be submitted supportad by all
necessary papers, Measurements Books, copies of relevant carrespondence. Final bills have 1o be

further supported by ‘No Demand, ‘Completion of work' and "Store Return” certificate in specitied
forms,

Bills for works tor Head Office/Branch Office/Projects/ Enterprise for which work order have
been issued, may be paid at site up 10 50% of the value after they have been duly checked and
approved by the Engineer-in-charge’ Accountant- in-charge and the Head of the Enterprise/
Project. The balance amouni is payable alter passing of the bill by the Eagineer-in-charge,
Accountant-in-charge and Head of the Project/Enterprise in Project/Enterprise.

Aunning and final Bills {if required to be submitied to the Head Cftice} have 10 be submitted in
duplicate in printed forms, duly confirmed and passed by all persons concerned. Reference nos. And
dates of letiers ot sanction, of the work order, the extension of time, if any, and the book number
and the page no. Of Measurement books should be noted on the face of the Bills.
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87. AlD TO CONTRACTORS:
67.1

€8.
58.1

NOTE:

69.
69.1

NOTE-1

128
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Advances 10 contractors, as a rule are prohibited. and every endeavour should be made to maintain

a gystem under which no payments are 1o be made excepl for work acilually done. Exceptions are.
however, permitted in the following cases:

(i) Cases in which a contractor, whese contract is lor finished work, requires and advance on the
security of materials brought to site. the officers executing the work rmay, in such case. sanction
advances up to an amount not excerding 75 per cent of the value (as assessed by themselves) of
such materials provided that they are of an imperishable nature and that a formal agreement is
drawn up with the contractor under which Corporation/ Enterprise’ Project secures a lien on the
materials and is safe-guarded against losses due 1o the contractor rosiponing the execution of work
or 1o the shortage ot misuse ot the materials, and against the exponses for their proper watch and
sale custody payment of such advances should be made only on the certiticate ol respensible
oificer, that the quantities of materials .upon which the advance are made have actuaily been
brought to site, that the contractor has not previously received any advance on that security and
that the materials are all required by the contractor for use of items of work for which rates tor
finished work have agreed upon. The officer granting such a certificate will be held personally
responsible for any  overpayment which may accasion in conseguence. Recoveries of advances so
made should not be postponed until the whole of the work entrusted 1o the contractor is completed.
They should be recovared trom his Bill for work done as the materials are used the necessary
deductions being made whenever the items of work in which they are used and billed for.

{ii) Cases in which, in the interest ol works. it is absolutely necessary to make petty advance.

{ii} In al other cases only with the sanction of the Corporation which may, in- exceptional
circumstances. authorise such advances as may be deemed indispensible, taking the necessary
precautions against loss and for preventing the system from becoming general or continuing longer

than is absolutely essential.

WORK DONE OR LIABILITIES INCURRED ON BEHALF OF THE CONTRACTOR:

It is necessary sometimes, in the interest of wark. 1o engage labourers ar contractors or to incur
other liabilities on behalf of the contractor concernad, with a view o complete work which he has
neglected or failed to complete. In such a case it is permissible to spend on behalf of the contrator in
accordance with the terms of agreement. Otherwise, no advance or recoverable payment should be
made to or on behalf of the contractor nor should financial aid he given to him in any form.

With a view 10 avoid subseguent dispute with the contractor,

him(i) as soon as action is taken under thi
his account.

SECURITY FOR PERFORMANGE OF CONTRACTS
Security should in all cases to be taken tor
{i) a deposit of cash, Gevernment securiti
receipt of recognised banks {approved of b

suitable intimation should be sent to
s rule. and {ii} subsequently, as charges are incurred on

the due fulfilment of a contract. This security may be:-
es. municipal debentures, port trust bonds and deposit
y Government)which published regular accounts:

{ii} Post oflice 5 years cash certificates tor

the armount at which the certificates are purchased but
for their face value,

(i) deduction from the montt

Y payments 10 be made on account of work done @ 10% of gross bill
value. .

Security Deposit of 10% is deductable fram the gross value of the bill which includes the value of

all material supplied deparimentally. The amount of Earnest money should be converted into
Security money.

Security deposit of 7.50% is deductable from the end of the bill which includes the value of all
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NOTE-2

70.
70.1

70.2

71.

