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CHAPTER VII (Working of a Radio Stations)

Section I — Duties and Responsibilities of Officers & Staff of the Radio Stations/Offices

Si. No. Subject Paras

Organisation 7.1.1-5

Duties & Responsibilities of the 7.16
Head of Office

Duties of Programme Officers
at Stations

Functions & Responsibilities of
Different categories of ‘Artists’

Functions & Responsibilities of
Engineers/ Technical Officers

Functions & Responsibilities of 7.1.10
Officers belonging to Admn.

Functional Autonomy 7.0.11-12

1. Powers delegated to the Programme Heads

2. Powers delegated to the Engineering Heads
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CHAPTER VI1I

Section 1--Duties and Responsibilities of Officers
and Staff of the Radio Stations/Offices.

7.1.1 Organisation

The Station Director is the Head of the Programme wing at an AIR Station. He is assisted by Assistant

“Station Director who in turn is assisted by PEXs, Producers, FROs, Extension Officers(Family
Welfare), Transmission Executives, SubjAsstt. Editors(Script Writers), Reporters, Announcers,
Comperes, Production Assistants, Music Composers, Musicians, Programme Secretaries (CGI), Studio
Executives (CGI), Librarian, etc.

7.1.2. The Engineering Wing at a Station is headed by a Superintending Engineer or a Station Engineer,
depending mainly upon the transmitter power involved. The Head of the Engineering Wing is assisted by
Asstt. Station Engineer, Asstt. Engineer, SEAs, EAs, Sr. Technicians, Technicians and Storekeepers(Sr.
& Jr).

7.1.3. On the Administration side, there are Sr. AOs and/or Administrative Officer, and/or
Accountant/Head Clerk, Clerk Gradei, Clerk Gradell, Cashier and Telephone Operators. Besides,
there are Motor Drivers, Studio Attendants and Group ‘D" Staff.

7.1.4. In respect of Local Radio Stations, the ASD is the Head of Office. On the Programme side, the
ASD s assisted by Programme Executive, and FRO, Announcers and Production Assistant and a
Librarian. On the Engineering side, there is an ASE assisted by Engineering Assistants/ Technicians.

7.1.5. A few Stations of AIR have a Regional News Unit which is headed by a News Editor or an
Assistant News Editor. He is assisted by an Asstt. Editor{News), Sub-Editor and News
Reader/ Translator and a Production Assistant. Besides there is also a Correspondent at several centres.

7.1.6. Duties and Responsibilities of the Head of Office :

For efficient and smooth functioning of the Station one of the senior most Programme or Engineering
Officer is declared as the Head of the Office. The Director General, All India Radio is competent to
declare any gazetted officer subordinate to him as head-of office provided that not more than one
gazetted officer shall be declared as Head of Office in respect of the same office. The broad functions and
responsibilities of the Head of the Office are as under:-

i) Overal responsibility:

A Head of the Office may authorise gazetted officers serving under him to incur contingent and
miscellaneous expenditure on his behalf subject to such restrictions and limitations as may be laid down
by him. He may authorise any gazetted officer of the office as Drawing & Disbursing Officer where there
is no Sr. Administrative Officer/ Administrative Officer. However, the Head of the Office shall continue
to be responsible for the correctness, regularity and propriety of the expenditure incurred by the gazetted
officer so authorised (CTR-142).
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ii) Disciplinary/Recruiting Authority :

The Head of Office is also the Disciplinary Authority in respect of Group ‘C’ and ‘D’ staff. As a result of
the rotational system of headship at many AIR Stations, the respective heads of disciplines have been
made recruiting authority. But the responsibility for appointment, discipline and service conditions shall
continue with the head of the Office.

iif} Recruitment

Recruitment of regular staff in groups ‘C’ and ‘D’ is to be done by the Head of Office, in accordance with
the rules, instructions, orders etc., issued by the Government from time to time regarding the source of
recruitment, reservations for different categories, medical fitness, verification of character and
antecedents etc. Recruitment of ‘Artists’ and certain Group ‘C' technical posts other than Engineering
Assistant will be handled by the Programme/Engineering Head respectively but the formal appointment
orders will be issued by the Head of Office.

iv) Procedure for Recruitment of Staff Artists/Artist :

All matters relating to the recruitment of ‘Artists’ at the stations where the Station Directors are in
position, should be handled by them i.e. Station Directors even though the Station Director may not be
Head of Office. However, at Stations where there is no Station Director, the recruitment of ‘Artists’
shoulid be handled by the Station Director of the main station in the State who will act as the Chairman of
the Selection Committee.

v} Procedure for recruitment of Technical Staff:

All matters relating to the recruitment to technical posts like Mast Technician, Technician, Diesel Engine
Driver, Carpenter and Painter etc. should be handled by the Supdg. Engineer or Station Engineer of a
station, where they are in position, even though they may not be the Head of Office. The Supdg.

Engineer/Station Engineer would be the Chairman of the Selection Committee.

vi}) Other Functions:

The Head of Office is also responsible for other jobs like grant of leave, increments, Efficiency Bar,
termination of probationary period, Quasi-Permanency, transfer, confirmation, promotion, disciplinary
action, review at the age of 50/585, superannuation etc.

vii) Delegation of Powers:

The Head of office shall authorise to the senior-most programme officer/engineering officer hundred
percent powers in respect of subjects that concern the duties, responsibilities, etc. of the
engineering/programme officer, as given in Annexures [ & 11. Non compliance of this procedure will
require the approval of DG AIR.

viii) Budget & Accounts:

The Head of Office will discharge the following obligations in regard to finance and accounts subject to

the general instructions issued by the Government from time to time:-

a) Preparation and control of budget and revised estimates with the help of Programme/Engineering
Heads;
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b) Payment of dues to staff & other contingencies;
¢} Receipts on behalf of Government;
d) Compilation of yearly proforma accounts.

ix) Confidential Reports:

The Head of Office has to ensure maintenance and completion of the CRs of the Staff relating to the
discipline to which he belongs as also in respect of Administrative and Accounts Staff as per Government
instructions. Maintenance and completion of CRs in respect of the staff of the belongings will be the
responsibility of the officer heading the other discipline at the station.

x) Promotion of Hindi:

The Head of Office is also responsible for progressive use of Hindi in transaction of Government business
“as per Official Language Act, 1963 and general instructions/orders etc. issued from time to time.

xi) Transport:

Transport requisitions placed by Heads of Programme or Engineering Wing may be honoured by the
Head of Office without examining its merit. In case of any irregularity the requisioning Officer (Head of
Programme/Engineering) would be held responsible. So while placing requisition for out of city limit
journey; the respective Head of Programme/Engineering Wing must carefully assess the need and
various economy instructions issued from time to time, before placing the requisition.

(Authority; DG AIR Memo No. [3/19/83-P3 dt. 2.11.83)
xii) General
The Head of Office is responsible for the maintenance of cleanliness of the office buildings, studios, etc.

including the technical areas of the station. He is also responsible for security of the buildings, classified
documents and welfare of staff.

7.1.7. Duties of Programme Officers at Stations
i) Principal Functions and Responsibilities of a Programme Head are:

Supervision and Organisation of Programme which broadly include:
a) Planning and Scheduling, Production and presentation, transmission of programmes.
b) Implementatin of directives issued by the Directorate on specific aspects of programme policy.
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<)
d)

k)
)

m)
n}
o)
p)
Q)

r}
s)
t)
u)

Scrutiny and approval of programme schedules/proposals.

Engagement of casual artists/talkers/authors, fixing of their fees, execution of contracts with them
and payment to them.

Recruitment of Staff artists in artist category and other programme staff in respect of whom SD is the
recruiting/ appointing authority.

Allocation of the duties of the entire programme staff including Staff Artists, direction and
supervision of their work in all aspects.

Constitution and convening of Audition Committees, audition and classification of artists.
Maintenance of libraries of books/newspapers/journals/gramophone records/tapes etc.

Constitution of Advisory Committees, Consultative Panels, convening and presiding over the
meetings, preparation of Reports Memoranda, Notes and minutes pertaining to Committees/ Panels.

Arrangements pertaining to the functions organised for invited audiences, issue of invitations, hiring
of halls and outside-broadcasts.

Publicity.

Relations with the State Government.

Close contact with the press and listeners and constant watch over press and listener reactions.
Audience Research,

Liaison with musicians, musicologists, litterateurs, scientists and eminent personalities.

Submission of periodical reports to the Directorate.
Preparation of programme Budget Estimates and control over the expenditure on programmes,
Audience Research and public relations and Budget of the station.

Promotion of the use of Hindi, in official correspondence.
Coordination with other stations in the programme zone.
Inter Media Coordination and conducting campaigns.
Utilisation of OB vehicles and drivers.

{Authority: DG AIR O.M. No. 15(3)/85-8I dated 27.4.85)

if) Asstt. Station Director:

The duties of Asstt. Station Director in charge of Administration correspond to those of the Sr.
Administrative Officer/ Administrative Officer. The Asstt. Station Director(Programmes) assists the
Station Director in all matters concerning the Planning and Production of programmes; he supervises
the work of the Programme Executives and Producers; he is responsible for part of programmes
administration and such other functions which the Station Director assigns him.

iif) Audience Research Officer:

To make a systematic study of the public’s listening habits, taste and reaction in particular to study how
broadcast can be made a more effectve medium of mass communication. In practice this would involve
employing appropriate scientific methods.

Methods :

a)
b)
c)

to collect facts about radio listener and radio listening;
o assess listener reaction to programme broadcast;

to study how information, education and entertainment could be effectively communicated to
listeners at different levels of understanding.
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{1V} Programme Executives

i) General:

a)

bj

The staff entrusted with the Planning and Production of Programmes at an AIR Station is divided
into a number of individual units, each responsible for a particular branch of activity. The number of
such units and the strength of each Unit varies according to the size and programme out put of
individual AIR Station, but the basic pattern is the same.

The Programme Executive plays a pivotal role. He is at once the convenor, the co-ordinator, and the
conductor — in respect of all functions and activities of the unit to which he is attached. He arranges
discussions and consultations, within the unit; he co-ordinates the work of different members of his
unit, and the work of his unit with that of the other Programme Units at the Station; and he provides
the means to translate ideas and plans into actual broadcasts.

ii) Broad Categories of Functions:

For a detailed and precise picture, the duties and functions of Programme Executives can be divided into
the following categories:-

A,

B.
C,

D.

Planning and Co-ordination
Programme Adminisiration
Programme Production
Public Relations.

Each of these aspects is explained below:-

iii) Planning and Co-ordination:

a)

b}

Preparation and maintenance of the basic fixed-point schedule according to which time and channels
are apportioned after taking into account factors like the nature of the Programme, listener habits
and preferences, requirements of balance and variety, co-ordination with the plans of other stations
in the region as well as with the centrally organised National Broadcasts and other programmes of
nation-wide coverage.

Processing of instructins received from the Directorate; of recommendations made by various central
and regional advisory committees, and at conferences and seminars organised by AIR and decisions
taken at the daily programme review and planing at the stations.

Preparation of quarterly schedules for vartous categories of programmes, keeping in view the
requirements of topicality, consideration of balance and variety, compliance with policy directives
etc.

- Preparation of the weekly programme schedules for publication in AIR programme journals, timely

incorporation of changes which become necessary, after the submission of the initial schedules.
Preparation of daily transmission cue-sheets, incorporating last minute changes and adjustment.
Preparation of rehearsal and production charts involving allocation of artists, studios, equipments
and other facilities.

Compilation and maintenance of classified lists of various categories of artists, talkers and
performers, in consuitation with the Programme Production Staff.

Study and exaniination of listeners’ reactions and press comments, and working out their
implications in terms of programme planning.

QOrganising action on special programme projects, either long-term or short-term, for instance,
recording and collection of folk and devotional music, of renderings of classical music by Old Masters
of stage songs and other material of rare value — for use in programmes and for preservation in the
Archives.
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a) To plan programmes in consultation with other officers;

b} To ensure the successful presentation of such programmes by coordinating the activities of staff in the
Unit and with other Units, '

¢) To present radio reports, to interview people, to take part in discussions, plays, features etc., to read
scripts of stories, poems etc. and to present programmes for special audiences.

d) Programme Executives of Music programmes are also expected to give solo performances,
presenting music lessons etc.
¢) To present various type of Programmes including Rehearsal, Recording ete.

f) Toconduct and supervise the correspondence, maintenance of registers, catalogues, etc. pertaining to
the special activity for which the Programme Executive is responsible,

g) To write scripts and to take part in the production of any programmes planned or produced by him.
h) To edit and adapt material to be broadcast.
1) To maintain background material for programmes for reference.

3} Torender all such assistance to the Head of the Programme Wing as may be necessary forthe smooth
working of the station.

In short, the functions of a Programme Executive in the planning and production of programmes are
comparable to that of a Stage Manager who in order that the performance goes through successfully,
must know every bit and detail of the entire programme and be able to give suggestions and advice from a
professional and technical angle.

vi) Public Relations:

Another important category of funetions performed by the PROGRAMME EXECUTIVE is inthe field
of public relaftions. These pertain to dealing with the artists and talkers who are booked, attending the
various public activities and functions which take place in the sphere of literature, art, industry, soctal

welfare, national development, ete. activties with which the PROGRAMME EXECUTIVE must kecp

in constant touch so that these can be reflected in the programmes in one way or other, He has also to be
aware of public reactions to the programmes as expressed in letters, in conversion and throu gh the press.

vii) Farm Radio Officer:

a} He supervises the working of the Farm and Home Cell at All India Radio Station concerned.

b) Heis responsible for production of A griculture programmes from All India Radio Station applicable
to the area.

¢) Interviews farmers and specialists in agriculture.

d) Collects information necessary for effectiveness of programmes,

¢) Maintains close collaboration and good working relationship with the officers of the Department of
Agriculture of the State Government/ A griculture University.

viii) Extension Officer:

a} He supervises the working of the unit broadcasting programmes on Family Welfare, Child care and
Health.

b) Heis responsible for the work of Planning and Production of Programmes on Family Welfare and
Child care and Health.

¢) He interviews Specialists and social workers of repute for the purpose of broadcast; collects
information necessary for the effectiveness of the programmes, in the areas having utility for the
purpose of broadcast concerning family planning and health education.
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d) Maintains close liaison and good working rclatioﬁship with the officers of the State Health

Department and voluntary organisation in the field of Health Family Welfare and Child care.

e} Planning and coordination, Programme Administration and Programme production of family

welfare programmes and other allied matters.

ix) Transmission Executives:

The Programme Cadre in AIR starts from the post of Transmission Executive. The duties of the
Transmission Executives are multifarious in nature. These are broadly indicated below: —

1.

The Transmission Executive is placed incharge of the Station’s transmissions and he functions as the
Duty Officer. He coordinates between the performing artists/talkers, the programme presentation
staff and the Engineers. He is responsible for collection and issue of all the programme material and
their broadcast according to the programme cue sheet. Outside office hours he is also placed incharge
of duty vehicles and functions as contact officer assisting the Station Director.

The Transmission Executive is responsible for carefully watching the various items of programmes
broadcast and preparing the Daily Report in form AIR-P-29. Any deviations from the scheduled
programmes are noted in the form each day and a consolidated report for a month sent to the
Director General, All India Radio, by the 1st week of next month.

The Transmission Executive should evaluate programmes at Al India Radio Stations { Offices and
enter thei assessment in the column “Remarks for Card Index” of the Daily Report for the day’s
broadcast. The assessment should be discussed in the next programme meeting and modified or
revised in the light of comments of Senior Programme Officers concerned etc, in the meeting,
Thereafter the final assessment should be entered in the Card Index(AIR-P-34).

Those Transmission Executives who are on duty in the morning shift should attend the programme
meeting to be held on that day. These Transmission Executives will later apprise their colleagues, that
is, other Transmission Executives, of the discussion held and decisions taken in the meeting, which
concern them.

Detailed entries should also be made in the Studio Log Book(AIR-P-30) by the Transmission
Executives. Great care should be taken for making entries in this book as it is the main initial record
for making payments to artists, talkers, gramophone record companies etc. Every entry in the Log
Book should be initialled by the Transmission Executives in Column 10. While making entries of
Broadcast of tapes he should also indicate when possible the date of recording and payment position
in the Studio Log Book so that the Accountant could complete the entries in the separate Pay Order
Book(for pre-recorded programmes) and ensure that all such programmes are broadcast,

Note: One set of Log Books should be maintained for Mondays, Wednesdays, and Fridays and another for the
remaining days of the week. The stations which do not originate programmes may maintain only oneStudio Log Book.

{Authority:- DG AIR Memo, No. 5(1V)/11/68-1U dated 18.10.68).

Payments to artists are made by the officer on duty who issues the certificate of broadeast( AIR-A-1).

Form AIR-A-28 is used for making payment of fees for re-broadcast of AIR recordings/tapes. The
upper portion of this form is filled by the Programme Section a day in advance of the date of
broadcast. The performance certificate should be completed by the Duty Officer as soon as the
broadcast is over. The certificate should be countersigned by the Programme Executive concerned
and the next Senior Programme Officer before the same is sent to the A ccounts Section for payment,
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10.

11,

12.

13.

14,

Cheques in respect of payment of amounts of Rs. 10 and above alongwith contracts, acceptances etc.,
relating to a day, sent by the Accounts Section in Pay Order Book(AIR-A.2) should be acknowledged
by the Transmission Executive in column 8 thereof. Cash for payment of sums less than Rs. 10 should
be received by the officer on duty from the cashier and acknowiedged by the former in the pay-order
book. The cashier should keep a note of this in a separate note book kept in the cash chest. The
Transmission Executive should hand over the cheque or cash to the artist and obain the artist’s
signature on the voucher. The officer on duty should compare the signature of the artist on the artists
receipt with the signature on the contract before actually handing over the cheque/cash. A rubber
stamp with the inscription “Payment made by.............c..ccoeeecveuenen.......” should be affixed on all
vouchers below the artist’s signature and should be signed by the officer on duty.

If in a rare case the cheque is not ready for disbursement to the artist at the time of broadcast, the
officer on duty may complete the certificate of broadcast and send the same to the office, the next day
when the office will prepare the cheque and forward it by registered post or remit the amount by
Money Order as the case may be. A copy of the memorandum forwarding the cheque to the payee by
post should be filled alongwith the voucher.

The undelivered cheques and undisbursed cash pertaining to artists who do not turn up and the
receipts in cases where payments have been actually made should be sent by the officer on duty along
with the Log Book and all documents to the Accounts Section the next day for further action.

The preparation of statistics of Western and Indian Music broadcast during the month of
transmission to the Director General is also the responsibility of the Transmission Executive.

The Transmission Executive should record, dub, edit and playback programmes of all kinds. He
assists in the production of programmes of all kinds, and preparation of newsreels whenever
necessary. He should maintain register of blank tapes, recorded tapes ete. according to the sytem in
force. He is also expected to take part in the plays and features.

The Transmission Executive also should assist in the preparation of news material for the Press
Radio and sub-editing of news in English and other Indian Languages. He is also expected to prepare
the analysis of English and Indian languages Press Reports, editorials etc. and translation of English
language material into Indian languages and vice-versa.

Wherever required, the Transmission Executive should write scripts of plays, features, talks, stories
etc. for all categories of programms; edit and adapt material to be broadcast; read scripts and take
part in their presentation, maintain catalogues of scripts and background material for reference etc.

The Transmission Executive is also expected to write announcements, check and select broadeast
materials, translate news summary and assist supervisory staff in auditioning of music artists and
drama voices.

The Transmission Executive is also expected to perform any other duties which may be assigned to
him from time to time.

(Authority: DG, AIR Memo. No. 11/1/85-SVII dated 24.9.85)

x) Field Reporter:

He will assist the Extension Officer in the day-to-day working of the Unit and collect material for
production of programmes on Family Planning and Health Education.
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xi) Farm Radio Reporter: |

1. He assists the Farm Radio Officer in production of Agricuiturai Programmes from Ali India Radio
Station.

2. Interviews Farmers and Specialists for the purpose of agricuitural broadcasts, and assists Farm
Radio Officer in collecting information necessary for effectiveness of the programmes.

7.1.8. Functions and Responsibilities of Different Categories of Artists
i) Announcers/Comperes

a) To write announcements and broadcast them and to play back recordings of music and other
programmes while announcing them.

b} To write presentation scripts for special programmes of music, including the selection of records, etc.

" ke et e m Al . ks

c) To reply to listeners letters.
d) To fill in the fault reports, log books, etc. for the transmissions in which they are on duty.
, e) To take part occassionally in features, plays, special audience programmes ete.

f) Occasionally to read scripts, commentaries, short stories, etc. written by staff or outsiders, to help
and present programmes for special audiences.

g) Compereing of various categories of programmes.
h) To maintain registers and Index relating to the special programme activity,
i) Any other duties which may be assigned from time to time,

s it o+ el S A

ii} Newsreaders:
To read the news bulletins.

iti) Newsreader-cum-Translator:

b Al ks AN PR AP e, i 3

To translate news from English into regional languages and vice-versa and read news bulletins.

iv) Musicians (Instrumentalists/V ocalists):

i
_
a) To perform shift duties as accompanists/vocalists according to the duty chart.
b) To give solo performances, as required. l
¢} To rehearse and record special items of music for special occasiois.
g d) To assist in the rehearsal and balancing of music programmes.

A R Ao

e} To lock after musical instruments, if required for short periods.
f) To maintain texts in Notation of Musical compositions.
g) To participate and assist in the presentation of music lessons.

v) Tanpura Player (Musician/Instrumentalist):

a) To provide Tanpura accompaniment to Artists (during broadcasts and recordings.)
b) To look after the upkeep and maintenance of the Tanpuras (in places where there is no Caretaker).

v A i - et Ml . ..
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vi) Caretaker (for Music Instruments-declared a ‘dying cadre’ after rationalisation and grouped with
General Assistants/Copyists etc.)

a) Maintenance and upkeep of musical instruments.

b) Maintenance of the Inventory of musical instruments.
¢} Repairs.

d} Maintenance and issue of spares like strings, etc.

vii) Music Composers:

a} To compose music for broadcast by orchestras or solo artists, by singers, by choral groups, etc.
b} To rehearse artists and to teach them new compositions.

¢} To assist the Producer in the rehearsal and production of music programmes.

d) Any other duties which may be assigned from time to time,

viii) Announcer-cum-Translators (Indian Languages in External Services Division)

a) To write announcements, presentation scripts for compered programme and broadcast them and to
play back recordings of music and other programmes while announcing them,

b} To reply to listeners’ letters.

¢} To translate commentary, topical talk and Press Reviews from English to the language concerned
and read these over the microphone.

d) To take part occasionally in Features, plays and special audience programmes etc,

¢} To write presentation scripts and present compered Programmes for special audience programmes
whenever necessary.

ix} Translator-cum-Announcer (Foreign languages in the External Services Division).

a) To present programmes through announcements and to play back recordings,

b} To translate talks, commentaries and Press Review from English to the language concerned and voice
the same on microphone.

¢) Occasionally to interview foreigners visiting India for utilisation in programme.
d) To reply to listener’s letters.

x) Drama Voices

To take part/assist in production, rehearsal, recordings/ plays/features, illustrated programmes, read
scripts of stories, talks, etc. written by staff or outsiders, replies to listeners letters, maintain registers of
dramatic programmes, assist in the rehearsal, recording and production of plays and features,

occasionally to present programmes for special audiences if called upon to do so, make occasional
announcements if required and any other duties which may be assigned from time to time.

7.1.9. Functions & Responsibilities of Engineering/Technical Officers

i) Principal duties of an Engineering head

a) Overall incharge of the technical activities of the Station.
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b)

<)

d)

€)
f)

g)
h)
i)

Preparation of budget estimates and control of expenditure relating to machinery and equipment
(Tools & Plants), telephone lines, OB lines, power supply, minor works, technical furnitures,
technical books and journals, .

To supervise the new staff posted to the station, familiarise themselves with their work so that they
can operate equipment with safety.

To assist the Zonal Chief Engineer in carrying out minor project work, holding measurement books
and Capital stores.

All duties and control in respect of the technical staff at stations,

To assist the research engineer in respect of making scientific observations and connected
experimental work.

To keep ltaison with Civil Construction Wing, P&T and electric supply authorities.
Promotion of the use of Hindi in official correspondence,
Selection and interviewing of engineering staff.

ii) Asstt. Station Engineer/Asstt. Engineer:

a)

b)
c)
d)
€)
f)
g

Incharge of specific maintenance teams for (i) Transmitter, (ii)Studio Centres, (iii) Receiving
Centres, (iv) Outside Broadcast Equipment, (v) Air-conditioning and other Station equipment,

Incharge of Engineering stores at stations/ offices.

Preparation of periodical reports.

Incharge of operational shifts at Transmitters and major Studio Centres.
Incharge of aerials and feeder line maintenance at SW Centres.

Incharge of recording, dubbing and O.B. activities.

Maintenance, Installation, Engineering, Administration and other technical responsibilities at
Stations/Offices of All India Radio.

iti) Asstt. Station Engineer (Community Listening, Srinagar, Kashmir)

a)
b)

)
d)

iv)

a)
b)
c)
d)

e)

Incharge of the Community Listening Unit.

Will be responsible for installation and maintenance of Community Listening radio receivers under
the control.

Coordination of the work of the staff working in his unit.
Administrative duties connected with his unit,

Senior Engineering Assistant:

Chief incharge at Control Rooms, handling upto three simultaneous transmission channels.
Recording and Dubbing maintenance and operations.
Transmission duties at Master Switching Room.

Shift-incharge at each medium power transmitter or a group of low power transmitters at a single
location and shift duties at High Power Transmitters.

Assisting Senior Staff in maintenance, installation, Engineering, Administration and other technical
activities as may be assigned to him.

© e s ke o bbby, W .
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v) Engineering Assistant

a)
b)
c)
d}
€)

vi)

a}

b)
c)

d)
e)
f)

g

h)

1}
i)
k})

1)
m}
n)

Transmission duties at studios, Receiving & Transmtting Centres.
QOutside Broadcast Operations.

Recording & Dubbing operations.

S.W. Aerial operations at HPTs.

Assisting senior staff in maintenance and installation work and other technical activities as may be
assigned to him.

