DUTIES AND RESPONSIBILITIES OF FINANCIAL OFFICERS, CHIEF ACCOUNTS OFFICERS, ACCOUNTS OFFICERS ETC.



DUTIES AND RESPONSIBILITIES OF FINANCIAL OFFICERS, CHIEF ACCOUNTS OFFICERS, ACCOUNTS OFFICERS ETC.



DUTIES AND RESPONSIBILITIES OF FINANCIAL OFFICERS, CHIEF ACCOUNTS OFFICERS, ACCOUNTS OFFICERS ETC.

3
ANNEXURE I
DUTIES AND RESPONSIBILITIES OF FINANCIAL OFFICERS:

a) The Assistant Accounts Officer 7—Accounts Officer /
Chief Accounts Officer / Financial Adviser and Chief Accounts
Officer / Financial controller shall be in overall charge of
the work relating to Finance, budget and accounts of:- the
department and all such work shall be performed under his
superintendence.

b) All important Communications/references received
from or addressed to the following authorities shall be, on
their receipt or before issue shall be shown to the Assistant
Accounts Officer/Accounts Officer/Chief Accounts Officer/
Financial Adviser and Chief Accounts Officer/ Financial

Controller:-

i) Finance Department of the Secretariat.
ii) Chief Accountant General/Accountant General and the
Accounts/Audit Officers.
iii) Financial Committees of the State Legislative Assembly
namely the Public Accounts Committee and the Estimates

Committee.

¢) Any other communication/reference having a financial
implication which a department may in its discretion consider
to be impertant, shall also be shown to the Assistant Accounts
Officer, Accounts Officer/ Chief Accounts Officer/Financial
Adviser and Chief 2ccounts Officer/Financial controller.

d) Reports or references on cases involving serious
contravention of financial rules or a seriocus financial
irreguilarity; relaxation of or aeviation from any financial
rules cr principles; or write off of a loss or abandonment
cr remissicn of revenue shall be shown/consulted with the
Acccunts Cificers/ Chief Accounts Officers/Financial Adviser
and Crisef Accounts Officers / Financial Controller before
passing of final orders. s

e) All references to Government in Finance Department
shall issue only after consultation with the Assistant %ccounfs
Officer, Accounts Officer/Chief Accounts Officer/Financial
Adviser and Chief Accounts Officer/ Financial Controller.

f) All financial powers delegated to the sub-ordinates
shall ke exercised in consultation with the Accounts
Officeer/Chief Accounts Officer/Financial Adviser and Chief
Accounts Officer/Financial Controller.

g) All sanctions of rants-in-aid (including
Scholarships) and loans shall be referred to the Assistant
Accounts Officer/ Accounts Officer/Chief Accounts
Officer/Financial Adviser and Chief Accounts Officer/Financial
Contrcliler before issue of final orders. He shall be consulted

in particular on the financial aspects of all transactions
relating to loans.

h) Before sanctioning expenditure for purchases and for
execution of contracts subject to provisions In codal rules,
the Assistant “Accounts Officer/Accounts Officer/Chief . Accounts
Officer/Financial Adviser and Chief Accounts Officer/ Financial

Controllex, shall be consulted.
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i) All cases _involving financial matters shall be
disposed in  accordance with the advice of the Assistant
Accounts Officer / Accounts Officer / Chief Accounts Officer /
Financial Adviser and Chief Accounts Officer / Financial

Controller;%%__i;__;s_unablgﬂngaagggpt the adyvice of Assistant
Accounts Officer/Accounts Officer/Chief Accounts Officer [/
Financial Adviser and Chief Accounts Officer / Financial
Controller, the case shall be referred to the Head of

Depaxtment who if he does not agree with the Accounts Officer
etc, shall record reasons therefor before passing orders.

j) The Assistant Accounts Officer/Accounts
Officer/Chief Accounts Officer/Financial Adviser and Chief
Accounts Officer/ Financial Controller etc., shall be

responsible for ensuring that the budget estimates are properly
framed, that the time schedule for the preparation of the
budget is scrupulously followed by the department and that the
orders and instructions issued by the Finance Department in
respect cf the preparation of budget and matter connected
therewith are observed;

k) He will scrutinise the budget proposals thoroughly,
assist the Head of Department in the discharge ot his
responsibility 1In the rformulation of Budget proposals in
accordance with instructions of Finance Department;

) 1) He will ensure the maintenance of prover accounts as
required by the rules on the suUbjects;

m) He will obtain pericdical reports of the progress of
expenditure, watch and review the progress of expenditure
against the sanctioned grants and issue such instructions from
time to time to the controclling offlicers as may be necessary.
For this purpose he will ensure that necsessary control
registers under the rules ars maintained by the Department;

n} He will take necessary steps to ensure the timely
surrencer of anticipated savings in tudget provisions/ funds by
the Department/the controlling officers as the case may be as
early as possible during the financial year;

©} He will scrutinise the proposals for supplementary
demands for grants including the proposals for advances from
the Contingency Fun and also .advise the administracive
department on the need for obtaining such supplementary grants
or advances as may be necessary;

p) He will keep himself in regular touch with the audit
objections and the inspection reports of the Audit and their
early settlement, etc. He will be actively associated with the
processing and settlement of the audit paras in the Department;

g) He will take speedy and timely action on the
Reports, Appropriation Accounts and the report and observations
of the Financial Committee of the State Legislative Assembly
namely, th Public Accounts Committee and the Estimates
Committee. He will keep himself in touch particularly with the
briefs prepared for such committees or with the replies to the

Guestionnaires issued by them.

r) He will keep himself closely associated with the
formulation of and important expenditure proposals from
thelr 1initial stage;
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ii) that the quantity accounts of receipts, issues
and balance of articles work upto and agree with
those shown in the priced ledgers.

iii) that the value accounts are correct.

iv) that the stocks on hand or stores under custody
do not exceed the normally anticipated
requirements of the office/ department for a
reasonable period.

