ANNEXURE - 7

THE STRUCTURE AND THE MINIMUM STAFFING PATTERN
FOR THE FINANCE AND ACCOUNTS SECTION
AS PROPOSED IN THE ACCOUNT CODE

Appendix IV (4)

[ Finance and Accounts Ofﬁ;:erJ

'

!

'

Deputy Registrar (Accounts) Chief Accountant Deputy Registrar (Finance) F.&A.0.'s
or Equivalent or Equivalent . or Equivalent Secretariat
Asst.Registrar (Accounts) or Asst.Registrar (Audit) or Asst.Registrar
Equivalent » J Equivalent
Superinterident or Equluhm’ | Supcrimmdcvnl‘ or Equivalent Superintendent or Equivalent
. (Pay Bills & Provident Fund Uanit) (Bl Paszing Unit) (Purchase & Stores Urit)
2) 'All Pay, Honorarjum, Seruriny & Passing of ull bills All purchase related
Overtime Bills and reccived frow various sectiuns procedurces, stock registers and
Relevant works

b) P.F.-all advances,
withdrawal and all ypes

|preparation of vouchers of all
purchases and Purchase

Committicc weork

of G.P.F. & C.PF. bills'
and releyant works
Superintendent or Equivalent Supennnndnm o .Equlvnlu;i'( |Superintendent or Equlvakm‘
(Examination Bills Unit) (T.A.D.A. Bills Unit) ‘(Budget Unit)
All bills pérnlnlng to Passing of all traveling - Preparation of budget and
Examination expenditure bills -~ -~ budgetary control, Finance &
g Accounts Committee work
Superintendent of Equivalent . Superinjendent or Equivalent | supcimc'ndqmu Equivalent
(Works & General Bills Unit) (Payment Unit) (Intemal Audit Unit)
2) All works Bills Including Drawal of all cheques of the | 3) Stock Yerification reluted
Deposit Refund, i passed bills . owork | ° -
b) All types of bilis pertaining b) Post-Payment Audit
to All Admigistrative { i
Departments
Superintcadent or Equivalent Asstt. Supsit; or Equivalent q
(Academic Dept/Schools Bills Unit) (Receipt Unin)
All bills pertalning to All recelpts and remictances in
Academic Dept/Schools, Banks' &
Library, ete. & .
. All bills pertalning to
Examination r
2 Superintendent or Equivalent
= (Books of Accounts Unit)

Maintenance of Cash/Bank
Book, Bank Reconciliation, All
Investments, Classified
Register, Advance, Deposit
Reglsters, Recelpt ~ Payment
Accounts, Balance Sheet
(Annual Acconnts),
Maintenance snd Preservation
of Records, Statutory & A.G.
and all other Audit Works




Appeﬁdix 1V (B)

factors éppropriate demand for staffing pattern may be made by the concern
The above mode] staffing pattern is based on the workload of the

a) . 175-200 Affiliated Colleges

b 1,50,000 - 2,00,000 Students.

Staffing Pattern
:"N Nme of the Unit Officers Sug;ri?::ry Assistants
Finance and Accounts Officer 1 1 1
2 | Deputy Registrars/ Chief Accountant 3
or Equivalent
3 | Asst. Registrars or Equivalent 3
4 | StenotoF &A.0's Office 1
S__ | Receipt Unit 1 4
6 | Payment Unit 1 4
7 | Books of Accounts Unit (Cashbook 1 6
Unit ) :
Pay bills and Provident Fund Unit - 1 6
9 | Examination Bills Unit 1 5
10 | Works and General Bills Unit 1 5
11 [ Academic Departments/ Schools Bills
Unit . ¢
12 | TADA Bills Unit 1 2
13 | Bills Passing Unit 1 8
14 Budget Unit : 1 2
15 _ | Purchase and Stores Unit 1 7
16 | Internal Audit Unit 1 6
Total 7 14 62
Grand Total 83
Note : The above shown setup is a model staffing pattern arrived at on th

ed university.

universities which have
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