Senior Technician/Technician/Wireman Technician/Electrician

To assist the operational staff at the Transmitter, studios, receiving centres, outside broadcasts, etc.
for maintaining the continuity of service.

To assist in carrying out preventive maintenance at all the Centres and keeping all equipment clean.

To assist in aerial selection, stub changing, reversal of beams, etc., in the aerial field and manning and
operating feeder switching structures, etc.

To operate and run standby power supply units.
To assist the Engineering Staff in repair and over-haul of equipment.

To assist in special maintenance and tests on aerials, feeder lines, air-conditioning plants, tape-
recorders, standby equipment, standby power supply arrangements and other ancillary plants and
equipment.

To check-up and maintain the fire-fighting appliances, tools and batteries, clock circuits, torches,
hand lamps, etc. at regular intervals,

To check monitoring circuits, inter-cum-circuits and emergency lighting arrangements and report
any faults.

To check tools and keep them in good working order after necessary repairs,
To assist in carrying out minor instaliation works at the Stations.

To assist in carrying out installation and testing of transmitters, studios, receiving centres, aerials,
feeder sub-station equipment, air-conditioning plant, Diesel/petrol generating sets, and other
associated works including cabling and wiring.

To assist in periodical changing of oil in oil-filled components and in testing the oil.
To assist in the checking of engineering stores.
To perform such work as may be assigned by superior officers in the interest of service.

vii) Duties Exclusive to Senior Technician:

He is expected to handle particularly complex jobs, at the discretion of his superior officers. In addition,
he operates Tape Duplicating Machines.

viii) Radio Technician:

a)
b)
c)
d)
€)

Routine testing of equipments.

Assisting engineering staff in wiring of transmitting, studio and receiving equipments.
Attending to repairs of equipments, radio receivers, etc.

Testing of tapes, erasing of tapes, ete.

Maintaining registers for tools and plant and assisting in verification of engineering stores.
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ix) Technicat Supervisor:

To supervise technical maintenance of the receiving sets installed at the various rural centres under the
Rural Broadcasting Schemes. {This post is at Srinagar only).

x} Carpenter:
a)} Exercising of control over charges incurred on trunk calls, stationery, forms etc. is also the duty of the
furniture, etc.

b} Packing and unpacking of stores and equipments.

¢) Renovation of studios and other wood work in the studio, control room, transmitter, etc.
d) Preparation of models and designs in wood.

€) Such other carpentary work as may be assigned.

xi) Painter;
a) Preparation of materials and surfaces for painting, polishing, etc.

b) Painting, polishing and decoration.

xii) Diesel Engine Driver :
a) Operation of Diesel Power Plants.
b} Carrying out scheduled preventive maintenance of Diesel Plants and associated accessories.

xiii) Assistant Mistry:

a) To attend to major maintenance of Diesei Plants.
b) To attend to repairs and overhaul of Diesel Plants,
¢) To operate Diesel Plants as required.

d) To attend to maintenance, repair and overhaul of air-conditioning compressors and other associated
paris in A/C plants.

xiv) Foreman;

a) To supervise, guide and distribute work to the Senior Technicians and Technicians.
b) To be responsible for maintaining the efficient functioning of the machines.

c) To be in direct charge of workshop facilities for production of equipments.

7.1.10. Functions and Responsibilities of Officers belonging to Admn.
i) Sr. Admn. Officer/Administrative Officer:
The Senior Administrative Officer/ Administrative Officer is the head of the Accounts/ Administration

Sections. He functions as Drawing & Disbursing Officer also. He will be under the direct supervision of
the Head of QOffice and his functions in the following areas will be
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a)

b)

c)

d)

€)

Accounts;

This covers daily checking of the Cash Book and Log Book, approving the monthly closing of the
artists’ Ledger, checking the acquitance roll, signing of cheques, indents, bills and vouchers after
ensuring that they are correct in every way, exercising control over expenditure with reference to
budget estimates, approving periodical returns sent to the P.A.O., D.G., the Income-tax Officer,
watching the reconciliation of cheques issued and encashed with the Bank Secrolls etc.

Establishment:

This inctudes maintenance of establishment lists, attendance registers, leave accounts, service books
and confidential reports, correspondence regarding promotions, transfer of staff, etc,

Administration(General):

Exercising of control over charge incurred on trunk calls, stationery, forms etc. is also the duty of the
Sr. Administrative Officer/ Administrative Officer.

A dministration (Programme):

Checking and initialling every entry made in the Pay Order Book once when it is sent to the Officer on
duty and again after check with the Log Book on its receipt back from the officer on duty the next
day, watch over delayed payments to artists, and keeping a watch over the payments to artists and
owners of copyrights are some of the important duties relating to administration of programmes,

At Zonal Stations the Senior Administrative Officer/Admn. Officer assists the head of office in
maintenance of Seniority Lists of the members of the staff in respect of whom Zonalisation in the
cadre has been made. He also assists the head of office in processing of confirmation on Zonal basis
and convening D.P.Cs. for promotions, the work of which has been assigned to the Zonal Heads.

i) Accountant:

a}

b)

d)

e)

The Accountant is responsible for the correct maintenance of all accounts, e.g. Cash Book,
Contingent registers etc. and for the correct preparation and filling of all vouchers. He functions as a
Financial Adviser and also as a primary auditor. He is also responsible for the correct maintenance of
various expenditure registers and preparation of expenditure statements, Budget/Revised Estimates
etc. To enable him to perform these functions effectively he should be appraised of all orders,
sanctions etc. and that he is treated as the Senior member of the office establishment. Heshould keep
awatch on the control of expenditure and advise Sr. Admn. Officer or Admn. Officer/ Head of office
in respect of all important proposals.

He should see that all orders, sanctions ete. affecting expenditure are entered in Sanction Register
and payments noted against relevant sanctions as and when they are made.

Note: Sanctions relating to petty Contingent expenditure accorded by Head of Office need not be entered in this register,
Only those sanctions which cannot be watched through other registers need be entered.

The Accountant is also responsibie for prompt and correct preparation of commercial (Proforma)
accounts and maintenance of connected records and registers. :
Reconcitiation of cheques tssued and encashed and reconciliation of expenditure/receipts is also the
responsibility of the Accountant.

1 i i 1on
The Accountant should not be required to receive or pay out cash but, in except}onal c;si::, a St;:::ﬂ
Director may. on his own responsibility. authorise him to do so for a short period. The Accon

should not be authorised to issue finai receipts over his own signature.
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iii} Clerks Grade I;

The more important items of work entrusted to a Clerk Grade I are: correspondence relating to
appointments, promotions, transfers, etc., preparation of periodical returns relating to staff for
transmission to the Director Generat; posting of entries in service books: preparation or check of pay and
T.A. bilis; preparation of budget and revised estimates and attending to correspondence relating to them;
preparation and submission of monthly accounts to the Director General and the P&AO; maintenance of
Journal and Ledger, compilation of Proforma Accounts and reconciliation of departmental figures with
those of the P&AQ etc. Where there are more Clerks Grade I, the distribution of work between them
should be done by the Head of Office on a rational basis.

iv) Programme Secretary/Clerk Grade I;

The Programme Secretaries/C.G.1. assist the Programme Section and generally attend to
correspondence and clerical work issuing contracts, drafting, preparing statistics, returns etc. They
should be allotted to different categories of programmes, e.g. music (programme corrections, press
change etc.), talks in English, Educational Broadcasts, Rural, dramas, etc. and should not be attached to
individual Programmes Executives.

Nate: The post of Programme Secretary is considered as ministerial for the purpose of determining the age of superannuation
under F.R. 56 (G.L. I and B, letter No.17(33)/50-BI dated 15.1.1950).

v} Studio Executive (Clerk Grade I) :

He is responsible for the proper maintenance of the studio and their cleanliness. He should assign duties
to and supervise the work of car drivers, Studio Attendants and Group ‘D>’ Staff. It is also his duty to
purchase petrol for the Government transport vehicles and to maintain the Log Book of Petrol, Qil and
Maintenance Account for Station Cars (AIR-A-61).

He is also in charge of all the furniture in the Radio Station including those in the Transmitting and
Receiving Centres.

vi) Cashier :

1) The considerations that should be kept in view in selecting a Cashier are printed in Annexure 2A
which also contains details about security, etc. to be furnished by him. The main duties of the Cashier
should be (a) handling of cash and (b) maintenance of Cash Book and other connected registers.

i) Printed receipts for amounts received should be prepared by the Cashier, checked by the A ccountant
and signed by the Drawing and Disbursing Officer after the latter ensures that it is correct in every
way.

ili} The register of cheque books should also be maintained by the Cashier.

Note: “Armed Police Guards should be provided to escort the Cashier and the cash drawn from the Bank on Pay Day, The
strength of this guard should be determined in consuitation with the local Police Authorities”.
(Authority: DG, AIR’s Memoranda No.27(14) A & G/57, dated the Sth November, 1957 and 10th February, 1958),

vii) Clerks Grade II;

The more important items of work entrusted to Clerks Grade 11 are; Routine items of work like
preparation of monthly pay bills, T.A. bills and Medical reimbursement bills; maintenance of Bills
Register, Increment Register, Register showing changes in staff; leave accounts of regular staffl; Pay
Order Book/Cheques, Royalty Register, Stationery Account and Registers, Artists’ Ledgers, Store
Legders; diarising and despatch of letters etc. etc.
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1) He is in charge of the librajy of the Station which contains books, gramophone and electrical
recordings and tapes. He should maintain separate Stock Registers in form S48 for books purchased

and books received free, in AIR-A4 for gramophone records purchased and in form AIR-A$ for
electrical recordings/tapes.

2) The account of Transcription Service Records may be maintained in form AIR-AS.

3) A separate account of tapes supplied to the Station under the circulation quota from the Central Tape :
Bank is to be kept in a register — AIR-A.76(CTB4). !

4) He should invariably take stock of books, gramophone records, electrical recordings etc. in his
charge, on the following occasions:-

i)  On appointment to the post of Librarian;

AIR MANUAL [75
viii) Librarian:
|
|
|
|
i
. ity On return from leave; and

iti) On transfer.

. = A —————rit o

|' S} A cent per cent physical verification of the books should be undertaken at the end of each financial
year.

(Authority: DG AIR Memo. No.19(2/2)P-3/54 dated 9.11.57 and 11(8)65-P5 dated 21.8.65).

Nate: (1) The post of Librarian is non-ministerial - vide D.G. AIR No.6(46)/ A-I1/50 dated 1950. (2) Security deposit required.
under para 274 of GFRs need not be taken from the Librarian or Library Staff.

(Authority: DG AIR Memo.'No.22{8}3‘A & G/59 dated 13.11.59)

ix) Storekeeper:

1) The Storekeeper is in direct charge of the stores and is responsible for the acquisition of stores, their
custody and their disposal. He is also responsible for maintaining correct records and preparing
correct returns in respect of stores entrusted to him.

2} All transactions of receipts and issues should be recorded strictly in accordance with the prescribed
rules or procedure in order of occurrence and as soon as they take place.

3) The Stores Received Book (AIR-A7), Stores Issued Book (AIR-A8) and Stores Numerical Ledger
in form AIR-A9 Register of Unserviceable Technical Stores, Register of Defective Stores, Register of
Empties etc. are the important documents that should be maintained by the Storekeeper.

B TP ———

ct -+ e U e vl ——— i, Al

x) Head Clerk:

i
Y
He is the first Supervisory member of the staff who functions as Sectional head in the Sections dealing l
with personnel and general administration. His functions are to assist the Head of the office/SAO/AQ or
any other officer entrusted with the duties of a Branch Officer. He will be responsible for all !
administrative matters other than Accounts, such as service books and leave account of non-gazetted
Government Servants, Staff Artists, maintenance of Statistical Registers and books, Inventories etc.

Where there are two Head Clerks the distribution of work between them will be on the basis of Sections
divided into two separate sections dealing with personnel and General Administration separately.

Note: On occasions when the Accountant or Head Clerk is away on leave or one of the posts is unfilled, all the duties attached to
both the posts should be performed by the Accountant or Head Clerk as the case may be.
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xi) Senior Storekeeper:

i) He will supervise the work of Jr. Storekeeper.

iiy He will be in overall charge of the stores.

iii) He will deal with more important functions of the storekeeping unit and will assist the Engineering
Head of Office in discharge of following items of work relating to stores: Purchase, Accounting, Safe
custody, Receipt, Insurance, Clearance, Despatch, Write off and Disposals, etc.

iv) Such other administrative accounts duties as may be assigned by Head of Office.

7.1.11. The posts of Teleprinter Operator in the Monitoring Service, All India Radio, Simla and the
News Services Division, All India Radio, New Delhi, have been included in the cadre of Clerk Grade Il in
terms of FR 9(31)(c), vide Ministry of I & B letter No.7(6)/61-B(A) dated 14.8.61. — DG, AIR Memo.
No.14/20/61-S1I dated 8.9.61.

Note: (applicable to all employee): Every officer may be asked by his superior to perform the routine duties of the higher post to
which he/she can be promoted. Every officer is also expected to perform any other functions which his/ her superior may ask
him/ her to do, in addition to the duties enumerated above.

7.1.12. Functional Autonomy to officers in different disciplines of All India Radio:

Detailed instructions regarding functional autonomy are contained in the Annexure-11.
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CHAPTER - VII

Section 11 — Accounts Maintained at Radio Stations

» Sl No. Subject Paras

ek bt .o . P ks Il .. _jamil” . sl s o i

1. Departmentalised Accounting System 7.2.18

2. Letter of Credit against Assignment 7.2.9-10
Accounts etc.

3. Central Govt. Accounts (Receipt & 7.2.11 ;
Payment) Rules, 1983 !

4, Drawal of Pay & Allowances of Staff (including 7.2.12-14 ‘
advances) — First Payment of Pay, Allowances etc.

5. Absentee Statement 7.2.15

6. Increment Certificate 7.2.16 i

7. Claims for HRA, CCA & Other Fixed Allowances 7.2.17 i

8. Deductions/Recoveries from Pay Bilis i
Fund deductions 7.2.18
Postal Life Insurance Premium ' 7.2.19 ]
Income Tax Deduction 7.2.20 i
House Rent/Licence Fee Deduction 7.2.21 l

| Profession Tax 7.2.22 i

Dues to Cooperative Societies 7.2.23 i
Court Attachment 7.2.24 !

9. Issue of Last Pay Certificate 7.2.25

0. Drawal of Arrears Pertaining to a 7.2.26 l
Post held Previously ‘

11. Payment of Pay, Leave Salary etc. through agents 7.2.87 I

. 12. Arrear Claims 7.2.28 T

3. Travelling Allowance Bills 7.2.29 |

14. Leave Travel Concession 7.2.30 '

IS, Medical Charges Reimbursement Bills 7.2.31 ]

16. , Disbursement of Pay & Allowances etc. & 7.2.32
Acquittance therefor. %

i7. Death of Payee ' 7.2.33 |

18. Arrears Payable after death 7.2.34

19. Drawal of Advances 7.2.35

20. Bill Register 7.2.36-38
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Sl. No. Subject Paras
21. Cash Book & Other Acctts. Records 7.2.39
22. Cash Book & General Instructions for 7.2.40-48
Handling Cash
23. Register of Money Orders Received 7.2.49-53
24, Register of Cheques Received 7.2.54-55
25. Register of Valuables 7.2.56
26. Reconciliation of Cheques 7.2.57-58
27. Period of Validity of Chegue 7.2.59
28, Procedure for Revalidation of a 7.2.60
Time-barred Cheques etc.
29. Procedure for Cancellation of a Cheque 7.2.61
30. Lost Cheques 7.2.62
31 Grant of Receipt to the Payees 7.2.63
32, Form & Custody of Receipt Books 7.2.64
33. Issue of Duplicates & Copies of Receipts 7.2.65
34 Register of Non-Government Money 7.2.66
35. Cheque Books 7.2.67-71
36. Types of Cheques 727274
3. Drawal of Contingent Charges 7.2.75
38, Mode of Drawal 7.2.76-78
39. Voucher 7.2.79
44, Bills Register 7.2.80
41. Subsidiary Register 7.2.81
42. Register of Pay & Allowances 7.2.84-85
43, Monthly Statement of Expenses 7.2.86
44, Maintenance of GPF Accounts of Group ‘D’ employees  7.2.87
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CHAPTER VII

SECTION H — ACCOUNTS MAINTAINED AT RADIO STATIONS

7.2.1. Departmentalised Accounting System:

Earlier the responsibility of compiling and keeping the accounts of various Civil Departments of the
Central Government was with the Comptroller and Auditor General of India. Salaries of Staff were being
drawn on presentation of bills at the treasuries. Broad features of the scheme are given below in brief:-

1) The Controller General of Accounts in the Ministry of Finance is now incharge of compiling and
keeping the accounts of various Ministries/ Departments.

if) The Secretary of the Ministry is the Chief Accounting Authority who functions with the assistance of
Integrated Financial Adviser.

iii) The accounting set up is headed by a Principal Accounts Officer (Controller of Accounts) who is
directly under the Integrated Financial Adviser.

1v) Under the Principal Accounts Officer in the Ministry, Pay and Accounts Officers Jook after the
payment and accounting in respect of departmental offices situated at various places.

v} The Integrated Financial Adviser assists the Chief Accounting Authority in organising a sound
system of internal check to ensure accuracy in accounting and efficiency of operation as part of
management.

7.2.2. The Departmentalised Accounting system came into force in the Ministry of Information and
Broadcasting from st October, 1976. Principal Accounts Officer under the Chief Controller of Accounts
in the Ministry and various Pay & Accounts Offices at Delhi, Calcutta, Bombay, Madras and Lucknow
including PAO, Individual Running Ledger Account(IRLA) Group at New Delhi were set up.

7.2.3. The PAO, IRLA Group at New Delhi, deals with the payments and accounting in respect of all
Gazetted Officers in the Ministry and its units. The arrangements for payment is the same as under the
carlier IRLA system, except that TA 3nd Medical claims of Gazetted Officers are now drawn from the
respective PAO’s or cheque Drawing DDO’s and not from PAO, IRLA.

7.2.4. The PAQ's at various places deal with payment and accounting in respect of different units in their
respective regions. Payment is made directly by the PAO to which the particular office situated locally is
attached, on presentation of bills for precheck. The Drawing and Disbursing Officers at the offices
situated away from the five places ( Dethi, Calcutta, Bombay, Madras and Lucknow) where PAO's offices
now function, have been empowered to draw salaries etc. direct and send the bills for post audit by the
PAQ’s. Offices maintaining public works system of Accounting like Zonal Chief Engineer’s Offices and
Civil Construction Wing, also functioning at these 5 places, however, have been given cheque drawing
powers for Salaries of Staff/contingencies etc.

7.2.5. Earlier, offices/stations of AIR were empowered to make payments by cheque to Casual Artists
etc. and in respect of contingencies. Now, powers to draw cheques for Contingent payments have been
taken away from the offices situated at places where PAO functions. They, however, continue to have
cheque drawing facilities for payments to Casual Artists, PP&SS etc. and TA/DA to the non-official
members of various committees. AIR offices at Delhi, Calcutta, Bombay, Madras and Lucknow have
powers to draw cheques also for payments of customs duty and freight.

7.2.6. The cheque drawing DDO’s at the offices away from the above 5 places have been empowered to

make ntavment b legues 111 respect o alaries and short- 11 adyvances to 3 1 dinp P P
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advances and contingencies, besides payments to Casual artists etc. They have also been empowered to
make payment by cheques towards TA and Medical Claims of Gazetted Officers. However, this facility is
not available for payments of long term advances like House Building, Motor Car/Motor Cycle
advances and Part-final withdrawls from GPF/CPF.

7.2.7. Each DDO is placed in account with the local branch of the Public Sector Bank accredited to the
Ministry (State Bank of India) and the Bank is authorised to make payments on cheques drawn by such
DDO’s upto the limit specified in the Letter of Credit assigned by the PAO in favour of the DDO
concerned for each quarter taking into account the budget allocation of the drawing officer and
anticipated Cash requirements.

7.2.8. The Paying branch of the Bank render daily payment/ receipt scrolls in duplicate along with paid
cheques to the PAO, while one copy is sent to the DDO concerned {or verification and reconciliation.

7.2.9. Letter of Credit against assignment accounts etc.

The Accounts Officer concerned shall communicate to the relevant branch of the accredited bank, the
amount of quarterly assignment authorised in favour of cheque drawing DDO’s rendering account to
him. A fresh letter of Credit, issued after expiry of the period prescribed in the earlier Letter of Credit is
treated as an addition to the unspent balance of the earlier Letter of Credit. The Pay and Accounts
Officers, while communicating the assignment for the second and subsequent quarters should indicate
not only the amount assigned for that quarter, but also the progressive total of assignment upto the end of
the quarter so that the bank is able to ensure that the {otal cumulative drawais from the beginning of the
year do not exceed the total progressive assignments. However, the assignment remaining unspent at the
end of a financial year is not to be carried forward to the first quarter of the next financial year. The
paying branch is responsible to ensure that at no time the amount assigned in the letter of credit is
exceeded by the payment of any cheque. The cheque actually issued during the last quarter but presented
for payment during the next quarter (within the period of validity) will be taken by the bank against the
assignment of the year in which they were drawn and not against the assignment of the year in which they
are paid.

A drawing officer in whose favour an assignment account has been opened in the accredited bank, is not
permitted to draw the whole amount and place it in a separate account in the bank or in a private account.

Note: It is also not permissible to draw cheques and deposit the amount in the department’s cash chest at the end of the year for
the purpose of showing the full amount of the grant as utilised. (56 of CGARP rules).

7.2.10. The DDOs shall prepare a list of payment in triplicate (Form AM-21) at the end of every week.
Two copies of the list of payments accompanied by the paid vouchers above Rs. 100/ - should be sent to
the Pay & Accounts Office on the due date as mentioned below:-

Ist to 7th  — by the 9th of the month.

8th to 14th — by the 16th of the month.

I5th to 21st — by the 23¢d of the month.

22nd to the end of the month — by the 3rd of the following month.

Note: 1. Sub-vouchers upto Rs. 100, - in value shall be retained by the cheque drawing officers in their offices vide Rule 306(2) of
Central Treasury Rules Vol 1 and these would be examined at the time of Internalf Local audit of these initial records.

2. A centificate would have to be recorded by DO in each Contingency Bill 10 the effect that sub-vouchers of value upto
Rs. 100/ - numbering from Sub-voucher....... ta sub-voucher....... have been retained in his Office.

tAuthority Para 3.3.2 of Civil Accaunts Mannual)
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7.2.11. Central Govt. Account (Receipt and Payment) Rules, 1983:

Consequent on the introduction of the departmentalised accounting system, various provisions in
Centra] Treasury Rules do not fit in with the new system. Therefore new rules called “The Central
Government Account (Receipt and Payments) Rules, 1983, have been framed along with appendices and
forms) and these rules came into force with effect from 1.4.1983. These new rules are to be followed for all
transactions pertaining to the Central Government, except pensionary benefits for which CTR is still
applicable.

7.2.12. Drawal of Pay & Allowances of Staff (including advances) First payment of pay,
allowances etc.

When the name of a Govt. servant appears for the first time in a pay bill, the bill shall be supported by a
Last Pay Certificate in the form of GAR 2 prescribed for the purpose. If the Govt. servant did not
previously hold any post under the Government or is re-employed after resignation or forfeiture of past
service, a certificate by the drawing and disbursing officer to the effect that the Medical Certificate of
fitness in the prescribed form has been obtained in respect of the Government Servant’ must accompany
the bill in confirmity with, and if so required, any rule or order governing the conditions of the service to
which he belongs. Where the competent authority under any rule or order authorises the drawal of pay
and allowances of a newly appointed Govenment Servant for a period not exceeding two months without
a Medical Certificate of fitness, a certificate to this effect shall be furnished in the first Pay bill. If a
pensioner is re-employed, the fact shall be stated in the bill. (Rule 80 of CGA RP) Rules),

7.2.13. Bills for pay and allowances and leave salary shall be prepared in Form GAR. 13. Separate bill
should be prepared for (i) establishments whose charges are debitable to different heads of account,
(ii) Personnel to whom Salary is payable individually by cheques and (i) Group ‘D’ employees.
Permanent and temporary establishments may be included in one bill but shown separately. It should be
divided into separate sections — programme, engineering administration etc. Scale of Pay and total
number of sanctioned posts should be indicated for each category of post. While sanctioned strength may
be shown for permanent posts, reference to sanction for creation/continuance of posts should be
indicated for temporary posts. Names of every incumbent except Grade ‘D’ staff shall be shown against
each post and the rates of Pay and Allowances claimed for each post shall also be shown. When the pay
and allowances are drawn for a portion of a month, necessary details with reasons should be given.
Vacant posts, if any, should be indicated clearly against the relevant serial number. (Ref. 66(1), 66(2) of
CGA(RP) Rules).

7.2.14. Entries in all the money columns of the bill shall be totalled separately under each section and
part; and totals written in red ink should be checked by the DDO orby a responsible person other than
the person preparing the bill (Ref. 66(3) of CGARP Rules).

Note: A Pay Bill Register in Form GAR 17 and abstract of Pay Bill in Form GAR 18 shall be maintained, the former beingin
form of a ledger for recording the dues payable and deductions made in respect of each claim for Pay and Allowances of a
Government Servant and the latter being an abstract of Pay and allowances bills presented for payment. No office copy of a
reguiar monthly Pay and allowances bill need be maintained, but a Bill check register in Form GAR 19 shall be maintained,
which will be made use of in preparing the sectionwise acguittance rolls in large establishments, where pay is disbursed through
Section Supervisors. In small establishments, where pay is disbursed directly by the cashier, this register is not required, but net
tota} can be copied out on acquittance roll from each bill. (Ref. 66 of CGARP Rules).

7.1.15. Absentee Statement
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than casual leave, or when a post is left vacant substantively whether any officiating arrangements have
or have not been made against it (Ref. 67 to CG ARP Rules).

7.2.16. Increment Certificate:

To the first bill in which a periodical increment is drawn a certificate in form GAR 21 shall be appended.
Certificate 2 printed in form GAR 21 should be filled in cases of increments other than the annual
increments, duly supported by detaiis. Similarly, where increment involves crossing of Efficiency Bar
stage, the increment certificate should be supported by orders of the competent authority allowing the
official to cross the EB (Ref. 68 of CGARP Rules).