11) Loss of Stores or Cash:

when any loss of stores or cash is brought to ligcht, it
should be investigated by the Accounts wing and recorted to the
Head of the Department for necessary action.

12) Tenders, Agreements and Contracts for supply of
Stores and Execution of work:

The Financial Officers shall be associated wita all
purchase/tender committees in the department.

13) Loans and Advances:

The resposibility for the propver maintenance c¢I the
loan accounts and accounts of hire purchase schemes and their
reconciliation rests with the department. Accounts wing will
ensure that -the prescribed initial recoras are correctly

maintained. In respect OI collections, per:odical DC3
statements should be obtained from Departmental Cfficers and
reviewed. Any delay in the collecticn should be taken ts the

personal notice of the Head cf the Department by the Firancial
Officers. The monthly reconciliation of figures and the annual
acceptance of =~ balances under variocus categories c¢f loans and
advances should De etfiected b the departmen:tal oIiicers
subject to scrutiny by the Financi Iicers.

14) Settlement of Accountant General’s audit rerorts:-

The Financial Officers shall pay special attenticn in
settling Accountant General’'s audit cbjections at draftc para

stage itselfl. Papers on pending dratt paras, final paras and
pending acticn notes etc.has to be put up with colour: ceding if
need be. In order to <clear the pending objections joint

gsitting with the Accountant General’s Office has to be resorted
to.

The replies to the paras included in the Public
Accounts Committee report are to be examined careZully and the
correct picture indicated in the reply to the regort to the
Public Accounts Committee in time.

15) Zerobase budgeting:

The implementation of orders of Governmen: on Zerobase
Budgeting shall be effectively watched by the Firancial
Nffirers.
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ANNEXURE ITT

i) Methodology to ensure ‘quarterly control of appropriation
and the prevention of budget excesses.

1) The procedure prescribed in G.0.Ms.No.520, Finance
(BG.I) dated 27.6.95 should be implemented strictly and the
compliance report sent to the Finance Department through
administrative department of Secretariat concerned within a
month of communication of Budget Estimate. :

2) A compliance report shall also be obtained from the
Commissioner of Treasuries and Accounts indicating the receipt
of guarterly allotment from all the departments by the

treasuries.

3) The subordinate Controclling Officers of the District
level shall be made responsible for the distribution of
appropriatiom on percentage basis only. However, allccation
for each quarter shall be made based on expenditure trend if
need be, subject to clearance by the Government in Finance
Department depending on its merits. This has necessarily to be
linked in formulating the estimates by the Controlling Officers
in the District level in order to avoid any excess provision

later on.

4) The above aspect shall be kept in view, and the
consolidated expenditure figures for all the four quarters of
that year also taken into account by the Sub-ordinate
Controlling ©Officers in finalisation of the Budget proposals
for Revised Estimate of that year and Budget Estimate for the

next vyear.

5) Consequent on the communication of quarterly
allotment to the Drawing Officers the progress of expenditure
for each arter shall be reviswed at the level of Acccunts
Officers Chief Accounts Officers / Financial Adviser and
Chief Accounts Officers / Financial Controllers during July /[
October / Jamuary and March for.-the respective quarters for
which the availability of the actuals shall be ensured within

the period cf a month. .

6) The Head of Department shall communicate the
quarterly statements of Government Data Centre to the Assistant
Accounts orfficer / Accounts Officer / Chief Accounts Officer /
Financial Adviser and Chief Accounts Officer/ Financial

Controller.

7) Wwhile the quarterly statements of expenditure have
to be obtained from the Government Data Centre communication of

monthly statemeents is not necessary.

ii) Procedure in associating the Financial Officers in the
purchase amd tender committee.

L. The Financial Officer shall be empowered to
scrutinise the tender files and report the fact of deviation 1if
any to the hHesad of the Department.
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) 2. The Head of the Department should ensure that there
is adequate provision in the Budget Estimate for the purchase
ang take advance action to procure as envisaged in the codal
rules.

3. W should be constituted with the
Head of the epartment or the authority competent to order
purchase as the case may be, as the chairman with the following
members as per the ranking indicated below. o

i) Technical Officer concerned for the

purchases.

ii) Assistant Accounts Officer / Accounts
Officer / Chief Accounts Officer/
Financial Adyiser and Chief Accounts
Officer / Financial Contrcller. Where

there are two or more Financial Officers,
the highest ranking Financial Officer
shall be the member of this Committee.

iii) The administrative scheme- officer as the
Member Secretary of the Committee.

4. The file calling for tenders should be routed
through the FInancial Oficer from the initial stage icse.l:z.

5. The tender schedule should be got standardised.

- i

6. The Financial Officer shall be associated while
opening the tsnders.

7 The comparative statement prepared by the scheme
section should pass through the Accounts wing before being
placed before the tender committee.

8. For all purchases/Sales there shall be guidelines
fixing an apcroximate upset price for the items dealt with by
the Departmen: with reference to the prevailing market price.

iii) Empowering the Financial Officers in overall control
of budget, planning, receipts and expenditure, financial
accounts reconciliation, inventory and audit.

L All sancticns should be routed through Financial
Officers exceft contingent expenditure.

2. Toe Head of Department shall conduct the bimonthly

or quarterly review of the progress in revenue
collection/expenditure with the financial officer and the
concerned scheme officer. When the Head of Department is

unable to conduct such a meeting the Finance Officer 'shall
conduct it on behalf of the Head of‘Department.

3. The Finance Officer shall review the monthly
reconciled receipts and expenditure statements received from
the District controlling officers and also arrange for
reconciliation with Government Data Centre figures.
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