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FSTABLISHMENT - -FINANCIAL ASSISTANTS AND FINANCE  OFFICERS OF
VARIOUS DEPARTMENTS —DUTIES AND POWERS OF FINANCIAL
ASSISTANTS AND FINANCE OFFICERS PRESCRIBING OF -~
ORDERS—-ISSUED

FINANCE (ESTABLISHMENT-B) DEPARTMENT
G. O. (P) No. 388/92/Fin. Dated, Thiruvananthapuram, 6th May, 1992,

—_—_—— = — A — A

Read---1. G O. (P) 7/86/Fin. dated 1-1-1986.
2. G O. (P)901/86/Fin. dated 15-12-1986.

ORDER

In the Government Orders read above the duties and powers of the
Financial Assistants and Finance Officers in the varnious Departments/Offices
have been prescribed. It was brought to the notice ot Government that the
existing arrangements have to be reviewed to enable the Financial Assistants
and Finance Officers to discharge their functions effectively. Government have
reviewed the position and accordingly order that Financial Assistants and
Finance Officers in the various Departments/Offices will perform the duties and
exercise the powers indicated below.

I. Duties

1. The Financial Assistants/Finance Officer shall be responsible for
preparation of budget estimates, sending proposals for supplementary demands
for grants, resumption and re-appropriation of funds and such other allied
matters.

2. They shall bc assigned the work relating to:

(1) Distribution, resumption and re-allotment of funds with the
approval of the Heads of Departments/Offices.

GCPT. 4/2858/2011'DTP.
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(2) Reconcihiation of departmental accounts with the figures
booked 1 the Accountant General’s Office.

(3) Control over departmental revenue and expenditure which
includes:— |

(1) watching the progress of departmental revenue and
expenditure and issuing instructions to the subordinate
officers to keep the expenditure within allotments when any
likelihood of excess is anticipated.

(1) reporting to Heads of Department deviations from rules
relating to expenditure noticed on the part of the subordinate
officers.

(m1) 1nitiating and dealing with proposals relating to
re-appropriations, re-allotments, supplementary grants and
surrender of savings; and

(iv)  scrutinising expenditure statement relating to Plan Schemes.

(4) Scrutiny of proposals involving enhancement, refund and
abandonment of revenue and write off, remisston of dues, habihties etc.

(5) Deal with inspection reports, audit paras' and obiections.

(6) Conduct annual inspection of offices with the prior approval of
the Head of Department/Office and submission of notes of such inspection for
the perusal and orders of the Heads of Office/Department.

(7) Issue of Instructions to departmental officers regarding:

(11 ~maintenance of accounts and observance of account rules;
and

() correct accounting of stores and observance of store rules.

(8) To arrange the proper maintenance of accounts and connected
registers on the .loans sanctioned or disbursed except routine loans to
Government servants and to watch the prompt recovery of such loans.

3. All files involving financial aspects will be marked to the
Financial Assistants/Finance Officers for their opinion/advice either by Head of
Deparuments/Offices or by any mid-level officer who deals with the cases.
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4. The Heads of Departments/Offices will normally be guided by the opinion/
advice of the Financial Assistants/Finance Officers in matters involving financial
commitment and in cases where the advice of Financial Assistant/Finance
Officers 1s not accepted specific reasons justifying such a step will be recorded
in the files.

5. The Financial Assistants/Finance Officers will also scrutinise files on,

(1) Venfication ot claims for pension and other retircment benefits;

(2) Fixation of pay and allied benefits sanctioned on the basis of Pay
Revision Orders;

(3) Proposals involving relaxation of economy orders;

(4) Grants/l.oans sanctioned by the Department and will conduct test
audit the accounts of the institutions in receipt of grant-in-aid or loans from

Government and furnish utilisation certificate.