Note: [nerement Repister;

The increment register in standard Form SY 299 is meant to ensure the prompt drawal of increments as soon as they fall due. The
names of all members of the establishment should be entered at the beginning of financial year on different pages, set apart for
the |2 months according to the month in which the increment normally falls due. All periods of absence, which do not count for
increment such as periods of suspension, and periods of leave eic., in the case of officiating and temporary Government servants
should be entered from the pay bills in column 8. Where the date of increment is shifted 1o a subsequent month owingto leave, or
for any other reason, the officer’s name should be scored out and re-entered in the page set apart for the appropriate month. The
register should be reviewed in the first week of every month, and action taken to complete the increment certificates for persons
whose increments are due in that month. The entries in the register should be checked with the entries in the service books.

7.2.17. Claims for HRA, CCA and other fixed allowances

These claims should be supported by the certificates if any prescribed from time to time. (Ref.: 69 of
CGARP Rules). -

7.2.18. Deductions/Recoveries from Pay bill-Fund Deductions:

DDO is responsible for noting down and ensuring proper recovery of subscription to GPF/CPF from the
salary of the officials. The amount of subscription, subject to the minimum limits prescribed fromtime to
time (at present 6% of pay) should be recovered from Pay bills and the requisite particulars entered in
separate schedule in form GAR 41. Separate schedules should be prepared for subscribers whose GPF
accounts are maintained by different PAQ's, In the case of Group ‘D’ Staff, schedules are to be kept with
the office copy and need not be sent to PAO. A certificate in form X1I indicating the total amount
deducted towards subscription and refunds should be attached with original Pay bills.

Nore:  Recovery of subscription is compulsory for new entrants after completion of one year, but they may chooseto subscribe
even carlier. The accounts of officials transferred from one circleto another shouid be got transferred to the new circle and a new
GPF account allotted by the PAO of the latter circle. (Ref 70-171 and 173 of CGARP Rules and GPF Rules}.

7.2.19. Postal Life Insurance Premium:

Recoveries of subscription to PLI are to be effected at the rates intimated by P&T Departments and the
schedules prepared in form GAR 40. Separate register to be maintained by offices where Pay Bill Register
is not followed (Ref: 172 of CGARP Rules},

Note: Recovery and Accounting of Postal Life Insurance Premia:

A Register of Policy-holders should be maintained in form AIR-A 0. The names of the policy-holders
should be noted in alphabetical order accordingto surnames, leaving sufficient space between two entries
to cnable the names of ‘newcomers’ being inserted in the right place. A separate entry should be made in
the register for each policy in the case of policy-holders havng more than one policy. On receipt of an
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intimation from the Director, Postal Life Insurance, Calcutta about the issue of a policy in favour of a
subscriber authorising the drawng officer to commence recovery from pay or on receipt of a Last Pay
Certificate in respect of the subscriber transferred from other office, the drawing officer should make a
note of the particulars of the policy in the Register. The name of the office from which the subscriber has
" been transferred should invariably be noted in the ‘Remarks’ column. Whenever a subscriber is
transferred to another office, or his policy is discharged, his name should be scored out from the register,
giving necessary remarks regarding discharge of policy or indicating the office to which the insurant has
been transferred as the case may be.

The bill clerk should check up the recoveries shown in the bill son this account with the register and the
necessary posting should be made in the monthly column in the register with proper reference to the bills
or the vouchers and the reasons for short, excess or non-recovery should be briefly noted in the ‘R emarks’
column. These schedules, which should be attached to the relevant bills, should record not only the names
of thse, from whom recoveries have actually been effected, but also of those, from whom recoveries were
being effected previously but have been omitted. In the case of double recoveries or late recoveries, the
reasons for late drawal of pay together with an indication of the month of pay from which premium has
been recovered should berecorded in the ‘Remarks’ column. This is necessary to determine the liability of
the insurant to pay fine or interest and the currency of the policy.

Though each policy of the insurant will be entered separately in the register and the schedule, the total
amount recoverable monthly from each policy-holder on account of all policies should be shown in the
register by bracketing all the policies. This will serve as a guide for preparation of monthly bills where
recoveries in respect of each policy cannot be shown separately. This total in the register should be kept
corrected up-to-date on additions of new policies and exist of old ones.

(Autherity: Ministry of Finance (Department of Expenditure) O.M. No.F.11(24)E.1[{ A}/ 59, dated 13tk July, 1959 and DG,
AIR Endorsement No.22(20)A & G/59, dated 3rd September, 1959).

7.2.20. Income Tax Deductions:

Income Tax to be recovered from each official should be worked out at the beginning of the year and
deductions made monthly at proportionate rate. The assessment of fax should be reviewed by the middle
of the year in September-October and necessary adjustments made in the recoveries for the subsequent
months. Details of Life Insurance and other savings and any other details affecting calculation of tax
should be obtained from the officials at the time of review. Final Income Tax calculation should be made
in the Ist week of February and the balance due for the year recovered from the Pay bill for February. A
certificate of total tax deducted for the year will be issued to each official at the end of the year. (Ref.: 71 of
CGARP Rules).

7.2.21. House Rent/Licence fee deductions

Recovertes are to be made as per the standing demand statements issued by Govt. of India Estate Office,
State Govts. etc. and indicate the details furnished in the schedules attached with Pay Bills. Separate
statement should also be sent to the Estate Office every month stating details of recoveries made. (Ref. 72
of CGARP Rules).

7.2.22. Profession Tax:

Recoveries of profession tax levied under an act of a State Government should be made from the salaries
of Govt. servants at the rates prescribed. (Ref. 79 of CGARP Rules).

7.2.23. Due to Co-operative Societies:

Dues to co-operative societies registered under the various Co-operative Societies Acts, where such Acts
impose a statutory obligation on the Government to effect such recoveries shall be recovered from the
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salaries of Government officials. Even at places not covered by the said Act, recoveries can be made if the
Government servant authorises the DDO in writing to effect such recoveries. (Ref. 79to CGARP Rules).

7.2.24, Court Attachment:

When the pay of a Govt. servant is attached by any order of a Court of Law, it is the duty of the officer
receiving the attachment order to see that the proper deduction is made from the pay of the Govt. servant
concerned and to keep a record of such deductions in form GAR-22. Salary to the extent of the first
Rs.400/- and two thirds of the remainder 1s exempted from attachment (Salary does not include various
allowances e.g. D.A,, C.C.A., H.R.A,, etc. are exempted from attachment).

Note: For action to be taken on the receipt of asecond or subsequent order and other details, rules 74-77 of CGAARP rules 1983
may be referred to.

7.2.25. Issue of Last Pay Certificate:

In all cases of transfers, deputation etc. Last Pay Certificate in form GAR 2 should be issued by the
concerned DDO to the new DDO indicating therein the rates of Pay and allowances drawn upto the
period indicated in the LPC and recoveries effected and to be effected. (Ref. 81 to CGARP Rules).

1.2.26. Drawal of arrears pertaining to a post held previously:

The Pay and Allowances due in respect of the old post (on account of a refixation of Pay and Allowances)
which could not be drawn at the time of a transfer, may be drawn by the drawing and disbursing officer
who is responsible to draw and disburse emoluments of the Govt. servant against the new post. “Due and
Drawn Statement” in respect of arrears should be prepared by the latter Drawing and Disbursing Officer
and sent to the earlier office or parent office as the case may be, for verification of the claim. The earlier
office or parent office may check these documents, make entries in their records and return to the
concerned drawing officer with a certificate that the arrears relating to the Govt. servant have been noted
in the relevant office copies of the bills. On receipt of the ‘Due and Drawn Statement’ duly vetted the
arrears bill may be drawn. If inter-departmental adjustment is required in regard to the arrears, the
concerned office shall record the classification and acceptance of the debit. (Ref: 83 to CGARP Rules).

7.2.27. Payment of Pay, Leave Salary, etc. through Agents:

Save as hereinafter provided, pay and allowances or leave salary may be paid only upon the personal
claim of the Govt. servant concerned, and to his personal receipt, and not otherwise, except under the
special authority in each case of the Govt. The Government servant may be allowed to receive payment
through a messenger duly authorised by him to receive the money on his account provided that the
Government Servant’s formal acquittance is produced by the messenger and in such a case, the Govt.
accepts no responsibility in respect of money, cheque or draft that may be handed over to the messenger.
{Ref. 85 CGARP Rules).

7.2.28. Arrear Claims;

a) Claims against the Government which are not preferred within one year of their becoming due would
attract the provisions of rules 82 to 88 of the General Financial Rules, 1963. After relevant
requirements thereof are satisfied, they may be presented to the Accounts Officer for pre-check
payment; provided further that this rule shall not apply to claims on account of arrears of pensions,
the payment of which is regulated by rule 369 of the Treasury Rules, of the Central Government. (Ref.
32 of CGARP Rules).
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b) Arrears of pay, fixed allowances or leave salary shall be drawn not in the ordinary monthly bill, but in
a separate bill, the amount claimed for each month being entered separately with quotation of the
number and date together with the date of encashment of the monthly bill from which the charge was
omitted or withheld or on which it was refunded by deduction, or of any special order of competent
authority granting a new allowance or an increase in pay. A note of the arrear bill shall invariably be
made in the pay bill register in Form GAR 17 or in the office copy of the relevant bili for the period to
which the claim pertains, over the dated initials of the drawer of the arrear bill in order to avoid the
risk of the arrears being claimed once again, The Drawing Officer shall also record the following
certificates on the arrear bill under his dated signature:

i) that no part of the amount claimed has been drawn previously; and

ii) that a note of the arrear claim has been made in the ay bill register or in the office copy of the bill,
as the case may be, for the period to which the claim pertains.

Subject to the conditions laid down in rule 32 arrears bills (sub-para 1 above) can be presented at any
time and may include as many items as are necessary. (Ref.: 89 to CGARP Rules),

7.2.29. Travelling Allowance Bills:

The bills shall be prepared in form GAR 14 along with claims in form GAR 14 A or 14 B, the instructions
printed on the form being strictly followed, as also various provisions in TA Rules. (Ref. 90 of CGARP
Rules).

7.2.30. Leave Travel Concession:

Bills claiming LTC should be prepared in form GAR 14-C. The claims should be carefully scrutinised
with reference to the LTC Rules and various orders issued from time to time.

7.2.31. Medical Charges re-imbursement Bills:

Rill for re-imbursement of the expenditure incurred by Govt. servants on account of medical attendance
and treatment may be drawn in Form GAR 23. The amounts drawn in the bills must be supported by
proper receipts and vouchers in all cases (Ref: 91 of CGARP Rules),

7.2.32. Disbursement of Pay and Allowances etc. and acquittances thereof :

a) The Head of an office is personally responsible for the amount drawn on a bill signed by him or on his
behalf until he has paid it to the person eatitled to receive it and has obtained in an Acquittance Rol}
in Form GAR 24 as in respect of monthly Pay and Allowances and on the office copy of bills for other
payments. Wherever the acquittance is obtained on a separate paper, it must be pasted in the relevant
roll or office copy of bill. The particulars in Form GAR 24 are filled in from a Bill Check Register in
Form GAR 19. In cases where the payee Government servant is physically unable to sign the
aquittance, the Head of the office shall disburse the amount or hand over the cheque, as the case may
be, to such member of the Government servant’s family as has been nominated by the Govt. servant to
receive his Provident Fund dues.

b} If, for any reason, payment cannot be made within the course of three months, the amount drawn for the
payee shall be refunded by short drawing in the next bill, and when the occasion for making the
payment arises, the amount may be drawn a new under Rule 89.
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Provided thatifin the opinion of Head of Office this restriction is likely to operate inconveniently, the
amount of undisbursed pay and allowances may, at his option, be retained for any period not
exceeding three months, but this concession shall not be availed of unless the Head of Office is
satisfied that proper arrangements can be made for the safe custody of the sums retained.

under the deposit section of Govt. account to facilitate jts subsequent withdrawal.

Note 11 Acquittance rolls and office capies of bills on which acquittance is obtained are not required to be submitted to the
Accounts Officer but being important records, they should be stamped ‘Paid’ and preserved carefully for the prescribed

r‘" ¢) Itisalso not permissible to keep undisbursed Pay arid Allowances under any circumstances as a credit
|
r
,f periods.

|

. In respect of the payments made through acquittance rolis on the pay day, the disbursement

subsequently, the items should be stamped ‘Paid’ individually and attested by the drawing officer
while signing the Cash Book.
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7.2.33. Death of Payee:

Pay and allowances can be drawn for the day of the Govt. Servant’s death. The hour at which death
takes place has no effect on the claim.

NOTE:*Day’ for the purpose of this rule s hould mean a calender day heginning and ending at midnight. (Ref. 94 of CGAR P
Rules).

7.2.34. Arrears payable after death:

L A . il i ..

Pay and allowances of ail kinds can be paid without producing legal authority upto R5.5000/- if the
head of office is satisfied about the right and title of the claiment. Amounts exceeding Rs.5000/- can
be paid only on the orders issued by the Head of the Department and on the execution of an
indemnity bond in form GAR 26 (Ref. 95 of CGARP Rules).

7.2.35. Drawal of Advances:

a) Advances and withdrawals from a Provident Fund

b, Sibina

drawn advances themselves {not withdrawals). (Ref. 175 of CGARP Rules).
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b) Other Advances:

Other Advances to Government servants on personal account may be drawn in Form GAR 36
{Annexure 8) for long term advances and GAR 37 (Annexure 9) for short term advances. Recoveries
may be effected from pay bills, duly supported by schedule in form GAR 38 (Annexure 10) for long
term advances. For short term advances recovery schedule need not be sent to P&AO but an abstract
in Form GAR 39 (Annexure 11) is to be sent.

Note I Advances.

Conditions for the drawal of advances of pay and T.A. and advances for purchase of conveyances are laid down in the
General Financial Rules.

Applications for advance for purchase of motor car/ motor cycle should be made in form G.F.R. 27. The application form
for an advance for the purchase of bicycle is Model form 64 of the House Keeping Jobs, Model form 69 is the application
form for withdrawa! of advances from the G.P. Fuad.

For orders in connection with house building advance, please see Government of India Ministry of Works, Housing and
Supply Office Memorandum No H.H-27(5)/54, dated the 12th April, 1956.

Note 2: Advances for the purchase of radio sets to Officers and Staff Artists of A.LLR.

Reference is invited to Appendix 13,

The amounts of the advances wiil be debitable to the head of account “Loans and Advances by the Central Government -—
Loans to Govt. Servants etc. — Advances for the purchase of radio sets.”

(Authority: Ministry of I&B Q.M. No,3/114/58-B (M), dated 16th September, [960. DG, AIR's endorsement No.28(1)/60-
A&G, dated 8th November, 1960).

7.2.36. Bill Register (GAR 9);

A Bill Register in Form GAR 9 should be maintained by all DDO’s who are authorised to draw
money on bills signed by them. A separate bill register may be maintained for pay and allowances of
staff including advances. Column 1 to 4 will be filled up at the time of signing each bill. Columns 5 and
6 will be completed on presentation/despatch of bills to PAO. On receipt of payment from PAO,
columns 7 to 12 will be completed. The remaining columns will be completed after disbursement. The
Bills Register should be totalled every month and re-conciled with the totals appearing in the Cash
Book GAR 3.

7.2.37. Since salaries of regular staff, staff artists and ‘artists are accounted for in the same Cash
Book, it would suffice, if one Bilt Register is maintained for both the categories. However, in case it is
found necessary to have a separate Bill Register for Staff Artists and Artists this may be be
maintained, but totals appearing in both the registers should be re-conciled with the Cash Book and
certificate recorded at the end of each month.

7.2.38. The bills outstanding should be drawn for each month and reviewed. The register should be
maintained by the Clerk who prepares the Bills under the direct supervision of the Accountant,.

7.2.39. Cash Book and Other Accounts Records:

Two cash books were prescribed, TR-4/GAR-3 and AIR A-37. The former is to record payments of
salaries of staff. The latter is to record payments drawn by cheques by various accounts. Since the
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situated where PAO are functioning from those having cheque drawing powers for salaries, uniform
procedure was not being followed by the Stations. Some stations were accounting artists salaries also in
AIR-A-37 as per old procedure, With the introduction of Departmentalised Accounting Scheme and the
Central Government (Receipt and Payments) Rules, 1983, the procedure to be followed is different.

7.2.40 Cash Book and General Instructions for Handling Cash:

Every DDO should maintain a Cash Book in the Form GAR 3. All monitory transactions should be
entered in the Cash Book as soon as they occur and attested by the DDO in token of check. An account
payee ‘Crossed Cheque or Bank Draft drawn by PAO in the name of a third party and routed through the
Departmental office merely for the purpose of detivery to the receipent thereof should not be entered in
the Cash Book. The receipt and delivery of such cheques and bank drafts shonld be recorded and watched
through a separate register, ‘Register of Valuables’ (GAR-5).

7.2.41. Cheques issued by the DDOs and which are encashable in his capacity as DDO (Seif-cheque)
alone need be entered in the Cash Book. Other cheques drawn by him in favour of Casual Artists and
other partics and entered in the cheque issue register should not be entered in this Cash Book.

7.2.42. The Cash Book should be closed regularly and completely checked. The DPO should verify the
totalling of the Cash Book or have this done by some responsible subordinate officer other than the writer
of the Cash Book an dinitial it as correct.

7.2.43. At the end of each month, the DDO should verify the Cash Balance in the Cash Book and record
a signed and dated certificate to that effect. In regard to discrepancy noticed therein, the instructions
contained in Section V of Chapter 2 of the GFR, 1963 should be followed. In case, verification of cash
balance is not possible on the last working day of a month, it may be done on the first working day of the
next month before making any transactions. The surprise counts of Cash should also be made by DDO as
ofter as possible in the course of the month. Note attached the physical verification of Cash will be carried
for all the Cash Books including Register of Non-Govt. Money.

Note: Certificate of Physical Verification of Cash should be recorded in the following form now prescribed in GAR-3.2,

Certified that the Cash Balance has been Physically verified by me today (date............ JandfoundtabeRs.,....... {Rupees
.................. only) which tallied with the closing balance as worked out in Cash Book.

Dated Signature of DDO,

7.2.44. Entries made in the Cash Book regarding remittance of receipts to the bank for credit into
Government account should be attested by the DDO with reference to the bank’s acknowledgement on
the pay-in-slips or challans. When the receipt is actually shown on the receipt of scroll from the bank, the
actual date of realisation of the cheque or draft should be indicated in the Cash Book against the original
entry.

7.2.45. An eraser or over-writing of an entry in the Cash Book is strictly prohibited. If a mistake is
discovered, it should be corrected by drawing the pen through the incorrect entry and inserting the
correct one in Red Ink between the lines and all such corrections should be attested by the DDO,

7.2.46. DDO should not handle money which does not belong to the Government. Where under any
specialised sanction, the DDO deals with both Government and Non-Government money in his official
capacity, the Government money should be kept in a Cash Box separate from the non-Government
money and the transactions relevant to the latter should be accounted forin a separate set of books and
kept entirely out of the Govt. account.
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7.2.47. The Cash books should be bound in convenient volumes and their pages machine numbered.
Before bringing a Cash Book into use, the DDO should count the number of pages and record a _
certificate of count on the first page of the Cash Book. !

7.2.48. If large number of bank drafts/cheques etc. are received by any office, each entry need not be i
made in the Cash Book. It would be sufficient, if the total of daily entries pertaining to the same

classifications from a register of valuables (from GAR-5) maintained for the purpose of carried to the !
Cash Book giving cross references in the latter to the Serial Numbers thereof in the former. Similarly, if
large number of money orders are received, the details may be entered in the register of money order
reproduced below and total of daily receipts entered in the Cash Book with suitable cross references.

Register of Money Order Received

Date S.No. M.O.No. From whom Purpose  Amount Initials Ref. to Initials Remarks
& Date received of Accit./ to entry of Acett./
Name & DBO in Cash DDOs j
address Book 1
; 1. 2. 3. 4. s. 6. 7. 8. 9, 10.

Note: Entries in Column | 10 6 of the register shouid be made whenever the DIDO signs an endorsement on Money Orders in
token of having received the proceeds. The entries in register Col. 8 should be filled in by Cashier as soon as possible thereafter
and should be submitted alongwith Cash Book for review by the DDO who should verify and attest the corresponding entries in
the Cash Book and also attest Col. % of the Register.

[ ——

; 7.2.49. As far as possible, no lines should be left blank in the Cash Book. If any space on a page of the
{ Cash Book or part of the page has to be left blank for any reason, a diagonal line should be drawn to
! cancel the blank space so that it may not be possible to make any subsequent entries therein.
i Interpolation of entries should be avoided as far as possible. But when it becomes necessary to make any

entries between the two lines or to make any additions, such additions should invariably be attested and
dated by the DDO.

!
1
5 7.2.50. Chegues received in demand of Government dues should be entered in the Cash Book on the
l’ receipt side, as if they were cashed on the date on which they are received. In case a cheque is dishonoured,
f necessary write back entries on both sides of the Cash Book should be made.

I

: 7.2.51. The DDO who signs the endorsement on the reverse of the self-cheque is responsible to ensure
' that the item is entered promptly on the receipt side of the Cash Book. He should insist that the self-
| cheque is submitted to him for signatures alongwith the Cash Book with the relevant entry. If this is not

possible, he should record in a separate register (AIR A-42) and watch the entry in the Cash Book, when it

is put up for signature.

L it 2. A A . it . .

: Note: Entries in Columns I to 6 of the Register should be made whenever the DDO Signs an endorsement on a Self Cheque

' without simultancously attesting the corresponding entry in Cash Book. Column 7 of the register should be filled in by
Cashier/ Acctt. as soon as possible thereafter and the register should be submitted daily for review by the DDO who shouid verify
and attest the corresponding eniries in the Cash Book and also attest Colurn 8 of the Register.

A . AT Wbkl e |

7.2.52. Re-coupment of imprest made by drawal of self-cheques should also be accounted for in the
Cash Book, as also the expenditure from imprest incurred datly.




190 AT fae e

7.2.53. agfwmm#ﬁwmfamﬂaﬁ%,mmmammmamﬁmmwmwﬁ
T 8 PR G qTC AFE B ATHERE A F AT BT e ST T o faarer feran ST e aur dkE
aﬁraﬁmﬁquﬁ'w_amaﬁﬁﬁﬁammaﬁms

7.2.54. 98 Py Qg IA W WAER

wr&&sqw%:ﬁmﬁmw#sﬁqmﬁqﬁm@aﬁwmﬁm%aqﬁﬁﬁrar&ﬁsqm{
%ﬁﬁqﬁ&ﬁ%ﬁﬂﬁﬁtaﬂ%wqﬁmgﬁ%l%mﬁ%ﬁww%mm?ﬁﬁwwﬁaﬂ%
& e A o fafe e 10 3 78y ST q7 ATETOT U Wiaaqer St s 11 SOeI FL| A F
SEATT AT A FHEAT AT qrara wew 12 M 13 F AW

7.2.55. % sTepTyTand U-37 & &% e T g, syt fafTe T & et e eind frcal @ e 14
O FEeaE B mﬁ?mw%ﬁwuﬁwm&ﬁaﬁ%mww%ﬁmwﬁmfaﬂmﬁﬁﬁﬁﬁm
el wte ¥ ¥ gU wiateT 9 ® €9 7 {g@r W) o Fraie FERHE AT & WA & fag smefa wd &
Hﬁm&wwﬁ%maﬁﬂﬁaﬁwﬁ‘mm’mmm;

7.2.56. Fredt TEet W FAET

tmfaﬁqamsﬁzﬁwﬁﬁﬁwﬁvﬂtwmm,mﬁ%ﬁ,mmﬁﬂmammﬁ
graf-aa grafea & u%g@mﬁ%m@émafﬂmﬁﬁ%mﬁmﬁﬂm%ﬁwﬁ%mm%s@
zsrqu’fﬁu&:%ﬁ/;ﬂﬁﬁa@rmﬁmwﬁﬁr%awémwmﬁmmawmm$
3 a7 T R s T A U e 3§ e W sfew 7w affyaa B @ Py Faee A e vF
e st gra Wi 2 9 i B AT wfed 1 @ afe 1 3% aTeE o € at e Fow § IED
ey § ATt & arear? % fag fea R W arfe) (@ W @ e & fra @ Brw 13011) B A= TT-()
ot Fram 13 & A9 e 3 <fem)

7.2.57. AW W WHAR
T TE 3 SO Y By g e e 4 & g AN W ATASES fEar A 2 = ff 7 A 4 T 10F

Wﬁﬁﬁw%ﬁwwaﬁ%@ﬁﬂaﬁaﬁiwwmw%ﬁa&aﬁﬁﬁﬁ%%aﬁmhﬁ
g qve dure ok TmmfsE # Sy -

{0 Y F grow § yram 7 fey I f I, - )
@ wéy % 2oy ord Peg T AB @ A L
T - -

@

(3 Afet @ 2raw sy e ¥ A afn
(&= T AT e & A g faar wm)

{4) £y feo Mo faATer B SAETC WEA & F
F st 7 fag g I W oI

et A f e A @ P

F9 gewm % wem/fAie by




N e S -

AIR MANUAL 190

7.2.53. Where the Head of Office is not the disbursing officer, the surprise counts of Cash at least 6 times
in a year shouid be made by the Head of Office or any senior officer nominated by the Head of Office. The
details of the actual balance should be recorded and certificate of count of cash recorded specifying both
in words and figures. The actual cash balance and of re-conciliation with the book balance should be
recorded below the closing entries by the verifying officer.

7.2.54. Register of Cheques Issued:

Register of cheques issued in Form GAR 4 is to be maintained by all DDOs. Entries for the cheques
issued daily are to be completed at the time of signing the cheque. After daily payment-scrolls are received
from the bank, date of encashment of the relevant cheque is to be noted in column 10 and initialled by the
DDO in column 1}, The progressive total of assignment and the balance in assignment account should be
entered under columns 12 and 13 daily.