72.
7241

72.2

. It is important to close the accounts of works as scon as possible .ahter the actual work as

materials supplied permanently. This deposit will be relunded & months after succe

sslul completion
of the work. No interest will be payable on this deposit.

Deduction of discount of 1% from the payable amount aher deduction of security deposit and the
vaiue ot departmentally supplied malerial has 1o be made when Running bilis are paid within 8§
working days from the date the bill is submitted to the Project/ Enterprise and from Final Bills
when paid within 30 calendar days. Suitable clause should be inseried in the contract in this
respect. ProjectVEnterprises have to explain by giving detailed reasons in al! cases in which
Discount couid not be deducted. Any expenditure from Discounts will require prior approval of the
Head o} Enterprise/Project concerned.

WATCH OVER LIABILITIES AND BALANGES -

Paying officers are responsible tor keeping a strict watch over alt liabilities and balances under the
suspense account in the work accounts with a view to settle them promptly. This should be done at
the time of review of the works accounts and the register of works.

Money indisputably payable never be left unpaid. It is not economy to posipone inevitablepayments,
and it is very important to ascertain, liguidate and record the payments of all actual obligations at
the earliest possible date.

If any liabilities of works are incurred on behalf of contractors under the provisions of rule,
arrangements should be made for with holding sufficient balances from their bills for making
necessary recoveries from them in due course.

CLOSING THE ACCOUNTS ON COMPLETION OF WORKS;

construction is completed. If there is necessarily any gelay in the closing of the account it should be
seen in particutar that further charges are net incurred without the permission of the Ghief
Engineer (Civil)/Head ot Project’ Enterprise cancerned. '

Before closing the accounts all cutstanding liabilities should be discharged and balances in the
suspense accounts cleared.

C e .
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CHAPTER-VIII
PURCHASE
(73-79)
PURCHASE POLICY

The policy of BCIC in making procurement of machinery, equipments and steres, whether for
utilisation and consumption in Mills and Factories or lor construction works is to patronize
Bangladeshi product to the utmost possible extent consistent with economy and efficiency.

NOTE: (i) Price preference may be allowed to Bangladeshi products over goods of foreign origin. Bidders

74.

75.

76.

130

tendering for Bangladeshi products may be accorded a price preference in Takas up to the prescribed

percentage of the lowest quoted landed cost of an item of foreign origin with similar specitications,
provided that:-

(@} The saving in foreign exchange is at least equal to the amount of price ‘pre‘ference.

(b) in each case ot such preference, it is ensured that the total import requirement for producing the
supplies tendered for lacally has been duly indicated by the bidders, and

(¢} the above mentioned price reference will nol be admissible tor those items of tocal manufacture,
which may be enjoying protection given by Government on the recommendation of Tarrif Commission.

(i) In regard 1o securing of services in the fields ol drilling grouting, designing and consultancy in
specialised fields, other than construction of building, the preference for the prescribed perceniage
may. be aftorded to Bangladeshi tirms over the bids of foreign concerns provided that the payment of
foreign exchange. if any, ta the local firms is rot in exchange of the amounts demanded by the

toreign/concerns. Such preference will not be applicable to Bangladeshi firms with foreign associates,
unless the share of Bangladeshi firms is 50% or more.

{iil The above decision will not apply to the lollowing two categories of cases Involving foreign bid,
loan or grant;

{a) Where a commitment has been made to purchase supplies/ services from a particular country.

{b) Where a commilment has been made 1o purchase supplies/ services on the basis of world-wide
competitive 1enders.

In order to give efect to the abave policy, preference shall be given in the following orders:

(iy Firstly, to ariicles which are produced in Bangladesh in the form of raw materials, or are

manuiactured in Bangladesh from raw materials produced in Bangladesh, provided that the quakity is
good for the purpose,

(i Secondly, to articles wholly or partially manufactured in Bangladesh from imporied matearials
provided that the quality is good for the purpase:;
(ii) Thirdly,

to articlas of foreign manufactures hold in stock in Bangladesh provided that they are of
suitable typ

€ and requisite quality and that the price reasonably compares with the C&F price.

{iv) Fourthly, to articles manufactured abroad which need to be specially imported for which suitable
substitute under any of the aforesaid categories are not available,

Corporation/ Projecy Enterprise should alw

ays procure the articles produced or manufactured in
Enterprises under the Corporation.