6. The Heads of Departments/Offices will obtain the remarks/views of the
I'inancial Assistants/Finance Officers on the following subjects before decisions

are taken thereon:- -

(1) Formulation of new schemes and projects;
(2) Proposal and allocation of funds for schemes;
(3) Creation and upgradation of posts;
(4) Public Accounts Committee/Estimate Committee and Subject
Commuttee;
(5) Purchase of tools and plant, machinery and equipments and other
stock and stores except petty items;
(6) Repair and maintenance of buildings, vehtcles machinery, other
assets;
(7) Estimates and investigation sanction of schemes/works;
(8) Administrative and technical sanction of schemes/works;
(9) Acceptance/Recommendation of tender/quotations of purchases/
works;
(10) Warving of tender calls;
(11) Acceptance of tender deviation and sanction of extra items:
(12) Sanction of cesast and revised estimates:
(13) Execution of agreements and powers of attorneys:
(14)  Acceptance and release of securities and release of retention money;
(I5) Risk and cost termination of the contracts and imposing of
fines on contractors:
(16) Registration, renewal and black listing of contractors:
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(17) Vagilance and other Court cases involving financial aspects including
arbitration cases; |

(18) Settlement of Centrally Sponsored Scheme claims and adjustment of
inter departmental/State accounts; and

(19) Sanction of survey reports and sale by auction.

7. The Financial Assistants/Finance Officers in the Departmentstﬁices will
function under the direct control of the Heads of Department/Offices only.

II. Powers

1. To correspond with subordinate controlling officers on budget,
accounts and other financial matters.

2. To send communications to the Accountant General information
relating 10 finance and accounts. To send communications to
Government, furnishing informations of a routine nature relating to
finance and accounts. To sign fair copies of communications relating
to finance and accounts to Government drafts of which have been
approved by the Head of Offices.

- 3. To approve the drafts on budget, accounts and other financial matters
where the Heads of Departments/Offices have passed orders to send
communications to the Accountant General and Government.

4. To sanction casual leave and recommend other kinds of leave to the
staff- working in the Finance Sections under their control.

5. To conduct surprise inspection of cash and accounts and store of
the offices in which they are working and the subordinate offices and
if there 1s any serious irregularity noted then copies of the report may
be forwarded to the Finance Inspection Wing with the approval of
the Heads of Departments/Offices.

6. To call for explanation from the staff working under them for
insubordination and dereliction of duty and propose suitable
disciplinary action against them to the Heads of Departments/Offices.

7. To take up direct with Government in the Finance Department, 1f
necessary, any serious irregulanty noted in the financial administration
of the Departments/Offices and subordinate offices and in the
application of rules and orders issued by Government from time to
time, under intimation to the Heads of Departments/Offices and the

- Administrative Departments.

8. The staff under the control of Financial Assistant/Finance Officer will
be transferred and postings made instead only after obtaining their
VIEWS.



III. Responsibilities

Financial Assistants/Finance Officers are responsible/accountable to the
Heads of Departments/Oftices.

IV. Control of Heads of Departments over Financial Assistants/Finance
Officers

The Heads of Departments/QOffices shall have conirol over Financial
Assistants/Finance Officers and they will be the reporting otficers with reference
to Confidential Reports of Financial Assistants/Finance Officers.

2. The Heads of Departments/Heads of Offices concerned will ensure that
the Financial Assistants/Finance Officers working in their Departments perform
their duties and exercise the powers containcd 1n this order.

By order of the Govemor,

M. MoHAIT KUMAR,

Commissioner and Secretary (Finance).

To
The Accountant General (A&E)/(Audit), Kerala, Thiruvananthapuram.
The Accountant General (A&E)/(Audit), Kerala, Thrissur. |
All Heads of Departments and Oflices.
All Departments of the Secretariat.
All Finance Officers and Financial Assistants.

All Managing Directors of Quasi Government Institutions and
Autonomous bodies.

The President, Kerala Financial Assistants Association, T hiruvananthapuram.

| The Stock File/OC. |
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