7.2.55. Since maintenance of AIR A-37is dispensed with, it is necessary to indicate the Head of Account
to which a particular payment relates in the remarks column 14. An abstract should be drawn daily after
the total of the cheques issued is struck, giving the break-up of such totals into different Head of
Expenditure like PPS, Royalty etc. In the case of offices drawing cheques for payment of contingencies, it
is enough if ‘Contingencies is entered in the remarks column for all contingent payments.

7.2.56. Register of Valuables in form GAR 5 should be maintained in which entries relating to the
receipt of cheques, drafts etc. and their disposal are entered. This is mainly for the cheques etc. received
from PAQ's offices. In some offices, if large number of receipts are received by cheques/drafts, they
should be accounted for in this register and totals of such cheques daily posted in the Cash Book GAR 3.
The register should be reviewed by the DDO to ensure that no item is pending. If any cheque is
dishonoured, a note may be made against the relevant entry in the remarks column for further action.
(Ref. Exception (c¢) below Rules 13(ii) & Note 3 below Rule 13 of CGARP).

7.2.57. Reconciliation of Cheques:

Reconciliation of cheques issued during a month and encashed by the bank is to be done. Since entries in
column 10 of GAR 4 are made with reference to daily payments-scrolls received from banks. A list of such
unpaid cheques on the last day of each month should be drawn and reconciled as detailed below:-

1} Amount of uncashed cheques at the beginning of the month Rs.........
i)  Total of cheques issued during the month Rs.........
Total; Rs. ..........

1) Amount of cheques encashed during the month (Totals of daily payments
indicated in the scrolls by the Bank) Rs.........

tv) Balance uncashed cheques at the close of the month as per details below Rs.........

Details of uncashed cheques
S. No, Ch. No./date Amount

Total: Rs.........
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7.2.58. Certificate of reconciliation should be sent to the PAO every month. Any discrepancy noticed
should be immediately got rectified by bringing them to the notice of the Bank/PAO.

7.2.59. Validity Period of Cheque:

Cheques are payable at any time within three months after the month of issue; thus a cheque bearing any
date in January is payable at any time upto 30th April

Nore: The provisions of this rule do not apply to cheques drawn on local banks by the Endian missions and Posts abroad. The
period of currency of cheques in these cases will be determined according to local regulations-of the country concerned. (Ref. 45
of CGARP Ruties).

7.2.60. Procedure for re-validation of a time-barred cheque etc.

a)

A time-barred cheque may be received back by the drawer and in a case where its amount was not
cancelled and written back in the accounts in accordance with the provisions of sub-rule(2) of rule 47
(Para 61) and in no case later than [ year from its original date, may be revalidated under the
signature of the drawer by changing the date; otherwise, a new cheque may be issued in licu thereof,
after he satisfies himself about the reasons for non-encashment and also justification for revalidation
or issue of a new cheque in lieu. The fact of receipt of the time-barred cheque and action taken should
be noted on counterfoil. Where the drawer of the cheque is a cheque drawing D.D.O., he should
deface it suitably and forward it to the Pay and Accounts Office alongwith the list of payments, in
support of the item representing the drawal of the new cheque.

In the event of the non-return of the time-barred cheque Lo the drawer, the drawer should, on the
expiry of the prescribed period of three months after the month of issue of the cheque, request the
payee either to return the cheque or explain the causes, for its non-return and take further action, as
may be necessary. in terms of the provisions of rule 47 or48 (Para 61 & 62) as the case may be(Ref. 46
of CGARP Rules).

7.2.61. Procedure for cancellation of a cheque:

a)

b)

When it is necessary to cancel a cheque

1) Incases where the cheque is not issued, its cancellation shouid be recorded with dated signature
on the counterfoil and the cheque should be destroyed;

1) Where it is issued and withdrawn, after similar note on its counterfoil, it should be defaced and
forwarded to the Pay and Accounts Office where the drawer is a cheque drawing D.D.O.; entries
in the accounts should be suitably reversed;

u1) If the cheque is not in the drawer’s possession, after satisfying himself with reference to his
records (namely payment and Bank scrolls and register of cheques delivered) that it is not paid,
he should promptly send an intimation by registered post (acknowledgement due) to the branch
bank on which it is drawn to stop payment of the cheque. In case the drawer is acheque drawing
DDO he should inform the Pay and Accounts Office. If the currency of the cheque has not
expired at the time of sending the intimation, the bank shall acknowledge in writing in the form
indicated in clause (1) of the sub-rule (2) of the rule 48 that it has kept a note of the ‘Stop
Payment Order’.

A cheque remaining unpaid for any cause, six months after the month of its issue and not surrendered
for renewal should be cancelled if the manner indicated in clause (iii) sub-rule (1} with the difference
that no acknowledgement of the stop order may be insisted from the bank. its amount should also be
written back in the accounts. (Ref. 47 of CGARP Rules).
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7.2.62. Lost Cheques:

a) A request for the issue of a cheque in lieu of a cheque alleged to be lost, may be entertained if the
request is received by the Pay and Accounts Officer or Accounts Officer or cheque drawing DDO
who had issued the original cheque, within a period of one year from the date of issue of the originai
cheque, irrespective of the date on which the relevant claim had accrued. However, the concerned
Principal Accounts Officer may, nevertheless, order entertainment of such a request received by the
Pay and Accounts Officer or Accounts Officer of Cheque Drawing D.D.O. within a period of 314
years from the date on which the relevant claim had become due, wherever this is beneficial.

b) The Pay and Accounts Officer shall proceed with a request relating to a cheque issued by him and
which satisfies the above conditions in the manner stated below:-

i)  The Pay and Accounts Office should send an intimation by registered post, acknowledgement
due to the bank drawn on regarding the alieged loss of the cheque and advise it to stop Payment
if the cheque alleged to have been lost is presented for payment thereafter. Ifthe currency of such
a cheque has not expired in terms of Rule 45 ibid at the time of sending such an intimation, the
bank shall acknowledge in writing in the following form, that it has kept a note of the stop
payment Order:- '

p
“We acknowledge receipt of your letter No.............. dated ........... and advice
having noted to stop Payment of Cheque No............. dated ........... for
RS..ovvvniinnn favouring ... .. S " In this connection, it is certified that Cheque
h No.,..ooiues dated .......... forRupees.......... .. reported by the drawing officer to
have been drawn by him on this bank in favourof . ... ......... will not be paid if presented

thereafter.”

In case, however the currency of the cheque alleged to have been lost has expired when the
intimation regarding loss of cheque is sent to the Bank, no acknowledgement of the Stop
Payment Order may be insisted from the Bank. The Postal acknowledgement may be treated as
sufficient for the record of the Pay and Accounts Office.

i) The Pay and Accounts Officer should satisfy himself with reference to the records maintained in
his office such as the payment on error scrolls received from the paying bank and register of
cheques delivered, that the payment of the cheque in question has not been made. He should
also keep a suitable note on the counterfoil of the lost cheque and against the relevant entries in
the register of cheques delivered and paid voucher regarding the issue of a fresh cheque in lieu of
the lost one.

iij) The party requesting for the issuance of a fresh cheque in lieu of the lost one should execute an
g indemnity bond in Form GAR 12. However, in the case of a Government Department, Public
Undertakings wholly owned by Govt. or the bank, the execution of such an Indemnity Bond is
not necessary but a fresh cheque should in these cases, be issued only on receipt of a certificate
that the cheque alleged to have been lost was not received by them or having received the same,
it was lost and further that it will be returned to the Pay and Accounts Office if found
afterwards.
iv) On completion of the requirements in clavses (i) to clauses (iii), the Pay and Accounts Officer
may issue a fresh cheque in lieu of the lost one, under intimation to the drawee office.

Note: If the cursency of the lost cheque expires on Saturday, the Pay and Accounts Officer shal! aiso verify the scroll of cheques
paid for the subsequent working day of the bank for purposes of Clause (i) and sub-rule (3).
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having been lost, the bank shall record a ‘Stop’ against the cheque and issue an acknowledgement in
the form given in clause (1) of sub-rule(2). On receiving a copy of this acknowledgement from the said
cheque Drawing D.D.O., the Pay and Accounts Officer concerned will after verification of his
relevant records such as register of cheques delivered and after keeping a suitable note against the

relevant entry in that register, issue a non-payment certificate to the cheque drawing DDO in the
following form:-

“Certified that Cheque No.,.............. dated ........... forRupees............ reported
by (the Drawing Officer) to have been drawn by him .........ocovv..n... has not been paid.”

The cheque drawing D.D.O. will note particulars of the non-payment certificate received by him

against the relevant entry in the office copy of the list of payments, to indicate that the original cheque

has pot been paid and it has been*Stopped’ from payment. A similar note will also be made by him on

the counterfoil of that cheque and office copy of the relevant paid voucher before issuing a fresh

cheque and the number and date of the fresh cheque will also be noted on the list of payments, paid
| voucher and counterfoil of the old and cancelled cheque. While the paying bank need not thus issue
, ‘non-payment certificate’ there will be no change in their responsibilities in regard to lost cheques. All
_ unusual precautions will continue to be exercised by them with a view to ensuring that a cheque in i
. respect of which ‘Stop’ advice has been received, is not subsequently paid.

' {
} c) When cheque drawing D.D.O. reports to the paying branch of the bank about a cheque issued by him ‘

¢ e e —————— e

d) If it is found afterwards, that the original cheque had been paid, the Pay and Accounts Officer will
take up the matter with the paying branch telegraphically and stop payment of the renewed cheque if
not already paid. He will also reverse the entries made in the relevant record (including counterfoils)
on this account on receipt of confirmation of this fact from the paying branch. In case the renewed
cheque is reported to have been paid by them, he will place the paid amount under the head of account.
“858-Suspense Account - Suspense Account (Civil) — cheques cancelled but paid” till the matter is
investigated and the amount is recovered or written off, The paid cheque will also be removed from
the payment scroll and kept in the personal custody of the Pay Accounts Officer till then. In case the
fact of such payment is noticed by the drawing and disbursing officer, he will report the matter
immediately to the paying branch and will inform the Pay and Accounts Officer accordingly by a
telegram for further action (Ref. 48 of CGARP Rules).

Note: For procedure relating to lost cheques reference is invited to Rule 165 of the Treasury Rules Vol. .

Ceali e s = el

A question having been raised by the Reserve Bank of India whether an Indemnity Rond should not be abtained vnder the Negotiable
Instruments Act from a pavee who has ost a cheque, before a duplicate cheque is issued to him. the Government of India have decided as

fallows:-

Section 81 of the Negotiable Instruments Act, 1881 does not provide for the execution of an
Indemnity Bond by the ‘payee’ in favour of the ‘drawer of a cheque for obtaining a duplicate
cheque alledged to have been lost. Cheques do not amount to assignments but are only orders to
pay and the “drawee Bank” is bound not to pay them if it receives intimation in good time
countermanding payment. Where the “drawee” makes payment on a cheque after contermanding
of the payment, the “Drawer” can recover the full amount of the cheque from “Drawee”. It has,
therefore, been held and also accepted by the Central Office of the Reserve Bank of India that
when a duplicate cheque is issued after obtaining the certificate prescribed in Central Treasury
Rule 165(1) the “Drawer” cannot be said to run any risk. As a corollary, if a duplicate cheque is
issued on the basis of “Non-Payment Certificate”, which is eventually found to be incorrect, and
the drawer thereby suffers a loss, it would be for the “drawee Bank” who gives the incorrect
certificate, to compensate the “Drawer” for the loss incurred.

e s sl 1. . ety AR Ay A Sl i, i .

{Authority: Accountant General, Madras letter No.12-14/62/63/24 dated 22nd May, 1962. DG, AIR, endorsement
No.7/32/62-8cor dated 19th November, 1962).
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7.2.63. Grant of receipt to the Payees:

a) Receipt in Form GAR 6 should be issued to the parties from whom payments towards Govt. dues are
received, after ensuring that necessary entries on the receipt side of the Cash Book are made. Incase
receipt is issued before making entry in Cash Book, DDO should ensure that Cash Book entry is
made on the same day.

b) Where money is reatised not in cash but by recovery from a Payment made on a Bill setting for the full
particulars of the deduction receipt may be granted only if specially desired by the payee, the fact of
the recovery having been made by deduction from the bill being clearly recorded on the receipt. (Ref.
21{2) of CGARP Rules).

7.2.64. Form and Custody of Receipt Books:

a) Receipt Books in machine numbered form GAR 6 may be obtained from the Central Form Store,
Calcutta. This standard form shall be used by all Government Officers receiving money on behalf of
the Govt. unless any special form of receipt is prescribed by Departmental regulations to suit the
convenience of any particular department or office.

b) The Receipt books must be kept under lock and key in the personal custody of the officer authorised
to sign the receipt on behalf of the Government. The account of Receipt Books should be maintained
in the Stock Register of Receipt Books (AIR A-32).

¢} Before a receipt books is brought into use, the number of forms contained therein shall be counted
and the result recorded in a conspicuous place in the book over the signature of the Govt. officer

incharge of the book. Counterfoils of used receipt books shall be kept in his personal custody.

{Authority: Rule 22 of CGA (R&P) Rules, 1983).

7.2.65. Issue of duplicates and copies of receipts:

No Government Officer may issue duplicates of copies of receipts granted for money received on the
allegation that the originals have been lost. If any necessity arises for such a document, a certificate may
be given that on a specified day a certain sum on a certain account was received from a certain person.
This prohibition extends only to the issue of duplicate on the allegations that the originals have been lost
and does not apply to cases authorised by these rules or by special orders of the Government in which
duplicates have to be prepared and tendered with originals. (Ref. Rule 23 of CAG(R&P) Rules, 1983).

7.2.66. Register of Non-Government Money:

a) Recoveries towards dues to co-operative societies etc. made from salaries of staff. These are not
shown in the recovery columns of Pay rolis but shown against ‘Outside deductions' columns in the
Acquittance Roll (GAR 24 Annexure 12). A separate register is to be maintained in the following
form to keep an account of such recoveries and their payments to the parties concerned.
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8.No. Name of Official Outside Dedutions Remarks
Co-op. LI.C. Court Misc. Total
Society attachment

1.

2.

3.

4.

Total: Rs.

Payment details:

1. Paid to Coop. Society on .......... Rs.
Balance Rs.
2. PaidtoLICon .......... Rs.
Balance ~ Rs,

b) Totals posted in this register should be reconciled with the total outside deductions indicated in
different acquittance rolls. During the first week of each month the amounts recovered should be
remitted to the parties concerned with full details of such recoveries and their acknowledgement
obtained. Entry for such payment should be made on the same day with register which should be put
up for checking and signature of DDQ, who will ensure that all such moneys are paid to the parties
promptly.

¢) Whenever Physical verification of cash is carried out on the last working day of the month or at any
other time, Cash balance as entered in this register are also to be verified and certificate recorded by
verifying officer in this register, simultaneously with the Verification Certificate in Cash Book.

7.2.67. Cheque Books:

Cheque Books are to be obained by the DDO from the PAQ concerned as and when required. They are
not to be obtained from the Bank.

7.2.68. (1) Instructions for indenting, safe custody issue and accountal of cheque books in
Departmentalised Accounting system are given in Annexure C to Chapter I of Civil Accounts Manual.
(i1) Before the office closes for the day, cheques for payment to Casual Artists for the evening and night
transmissions and for the transmissions of the following morning (or whole day if it is a holiday) may be
drawn and handed over to the Officer-on-duty. The detailed procedure is laid down in Section V of
Chapter V. (iii} Counterfoils of cheques should be initialled by the Accountant and the Officer in charge
of Administration in token of check and comparison with the foils. Alterations in the counterfoils should
also be initialled by the latter.

7.2.69. DDOs will maintamn the account of cheque books in form CAM I and the account of cheques
used daily in form CAM 2.

7.2.70. Every 6 months in April and October stock taking of the cheque books should be done by an
officer other than the DDO and certificate of physical count recorded in the register. Stock taking should
also be done whenever there is a change in DDO.

-
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7.2.71. Before the cheque books are brought into use, the DDO should sent intimation in form CAM 3
to the bank and the PAO concerned of the serial number of the cheque books and the number of cheques
contained therein.

Note: The detailed instructions contained in Rules 38 ta 49 of CGA (R&P) Rules, 1983 shall always be strictly followed by the
Drrawing Officer.

7.2.72. Types of Cheques:

There are three categories of cheques, namely, A, Band C cheques. ‘A’ types cheques are ‘Negotiable’ and
are to be used for payments to Gazetted Officers for personal claims, suppliers of stores. Public Sector
Companies and Corporations; and to the artists etc. As a safeguard against fraudulant payment, all non-
salary cheques in excess of Rs.250/- and salary cheques in excess of Rs.1,000/~ shall be crossed and
marked ‘Account Payee’. In respect of payment to the Casual Artists, cheques are always issued duly
crossed irrespective of the amount of the cheque.

7.2.73. ‘B’ cheques are issued as open cheques and mainly for self-cheques drawn by the DDO. Insome
cases, the Drawing Officer may issue such cheques in favour of another disbursing officer for the purpose
of encashment and disbursement to the staff at an outside place. These are non-transferable and drawn in
favour of the payees by his official designation,

7.2.74. “C’ cheques are not encashable and not payable in cash, but creditable to Govt. account only.
These are meant for payment on inter-departmental or inter-Governmental claims.

1.2.75. Drawal of Contingent Charges:

The term *Contingent Charges’ — ‘Contingencies’ includes all incidental and other expenses which are
incurred for the working of office, technical establishment etc.

7.2.76. Mode of Drawal:

As already mentioned earlier, a few offices draw Contingent charges on presentation of Contingent bills
at the PAQ offices. Other offices make payment of Contingent Charges by cheques. Both the above types
of offices incur expenditure on Contingencies of small amounts from imprest by cash.

7.2.77. Assoon as bills for payment are passed, Contingent Bills are prepared in form GAR-29. Entryin
the Contingent Register (GAR-27) is made. The Contingent Bill is presented to PAO by the DDOs not
authorised to draw cheques. On receipt of payment by cheque, the cheque is delivered to the party
concerned by registered post normally, or by hand in some cases.

7.2.78. In respect of offices having cheque drawing powers, the contingent bill is passed by the DDO
himself and the cheque drawn. In both the type of cases above, necessary note of payment should be made
in the Contingent Register against the relevant entry.

7.2.79. Voucher:

As soon as a bill is passed and payment made to the party concerned with proper acknowledgement
obtained, it becomes a voucher. Vouchers for amounts above Rs. 100/- are to be sent to PAQ in original
duly attached with the relevant Contingent Bills in respect of offices paying Contingent charges by
cheques. Officers drawing Contingent Bills from PAO should submit the vouchers along with the
Contingent Bills for parties in duplicate in all cases where amounts are more than R, 100/-. Vouchers for
amounts Rs.100/- and below need not be sent to PAO but should be defaced and cancelled after the
payment is made to avoid double payment.
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7.2.80. Bills Register:

Bills Register in form GAR-9, similar to the one prescribed for staff salary bills is to be maintained
separately for Contingent Bills also. In this Register the particulars of Contingent Bills sent to
PAO/DDQO for payment should be entered and their payments watched. Bills Register should be
reviewed every month and outstanding bills at the end of the month drawn and indicated in the register,

7.2.81. Subsidiary Register:

A subsidiary Register is to be maintained separately for entering details of break-up of expenditure under
office expenses and miscellaneous and other charges. Expenditure incurred under these two heads is
posted as consolidated figures in the Contingent Register. For watching progressive expenditure with
reference to the budget provision under various sub detailed heads, this subsidiary register is to be
maintained. In this register, the sub-detailed heads under Office Expenses and miscellaneous and other
charges should be entered and relevant expenditure figures posted with reference to the vouchers.

7.2.82. Cash Book (AIR A-37):
(a) Upkeep:

1} An account of all contingent expenditure whether paid by *cash out of permanent advance or by
cheque on Treasury or Bank should be maintained in the Cash Book in form AIR-A 37 by all

Heads of Stations/Offices of AIR where payments of contingent expenditure are made by
cheques.

ii} ~ The Cash Book is one of the most important account records of the department. The detailed
instructions given below should be followed strictly by all concerned. '

iily  The Cash Book contains four money columns headed “R emittances to Bank”, “Cash disbursement
out of permanent advance”, “Cash disbursements out of other withdrawals” and “Cheques on
Treasury” on the payment side. The first three relate to payments made in cash and the fourth to
payments made by cheques. The expenditure posted in lump in columns 13 to 15 should be
classified as shown under the various detailed heads in columns 16 to 22 so that the amount
appearing in any one of the former set of columns should be equal to the total of the amounts
shown in the same line in columns 16 to 22 except in the following cases;-

1) When a self-cheque is drawn for payment of salaries to staff artists, its number and amount
should be entered on the payment side in column 15 and the amount only on the receipt side as
“Cash from Treasury” in column 7 against ‘other withdrawals’, The amount posted in column
15 should be simultaneously allocated to the different heads of classification in column l6to

22. The total payments made in cash each day out of the amount so drawn should be entered in
lump in column 14 on the “Payment Side”.

2) Self cheques drawn for recoupment of permanent advance should be entered in columns 15
and 6 only and no postings need be made in columns 16 to 22.

As and when expenditure is incurred from the permanent advance, it should be entered in
column 13 and simultaneously posted in columns 16 to 22.

3) Self cheques drawn for purchase of Reserve Bank etc., drafts for payment to parties towards
supplies from outstations should be entered in column 15 and the expenditure posted under the
relevant detailed head in columns 16 to 22. The receipt of the draft from the Bank and its issue
should be closely watched by the Officer in charge of Administration through subsidiary
register in the form AIR-A.39.
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iv)

v}

4) When income-tax and other deductions made (Col. 4) from payments made to staff and casual
artists is adjusted by the Accounts Officer, the amount posted in column I35 wili be less than the
amount shown in columns 16 to 22— vide paragraph 5.2.26 below.

Column 23 should be filted in whenever a payment recorded in the cash book is also posted in a
subsidiary register i.e. artists' ledger {AIR-A 40).

Every entry must be concise; no receipt or payment other than that of cash viz.. legal tender coins,
notes, cheques and drafts payable on demand and a small supply of 10 paise revenue stamps,
should be entered in the cash book (c.f. paragraph 6.1.1. of the C.P.W.A. Code).

Ll
Note: Goverament securities, deposit receipts of banks, etc. accepted as security deposits are not to be treated as 'Cash.

vi)

vil)

In some A.LR. Stations income-tax and other deductions made from payments made to casual
artists and staff artists are remitted by cheques to the Treasury/ Income Tax authorities at the end

of the month while in other stations the deductions are adjusted in the books of the Accountant
General by the A.G.

The mode of posting these alternative types of transactions in the cash book is indicated below -

[f a cheque is drawn for the net amount of, say. Rs. 900 (gross of Rs. [000 less deductions Rs. 100)
it should be posted in the cash book as following:

Column 15 : Rs. 900
Column 4 Rs. 100
and relevant columns 16 to 272 Rs. 1600

In respect of the former alternative. the cheque drawn at the end of the month for remitting the
deductions could be posted in column 1$ only.

In respect of the second alternative viz. adjustment by transfer in the Accounts Office, the monthly
statement of expenditure sent to the Accountant General should clearly indicate the gross
expenditure, amount deducted towards tax and the net amount to enable the Accountant General
to carry out necessary adjustment in his books.

The latter procedure may also be followed in the case of other deductions creditable to heads of
account other than that to which the payment itself is debijtable ¢.g. deduction on account of
Contributory Health Scheme, C.P. Fund, House Rent etc. '(In cases where deductions are
remitted by cheque the deductions made from Staff Artists fees on account of Contributory
Provident Fund and interest bearing advances should be remitted to the Accountant General
latest by the 5th of the month following the month for which these deductions were made).

Transactions of a day i.e. before and during office hours should be entered in the cash book the
same day and cash book closed for the day. Payments made after office hours may be entered i

the Cash book in the forenoon of the next day. and strictly in the order of occurrence. It has beez
decided in consultation with AGCR and Ministry of Finance that in the latter case the actual date
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X}

X1)

xil)

xiii)

Xiv)

of payment should be noted in'the Cash Book as the denominator of a fraction, the numerator of
which will be the date on which the transaction is incorporated in the cash book — ¢.f. instruction 3
of the notes’ on the fly leaf of the P.W.D. cash book, (form PWA 1) in the PWA book of forms).

{Authority: G, Ministry of | & B letter No.3(4)/55-B(A} dated 25.4.55).

Note: The above procedure implies that payments made after office hours on the last day of a month may be entered in
the cash book en the first day of the next month and inclided in the accounts of the next month. As this would not be
permissible in respect of payments made on 31st March, alt such payments made upto midnight of 31st March should be
entered in cash book under the date 31st March and included in the accounts for March itself.

(Authority: AGCR U.0. No. P.F.X./CPF/Mise./Vol.V1/2948. dt. 13.2.70)

Itis a serious irregularity to draw cheques and deposit them in the cash chest at the close of the year
for the purpose of showing the full amount of grant as utilised, orto keep the cash book open after
3ist of March and make disbursements in Aprij entering them in cash book as having been made in
March.

Acknowledgements of payments should, as far as possible be taken at the time of payment and on
one of the printed forms prescribed for the purpose. They should be numbered consecutively in a
series for each month and the serial number of each voucher should be entered in the cash book as
soon as the payment transaction is entered in it. Whenever a cheque has to be sent by post, e.g.
towards payment to a casual artist who has gone away without receiving the cheque after his
programme is over, it should be sent by Registered Post along with a covering letter. The office
copy of the letter should be attached to the voucher in proof of having despatched the cheque. A
note of this should be made in the “Remarks” column of the cash book and attested by the officer.
As soon as the acknowledgement is received an entry “Acknowiedgement received” shouid be
made below the original noting and attested by the officer with dated initials.

In the case of remittances by money orders, the remittances as well as their acknowledgements
should be watched through the Money Order Register in the form AIR-A41. A report on the
acknowledgements not received upto the end of every month should be prepared and reviewed by
the officer-in-charge.

(Authority: Orders on file. DG, Circular No.4: AV;(56) issued in O.M. No.6; 10;56-0 & M dated 16.4.56).

The procedure for dealing with time expired, cancelled and lost cheques is prescribed in
paragraphs 7.2.60, 7.2.61 & 7.2.62.