In making purchases the following "general principles shall be observed and it should be ensured that
the cost of Purchase is covered by sanction of the appropriate authority and there is budget provision
for i1 :-

1. An article shall be purchased on condition that delivery shali be made in Bangladesh,
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2. Tenders shall be invited through press advertisement aor

otherwise as may be detailed in the E
Purchase Manual.

There shall be no deviation trom the specitication given in the tender document(s).

4. Normally the lowest tender/quotatian i.e.

the tender/ quotation which is prima facie the most
economical should be accepted.

5. Single tender/ purchase should be avoided. Tenders less than three sh

ould be deemed as single
tender for this purpose. This will not apply to proprietary articles.

. 6. ANl articles whether manulactured or produced in Bangladesh or abroad shall be subjected 1o
Inspection. lor which necessary procedure has been faid down in the Purchase Manual,
g Manutacturers warrantee certificate, may be accepted in lieu of inspection in special cases.

7. Purchases must not be sglit up obviale the need of obtaining approval of higher authority.

177.  PREPARATION OF INDENTS FOR STORES MATERIALS, ETC.
{i) Al indents must be in the prescribed form,

{ii) Separate indents should be prepared for each specific commodity.

{iii) In case of spare parts of various machinery required to be imported, indentars must give
the following certificate in the prescribed. farm:

] “Certitied that the spare parts indented for cannot be manufaciured by any of the Project
¢ Enterprise of elsewhere indigenously”.

3

'78.  TENDER COMMITTEE

(i} Tenders for purchase shall be placed before the appropriate committee constituted for the
purpose.

R .

(i) No purchase should be made, aven if it is within the limits of delegation of powers uniess
processed through the Tender Committee.
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CHAPTER-IX
LOANS AND ADVANCES
(79-85) 4

AT T =

I

79. SANCTIONING AUTHORITY :
Loans and advances may be sanclioned by the Corporation. The Corporation may delegate powers 16
grant advances to Heads of wing/ Departments/ Projects/ Enterprises in tespect of Olficers and
Employees serving under them.

BO. BUDGET PROVISION : .
Provision should be made in the budget estimates for all such lpans and advances which can be .
foreseen and which are not repayabie within the year, =

81. REPAYMENT INSTALMENTS:
When the repayment ol an advance with interest is made by fixed equal periodical instalments,

punctuat payment of the instalments is indispensable, as olherwise the loan may not be discharged in
time, '

S S o e e A e i

82. CALCULATION OF INTEREST : )
Interest on the advance shall be charged at the rate 1o be prescrided irom time 1o lime, but not below
the Bank Rate. The interest shall be calculated on balances oulstanding on the last day of the month.
The recovery of the interest will be made in one or more instalments alter the principal has been fully i
recovered. The amount of instalments on account of inlerest shalll not be appreciably greater than the
instalments by which the principal has been recovered. The recovery of injerest will commence from
the month jollowing that in which the re-payment of principal is completed,

83. TERMS OF LOANS: ‘ e
Borrowers should be required to adhers strictly to the terms settled tor the loans made to them.

NOTE : ' i ?
© Applications for advances tor the purpase of House Building. motorcar, matorcycle, bicycle should be
made in the prescribed form for which separate rule is prescribed, . -

84.  ADVANCE ON TRANSFER : .
Advance on transter may be sanctioned by the Head ot Wing in Head Office and Manager Shipping & - -
Liaison Olffice & Heads of Projectr Companies/ Enterprises to an ofticer/ employee under orders of o
rransfer, up to an amouat not exceeding one monih's basic pay plus the 75% of the eslimated !
ravelling allowance to which he may be entitled ungder the rutes in consequence of the wansfer. The
advance should be recorded on the officers/ employees last pay certificate. The advance of pay should
be recovered from the pay of the officer/ employee in three equal monthly instalments beginning with
the month in which a full month's Pay is drawn after the transter. The advance of travelling allowance f
should be recovered in full on submission of the officer's/ employee's traveliing allowance bill. The
adjustment of T.A. bill should be submitled within 30 days of completion of the journey, }

NOTE :1
The advanee referred to in this clause is also permissible to an olficer/ employee who receives order '
of transter during leave. ‘ {

NOTE: 2 \
When a single lump sum advance s drawn to cover the travelling expenses both of the olficers
employee himself and of his family. it may be adjusted by the submission of more than one bilt, il it so 1
happens that the member of the oMicers lamily do not actually make or complete the journey with

him. In such a case, the officer should cerlity on each adjustment bill submitted by him that a further
bill in respect of travelling allowance of the members of his family (to be specified)who have not yet
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completed the journey will be submitted in due course and is expected to include an amcunt not less -
than the balance of the advance left Unadjusted in this bill.