Cash books should have their pages machine numbered. As far as possible, no lines should be left
blank, but if any space on a page of the cash book has to be ieft blank for any reason a diagonal line
should be drawn to cancel the blank space, so that it may not be possibie to make any subsequent
entries therein. Interpolation of entries shouid be avoided as far as possible but when it becomes
necessary to make any entries between two rules lines or to make any additions to, orinterpolation
between entries already made, such additions should invariably be attested by the dated initials of
the Disbursing Gfficer. :

Cheques received in payment of Government dues should be entered in the Cash Book on the
receipt side as if they were cash on the date on which they are received.

Challans accompanying remittances to Treasury or Bank should be initiailed by the Cashier and
the Accountant in token of verifying the correctness of the amounts to be remitted before they are
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submitted to the Drawing and Disbursing Officer for signature. A separate challan should be
prepared in respect of each cheque. Necessary entries should be made on the payment side on the
date on which they are remitted to Treasory;Bank. On receipt of intimation of credit to
Government account, the date of such credit should be noted as a denominator entry beneath the
original entry. In cases where a cheque is dishonoured necessary writeback entries on both sides of
the cash book should be made. Money Orders in payment of Government duesshould be received
by the Drawing and Disbursing Officer, who should sign the acknowledgement on the reverse of

- the M.O. forms. He should handover the cash promptly to the cashier and satisfy himself at the

time of signing the acknowledgement thathe amount has been properly entered in the cash book
and in token of this attest the entry in the cash book, The acknowledgement should be signed only
after satisfying that the amount has been correctly accounted for in the cash book. Signing of
acknowledgements should follow and not precede the entry in the cash book to ensure that the
entry in the cash book is not omitted in any case.

Nute: The fees paid by candidates applying for audition are received by Money Orders only.

{Authority: DG, AIR, Memo. No. 6. 36/57-P2 dated 5th November, 1959).

(b) Balancing and Closing:

Xv)

Xvi)

xXvii)

Kviii)

The cash book must be balanced every evening before the office closes for the day. The cash should
be counted by the Disbursing Officer at the end of each monthrand surprise counts should be made
as often as possible in the course of the month. The results of such intermediate counting shouid be
recorded in the form of a note in the body of the cash book so as not to interfere with the uptodate
totals; the actual balance of cash in chest should invariably be stated in the note in words and
figures.

On the last working day of the month the cash book should be closed in the following manner:-

The total of each of the columns 4 to 7 and 12 to 22 should be struck. In the case of stations in
which Income Tax is remitted by cheque (vide para 6.2.15) a cheque should be drawn before
totalling column 15 for the amount representing ‘Income Tax deductions’ in column 4 and sent
to the Income Tax authorities/deposited in the Treasury towards remittance of tax/deducted
from staff artists and casual artists during the month. The amount of the cheque should be posted
in column 15 only and not in cofumn 16 to 22 as the gross amount of the bill in which the
Income-tax deduction was made would have been aiready posted in the relevant column
between columns 16 to 22.

Column 15 should then be totalled and it will show the total expenditure incurred in the Station
during the month. The total of columns 16 to 22 should agree with the total of column 15.

In the other case where the Income-tax etc. is adjusted by the Accountant General through the
monthly statement of expenditure, the gross total of the statement will exceed the total of column
15 to the extent indicated in col. 4. The monthly statement of expenditure sent to the Accountant
General should clearly indicate the heads of account to which the deduction should be credited.
Intimation of adjustment by the Accountant General should also be carefully watched every
month.

The totals of columns 5 and 12 should be identical as the miscellaneous receipts should be remitted
into the Treasury/ Bank on the day of receipt or by the next working day at the latest. Inthe case of
cash remittances to Treasury/Bank, the Head of the Office making such remittances should
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compare the Treasury Office’s or the Bank’s receipt on the challan or his pass book with the entry
in the cash book before attesting it and satisfy himself that the amounts have been actually credited
into the Treasury or Bank. He should assoon as possible after the end of the month obtain from the
Treasury a consolidated receipt for all remittances made during the month which should be
compared with the postings in the cash book.

When the cheque for the recoupment of the permanent advance is drawn and incorporated in the
cash book on the last day of the month, the difference between columns 6 and 13 will represent the
amount of the permanent advance sanctioned for the station.

Similarly the difference between the total of column 7 and 14 will show the amount of undisbursed
cash on hand on account of cash drawn on seli-cheque for staff artists, etc.

Thus the difference between the total of columns 5 to 7 and 12 to 14 will represent the cash balance
at the close of the month.

{¢) Rectification of errors:

Xix) An entry once made in the cash book should in no circumstances be erased. If a mistake s
discovered before the copy of the statement of expenditure is sent to the Accountant General, it
should be corrected by drawing the pen through the incorrect entry and inserting the correct one in
red ink between the lines. The Disbursing Officer should initial every such correction and
invariably date his initials. When the mistake is discovered too late for correctrion in this way, it
should be immediately communicated to the Accountant General for carrying out the adjustment.
A suitable remark should also be recorded against the original erroneous entry in the cash book.

d) Verification:

xx)  The Accountant and the Disbursing Officer should check all the entries in the cash book daily and
initial each entry in columns § and 24. The cash book should also be signed by the latter at the end
of the month and such signature should be understood as taking full responsibility for the
correctness of all the entries of the month inclusive of the closing balance.

xxi) The following is the memorandum of some of the more important parts of the verification:—
The Disbursing Officer shouid: —

1} Compare each entry of payment with the gross amount chargeable as shown in the connected
voucher, seeing at the same time, that it bears (i) a payment order recorded by himsetf or any
other competent officer and (ii) the certificate of disbursement, signed by himself or an
authorised subordinate, and ticking off each voucher as it is passed:

2) See, whilst examining the postings of vouchers on the payment side, that all deductions shown
in the vouchers (other than deductions creditable to the head of account to which the payment
relates) and posted as receipts on the receipt side of the cash book in column 4;

3} Compare each entry of payment into the treasury with the Treasury Officer’s receipt on the
challan or his pass book and satisfy himself that the amounts have been actually credited into

the treasury;

4) Verify the totalling of the cash book or have this done by some principal subordinate (other
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5) Verify the total of the postings in the “cheques on treasury” column on the payment side by
reference to the register maintained by the cheque-writer in form AIR-A 43.

(Authority: DG, AIR No. 5/8(V)-6/58-1U dated 15th February, 1960).

xxii} The actual balance of cash in cash chest should be counted by the Disbursing Officer on the day of
each month immediately after closing the cash account of the month,

Where the head of the office is not the disbursing officer, the surprise counts of cash at least six
times in a year, should be made by the officer next below the head of office e.g. in the case of
ESD/NSD, by the Deputy Director {Administration) and at Stations by the Assistant Station
Director. The details of the actual balance should be recorded in the cash book and a certificate of
count of cash, specifying both in words and figures the actual cash balance and of reconciliation of
the balance so counted with the book balance, should be recorded below the closing entries. The
certificate should be signed by the verifying officer who should invariably date his signature. In
Stations where Assistant Station Director is the Head of Office and where a Programme Executive
function as D.D.Q., the surprise counts of cash, at least six times in a year, can be entrusted to the
Assistant Station Engineer.

{Authority: DG, AIR, Memo. Ne. 5(1¥)-1/69-IU dated 3.7.69 and 16.8.69).

xxiii) Whenever, on the contents of the cash chest being counted, the balance as per cash book is found to
be incorrect it must, unless the error can be detected and set-right at once be made to agree withthe
actual count balance by making the necessary receipts or payment entry — “To cash found surplus
in chest” or “By cash found deficit in chest” as the case may be. The administrative action to be
taken on the occurrence of a deficiency or excess must depend on the nature of each case. This
entry should be included in the daily cash balance report and carried forward from day to day untit
the final action to be taken in the matter is decided upon by the head of office.

7.2.83. Total amount of cheques issued for a month should be re-conciled with the totals in the
Subsidiary Registers for Payment for Professional & Special Services etc. and the Contingent Registers
in order to ensure that there is no error in posting these items of Expenditure.

7.2.84. Register of Pay and Allowances.

Register of Pay and Allowances should be maintained separately for Non-Gazetted Staff, Gazetted Staff
and Staff Artists. In these registers, posting of figures from the pay bills/abstract of pay bill register and
TA bills etc. are to be posted. The totais should be struck at the end of the month and included in the
monthly statement of expenditure. This will be usefui for sending quarterly returns of allowances to the
Dte.

Note: Al present, Staff Artists Salaries are accounted for under one sub-head ‘Fees to Staff Artists’. Since most of the staff
Artists posts have been converted as Government servants posts, it will be useful if the break-up for various aliowances is
maintained for Staff Anists also as for regular Govi. servants.

7.2.85. Payment of travelling allowances and medical reimbursement charges in respect of Gazetted
Officers made by PAO/DDO is posted in the Pay and Allowances Register. For Salaries of Gazetted
Officers, figures indicated by the PAQ, IRLA in the monthiy abstract are taken into account.
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7.2.86. Monthly Statement of Expenditure:

Monthly Statement of Expenditure in the prescribed form is to be sent to the Directorate by 5th of the
following month. In this statement, expenditure for the month as posted in (i) Contingent Register
(ii) Pay and Allowances Register are taken. This statement is to be prepared separately for Non-Plan,
Plan, NLF etc. with reference to the sanctioned Budget Grant.

7.2.87. Maintenance of GPF accounts of Group ‘D)’ Employees:

The work connected with the maintenance of G.P.F. Accounts of all Group ‘D’ Employees has been
transferred to Heads of Offices from 1.4.60. The procedure to be followed is briefly given below:

i) The Head of Office will ascertain the eligibility of the new Subscriber under G.P.F. (C.S.) Rules
and assign account number to him. ;

i) Nomination in the prescribed form should be obtained.

| iii)  Schedule of GPF deductions made from Salary should be prepared in duplicate. One copy will be
[ filed with the office copy of the Pay Bill. The other copy is used for posting the Ledger.

iv)  Bound Ledger in form (CAM 4) is to be maintained and monthly recoveries posted.

T U

g v) Broad sheet in form (CAM 48) is to be maintained and recoveries posted with reference to the
entries in Ledger.

vi)  General Index Register in form (CAM 44) is to be maintained in which particulars of all the
subscribers are entered.

bt i (e -

vii) Nominations obtained should be kept separately under safe custody and annually verified.

viil) Applications for advances/part final withdrawals are to be scrutinised by the Heads of Offices
before sanction. DDQs authorised to draw cheques for salaries etc., will draw cheques for such
advances/ withdrawals etc. Others will draw on presentation of bills to P&AO.

-

ix)  Inthe case of transfer of subscriber from one office to another, his/her account will be transferred
alongwith LPC to the new Head of Office with a statement showing the opening balance,
deductions & withdrawals during the year and the closing balance on the date of transfer. A copy
of the statement should also be sent to P&AO. A copy of the Subscriber Ledger Account and his
nomination in original should be sent to the new Head of Office.

A e s, Nt - . .

X) Total debits/credits in the Broad Sheet should be reconciled mutually with PAG's figures and
certificate furnished.

xi)  Annual Statement in form XI showing the total credits/ debits for the preceding year should be
sent to P&AO by 15th May every year.

xii) Interest will be calculated at the rate prescribed from time to time and statement of interest
furnished by P&AQ by 15th May for necessary transfer entry.
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xiv) Procedure for final payment is the same as for other employees except that cheque drawing DDOs
will make payment direct, while others will present the bills to P&AQO. A}l cases the accounts
should be carefully scrutinised before authorising final payment.

xv)  The accounts will be audited by the audit party and internal check of P&AO.
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CHAPTER Vil

SECTION Iil — STAFF ARTISTS

7.3.1. Background:

o have been having the practice of engaging artists on Staff, called
nouncement, newsreading, providing

translation, dubbing, editing of news

Since its very inception, Allindia Radi
Staff Artists. This category performs such functions as an
accompaniment to music artists and programmes, reporting,
bulletins, preparation of scripts for Dramas, {eatures etc.

7.3.2. Nature of engagement and tenure:

Staff Artists are engaged on contracts. Initially there used to be monthly contracts, later yearly contracts
were given. The yearly contracts were thereafter converted in 3 year contract and thereafter it was decided
to give Staff Artists contracts upto the age of 58 years on completion of initial period of probation eic,
The 58 year contract was extendabie upto the age of 60 years provided the Staff Artists had been

discharging satisfactory service and were in good health.

7.3.3. Nature of Emoluments:

Prior to 1.10.1964 Staff Artists used to be engaged on lumpsum consolidated fee. Thereafter the
employment of Staff Artists was on incremental fee scales identical to that of regular civil government
servants with almost all benefits of service except the pensionary benefits like Govt. servants. In lieu of
pensionary benefits, Staff Artists were eligibie for gratuity @ 14 months’ emoluments for each completed
year of Contract and also benefits of Contributory Provident Fund,

7.3.4. Classification/Categorisation:

In !9?2, the Government reviewed their fee structure and reorganised the system of Staff Artists. The
various categories of Staff Artists were classified into five distinct groups according to their sphere of
activity and peformance as follows:

1} Clerical Group:

General Assistant, Copyists, Tape Librarians, Caretaker {Musica!l instruments) and Instrument
Repairer.

2) Production Group:
Chief Producers, Dy. Chief Producers, Sr. Producers, Producers, Production Assistants, etc.

3) Announcers/Newsreaders/Newsreader-cum-Translator Group:

Announcers, Comperes, Senior Annoncers, News-readers, Newsreader-cum-Translators, etc,

4) Journalists Group:

Assistant Editors Script,Transiation, Reporting
Editors, Sub-Editors,
Translator.

5) Musicians and Instrumentalists Group:

Conductors, Composers, Instrumentalists, Drama Voices elc.
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The revision of fee scales and the Grouping of the Staff Artists in the aboye mentioned groups inter-alia
provided that the categories under Clerical Groups will be dying categofies and in future, all recruitment
will be in the grades of Clerk Grade I and Clerk Grade II as regular Govt. servants. The category of
Drama Voices was also made a dying grade. These were effective from 1.4.1971.

7.3.5. New Scheme:

On persistent demand from various categories of Staff Artists for the grant of pension, Govt. in 1982
decided that the Staff Artists be divided into two segments i.¢. (i) Staff Artists who are performing duties
like appearing before the mike and (ii) Staff Artists who are performing duties similar to regular Gowvt.
servants like Producers, Production Assistants, Editors, Sub-Editors etc. The Govt. decision provided
that those who perform duties similar to regular Govt. servants be made Govt. servants and given benefits
as such including pension. A copy of the Govt. orders in this connection is given in Annexure I11.

7.3.6. For the performing Staff Artists, the Govt. decided to treat them as*Artists’, revise their terms and
conditions, offer 5-year contract only instead of the existing 58-vear contract and also grant them
pension. According to the existing orders, terms and conditions were revised and enforced w.e.f. 1.9.83.
A copy of Govt. instructions are given in Annexure V.

7.3.7. Both the Schemes were to be operated after obtaining the options and there was no element of
compulsion. The options exercised for both the categories have been received and screening completed.

7.3.8. The five-year contract in the case of the Artists category operative from 1.9.83 has been received
and notified and a copy of the same is given in Annexure V.

7.3.9. Those Staff Artists who have not opted for either of the Scheme would continue on their existing
terms and conditions. They will not, however, get any pensionary benefit.

7.3.10. Categories to be on Contracts:

The following categories of Staff Artists, on option, would be termed as ‘Artist’.
i) Announcers/Comperes

i) Newsreaders

il1)  Newsreaders-cum-Translators

iv)  Conductors

v) Music Composers

vi}  Instrumentalists

vii} Drama Voices

vili)  Translator-cum-Announcers (Indian & Foreign Languages)

7.3.11. Benefits to Staff Artists converted as Govt. Servants:

Those Staff Artists belonging to the category to be made Govt. Servants will enjoy all the benefits as
applicable fo regular civil servants and eligible for promotion to the cadres to which they have been
included and merged with ie. the regular Programme cadres, Ministerial cadres and the Central
Informatton Service. The orders of their conversion as Govt. servants are effective from 6.3.1982.
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7.3.12. Producer (Emeritus):

In 1974 a Scheme was introduced for appointment of Producer(Emeritus) in All India Radio. These
Producers are eminent men and women in literature, drama, music, dance etc. and appointed on fixed
honourarium to produce programmes for Al India Radio and Doordarshan. They are not bound for any
particular programme but are free to produce programme of their choice for Radio & Doordarshan.
Presently, their number is 15 and they are attached to various AIR Stations according to the choice given
by each such Producer. AIR Stations & Doordarshan Kendras provide all the necessary facilities for the
production of programmes. Producer (Emeritius) are also entitled to telephone facility. Clerical
assistance as and when required is also provided. The terms and conditions governing these Producers is
given in Annexure IV,

7.3.13. Signing of Contracts :

At the time of signing the contract the officer concerned should put his full signatures on ali the sheets of
the contract after verifying that the amount noted therein agrees with the approved proposals and initial
against each entry relating to the contract in the Contract Issue Register.

7.3.14(i). Service Conditions of Existing Staff Artists :

Since most of the staff Artists have come over to the new terms on conversion as Government servants
service conditions applicable to these staff Artists who have opted to retain the present status have not
been included in this chapter. Their present contracts and other relevant orders may be referred to.

7.3.14(ii). Payment to Staff Artists/Artists ;

In view of the large number of Staff Artists/ Artists normally employed in each station, their emoluments
are disbursed in cash to avoid inconvenience to them. The sum required is drawn by self cheques from the
Scheduled Bank. The records maintained for the drawal and disbursement of the emoiuments of Staff
Artists/ Artists are the same as applicable for regular Govt. servants.

The regular bill form (TR-22) should be used for drawing the fee and allowances of Staff Artists/ Artists.
The irrelevant certificates printed on the form should be scored out. The original should be sent to Audit
and the office copy in which the Acquittances are obtained should be retained in office/station as in the
case of regular Government servants. These fee bills should be preserved for a period of 315 years.
(Authority: DG, AIR, Memo. No. 5(1V)-1;65-1U dated 28.3.67 and 5I1V)/16/70-1U dated 6; 7th April. 1971).

The same procedure may be followed in the case of T.A., Medical reimbursement bills etc. of Staff
Arusts. The bills will be treated as sub-vouchers in support of the payments included in the contingent
bills.

(Authority: DG, AIR, Memo. No.5(1V}-6;67-1U dated 27th February. 1969 and st March, 1969).

7.3.15. Broadcasting from Foreign Organisation :

Government have decided not to allow any Staff Artist; Artist to do any work for or on behalf of a foreign
broadcasting organisation.

(Authority: Ministry of [ & B letter No.12;17; 70-B{(A} dated 5th May. 1970. DG. AIR. Memo. No.6/3;69-8SV11 dated 19th
June, 1970).

A 3 el a5 . . st s w4 A At ot . .. il St e Nttt v - el - ot rrom iy - ki ki e




209 YT 77 T
7.3.16 sfafcra wnd & fag wiestes

Persyretry speireTdl el €Y T P arfafera s < et e aras sireprvary < et & wivstoes feat
1 et & T Pop sifeterar e sirefenra a1 araTe A 1 A 8 ot frdhy srafy @ A e v & g avn
¥ sftrer g 5o weawer & Ry v gt Parsirelrer TR & et wRfera v A i & 25 wRtrera & arfre A B
Eitrad

fz: |: o wEiearms st w3 P nforRTE B ST ST AT THRET ¥, Jerds ATRen fraymrer & Rreqa aftfaca
Y JrY ST FAT AT
T avE B Heafermt Fae fagva wrHe i S S e e Ay Tafer o S o @t oy wre e o e, s
ST e T STaET TATTs quw Aver & | aaiy o sraeas & Fr amaterarene Pl frdng wffrafanl By grescand #fag
I swraedr HE S yfaPer w0 7 9

(sferaTe: SepTeTaTeR WER AT FOA wEAT 4/ 18/ 60-41-4 FeAlEw 23.6.62 941 A 7/ 5/ 70-T6-7 feAF 30.9.70)

Hrz . 2. wrErgrErR 3R greTid FnfEE X A S aTe FATHR T AT B ATATAT FEFHE F AR A AT Fo I AE B
C arE® wrEd & Qo s @ S00, # @X ¥ woiS wde @ fae qieafiTe & arr 1 gREr ud SEe WA # 9 g
19/ 12 72-T0-7 FATF |.2.83 & or(HTT| TE & T8 A0 U 1oL P o6 30y B e 3 2 A< & et Sy e & qreet ot o1

FATHT Troari ST B I Wi O & 33.30 § afys 786 Fin

(e FEAT UE T WA der 507 167802 & Rt 31.7.80 (smeprerand®y mefrdviea @ A gen 15/ 12; 82-4%-2 feties
16/22.6.82 gra afaafa)

drz: 3, sen HaTeEt /et & s o P FArE/aene # i @ w0 & w0 $T # A e WA m a i W
AT AT S

{1) was @ fei & fog 40 TIY Wk
(2) &t F 147 e 3 forg 30 i whafen
(3) 153 & 3|9 fe7 & P 25 ol wlafw
(4) 329 famr o s 20 ®TY gfafz

(snferapre: q=AT ST TETOT HATHT F 9 Few 13747632 () A 4.7.63 srprararoh AT FIT FEA 4 21 6343-4 famre
29.8.63)

qz: 4. srEverare @ Ma O AEE W & Rri ST /Ererd  darslt o e & e Pratate ol 9T st g #

1. Py of Paserefrer e Bt wreTRReT e stramreTamoft o Prderen v oA Avees AT o 9 srpata @ B, S S Amen A, g
fegmm wrTm

2. spara o I A sfafrd e I TS Aed SRR A R (T R e e W A BIg ) @ 500, S Fu= A
ATyt sl T 25 T R

3. Py iy ST 1 prare Y v sifafore S (arm T 3w e st @ S Pt o sl i S 250, 8 S T
a5 =ifem

(ATPepT: T S ST /AT T HEA 20/ 9/ 60-F R F2AE 20.2.62- AR AR CIT AR HEW 6 5 62-¥1-4 Fa1 17.3.62)

A 5. e 5.4.19 (8) 2 A Ry M AR 3 oA st e wzdt a9 % st dae () @ rorr aa @ g A ey smoen




AIR MANUAL‘ H¥G
7.3.16. Remuneration for Additional Work :

Remuneration may be paid for special additional work allotted to a Staff Artist/Artists with the
approval of Director General, All India Radio, provided such additional work s not of a casual or
incidental nature and represents substantial and arduous additions to normal work over a period. The
total amount on this account in any month should not exceed 254 of the consolidated monthly fee of the

Staff Artist.

Note |- Wherever the Head of the Station feels the necessity of making payments for additional work, every case should be
referred to the Directorate with detailed justification.

Such recommendations should be sent only in very exceptional cases and not as a matter of routine. Stations will refer to the
Directorate in advance all cases in which the allocation of extra work is considered essential. [tis, however, necessary that heads
of Stations should make appropriate arrzngements for work and not allot additional duties save in exceptional circumstances.

(Authority: DG. AIR Memo. No.4/18;60-P4 dated 23.10.62 and No.7:5! 70/ 5V dated 30.9.70}.

Note 2: Staff Artists/ Artists working in ATR whe is required to appear in Doerdarshan Programmes and vice versa is entitied
to additional remuneration @ 505 of the rate for outside artists of similar grading to the staff artist for each programme. This
will be subject to the condition that the total remuneration for such engagements together with that permissible on account of
special additional work done in his own organisation does not exceed 33.19¢ of the basic monthly fee for such staff artist{ artist in
accordance with Ministry of I&B Letter No.9/12/72/SVII dated 1.2.83).

{Authority: Ministry of 1 & B letter No.507/16/80; TV dated 31.7.80 {circulated vide DG. AIR Memo, No 157 12: 82/ Pl dated
16,22.6.82).

Note 3: Staff Artists/ Artists permitted to work as interpreters at the request of other Ministries/ Offices may accept pay ment
of honorarium at the following rates:-

i} for the first two days Rs. 40 per diem
if) for the 3rd to i4th day Rs. 30 per diem
i) for the 15th to 31 day Rs. 25 per diem
v} for the 32nd day onwards Rs. 20 per diem

{Authority: Ministry of 1&B letter No.13(4)/63-B(P) dated 4.7.63. DG, AIR Memo. No.4;2/63-P4 dated 29.8.63).

Note 4. The services of the Staff Artists/ Artists of All India Radio may be utilized by the Song and Drama Division and vice-
versa, on the following conditions:

1. No Staff Artist shall be booked without the previous concurrence of Director General, All India Radio or Director Song
and Drama Division as the case may be. :

2. The additional fee payable shall be 509 of the fee (exclusive of the authorised T.A. and D.A.) which would have normally
been paid Lo an outside Artist of equal caliber, subject to a further condition that the additional fee will not exceed Rs.25/-

in any case.

3. Thetotal additional fee {exclusive of T.A. and D.A.) paid to any artist for the work done in any month shail not exceed 257
of his monthly fee.

{Authority: Ministry of [&B letter No.20(9}/60-B.P. dated 20.2.62 -— DG. AIR Memo. Nu.6; 5-62-P4 dated 17.3.62).

Note 5. The additional fee wil not be taken into account with the monthly fee for the purpose of calculating average pay (fee)
as leave salary vide Note below para 5.4.19(b).
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Nore 6:  The question whether the additional fee granted 1o a Staff Artist in consideration of additional duties performed by
him/her can be taken into account with the monthly fee for the purpose of calculating various allowances such as dearness
allowance, compensatory city allowance and house rent allowance ete. has been considered in the Directorate. [tis clarified that
the additional fee sanctioned to a Staff Artist for doing some additional duties is not to be taken into account with monthly fee

for the purpose of working out various allowances.