73 )

the advance of pay under this clause may aiso be allewed to be drawn at the new statior saon after

the arrival of the officer amployee there, on producion of the last pay certificate showing that no

advance was drawn at the old station,

14 .

The amount of the advance to be recovered monthly should be fixed in whole take the bzlance being

recovered in the las! instalment. o

ADVANCE ON TOUR ; - .

ADVANCE ON TOUR FOR OFFICERS/ EMPLOYEES MAY BE-GRANTED AS BELOW :

(i} . To an officer/statt/worker proceeding on tour, an amount sufficient to cover his persanal

-tfava!ling expenses (not exceeding 75% of the amount admissible) subject to adjustment within a \ o
fortnight upon the officer's staff'siworker's return to headquarters or 30th June, whichever is

earlier, In case no billis submitted within the period, the entire advance shali be adjusted. against next
salary payable.

A second advance cannot be made to an oflicial under this clause until account has been given of the
first, '
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FINANCIALCODE AND POWERS
PART-Ii
CHAPTER-X
DELEGATION OF POWER
(86-92)
Delegation ; V

The Board may delegate its power to the Chairman for
Corporation.

»

the purpose of eflicient functicning of the

Sub-delegaion : ' ;

The Chairman may delegate his power to the officers ol the Corporation.
Sanctions to Expenditure -

General limitations of power o sanclion Expenditure :

{a) It is a primary condition of the exercise of financial power that tunds of the Corperation/ Group/
Complex/ Project/ Enterprise may be spent on legitimale objects of the organisation and in

particular, a subardinate authority may sanction expenditure or advances of money in those cases
anly in which it is authorised to do so by '

(i} The provisions of an ordinance of Govt.. of rules made by Government thereunder.

(i} any _reéulation issued by or with approval of the Board.

(ili) any special or general order of the Board or other duly authorised body delegating such powers to
it; or,

{b) Nothing contained in clause (a) of this rufe shall empower any subordinate authority, 10 sanction
with out the previous consent of Board of Directors any expenditure which involves the introduction
of a new principle or practice, likely to lead to increase of expenditure.

{c) the exercise ot power by a subordinate_ authority is subject to the observance of any general or
special dirction which the authority dele

gating or re-delegating power may issue at any lime whether
generally or in relerence 1o a particular case.

Effect of Sanction :

Sanctioni to any given expenditure become o

perative as soon as funds have been appropriated to meet
the expenditure,

Operation of Sanction : . ;
Sanction to a recurring expenditure covering a specified lerm of years becomes o_perallve when funds
are appropriated 10 meet the expenditure of the lirst year and remains in operation for each year of
the specilied term subject to appropriation in such years.

Limitations to appropriation of Fund ; .

Funds may not be apprapriated or reappropriated to meet any item of expenq_iture which: :as not been
sanctioned by the authority empowered to sanction it.

Funds may nof ba appropriated or reappropriated to meet expenditure on a new item not contemplated

in the budget approved by the Board of Directors, without sanction of the Board of Directors.
P .
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Government of the People's Republic of Bangladesh

Mihistry of Finance

Expenditure Control and Administration Division

No. MF/RINTA-866/73-207/

Subject: Revision of rates of Daily Allowance &
that subject to the provisions of the ordinar
governed by both the former Provincial and
1974, Daily Allewance and Road mileage at th

" {A) Daily Allowance

Regulation Wing
Section-ll

MEMORANDUM

Far expensive localities e.g. Dhaka
Narayanganj, Khutna, Chittagong, Rajshahi,

{a) Govi. servants of the
First Grade
{i} drawing pay up to
Tk. 750.00 p.m,
{ii) drawing pay trom
Tk. 751.00 to