(Authority; DG, AIR Memo.}/28/RP/67/8VH .dated 22.1.71H)

Note 7:  The question of paying extra remuneration to Artists/Staff Artists for the additional work of reading commentaries
etc. in the News Services Division and in Regional News Units of AIR has been examined at length inthe Directorate and it has
been decided that:-

i) All such work should henceforth be paid for at the rate of Rs.3(/- (Rupees thirty) per script for more than 5 minutes
duration in respect of commentaries, Samyiki, Spot Light, Today in Parliament and Sansad Sameksha. All suchscripts
whose duration is specifically between four and five minutes shall be paid for at Rs.20/- (Rupees twenty} per script.

ii} Rs.20/- (Rupees twenty) shall be paid for ‘narrating’ Radio News Reel {payment will be restricted 1o one voice).

i} Reading of District News letters is part of the duties of Newsreader-cum-Translators and as such these should be read by
them. However, where there are no Newsreader or NRT, the duties of reading Dristrict News letters may be entrusted to
the other Artists/Staff Artists (approved voices only), for which they may be paid additional remuneration i.e. at the
rates prescribed as at para (i) above.

iv} The total number of assignments in a Unit must be undertaken by the Artists/Staff Artists inthat Unit, evenif the total
payment works out to less than what the pro-rata payment would allow.

v} For reading Regional News Bulletins, Announcers/Drama Voices {approved Voices only) may be paid extra
remuneration at the rate of Rs.20/- (Rupees twenty} per bulletin regardless of its duration as and when the regular
Newsreader/NRTs are away on off day, leave etc. (one person may be allowed to read only one bulletin). This

supercedes Directorate Memo. No. 62/2;75-SVII dated 22.11.1975.

vi) Artists/Staff Artists entrusted with the additional duties viz. reading of scripts of Assembly Reviews, commentaries etc.
will be eligible for grant of extra remuneration as at para {i) above.

vii} The total amount of extra remuneration to the Artists;Staff Artists in a monthshould not exceed the existing ceiling of
259, of his/ her basic fee,

The above decision will be effective from the 1st September, 1986 (1.9.1926).

(Authority: DG, AIR Memo. No.6/3;86-SVII], dated 7.8.86).

T.3.17. Overtime Allowance:

Additional remuneration which may be in the nature of overtime allowance can aiso be paid by the
Director General to Staff Artists in exercise of these powers. Thus, extra remuneration may be paidtoa
Staff Artist for additional work over and above the prescribed norms of work allotted to him provided
that additional work is such as cannot be postponed to a subsequent date. The total amount of extra
remuneration to a Staff Artist on account of additional work including overtime allowance in any month
shall not, howver, exceed the existing ceiling of 256 of his basic fee as defined in Note below this para. It
may however be noted that a staff artist will not be entitled to extra payment and overtime allowance for
the same assigniment,

(Authority: Ministry of [ & B letter No.12/17/70-B{A} dated 2.5.70 and D.G. AIR Memo. No.7/5/70-SVII dated 30th
September, 1970 and 20.1.71).
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Note 1: Ordinarily, there should be no occasion for a Staff Artist 1o work beyond his duty hours on any day because adequate
staff has been provided to all Stations/QOffices. [t has been observed that at almost all Stations Staff Artists are working for 6-7
hours per day either during office hours or in shifts. When they are called for duty cutside the hours laid down, they are given
time off to compensate thern. This is correct and the same arrangements should continue as far as practicable. Nevertheless there
may be occasions in emergencies when a Staff Artist may be asked to work beyond his prescribed hours of duty on any day. In
such cases, which would be very rare those Staff Artists who work outside normal office hours may be paid OTA according to
orders contained in the Ministry of Finance 0.M. No.9(5)/E.II(B},60 dated 1.6.61 as amended from time to time. Staff Artists
who are ptaced shift duties wili also be eligible for the grant of overtime allowance in accordance with the terms and conditions
laid down in Annexure H to the Ministry of 1 & B letter No.4/2;63-A & G, dated 8.9.69 as clarified in the Directorate’s Memo.
No.4/4/69-A & G dated 3.2.70. For this purpose emoluments of a Staff Artist would mean his basic fee plus dearness fee 2and all
allowances excluding house rent allowance, travelling allowance, daily allowance and children’s education alicwance. O.T . A.is
not payable to Artists/Staff Artists whose fee exceeds Rs.750/-.

Proposals for the grant of overtime allowance to Staft Artists should be forwardedto the Directorate over the signature of ead

of Station; Office (unless he is on Jeave or out on tour) for ex-post-facto sanction. Thetotal amount of additional reinuneratinn
already paid; recommended in respect of such Staff Artist in 2 calendar year should be indicated in each such case.

(Authority: DG, AIR Memo. No. 7:5. 70-8VIL dated 30.9.70 and 20.1.71).

Nore 2: Fhe Staff Artists/ Artist who stay overnight after Transmission hours and who have ta come to office on duty for the
first transmission on the next day are not entitled to overtime allowance for the period from close down of the Transmission of
the previous day and opening of the transmission on the next day.

{Authority. DG, AIR Memo. No. 102(7);71-SVIT dated 7tk January, 1972).
7.3.18. Treatment of the periods spent by Staff Artists in aftending courts to give evidence or to
serve as assessors Or jurors:

The orders contained in the Ministry of Home Affairs O.M. No.15/5/57-Judl 1] dated the 26th August,
1957 as amended from time to time in regard to the treatment of the periods spent in attending courts to
give evidence or to serve as assessors or jurors will muzatis mutandis apply to Staff Artists of All India

Radio.

(Authority: Mimstry of 1 & B letter No. 8/29/66-B(A) dated 19.7.67),

7.3.19. Procedure for a change of name by Staff Artists/Artists in All India Radio.

The orders contained in the Ministry of Home Affairs O.M. No.60/274/48/Estts. dated the 3rd
November, 1948 as amended from time to time will mutaris murandis applv to Staff Artists of All India

Radio.

{Authority: Ministry of | & B letter No. §;37;67-B(A) dated 30.10.67).

7.3.20. Register of Arrear claims and Register of undisbursed fee and allowances.

The register of Arrear claims as per para 6.1.8. and the Register of undisbursed pay and allowance(TR-
71) may be maintained in the case of Staff Artists/Artists as for regular Government servants.

In those offices, where the fees and allowances of Staff Artists/ Artists are drawn by presenting bills at the
treasury and the amount accounted for in the cash book (TR-4), the entries relating to undisbursed pay
and allowances may be made in the register (TR-71) already maintained for the regular staff. At
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Stations/Offices where the fees and allowances of Staff Artists are drawn by cheques and the entries are
made in the columnar cash book (AIR-A-37), a separate register in form (TR-71) may be maintained in
respect of Staff Artists and proper watch kept by the drawing and disbursing officer.

(Authority: DG, AIR, Memo. No.4/25/67-P4 dated 17.5.68)

7.3.21. Before a person is appointed as a Staff Artists/ Artist the employing officer should obtain from
him in writing details of his past service in All India Radio, if any, and if so, the reasons for leaving the
Department. These details should be checked up from the previous employer of the person concerned.
To facilitate this check, the Stations/ Offices shouid maintain a register wherein particclars of ali staff
artists who left AIR and the reasons for their doing so, should be recorded, the names being entered in
alphabetical order. After satisfying that there is no objection to his being appointed, two vouching
certificates from two gazetted officers of the Central or State Government or from a stipendiary
Magistrate should be obtaired from him before his appointment.

{Authority: DG, AIR, Memo. No. 4/33/59-P4 dated 20.11.59).

Action for the formal verification of antecedents should also be initiated simultaneously and completed
within three months period as far as possible, irrespective of whether the Staff Artist/ Producer is
expected to have access to the mike or not.

7.3.22. Certificate of Physical Fitness:

At the time of first appointment the Staff Artist should furnish a certificate from a Civil Surgeon that
he/she is not suffering from a communicable or contagious disease.

The certificate of physical fitness required to be furnished by Staff Artist from a Civil Surgeon on first
appointment should be in the form as shown in the specimen below. This is the same form as the one
given in S.R. 3.

I hereby certify that I have examined A.B. a candidate for employment in the ...........
Department and cannot discoverthat ............. has any disease (communicable or otherwise),

constitutional weakness or bodily infirmity, except ...........

I do no consider this a disqualification for employment in the officeof ................
AB’s age is, according to his own statement .......... years and by appearance about .........
years.

This decision will be applicable to all cases of first appointments of Staff Artists hereafter except in
specific cases where the person concerned has been exempted from having to proguce such a certificate

by the Directorate.

(Authority: DG, AIR, Memo. No.4/19/65-P4 dated 18.3.66).
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mentioning that this procedure has the approval of External Affairs Ministry. These expenses for the medical examination will be
borne by Al India Radio. The cost of the medical examination should not exceed the fee changed by the approved doctor for first
consuitation at his clinic.

{Authority: Ministry of | & B letter No. 13(8); 58-B(P) dated 22.10.60 and U.Q. No. even dated [.6.61 and 29.7.61).

Note 3: AL Sraff Artists appointed after 22.10.60 would be required to produce a certificate from a Civil Surgeon that he/sheis
not suffering from a communicable or contagious disease. The Staff Artists already in employment prior to that date need not
produce or may be required to produce the said certificate.

{Authority: Ministry of I & B No. 13/8/58-B(P} dated 22.10.60 and 1.6.61).

Note 4: Female candidates appointed as Staff Artists should berequired to producethe certificate of physical fitness as below:

iy In Delhi and other places covered by CGHS, the certificate should be signed by an Assistant Surgeon Grade I (Women)
under the CGHS Scheme.

i) In any other place by a registered female medical practitioner possessing a medical qualification ircluded in one of the
schedules to the Indian Councit Act, 1956 (102 of 1956).

{Authority: DG, AIR, No. 4;19/65-P4 dated 4.6.66).

7.3.23. Oath of allegiance to the Constitution of India:

Staff Artists should be required to take an oath of allegiance to the Constitution of India in the form as
prescribed for Government servants of Indian and Foreign Nationality as the case may be. A separate
register should be maintained in respect of Staff Artists who have taken/made the prescribed
oath/affirmation in the same form as applicable to Government servant.

{Authority: ¢.f. DG, AIR, Memo. No. PI1I-Z/55 dated 3.3.55).

7.3.24. Assignment Order for Staff Artists;

| Staff Artists should be given an assignment order in the following form immediately on taking up

l employment; —
’ From ...... ««+.... tll further notice, the work assigned to you is as follows:—

Your presence is required at the Station at the following hours:—

Date of the Week From To

A-M./P.M. AM./P.M. l

]

7.3.25. The following points may be noted in connection with the assignment arder:— !

i) The hours during which the Staff Artist's presence is required at the Station should be worked out

at least for a week at a time. The times should be put down precisely and the work required should

be defined clearly. Whether the work assigned can also be described precisely or not will of course
depend on the nature of the work.

1i) As soon as 1t is decided to change the work assigned or the hours fixed, a fresh assignment order
should be issued in the same terms as the above.
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ii)  The work and the hours are of course subject to alteration at the Station Director’s discretion.
Unless there is an emergency, the Station Director should take care to give the Staff Artists as
much advance notice of the change as possible and to restrict short notice changes to the
unavoidable minimum.

v} It is preferable that each Staff Artist should receive a separate copy of the assignment order
relating to him and sign for it in token of his having received it; but to economise time and paper,
the assignment orders, as and when they are issued, should be placed on office records and the
signature {dated} of the Staff Artist concerned should be invariably obtained on them.

7.3.26. Attachment of Pay and Allowances etc. for debt

The ‘Fee’ paid to Staff Artists and longterm casual artists is salary within the meaning of Section 60(i) of
the Civil Procedure Code and the Ministry of Home Affairs O.M. F.54/1/60-ESTS(A) dated 30.9.63.
Accordingly, the first two hundred rupees and one half of the remainder of the fee shall be exempted from
being attached.

(Authority: Ministry of Law U.O. No. 14456/ AD dated 27.10.64).
7.3.27. Use of Government Transport by Staff Artists:

Reference is invited to Chapter IX,

7.3.28. Copyrights:

a) Completerightsinthe work written/performed by Staff Artists in the discharge of their official duties
when employed in All India Radio vest in the Government for broadcasting and connected purposes
including publication and they will not be entitled to any payment for such works even after they
leave AIR.

b) Whenever a Staff Artist wishes to publish, sell or otherwise dispose of any work, the matter should be
referred to Directorate General when it will be decided whether copyright in the work vests in
Government or not. If it does not vest in Government the owner of the copyright will be free to
dispose of his work.

Subject as above, the copyright in the works of Staff Artists belong to them.

{Authority: Ministry of I & B letter No. §3(8)/58-B(P} dated 22.10.60).

7.3.29. Broadcasting of works produced by Staff Artists:

In the case of works produced by a Staff Artist in the course of his employment, All India Radio is
entitled to use them without any further payment during the term of his contract and thereafter, for
broadcasting and other connected purposes, including publication. As regards works produced by a Staff
Artist before joining All India Radio, his prior permission will be necessary, but no extra payment will be
made to him for broadcasts of these works during the period of his employment. If the Staff Artist is
unwilling to allow All India Radio to broadcast such works/compositions free of charge during the
period of his employment his wishes should be complied with strictly and station concerned informed
accordingly. If on the other hand, he agrees to such free broadcasts, a declaration in the prescribed form
should be obtained from him before broadcasting the works in question — vide AIR-P-31.

{Authority: Ministry of I & B letter No, 13{8);58-B(P) dated 22.10.60).
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7.3.30. Grant of benefits of joining time, joining time pay, transfer T.A., carry forward of leave,
protection of pay etc. to Staff Artists of AIR on their appointment to the Civil posts;

The following clarifications have been issued in respect of those Staff Artists of AIR who are selected for
appointment to Civil posts:

1. Protection of pay drawn as Staff Artist consequent upon appointment to the Civil posts:

The pay of Staff Artist who has been selected for appointment to aregular civil post with identical or
higher scale of pay, either through UPSC or otherwise, will be fixed in accordance with Ministry of
Finance O.M. No.6(23)/E.I11/62 dated 22.6.82, provided the regular appointment in the identical or
higher, pay scale is against a temporary post.

2. Entitlement of joining time/T.A. etc.:

The Staff Artists on their appointment to the Civil posts would be entitled to joining time, joining
time pay and transfer T.A. subject to the condition that the concerned Staff Artist has completed
more than three year continuous service as Staff Artists and his selection to the Civil post is in
response to public advertisement open to serving Staff Artists as well as general public on the analogy
of Govt. of India decision No.3 below FR-105 applicable to Govt. servants.

3. Carry-forward of leave;

The Staff Artists of AIR on their appointment to Civil post would be entitled to the carry-forward of
earned leave and all other types of leave as per Ministry of | & B’s order N0.45011/56/79-B(A) dated
26.5.81.

This issues in consultation with the Deptt. of Personnel and Administrative Reforms and Ministry of
Finance vide their U.O. No.F-12(2)/Estt-P-1/82 dated 26.2.81 and D.O. No.211/E.I1I/81 dated
10.2.82 respectively and with the concurrence of Integrated Finance vide their U.O.
No.1948/Fin.1/82 dated 25.6.82.

(Authority: Ministry of 1 & B No. 45011156/ 79-B(A) dated 28.6.82 (circulated by: DG, AIR, Memo. No. 16/ 13/82/SVIi .
dated 8/9.7.82).

7.3.31 (i). Maintenance of records of Staff Artists:

A register should be maintained at each Station in the form prescribed by the Director General. This
should give in a methodical form detailed information regarding current dufies, previous history, history
sheet as Staff Artists/Artists etc. of each Staff Artist employed at a station. The register should be treated
as confidential.

7.3.31 (ii). Register of Increments and Events Register:

The Register of Increments and Events Register should also be maintained in the case of Staff
Artists{ Artists on the same line and proforma as for regular Government servants.

(Authority: DG, AIR, Memo. No. 4/25/67-P4 dated 30.4.68).
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7.3.32. Service Book:

A service book should be maintained for each Staff Artist/ Artists. The practice of recording certificate of
verification of service which was previously required for the purpose of gratuity may be discontinued.

{Authority: DG, AIR, Memo. 4/25/67-P4 dated 6.4.68).

7.3.33 (i). Joining Time and Joining Time fee:

A whole time Staff Artist/Artist on transfer in the public interest will be entitled to joining time and
joining time fee on the same basis as regular Government servants.

The reiieving Statton should make an endorsement in the contract of the Staff Artist/ Artist concerned
before sending it to the Station to which he is transferred to the effect that he is being transferred

0. vunnn ... Station in the interest of the service under instructions of the Directorate, vide their Memo.
No.ooooveinnnn .. dated ......... and that he is being allowed to avail of joining time from
N 7~ IO ) .

{Authority: DG, AIR, Memo, No. PI1A-19/54 dated 4.2.1955).

7.3.33 (ii), Compensatory Leave:

Staff Artists/ Artists working on Government holidays other than Sundays are eligible for compensatory
leave in lieu thereof. Such leave should be granted within a period of one month of its being earned. No
other leave should be allowed to be combined with this compensatory leave.

This takes effect from 6th August, 1962,

(DG. AIR, Memo. No. 4/18/60-P4 dated |5th October,

Note I: In the grant of Compensatory leave, no distinction should bz made between staff artists (excluding Production Staff)
working on shift duties and those working during normal office hours.

The Production Staff should be treated as onthe same basis as regular Government servants, who are entrusted with supervisory
duties.

{Authority: DG, AIR, Memo No. 4(4)/62-P4 dated 28th June, 1963).

Note 2: Second Saturdays would be treated as holiday for the purpose of compensatory leave. Since it wouid not be possible to
allow all Staff Artists to avail 2nd Saturday as holiday because of the nature of their work, and also not always practicable to
grant them compensatory leave in lieu thereof within a specified period of one month, it is decided that a Roster be maintained at
each Station so as to provide that each Staff Artist gets one Saturday off in a month

(Authority: DG, AIR. Memo No. 4/R/65-P4 dated 30.4.65).

7.3.33 (iii). Quarantine Leave:

A Staff Artist will be entitled to the grant of quarantine leave on the same terms and conditions as
admissible to regular Government servants.
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7.3.33 (iv). Advances:

i)

Hi)

1v)

A whole time Staff Artist in receipt of fee not exceeding Rs.300/- p.m. shall be entitled to draw
interest free advances in time of emergency such as floods, cyclone and other natural calamity of
exceptional severity in accordance with conditions laid down in the Ministry of Finance O.M.
No.F.16(46)/E.II(A)/56 dated 7th June, 1957 and also in accordance with Office Memorandum
No.16-C(16)-E.II{A)/ 57 dated 20th December, 1957 as amended from time to time. They will also
be entitled to advances for medical treatment on the terms and conditions applicable in the case of

Government servants.

A whole time Staff Artist in receipt of fee not exceeding Rs.375/- p.m. shall also be entitled to a
grant of advances on the eve of important festivals on the same terms and conditions as laid down
in the Ministry of Finance (Department of Expenditure) O.M. No. 16~C(9)/EII(A)/ 60 dated 22nd
August, 1660.

{Autherity: Ministry of i & B letter No. 13(1)/61-B(P) dated 18.9.61).

A whole time Staff Artist on contract for a period not less than three years (five years in the case of
advance for Motor Cars) may be granted a refundable advance for the purchase of Motor
Car/Motor Cycle/Scooter/Cycle in accordance with the rules contained in Chapter 14 of the
General Financial Rules, 1963. Such advances will be adjustable under the Major Head “Loans to
Government servants, etc.” in section “P-Loans and Advances by the Central Government”.

(Authority: Ministry of I & B letter NO. 13(5); 64-B(P) dated 20.1.65).
The following conditions are prescribed for the grant of these advances:

a} No advance should be sanctioned for the purchase of Motor Car/Motor Cycle/Scooter where
the contract is for one year or the contract is nearing completion within one year.

b) When the number of instalments is small, the sanctioning authority while deciding the amount
of advance to be sanctioned must specifically consider that the monthly recovery will be such
as can reasonably be deducted from salary without causing hardship.

(Authority: Ministry of I & B letter No. 8/3/66-B(A) dated 16.2.66).
Grant of advance for the purchase of warm clothing to Staff Artists of AIR posted at Hill Stations.

Staff Artists posted at Hill Stations, whether on first appointment or on transfer, for a period of
not less than one year and who are drawing basic fee not exceeding Rs. 375/- p.m. may be granted
an advance upto Rs. 200/- for the purchase of warm clothing whether they belong to hill tracts or
not, on the same terms and conditions as applicable to regular Government servants.

{Autherity: Ministry of | & B letter No. 8/14/67-B(A} dated 14.4.67. DG, AIR, Memo No. 4/36/66-P4 dated 27.4.67).
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v) Grant of House Building A dvance:

The provisions of the “Rules to regulate the grant of advances to Central Government servants for
the building etc. of houses™ may be extended to those Staff Artists of the AIR who; —

a) fulfil the conditions prescribed in Rule 1(b) of the said Rules; and

b) have been appointed on long-term contracts extending to the age of 55/58 years.

The Head of Department should record a certificate with reference to sub-para (b) above on alt
such appiications which are recommended by him to the Ministry of Health & Family Planning and

Works, Housing & Urban Development for the grant of a house building advance.

(Auvthority: Ministry of H & F and W.H. & U.D. (Deptt. of W.H. & U.D., O.M. No. 10/10/69-HIII dated 14.11.1969).

7.3.34. Confidential Reports of Staff Artists and Producers:

Annual confidential reports of Staff Artists should be written on Form AIR-A-150 and those of Chief
Advisor, Chief Producers/ Deputy Chief Producers and Producers/ Assistant Producers on Form AIR-
A-151. :

{Authority: DG, AIR, Memo. No, 30/27/65-P4 dated 1.1.66).

7.3.35. Award of testimonials to Staff Artists:

No testimonial expressing an appreciative opinion of the work of a Staff Artist may be given. There is,
however, no objection to a bare statement of a Staff Artist having worked for a certain period. A remark
like *his work was satisfactory’ may also be added in cases where the Staff Artist concerned has worked
for a sufficiently Jong period and given satisfaction.

7.3.36. Use of Privately owned musical instruments:
Staff Artists working at All India Stations should not normally use privately owned musical instruments.
If it is necessary to permit such use in certain cases, it should not be given official recognition or

compensated by the payment of additional remuneration to the Artists owing the instrument to cover
charges of repair and accessories.

7.3.37(i). Criteria for determining seniority inter se of Staff Artists in various categories:
‘The seniority of Staff Artists in all categories is determined with reference to their position in the merit list
of candidates drawn by the selection committee at the time of selection by test and interview irrespective

of the date of actual joining the service.

(Autherity: DG, AIR, Memeo. No. 7/10/70-SVII dated 29th June, 1970).

7.3.37(if). Contracts of ‘Artists/Staff Artists — Keeping in abeyance/suspension:

It has been decided that secondment of Artist/Artists to foreign Broadcasting Organisations will be
restricted to a period of two years only. In case of *Artists’ this will be a part of 5 years contract and not
excluded for reckoning of 5 years. Those Artists who are so deputed will be required to pay
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CPF/Pension/Leave Salary Contributions and as such this period will count for pensien and terminal
leave benefits.

(Authority: DG, AIR, Memo. No. 16(3)/84-SVIII dated 25/26.10.84 Case No. 5(1)11/84-IU).
Note :Power to keep the contract in abeyance or under suspension as indicated above will rest with the DG, AIR.
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‘ (Authority: Ministry of I & B letter No. 45011/104/81-B(A) dated 16.8.82).
"

7.3.38. Resignation etc.

|
|
! i) A Staff Artist/ Artist who absents himself from duty without the prior permission of the Station
Director may be banned by the Director General for purposes of engagements by any Station of
! All India Radio as a casual or staff artist. The Station Director concerned shouid bring such cases
| to the notice of the Director General giving full particulars about the Staff Artists/ Artists viz,,
i name, father’s name, permanent residence, present residence, present fee, duties, length of service
at the Station and in All India Radio, the Station at which the Staff Artist/ Artists has worked
before, the citcumstances in which the Staff Artist left the Station and suc’- other particulars asthe
| Station Director deems necessary for the identification of the Staff Artist b+ other Stations. After
4 due consideration of the Station Director’s report the Director General sha . decide whether the
' Staff Artist should be banned: in arriving at a decision extenuating circumstances, if any,
should be taken into consideration. The ban, if imposed, will be considered as hifted as soon
| as the Staff Artist has deposited a sum equivalent to the amount of his/her fee for the
- period in lieu of notice at any Station of All India Radio. The Station which receives such a deposit
should inform the Directorate General, all Station Directors, Director External Services, Director
of News Services, Director of Transcription and Programme Exchange Service and Dirctor
Television Centre, or any other office created hereafter having the posts of staff artists.

bbbt s it ke

it ot A bl 5
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ity  In cases of resignation with intimation to the Station Director, but without giving the period of
notice prescribed in the contract, the artist should be asked to deposit asum representing his fee for
the period by which his notice falls short. The failure of the artist to comply with these instructions
should be dealt with as in (i) above.

i)  IfaStaff Artists/ Artists who has proceeded on leave with permission fails on the expiry of his leave
to resume his duties and does not obtain prior sanction for extension of leave (to the maximum
extent permissible under the rules) on reasonable grounds and fails to resume duty after expiry of |

] that period, his contract should be considered as terminated on the expiry of the three months’ !
period from the date he proceded on leave and any fee due to him should be credited to
Government. Further action shouid also be taken against him as at (i) above.

iv) Head of Stations/Offices are competent to accept resignation of Staff Artists/Artists in cases
where they are the appointing authority irrespective of the fee drawn at the time of resignation and

also waive the period of notice which may fall short.

(Authority: DG, AIR, Memo. No. 4/18/65-P4 dated 18.11.67).
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CHAPTER — vH

SECTION IV — TALENT BOOKING

7.4.1. Talent in AIR are of two types i.e.
a) Talent engaged on long term basis or frequently booked on assignment basis.
b) Talent booked on daily basis according to requirements of the programme i.e. performing Artists.

7.4.2. The talents who are booked on long term/ assignment basis are to be booked for 6 days in a month
and not more than 72 days in a year. In certain exceptional cases such bookings are also limited to 90 days
in a year. In all cases the engagement of beyond 72 days, 90 days Directorate’s prior permission is to be
obtained. '

7.4.3. Outsiders employed on whole-time and monthly basis on assignment basis may be given
consolidated fee which should consist of the minimum of the fee scale and all allowances admissible to the
corresponding category of Staff Artists instead of fixing their fee at a stage higher than the minimum
taking into account a part of the allowances.

(Authority: Ministry of I & B U.O. No. 13/19/63-BfP) dated 2.6.65).

Nete 1: In all cases where the engagement of a talent is beyond 15 days, Directorate’s prior permission should be obtained.

Note 2:  Casual engagements are not to be offered against staff artists vacancies except in very extra-ordinary circumstances
with the approval of the Directorate General.

(Authority: DG, AIR, Memo. No. 4/16}69-S.VII dated 4. 10.1969).

Note 3 Casual engagement of General Assistant/ Copyists; Tape Librarian in the Clerical group or against any civil post is not
permissible under any circumstances.

{Ref. DG, AIR, Memo. No. 106(96)/77-5.VIi dated 1.4.78).

7.4.4. Talents who are booked infrequentiy:

It is not necessary to have their antecedents verified nor need they by called upon to produce character
certificates. I a Station Director has the siightest suspicion asto the integrity of any such artist, the latter

should not be engaged until a verification report has been obtained on him.

7.4.5. Artists of Foreign Nationality employed as Staff Artists or Talent:

The same procedure as mentioned above should be followed. No time should be lost in obtaining regular
verification reports in respect of artists of foreign nationality as it is most desirable that their credentials
should be verified immediately after they have been engaged. The character and antecedents of persons of
foreign nationality should be verified through the Indian Representative in the country to \.vhl‘;chf a pgr;c;g |
belongs. The particulars of persons whose crcden_(ia‘ls are required to be Vt?l"lfled w1ii }:‘Nc tohzu;}&-rxzt "
to the Indian Embassy concerned through the Ministry of External Affairs. Non-Indians s

employed without the prior approval of Government of India.
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7.4.6. Procedure for Booking Talents:

'The programme plan which is usually prepared on a quarterly basis and indicates invariably the names of
the artists is approved by the Head of Office. After the programme plan is thus approved, the respective
Programme Executive with the assistance of Prog. Secretary or Clerk would put his proposal in form
AIR-P-32, for approval of the A.S.D.

(Authority: DG, AIR, Memo. No. 5(IV)1/69-FU dated 8. 7.69).

7.4.7. The Programme Secretary or Clerk would then prepare the contracts on the basis of the approved
proposals; he should indicate the date of broadcast as far as possible in the contract for pre-recorded
programmes. The Programme Secretary or Clerk and the Programme Executive should then initial each
page of every contract in token of their having checked the typed contract with the approved proposal,

At the time of signing the contract, the officer concerned should put his:

1) Full signatures on all the three sheets of the contract after verifying that the amount noted therein
agrees with the approved proposals; and

1i) Initials against each entry relating to the contract in the Contract Issue Register (AIR-P-33).

7.4.8. The same procedure will hold good in respect of contracts for the purchase of works and songs.
The office copies of the contracts will remain in the custody of the Programme Secretary or Clevk till such
as the acceptances are received from the Artists/ Talkers.

7.4.9. The receipt of acceptance should noted in the Contract Issue Register. The acceptances received
should be verified with the office copies of the contracts to see that both agree and certificate to that effect
recorded thereon by the Programme Executive. Both the office copies and acceptance should then be sent
to the Accountant for further necessary action.

7.4.10. Maintenance of Index Cards for Talerits:

An Index Card should be maintained in respect of every Casual Artist in the prescribed form (AIR-P-34)
The Index Card should give all the particulars of the artist and contain details of every booking, the fee
paid, the quality of the performance and other particulars as provided in the form. A rapid glance at the
Index Card should give to the Head of the Station a clear picture of the frequency of utilisation of that

artist. There should be only one Index Card for each artist at a Station. It should bein the custody of the
Programme Section which normally books that artist. In those cases where the services of a talent are
utilised by more than one Programme Section, the Head of the Station should decide which Programme
Section should have the custody of the card and be responsible for its maintenance. In deciding this, he
should 1ake into consideration which Section uses the artist’s services most and entrust to that section, the
custody and mainteance of the Card. The other Sections that utilise this artist should borrow the Card
from that section in whose custody the Index Card is kept and make their bookings in consultation with
that Section. The essential principle is that there should be only one Index Card for each talent at a
Station as otherwise the Head of the Station will not be in a position to have a correct idea of the bookings
of the artist.

index Cards should be physically verified periodically (say, h';l-‘lf yi’aﬂ)& l:;y th.e:rogr:tf?.r::tfr:(ir‘:i\:}ee::
ion | e kept. He should furnish a certity
Section in whose custody the Cards aze : the next
iha;ge Oitlhh:ri[y to the effect that Index Cards of all the approved and graded artists are actually
igher a
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These Index Cards, after they have been physically verified, should be run through either by the Station
Director or the Assistant Station Director once in six months or at least once a year. A rapid glance
should be sufficient to reveal any instances of gross over-booking or under-booking or utter neglect of
any Casual Artist, which would enable the Head of the Station to take necessary remedial measures.

7.4.11(i). Payment to Talents:

Payment is made by cheque under Rule 580 of the C.T.Rs Vol. I in respect of amount of Rs. [0 and above.
The acceptances for any day and for the first two transmissions of the next day should be entered in the
morning in the Pay Order Book. Cheques should then be made out with reference to the acceptances, by
the cheque writer and sent to the Accountant who should check them before getting them signed by the
Drawing and Disbursing Officer. The cheques relating to transmission of the following day will bear the
ate of the following day i.e. the date on which they are actually to be disbursed. This arrangement has
been made as the office would not be open for the morning transmission; and it would not be possible to
prepare the cheques soon after opening of the office in time for disbursement for the second transmission.
Similar procedure of drawing cheques in advance but bearing the proposed date of disbursement may be
followed when holidays intervene. This procedure is applicable only for payments to artists and not in any
other case.

7.4.11(ii). The Station should maintain normally two printed pay order books (i) where date of
broadcast has been mentioned in the acceptance sheet, (ii) for the contracts “as and when required”, In
case of recordings where date of broadcast has been mentioned in the acceptance sheet the payment
should be made in the pay order book mentioned at (1) above. The pages of the pay order book may be
earmarked date-wise on quarterly basis keeping in view the requirement of the Station. If on any day the
pages earmarked for payment falls short, the entries may be carried forward to the pages left blank at the
end of the pay order book. For example 1st pay order book should be marked 1/87-88 for the period
1.4.87 to 30th June 87 and so on.

On the receipt of the studio log book from duty room the entries made in the pay order book may be
checked and pay order book signed in Col.7.& 8 by the Accountant/DDO. In case of any deviation in the

*dated of broadcast of the recorded programme, the same may be brought to the Notice of Head of

programme discipline who should intimate the accounts section the next scheduled date of broadcast, for
suitably entry in the pay order book.

In the second pay order book entry may be made for the programme where date of broadcast could not be
fixed in advance. Normally there should be very a few occasions of this type of programmes and roughly
should not exceed more than 5 cases in a year. While handing over such recorded programmes to the
duty room, payment position should invariably be mentioned in the cue sheet by concerned programme
officer. The duty officer will log the payment position under Col. 9 in all cases such “Payment made on
the basis of recordingon ........... 7. “SBF due” etc. On receipt of the log book, the entry should be
checked with reference to pay order book and date of broadcast noted therein under the signature of
Accountant; DDO,

If due to exigency of service advance cheque could not be prepared or acceptance sheet also not received
in accounts branch on the following day, Accountant/ DDO should make entry in the pay order book
and initial in Col. 9 and 10 leaving Cols. blank 3 to 8. On receipt of acceptance sheet the payment may be
made against the entry already made in the pay order book on the day of broadcast. Similar procedure
will hold good for subsequent broadcast where payment is involved and no separate register of
subsequent payment is to be maintained in Accounts Branch. All subsequent payments will be made and
watched through pay order book. A monthly extract of outstanding payments will be made by the
Accountant/DDO and sent to Head of Office who will expedite the submission of
Acceptances/Subsequent Broadcast Certificates. Similarly Accountant/DDO will send a monthly
extract of recorded but not utilised programme to Head of Programme discipline who will ensure the
broadcast of programme recorded “as and when required” basis.
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Note 1: The Head of Offices concerned are permitted to exceptional and hard cases where the enforcement of rules causes
hardship 1o the Artists concerned, to make payments in cash from their permanent advance to blind, infirm, rural and women
artists of amounts of Rs.10 and above also,

(Authority: DG, AIR, Memo. No. 1/30/56-PIIM, dated 13th June, 1956 concurred in AGCR D.O. letter No. CAII-32-8(KW)
1097 dated 12th September, 1960).

Note 2: (1) Payments to talent engaged by AIR should be made by crossed cheques invariably. (i) Payment to artist from deep
rural and tribal areas may be made by uncrossed cheque at the discretion of DDO or Head of Office.

(Authority: DG, AIR, No. 15/33/81-P4 dated 24.9.81).

7.4.12. When a talk is recorded by one Station on behalf of another the indenting Station will be
responsible for the payment of fee to the artist.

On getting the request from the indenting Station, the recording Station will, after completing the
contractual formalities, record the talk and send the recording with the acceptance and office copy of the
contract and recording certificate to the indenting Station.

The Indenting Station will make necessary entries in the Pay Order Book vide para 5.9.27 and make the
payment. The recording should also be entered in the Register (AIR-A-6). This procedure will not,
however, apply in the case of payment of fee to talkers/musicians/artists/writers for National
Programmes/Sunday morning recitals; payment in such cases will be made by the Delhi Station of AIR.

(Authority: ¢.f. DG, AIR, Memo. No. 24(1)67-P6 dated 30th January, 1968).

7.4.13. In the case of recordings sent to the Directorate General or Director of Transcription and
Programme Exchange Service either for listening or for preservation in the archives, an entry to that
effect may be made in the Pay Order Book giving reference to the number and date of letter with which it
was sent. Such recordings should also be utilised by the recording station in their own programmes.

{(Authority: DG, AIR, Memeo. No. 6(8)-62-PI dated 10th August, 1962, 4thOctober, 1962, 9th October, 1962 and 8th February,
1963).

7.4.14. In the case of foreign nationals or persons residing outside India who pass through the country
and spend only a few hours at any one place, the cheques may be prepared in advance with the specific
approval of the Head of Office, provided the mode of payment and the terms of contract are settled
before the programme is recorded/broadcast. The cheques should be handed over only after the

contracts are signed and accepted and the Programme recorded/ broadcast. Entries may then be made in
the Pay Order Book and Cash Book.

(Authority: DG, AIR, Memo. No. 5(FV)-6/68-1U dated 26th August, 1968).

7.4.15. The Pay Order Book duly completed upto Col. 7 should be sent to the Officer on duty alongwith
the cheque foils and receipt forms in AIR-A-1. The receipt of the cheques should be acknowledged by the
Officer on duty in column 8 thereof and the Pay Order Book returned to the Accounts Section. Cash
payments for amounts of less than Rs.10/- may be made by the Cashier during office hours.
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Cash required to make similar payments out of office hours should be obtained from the Cashier and also
acknowledged by the Officer on duty in the Pay Order Book, The cash handed over in such cases should
be indicated in a separate register and kept in the Cash chest by the Cashier.

7.4.16. The cheques and cash in the custody of the Officer on duty for disbursement after the broadcast
is over, should be kept in a small steel box fixed to the Duty Room table. It should have only one key. A
small wooden or iron box or an almirah may be provided in the Duty Room; it should have as many keys
as there are Transmission Executives so that one key can be issued to each. The key of the cash box may
be put in the small box or aimirah and locked by the Duty Officer when his duty is over. The officer who
will come on duty next will take it from the box or aimirah.

The acceptances should be retained at the Duty Table for verification of payee's signatures at the time of
their signing the receipts in AIR-A-1 or AIR-A-28 and also for making sure that no broadcast is put
through without prior acceptance in proper form from the Artists.

In cases where payments could not be made immediately after broadcast (either because it is payment to a
guardian of a minor who is absent or the artist leaves without notice) payment may be made thereafter by
cheque by Registered Post (Acknowledgement due) or by Money Order as provided in para 5.9.54.

(Authority: c.f. Ministry of I & B Memo. No. 7/28/65-O&M dated 7th May, 1966}.

7.4.17. Payments to artists should be made only by the Officer on duty who issues the certificate of
broadcast (AIR-A-1). The cheques or cash should be handed over to the artist who should sign the
voucher in his presence. The Officer on duty should compare the signature of the artist on the artist’s
receipt with the signature on the contract before actually handing over the cheque/cash. A rubber stamp
with inscription “Payments made by ........... Date ......... ” should be affixed on all vouchers
below the artist’s signature and should be signed by the Officer on duty. Every entry in the Log Book
should be attested by the Officer on duty in Col. 10 Further, whenever payment is made to an artist, the
Officer on duty should make an entry in the remarks column as “Paid” and append his signature against
that entry. When payment is made to an artist on the basis of a duplicate copy of the contract, the original
having been lost, the officer on duty should, before giving the certificate of broadcast, satisfy himself that
there is no remark as “paid” against the relevant entry in the Log Book (as the existence of such an entry
would mean that a payment was already made).

Note : Payments to performers are made*only by the Duty Officer (Transmission Executive} or as provided in paragraphs
5.5.16. and 5.5.17, by the Cashier or by post. It occasionally happens that for some special reasons it might be necessary to depart
from the prescribed procedure and the cheque or payment is handed over the broadcaster by a person other than the Duty
Officer. In such cases the departure from the normal procedure should be on the specific order of the Station Director or the
Assistant Station Director. The main principle to be observed should be that normally a Programme Executive or a Producer
who is primarily concerned with initiating the propesal for the engagement of an artist should not alse disburse the payment even
occasionally.

(Authority: DG, AIR, Circular No.5(26)/68-PI dated 28th June, 1968).

7.4.18. The undelivered cheques and undisbursed cash pertaining to artists who do not turn up at the
last moment and the receipts in cases where payments have been actually made should be sent by the
Officer on duty along with the Log Book documents, to the Accounts Section the next day. The details of
cheques and amount of cash returned should be clearly indicated by the Officer on duty in the Pay Order
Book. Their receipt should also be acknowledged by the Cashier in the same book. The Accountant
should check the éntries again and verify that every item of payment to an artist is supported by an
acceptance and entry in the Log Book. The Log Book should then be checked by the Accountant and sent
to the Drawing and Disbursing Officer for check and initial alongwith the receipts from payees placed in
Pay Order Book with voucher numbers noted in the column provided for the purpose.
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Note: After payment, the artist’s contracts should be filed according to *date of broadcast’ or date of recording, as the case may
be.

(Authority: DG, AIR, Memo. No. 6/3-19/57-1U dated 13th July, 1960).

7.4.19. Attachment of Remuneration of Talent:
Reference is invited to para 7.3.23.

7.4.20. Borrowing of Talents:

In some instances when a Station borrows an artist from outside its zone, the fee and incidental expenses
may exceed the power of the borrowing Station though within the sanctioned limit of the booking
Station. As the annual list of talent of each Station is available with each other, it should be possible to
estimate tentatively whether the amount payable would be within the power or not. Where the fee
payable would be beyond the Station Director’s/ Assistant Station Director’s powers the Director
General's sanction must be obtained before booking Station is required to make the offer to the artist.
The prior permission of the Station concerned should always be obtained before booking an artist of

another zone.
7.4.21. Remuneration in excess of Station Director’s Powers:

Application to the Director General for sanction of remuneration to talent to be paid in excess of Station
Director’s financial powers, should be made in form AIR-P-37.

7.4.22. Payment to Minor Talents:

In the case of Minor Artists the contracts are issued for acceptance by the guardians; after the broadcast,
payment is made to the guardian.

7.4.23. Presents to Children in lieu of Fees:

The Station Director can sanction expenditure for purchase of presents to children in lieu of fees not
exceeding the limits prescribed for the grant of remuneration to artists. But the purchase of articles to be
given away as presents will be governed by the rules contained in Appendix 9 to the General Financial

Rules (1963).

1.4.24. Payment of Fees to various Talent:

i) The fee structure for all categories of performing artists such as (i) Music Artists/Folk Music
Artists/Parties, Adivasi Music Artists/ Parties, Nagaswaran/Shahnai Artists/ Vrindagaan
partics and spoken word casual artists etc. effective from 1.10. 1985 is indicated in Annexure V1.

(Authority: Ministry of 1 & B No. 705/6/81-TV, dated 21.8.85 DG, AIR, No. 26/ 36/ 84-P3 dated 6.9.1985 and dated
27.9.1985),

ii)  All Judges of High Courts, Supreme Courts, Ambassa dors, & Vice-Chancellors are to paid fee at
the rate of Rs.200/- per broadcast/talk.
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However, higher fee could be offered with the approval of Director General to those who are
outstanding in their own line i.e. Lawyers, writers and poets etc. It may be ensured that if a person’s
fee is higher before he becomes M.P. or M.L.A,, it should not be reduced to Rs.150/-.
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i) The maximum fee offered to a Member of Parliament or M.L.A. is restricted to Rs.150/-.
iv)  As regards other Senior Public servants like the Chairman and Members of U.P.5.C. and State
Public Service Commissions, the Comptroller and Auditor General and Chief Commissioner etc.
it is considered that they need not be offered a fee if they are invited to talk on asubject connected
with the posts held by them. But they should be paid a fee of Rs.200/- if they are invited for
broadcast on other subjects. The main point which may be kept in mind is that persons holding
position of authority should be offered fee keeping in view their dignity and status. Amongst
people of equal ranks those of outstanding merits can be offered a higher fee.
v)  The fee for booking ex-officers of Al India Radio is to be fixed by the Station Director concerned,
keeping in view the status and the eminence of the concerned officer in the respective field.

(Authority: DG, AIR, Memo. No. 15;/2/85-P1 dated 19.11.85).

vi)  Increments to artists should be reviewed by Heads of Station once a year. Recommendations for
increments in ‘A’ Grade should be sent to the Directorate General invariably by 15th December
every year. In the case of talkers (Spokenword Programmes) the proposals for increase in the rates
of fee beyond SD's powers will be entertained in the month of March every year.

{Authority: DG, AIR, Memo. No. 15/2/87-PI dt. 4th February, 1987).

—

7.4.25. Rationalisation of fee payable to performing artists for recordings made with complete
broadcasting rights.

The payments will be as follows:-

L e 1

A) Classical Music

i) Four basic fees for all recordings (For f{ull duration).

(a) External Programme Supply Unit of E.S.D. for supply to broadcasting Organisations
abroad.

(b) D.T.P.E.S. or stations for archival purpose.

it) Three basic fees for all recordings (for full duration) made at Stations for repeat broadcasts.
(1Y fees would be payable if an artist is recorded for half the duration or less).

NN abliliak Dot L -l e . DL

iti)  For special recordings of the ‘SUBADDHA SANGEET variety, two fees may be paid for three
items, each of a duration of 10 minutes or less.

B) Light Music:
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v) For two songs of a duration of 10 minutes or so already known to the artists, only % fees
would be payabie.

vi}  For a musical features and opera, three basic fees will be payable to an artist, if the musical
g feature or opera is of a duration of 30 to 45 minutes. Four basic fees would be paid when the
wark 1s for 46 minutes and above. Forshorter duration of work of a duration of 15-20 minutes,
only two basic fees would be paid. (These rates will apply equally to participating artists and
instrumentalists). (No extra fees will be paid for rehearsals}).

vii)  For all public concerts, two-basic fees will be payable to artists and accompanists, irrespective
of the duration of the concerts or number of appearance. Only one basic fee would be payable
for a studio concert before a small audience (subsequent broadcast fee would be payable for al}
such recordings).

vii)) Recordings on C.B.R. will be done carefully after rehearsal and would normally be resorted to
only for such chunks of programme for which live broadcast is neither possiblenot diesirable
and as such the duration of items comprising the total duration would conform to such
requirements. Only B-High grading and above wouid be recorded on C.B.R. for classical
music. There would, however, be no such restriction in respect of Light or Choral music,
operatic works ot musical features.

R e N A Y

ix)  All recordings made on C.B.R. would be circulated to other stations through the P.E.U.
bulletin ssued by the DTPES. C.B.R. recordings will normally be broadcast by the recording
station at ieast six times in respect of shorter item and 3 times in respect of longer items within
the vear of recording.

X}  The above guidelines will not apply to recordings made by traditional folk or tribal music
parties.

© A e s AL S A i el

(Authority: DG AIR Memorandum No. 4/8/77-PlIE dt. 10.1.79)
C) Drama Artists, Authors etc.:
xi)  Subsequent broadcast fee @ 25 percent of the basic fee would be payable in all cases, i.e.

Casual Drama artists, authors, adaptors and Producers. 8.B.R. fee would however not be
) payable to Translators.

B e D

xii)  Casuai Drama artists should be paid 1'% basic fees for obtaining the complete broadcasting
rights. The practice of paying two basic fees to the participants of National Programme of
Plays is discontinued. No separate fee is to be paid for special monthly play in chain
series/special quarterly plays/drama festival plays.

(Authority: DG, AIR, Memo. No. 21/4/80-P6é dated 19.5.81 and 21/4/85-P¢ dated 24/25th Sept. 1985}

! xiii} Revised fee for re-broadcast/fresh production of plays broadcast before January, 1976,

E— L s sl 30 e St v BT . |

In the case of Play originally contracted by AIR prior to January, [st, [976 is either re-broadcast or
produced fresh, the subsequent royalty fee payable 10 the author/adaptor in case of rebroadcast will
be calculated on the basis of the current fee scale and in case of fresh production the author/adaptor

a fee according to the new scale after deducting the amount already paid to him for first
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broadcast from originating station as wetl as those broadcast in special Monthly Chain plays and in
National Programme for Play. In view of this, a copy of the rovailty contract {AIR-P-7) should be
given to the author/adaptor also for his/ her record. These orders are effective from Ist January,
1987.

{Authority: DG, AIR, Memo. No. 21/4/87-P-6 dated 28.1.87).

7.4.26. Travelling Allowance to Talents:

Travelling Allowance to Music artists (including Folk Music Artists; Aadivasi Music Artists and parties
tc. who are invited for programme from different stations shouid be made (both for Inter-station and
legional bookings) at the following rates:-

1) Individual artist (Top ranking, Three first class rail fares.
‘A’ and ‘B-High Grade) {By shortest route)

‘B' Grade Three second class rail
fares. (By shortest route)

(B-Grade artists will not be booked from the zone of other Station).
(ii) Parties:

(a) Leader Three first class rail fares (by shortest
route) for *B-High® and above graded artists.

Three second class rail fares (by shortest
route for Leaders of ‘B-Grade parties)

(b) Other members of the parties. Three second class rail fares
{by shortest route).

(Authonty: DG, AIR, Memorandum No, 30;2/80-PIl dated 28.4.81).

Note 1: There is no objection in making pavment of three bus fares by shortest route, where the places are not connected by rail

tAuthority: DG AR Memo. No. 277 372-P-5 dated 4.5 1973)

"Note 2: Where transport is not availabie, the Stations may pay Rs. 3/- (Rupees three 01’1_})’) for every 8 Kms. of distance covered
by foot to folk/adivasi Music artists. If the distance is less than 8 Kms. but not less than 1.6 Kms. a minimum of Rs. 3;- may be
paid. No payment will be made if the distance covered is less than 1.6 Kms. The payment of Rs. 3/- will be made both for inward
and journey. In the case of parties each member will be entitled to the payment of Rs. 3;/-.

(Authority: DG. AIR, Memo. No. 3(30)58-PI1 dated 17.2.86).

(ili)  Air travel for other eminent artists of ‘Top-ranking' *A’ grade may be c_onside!‘cd on the merit of
each case by the Director General and sanctioned at his discretion. Air farf: should be
ommended only in exceptional cases of eminent artists who normally travel by air. Proposals

B s T A
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v) All casual music artists irrespective of their grading may be allowed first class Travel for journeys
in Hill Sections. Hill sections may be those which are defined as such by the Railway authorities.

(Authority: DG, AIR, Memo. No. 30/2/80-P!I dated 28.4.81).

7.4.27. Daily Allowance:

Daily Allowance payable to talents being booked from outstations will be linked to the Class of
cities/towns where the artists perform and not to the grade of the artist/ party. They will be paid Daily
AHowance for days of performance and intervening days if any and not for the days of the journey. The

rates of Daily Allowance at present in force are as under:-

Payable to Individual artists/Leader of Party/Member of parties.

‘A’ Class City and Hill Stations Rs. 100/-
B’ Class City Rs. 75/-
‘C’ Class City/Other cities/towns Rs. 60/-

(Authority: DG, AIR, Memorandum No. 26/36/84-P3 dated 6.9.85 and No. 15;2/85-Pl dated 19.11.85).
7.4.28 (i): Payment to participating Music Parties:
The following procedure in connection with payment of participating music parties will be followed:-

a) The names of the members of the parties alongwith leader should be entered in the Index Card {AIR-
P-34).

b) Inreply sheet of the contract the names of the members to be indicated and their signature obtained
so that the same members as Auditioned participate in programme.

¢} At the time of making payment it should be ensured by the Officer on duty that all the members for
whom the payment is included in the contract have actually participated and their signature are
obtained on the reverse of the voucher so as to verify the correctness of the members having
participated with reference to the names/signature giving in the reply sheet of the contract.

d) Certificate of broadcast;recording indicated total number of participant should be recorded and

similarly the number and names of party members should be logged in the Studio Log Book in
support of payment.

7.4.28 (ii): Payment to(A)Bhajan, Kirtan, Sugam Sangeet parties, traditional devotiona! music
parties etc., other than folk music parties and (B) Vrindagaan parties.

(i) Strength of Parties:

For (A)

a} The strength of a party may be determined by the Head of a station on the basis of the type of music
and other local factors involved. However, a party should normally cor;mst of a minimum of thn?e
members (including the leader) and a maximum of six members {including the .leader'). However, in
exceptional and justifiable cases,the minimum strength can be two members (including the leader)
and the maximum ten members (including the leader).

e e
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b} The parties will bring their own accompanists and no separate accompanists will be booked by All
India Radio for these parties. The accompanists should normally not exceed five in number. But this
number should be fixed by the Head of the Station concerned at his discretion as at{a) above, and
would be in addition to the other members of the party whose strength has been provided in {a) above,

¢) Instrumental accompanists will be treated as members of the Party and will be entitled to fee as
admissible to them according to the grading of the party.

d} The leader of the Party should have a sufficient number of members at the time of audition.
Immediately after the party has been declared successful and its strength fixed, the leader of the Party
will intimate the names of the members who normally perform. In case of any particular members
being substituted at a subsequent stage, the leader of the Party will obtain the approval of the Head of
the Station to this change and the change would be from amongst the persons originally auditioned.