Tk, 1000.00 p.m.
(i) drawing pay above
Tk. 1000.00 p.m.
(b) Govt, servants of the
second grade-(Pay
Tk. 350 p.m. & above
vide G.O.No.MF/RIITA-
73-193 d1. 19.7.74)

(¢) Govt. servants of the
3rd grade

(d) Govt. servants of fourth grade

Tk. 28.00 per day
Tk. 32.00 per day
Tk. 32.00 per day
for first Tk. 1000/ of pay

plus Tk. 4.50 tor every
additienal Tk. 500/- or
traction thereof,

60 paisa for every 12.50
of pay or {raction thereof
subject to the minimum ot
Tk. 20 & maximum of

Tk. 28/00 per day.

60 paisa for every Tk.
12.50 of pay or fraction
thereof subject to a mini-
mum of Tk. 12,00 & maxi-
mum of Tk, 20.00 pe day

Tk. 10 per day Tk. 7.50 per day

Road Mileage.

{8) 1st Grade
2nd Grade
3rd Grade
4th Grade

The above rates will be admissible for the w

travelled;

Tk. 1.00 per mile
Tk. 0.80 per mile
Tk. 0.80 per mile
Tk. 040 per mile

_No.MF/RIIVA-66/73.207/ dated the 31st July, 1974,

‘m%‘?ﬁkﬁ”*:ﬁ"" T s v

Dated the 31st July 74

Road Mileage. The Govl. have been pleised to decide
y rules and conditions of admissibility, all Gevt, servants,
the Central rules. will draw, with effect from 1st August,
e lollowing rates, until further orders:

Other localities.,

Tk. 21.00 per day
Tk. 21,00 per day
Tk. 24.00 per day
for first Tk. 1000 of pay

Tk. 3.25 for every additional
Tk. 500 or fraction thereot.

45 paisa for every Tk, 12.50 of
pay or fraction thereol subject
to the minimum ot Tk, 15 &
maximum of Tk. 21.00 per

day.

45 paisa for avery Tk. 12,50 of
pay or fraction thereof sub-
juct to minimum of Tk. 9.00
maximum of Tk. 15120 per

day.

Hole of the journey by road. irrespective of the distance

Sd/- 8.G. Mustafa
Beputy Secretary
Ministry of Finance
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Copy forwarded to .. ... . .. for inlormation and necessary action and communication to subordinate
. otfices. ’
1 t
Sd/Habibur Rabhman
' Section Oticer.
L 31.7.74 .
: Distribution :
i 1. All Ministries (Division Wise) ‘
}”,“ 2. All Heads of Departments & Direclorates under former Provincial and Central Gowvt,
:‘ 3. All Deputy Commissioner,
ﬁ= 1 4. All Commissioners of Division.
i 5C&AG A G B CMA. " C.A.Q. Foreign Affairs & F.A. & C.A.O. Railway.
L 7. All District Accounts Officers. '
i B. All Treasury Otlices.
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BANGLADESH FERTILIZER, CHEMICAL AND PHARMACEUTICAL
CORPORATION .
SHILPA BHABAN MOTIJHEEL C/A, DHAKA

‘Rel. No. BD/BM/O!(23) Dated : 20-7-74

Sub: Rules of Travefling Allowance
and Daily Allowance

Attention is drawn 1o our Board Memgo No.BDiBM!O1(23)368 22.4.74 issued on above subject.

oyl
b The concluding part of Clause {8) of above memo under heading Milea
{0f Steamer™ which was not included previously now shall bé read as follows:

"Such Officers of the second grade drawin

jto ravel by highest Class (First Class) of Bangladesh Railway and not in Steamer.”

The above rule shall also be effective from 1st April. 1974,
; :

Sd/- (A, Latify
Sr. Asstt, Secretaly (Board)
‘ 20.7.74 ‘
‘DISTRIBUTION :

. 1. All Head of Divisions/ Departments/ Branches, BFGPG Head Office Dhaka
¢ 2. All Heads of Projects/ Mills/ Enterprises under BFCPC

3. A.C.O. to Chariman Section, BFCPC, Dhaka

4. C.O. to Directors Section, BFCPC. Dhaka,

—

ge Allowance for Journey's By Rail

g pay of Tk. 450/ per month and above shall also be allowed
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