For (B)

a) The number of artists forming a group for Vrindagaan Programme should not normally be less than
twenty (including the leader) and more than forty (including the jeader).

However, in exceptional and justifiable cases the Head of the Station can at his discretion fix the
minimum strength at 15 (including the leader).

b} The rules regarding accompanists will be the same as for (A) (b) and (¢) above.

ii) Duration;

For (A)

The parties will be booked for the same duration as normally applicable in case of Light Music artists.
For (B)

A Vrindagaan party will be expected to present at least two compositions for a minimum duration of 15
minutes each.

7.4.29, Escorts:

Payments of Travelling allowances may be made fdr one escort accompanying a lady artist and also
blind/infirm antist. Escort will be paid two Rail fares of same class and Daily Allowance as admissible to
artist whom the escort is accompanying. TA/DA is admissible for only one escort accompanying an
artist.

Note I: 1n the case of lady artists the concession should be restricted only to cases where escort is necessary or customary sothat
it does not tend to become a prerequisite.

{Authority : DG, AIR, Memo. No. 1/40/57-P.11 dated 21.11.57).

Note 2: Payment for the escort should be shown separately in the contract form to allow the same being made only if the escort
actually accompanies the artist and a certificate to that effect in the following form duly signed by the artist and escort is
obtained.

—
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Certificate to be furnished by talents booked from outstation for payment of TA/ DA in respect of escorts
accompanying them.
“Certified that ShrijSmt, _________ whose signature below is identified, escorted me during my

tourngy from to and will also escort me backto ___________in connection with my
programme broadcast from the All India Radio on ”
Signature of the Escort Signature of Artist

Certified that the above named escort has actually accompanied the artist.

Officer on duty Programme Executive/Producer
for Station Direcctor

(Autharity : DG AIR Memo. No. 1/40/57-P.11 dated 30.8.57 and 15.3.58)

Nore 3; Blind Artist should avail of the rail concession granted to them by railways. The payment of TA should be made only for
the artist and not for the escort as Railway permit travel by the blind accompanied by an escort on payment of ane single journey
fare for the class occupied {such artists are required to produce a certificate from the Registered Medical Practitioner or froma
recognised institution for the blinds before the Station Master for availing of the above concession).

{Authority : DG AIR Memo. No,(26)62-P.II dated 9.1.1963)

Neote 4: The artist who are Govt. servants should not be allowed escort/ attendant when invited for broadcast, irrespective of the
fact whether the artist (Govt. servant) Is man or as woman.

{Authority: DG AIR Memo. No.3(44)60-P1] dated 25.10.61})
Nete 5: Folk parties consisting of Males only or males and fernales will not be entitied to get any escort.
{Authority : DG AIR Memo. No. 3 {M158-P.11 dated 17.2.60}

Note 6: Aadivasi Music Artist/ Parties may be allowed one escort irrespective of whether the party consists enly of females or of
males and fernales or even of males only. An escort is sometimes necessary even in the case of individual male artist (Aadivasi) as
these people are unaccustomed to travel etc. and need guidance.

{Authority: DG AIR Memo. N0.3(3}/58~PII de. 11.11.65)

Note 70 (A) Bhajan, Kirtan Sangeet Parties, Traditional devotional music parties etc. other than Folk Music parties and
(B) Vismsagar Parties. Parties are expected to trave! as a group and as such no escort is admissible.

(Authority : DG AIR Memo. No. 3 (14)59-PIH div. 29.12.62).

Note 8- Escorts can be allowed to women Drama Artists only on the same basis as admissible to Lady music artist. Women
drama Artist who are Govt. servant when booked for performances will not be allowed an escort.

(Authority: DG AIR Memo. No. 21/34/60-P3 dt. 31.8.62).
7.4.30. Payment of T_.A./D.A.to Spoken word talents:

1) There is no gradation system in taikers/poets for participation in spoken word programme and as
such all talker/poets are to be paid three 1st class railway fares to and from (by shortest route)

where the places are connected by rail. Where the places are not connected by rail, three bus fares
by shortest route may be paid.

1) Daily Allowance 1s pavable at the same rates as indicated in para 27 above.

{Authonty: DG AIR Memao. No,!S/Z/SS-Pl dt. 19111985},
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iii)

v)

Note: Full D.A. should be paid in all cases, where talent is paid T.A. irrespective of the distance involved.
{Authority : DG AIR Memo. No. 15/84/81-P1 du. 21/22.106.1981)

Air Fare: Sometimes it may be economical to pay air fare such as for journeys between Calcutta
and Gauhati and between Jammu and Srinagar, which are more conveniently connected by air

rather than by rail or road. This should done with Director General's prior approval
Necessary proposal in this regard should be submitted to the Directorate well in advance.

Booking of Drama Artists from the zone of another station should in the interest of economy be
confined only to drama artists graded “Top Class’ or ‘A’ and resorted to only in exceptional cases.

{Authority : DG AIR wvtemo. No. 21;34:60-P3 dt. 31.8.1962)

7.4.31. Chain Booking of Music Artists:

In order to make chain booking more effective and economical, the following guidelines are given for
strict compliance:-

1

iii)

v}

vi)

Vi)

viti)

Artists of other zones should be invited in chain only for public concerts and not for mere studio
recording. If the station just wish to broadcast recording of artists from other zones, they should
request the parent station to record these artists on their behalf or indent recordings from PEU.

There is, however, no objection to record visiting artists without payment of TA/ DA subject to the
availability of fund, time, studio facility and programme requirements.

Artists graded “B—High” and ‘A’ are eligible for consideration in chain booking for public
concerts. However, the station shouid carefully select in consultation with parent station the best
of them keeping in view the requirements of public concerts. The basic purpose behind chain
booking is to give opportunity for highly promising, talented and comparatively younger talent to
perform in public concerts.

The total number of chain booking for concerts from any station in a year should not exceed 4.
They should be evenly spreadover the year and not crowded either at the beginniag or at the end of
the financial year.

The number of main artists for each concert shouid be restricted to two for classical music, 4 for
light classical and light music and three for parties.

Stations within the same State zones should form the chain and the number of stations in each
chain may be limited to three or four in order that the chamn can be effectively executed without a

break.

The entire schedule of chain booking, artists to be featured etc. should be decided in mutual
coordination among with participating stations at least six months in advance at the Coordination
Meeting of the chain, should be compulsorily observed. Booking of artists by any single station
will not be permitted under the schemes. Prior sanction of the Directorate should be obtained for
expenditure in excess of SD's powers.

The recording of these concerts should invariably be broadcast as early as possible after concerts
are over, after giving due publicity. The stations forming the chain should, of course, stagger the

[
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ix)

dates of broadcasts in mutual consultation so that the dates of broadcasts do not either coincide or
get crowded within a short period from all the participating stations. It should also be ensured that
artists do not perform the same Ragas/items in all the concerts. Tendency to do additional CBR
recording by each station participating in the chain needs to be serverely curbed. If needed, one
station can do additional recording which could thereafter be exchanged among the other stations
later.

Artists wili continue to be paid TA/DA as admissible.

If there are 3 stations (A, B, C) forming the chain, the*A’ will pay 114 TA from parent stationto*A’,
B will pay 1% TA from A to B, C will pay 114 TA from B to C as well as 114 TA from C back to
parent station. The artists will on the whole be paid only 3 TAS to complete the chain and DA as
admissible.

They will also be paid two basic fees for each concert will S.B. fee due except in the case of folk
music artists who will be paid 14 basic fee (CBR}) as per Die. Memo. No. 12(9)/69-P.11 dated
29.8.76.

Station arranging such concert should also intimate well in advance the details of concerts to
Doordarshan Kendras located in their zone so that they could also take advantages of the presence
of these artists according to their requirements. '

(Authority : DG AIR No.30/1/83-P.I1 dated 13.7.83).

7.4.32. Broadcast engagement to Relatives of AIR Staff:

i}

i)

Programme QOfficers should ensure that their family members and blood relations are not offered
broadcast engagements irrespective of their qualifications and suitability except in cases where
they happen to be properly auditioned and graded artits in music and drama. Even in such cases,
the programme head of stations may ensure that the number of broadcast engagement offered are
invariably less than those offered to non-relative of similar grades.

(Authority : DG AIR Memo. No.15/83/82-P1 di, 23/29.10.82)

Each Programme Section will keep a proper record of relatives of AIR Staff booked for broaacast
so as to facilitate the submission of half yearly statement on the subject to the Directorate.

7.4.33. Deduction of Income-tax at source from fees paid to non-resident artists:

Under the Income Tax Act, Incomestax should be deducted at source from fees paid to non-resident
artists, at the maximum rate and super-tax at the rate applicable to the slab next to that which is exempt.
The assessee has, however, the option of having himseif assessed to super-tax with reference to his total
world income, if that is more advantageous to him,

The net amount after deducting the Income-tax should be paid to the artist who should also be given a
certificate of deduction of Income-tax (in the form printed below) to enable him to obtain refund if any
from the Income-tax Officer, Non-Residents Refunds Circle, Bombay.
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GOVERNMENT OF INDIA

ALL INDIA RADIO
STATION

Certificate under Section 18(9) of the Income-tax Act. Vide Rule 18-3 of the Income-tax Rutes.
Name of person making payment:

Station Director, All India Radio.._______ Nature of payment: Fee for broadcast from ail India Radio,
on

To

I hereby certify that Rupees ___andpaise _____only(Rs.________)beingIncome-tax at the rate of
paise in the rupee has been deducted from Rupees ___ only) the amount paidon _____as
fees for your broadcast performance on

Station Director
ALL INDIA RADIO

7.4.34. ldentification of talents:

A card index showing the specimen signatures of the artist obtained when he/she comes to broadcast for
the first time should be maintained. Whenever contracts are entered into on subsequent occasions, the
signatures on the contract should be verified with those on record.
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CHAPTFER Vil

SECTION V — PAYMENT OF HONORARIA, ETC., TO OFFICIALS WHO
BROADCAST FROM THE STATIONS OF ALL INDIA RADIO

7.5.1. The following orders regulate the grant of honoraria and other payments to Government

servants, who broadcast from the Stations of All India Radio.
A: Honoraria :
1) Payment of honoraria may be made at the rates prescribed 1in Annexure V]I

i)  Inregard tothe paymentto Government servants for translation work and for royalty payment for
scripts, the Government servant will be treated at par with non-officials.

{Authority : DG, AIR. Memo. No. 6(11)-62-PI, dated 2nd July, 1963)

i)  The employees of All India Radio are not entitled to any honorarium for contribution to or
participation in broadcast of programme e.g., writing of scripts of talks, plays, features,
participation ir music drama, T.V. Programmes.

(Autherity : DG, AIR, Memo. No.6(9)/65-PI, di.5;7th July, 1966).

Note: The expression “employees of All India Radio™ used above does not include Staff Artists/ Artist and the Production Staff
who are employed on the basis of contracts. Their contracts provide that they have to render such ot her services, {other than the
services assigned to them) as may be required of them without any extra fee. Consequently, no fee is payable to any Staff Artist
(including programme production staff) for a broadcast or for participation in a programme. As for payment of remuneration
for additional work allotted to a staff artist, reference is invited to the Chapter on Staff Artists,

Directorate’s approval to the payment of honorarinm of more thar Rs.25 to Government servants (other than employees of
AIR]} for their participation in AIR programmes not connected with their official duties is not necessary,

(Autherity: DG AIR, Memo. No. 6(%)/65-PI, dt.14th Sept., 1966},

7.5.2. The sanction of the Heads of Department is necessary under Rule 8 of the Central Civil Services
(Conduct) Rules, 1964 before assistance can be given at a Broadcasting Station by Government servants
subordinate to them. Their sanction is also necessary under Rule 46(b) of the Fundamental Rules to the
acceptance by Government servants of honoraria from general revenues. The Heads of Departments
cancerned, when giving permission to an officer sub-ordinate to them to broadcast a talk (vide Form
AIR-P.38) will be assumed to have agreed to ailow him to receive an honorarium. if he wishes to do so,
unless they record a contrary order.

Note I: Part time employees of Government departments are not to be treated as Government servants for the purpose of
payment of remuneration and their fees should be decided on merits as in the case of other casual artists,

(Authority: DG AIR, Memo. PH H{2)-19;50 di. 20.9.1951}).

Note 2: HighCourt Judges may receive a nominal fee for broadcast talks on non-controversial subjects, without the permission
of Government.

{Authority: G.L, Finance No.F.4(10)-E.111; 50 dated 5.7.50 and Comptroller and Auditor General's letter No.538 A-161-49
dated 11.8.1950).
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Nate 3: (1) With the issue of the Central Civil Services (Conduct} Rules, 1964, Government Servants are now not required to
obtain any sanction to breadcast on All India Radio if such broadeasts are of a purely literary, artistic or scientific character. In
such cases the onus of ensuring that the broadcasts are of such a character rests on the Government servant concerned.

(2) A question has, however, arisen whether the permission of competent authority is now necessary for the purpose of
acceptance of honorarium under F.R. 46(b) by a Government servant in such cases, The matter has been considered by the
Ministry of Home Affairs in consultation with the Ministries of Finance and Information and Broadcesting and it has been
decided that in cases in which nosanction is required for such broadcasts, no permission is necessary for Government servants to
receive the honorarium.

(3) In cases where sanction to broadeast is necessary, such sanction, if given should be taken to carry withit also the sanctionto
receive the honorarium.

{Authority: DG, AIR, endt. No.2/28/56/P-1I dated 1.3.57).

Note 4. A question has arisen whether in the Children’s Programme where school children broadcast programines from AIR
Stations, it is necessary for the Head of an Institution or the parent who happens to be a Government servant, to obtain
permission of the Head of their Department. Since the programme is broadcast by children who are not Government servants
themselves and their teachers or parents sign the form on behalf of the children as femporary or permatent guardians becausethe
children are minors, it is not considered necessary that such teachers/ parents should obtain sanction of their official superiors.

(Authority: DG, AIR, Meme, No.PlI/H-2/55 dated 8.9.55).

Note 5: The employees of the corporate bodies iike the Life Insurance Corporation, Air Lines Corporation and the Delht

Transport Corporation, are to be treated as non-officials for purpose of making payments to them for broadcast of programmes
on AIR.

(Authotity: DG, AIR, Memo, No.P1;/H-3/59 dated 21.10.59)

Note 6;  The Government servants working with corporate bodies, limited concerns, panchayat Raj etc., who are called for
broadcast of Programmes on All India Radio should be treated as Government servants for the purpose of payments of
T.A./D.A. to them.

(Authority: Ministry of I&B U.Q. No.20(1)/63-B(P), dated 2nd July, 1963 — DG, AIR, Memo. No.6(7)/63-P1 dated, Bth July,
1963).

Note 7@ The Chairman and Members of the various Public Service Commissions are not required to obtain approval of the
Government for giving broadcast talks. There is no restriction on their accepting honorartum for giving such talks. However,
they are expected to be guided generally by the principles underlying instructions issued by the Government of [ndia from time to
time relating to broadcast of talks by the officers of the Government of India.

(Authority: DG, AIR, Memo, No.6(7)/63-P1 dated 18th December, 1963).

Note 8: In case of Government servants working in other Departments, the onus for obtaining sanction of their respective
Departmental Heads for doing a broadcast and accepting honorarium thereof lies on the Government servant.

7.5.3. In case of broadcasts not connected with the official work of the Government servant, the head of
Station should obtain a certificate to this effect from the Government servant concerned before making
payment to him under items 2 and 3 of Annexure 4.

B: Travelling Allowance

7.5.4. Only those Government servants should ordinarily be asked to broadcast talks etc., who are
resident at, or happen to visit the place where broadcasting station is situated so that no question of
payment of travelling allowance or halting allowarce would arise.
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If All India Radio finds it necessary in exceptional cases to invite officials of Central/State Government
including those on deputation to corporate bodies, limited concerns, panchayat raj etc. from outstation

to broadcast programmes of music, talks, drama etc. they should be allowed Travelling/Daily Allowance
as under:-

1) If a person is invited for broadcast on subject matters which are connected with his official duties,
he will be paid at the rates admissible to him under his departmental rules.

i)  When a person is invited in his individual capacity by virtue of his special attainment in the subject
matters which are not connected with his official duties and/ or for purely of a literary. artistic or
scientific character, he will be paid at the same rates as admissible to non-official artists of
comparable grade.

The expenditure incurred in all the cases will be a charge on All India Radio.

(Authority: DG, AIR, Memo. No.2(1}/60-PII dated 6.8.65)

Note:  Inthe case, however, of employees of All India Radio who are Government servants, invited for broadcasts from other
Staticns, they should be treated as on tour and TA/DA paid to them accordingly.

(Authority; DG, AIR, Memo. No.2(1}/68-PII dated 30.8.68)

7.5.5. The payment of Travelling and Daily Allowance should be made on the production of a certificate
by the Government servant concerned from his Head of Office whether or not the broadcast is connected
with his official duties. If the claim for TA/DA is preferred under his departmental rules, the
Government servant should produce a certificate from his Controlling Officer that the amount claimed is
admissible under the rules applicable to him. In all cases, the Government servant concerned should also
furnish a certificate that he actually travelled by the class of accommodation for which the fares are
given/claimed.
The claim for T.A. in respect of Government servants who are invited to broadcast in their official
capacity and are paid T.A./D.A. under their departmental rules should be preferred by them on the
prescribed T.A. Bill form. Payment should be made to them immediately after finishing their assignment,
on production of the certificate referred to above. The Controlling Officer’s certificate on the bills should
not be insisted upon in such cases, since it would mean prolonged delay in payment. The certificate of the
Government servant shouid suffice.

A Government servant who is invited for radio programmes in his individual capacity -— vide clause (ii)
of para above and paid T.A. and D.A. at the rates applicable to non-official artists of comparable
grades, will not be required to claim T.A! and D.A. in the prescribed form, and the payment will be made
to him by All India Radio in the same manner as to non-official artists.

(Authority: Min. of I&B letter No,12(15)/59-B(M} dated"19.12.60, No.20(1)63-B(P) dated 21.9.63 and 9.6.65. DG, AIR,
Memo, No.2(1)/60-PII Vol.ll dated 6.8.65).

Nare I Payment of T.A. and D.A. 1o escorts of blind Government servants invited by AIR Stations from outstations for
broadcast of programmes of music, talks, drama, etc. should be regulated as under:-

i} 1 a blind Government servant is invited for broadeast on subject matters which are connected with his official duties he
and his escort will be paid at the rates admissible to the Government servant under the Departmental Rules.

ii} When a blind Government servant is invited in his individual capacity by virtue of his special attainment in the subject
matters which are not connected with his official duties and/ or purely of a literary, artistic or scientific character, he and
his escort will be paid at the same rates as admissible to non-official artists of comparable grade.
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(Authority: DG, AIR, Memo, No.2(1)60-PI, VoL dated 20.9.65 and 23.9.65).

Nate 2: Except as provided in Note | above the artists who are Government servants should not be aliowed an-escort/ attendant
when invited for broadcast irrespective of the fact whether the artist {Government servant) is a man or a woman.

{Authority: DG, AIR. Memo. No. {(44)/60-PII dated 25.10.61),
C: Conveyance

7.5.6. {a) No conveyance allowance should be allowed to the officials invited to broadcast in addition to
the payments mentioned above. The Station Directors of Al India Radio are, however, allowed
discretion, in exceptional or emergent cases, to order the Station Car to transport an official speaker to or
from the Studio where he delivers his talk. The Car should be used only within a reasonable distance of
the All India Radio concerned for this purpose, e.g., not exceeding the distance from New to Old Delhi.

(b} If officials who are in exceptional cases asked to broadcast from an out station, have to travel by train
to the place where the broadcasting station is situated, they may also, at the discretion of the Station
Director, be allowed the use of the Station Car to take them from Railway Station to their hotel or other
place of residence, and to and from the hotel to the studio for broadcasting. if the Station Car is used by
an official, the fact that he has been saved the expense of hiring a conveyance for these journeys should be
taken into account in calculating the actual expense to be allowed to him under the orders mentioned
above,

7.5.7. The above rules relate only to the officials of Govt. of India (including those employed in
diplomatic post abroad) and State Governments who are invited by All India Radio to give broadcast
talks, etc. from its stations and do not apply to the following cases and categories of persons.

a) Payments to officials who broadcast from All India Radio Station at the request of any State
Government which may desire a special feature to be broadcast.

Note: Insuch cases it is for the State Government to decide as to what payment if any, they wish to maketothe official concerned.

(Authority: G.i. Deptt, of Industries and Labour K.221 dated 16.9.1937),
b) Broadcast by:-

i) Holders of political appointments e.g. Minister, Parliamentary Secretaries, Speakers,
Presidents of Legislative Councils, etc.

(Authority: DG, AIR, Memo. P(I} H4-2/46 dt. 14.6.1946)
1) Officials of foreign Governments.

1)) Persons who are engaged by Government on contract basis and who receive only honorarium
or fee for professional advice,

7.5.8. The Government of India with the concurrence of the Comptroller & Auditor General of India
has relaxed the provisions of Rule 20 of C.T.Rs. Vol. I so as to permit the Station Director, All India
Radio to make direct payment to Gazetted Government servants of the honorarium sanctioned for
broadcasting from or assisting at the Stations of All India Radio.

{Authority: G.1. Industries & Labour Deptt. letter No.K-421 dt. 10.2.1937 received with Finance Deptt.
endt. No.D-1223-F dated 19.2.1937 Paragraph 87 of T.A.D. Manual Vol.Il of A.G. Madras).
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7.5.9. With a view to simplifying the procedure of payment of honorarium to Gazetted G ovt. servants, it
has been decided that honorarium upto fifty rupees on each accasion may be paid to the Gazetted Govt.
servanis concerned on the spot by the Head of Office for which the service entitling the former to
honorarium.

It has also been decided that the following procedure may be followed inthis regard. For the purposes of
making payment of honorarium referred to in sub-para above, the head of office will draw the amount by
presenting a bill in the form of a simple receipt on the basis of the sanction accorded by the authority
competent to sanction the payment on honorarium and disburse the amount to the payee concerned, a
proper receipt, duly stamped where necessary, being taken in each case. The voucher should bear aclear
distinction to indicate that it relates to payments to gazetted officers and should be included by the
P&AOs in the gazetted schedule of payments for purposes of audit. The amount drawn on the bill will be
classified as debitable to *Allowances, Honorarium etc.’ under the grant concerned. Any amount
remaining undisbursed should be refunded into the Treasury. The Head of Office paying honorarium will
also inform the disbursing officer from whom the gazetted officer normally draws his regular monthly
pay and allowances about the facts of the payment having been made to the gazetted officer, and the latter
on receipt of such an intimation will take this fact of payment into consideration in determining the
amount of the Income Tax to be deducted at source from the salary of the gazetted officer in question.

(Authority: Min. of Finance, (Deptt. of Economic’s Affairs) O.M. No.F.10(37)-B/62 dated 28.1.67).

7.5.10. Payments of fees to Ministers, Deputy Ministers, Parhamentary Secretaries, Speakers and
Chairman of the Union and State Legislatures and Members of Parliament and State Legislatures.

Payment can be made to any of the categories of persons mentioned above for occasional broadcast of
talks. The Directorate Secret Memo. No. PI1A-91/52, dated 20.6.59 may be referred to in this
connection. '

7.5.11. Payment of fees to the Governors of States:

The Directorate Secret Memo. No.2/1/57-P2M, dated 4.3.57 may be referred to in connection with the
payment of fees to the Governors for broadcasting talks etc. from AIR Stations.
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CHAPTER-VII

SECTION VI — TRAVELLING ALLOWANCE TO GOVERNMENT SERVANTS AND
ARTISTS/NON-OFFICIAL MEMBERS

7.6.1. Travelling Allowance is an allowance granted to a Government servant to cover the expenses
which he incurs in travelling in the interests of public service. It includes allowances granted for the
maintenance of conveyances, horses and tents. It is a compensatory allowance and should be so regulated
that the allowance is not on the whole a source of profit to the recipient. Detailed rules to regulate the
travelling allowance of Government servants are laid down in Supplementary Rules.

7.6.2. Scrutiny of Travelling Allowance Bills:

It is the duty of the Controlling Officer and Head of Offices to scrutinise tour programmes with reference
to the necessity, adequacy etc., of the proposed journeys and halts. The tour programmes should be
submitted for approval to the competent authority sufficiently in advance of the intended tours. It should
be clearly understood that T.A. claims are liable to be refused for any journeys which are performed
without the Controlling Officer’s approval.

Nore: Duties and Powers of Controlling Officer are contained in §.R. 195.

7.6.3. The previous permission of the Director General should be obtained in each case before the Head
of a Subordinate Office of AIR leaves the Station either on official business or for private reasons. If he is
required to leave the Station in an emergency, he may obtain the verbal permission of the respective
Divisional Heads in the Directorate (E-in-C/DDG(A); DDG(P&D); DDG(C); DDG(]) and inform the
Directorate accordingly. The restriction would not apply in extreme emergent cases when the Head of an
AIR Office may have to ieave the Station without previous permission on his own responsibility subject
to a report made to the Director General immediately.

7.6.4 (i). The limit of the spheres of duty of the Head of Office of All India Radio Station/Office for
purposes of Supplementary Rules will be ‘ALL INDIA’ in case where the incumbent of the post is in the
pay scale of Rs.1500-2000 (pre-revised). In other cases, the spheres of duty will bethe “STATE” in which
AIR Station/Office is situated. The index regarding‘Zoning of Stations is shown in Annexure XIil. Any
visits outside the spheres of duty which may be found necessary will require the previous sanction of the
Zonal Chief Engineer/Deputy Director General of the Region/Director General as the case may be.

7.6.4 (ii). Performance of tour by the Head of the Stations within their sphere of duty for
purpose of Supplementaries Rules.

At present references are made by the Heads of Stations of All India Radio to this Directorate for
obtaining permission for being away from Headquarters when the tour is performed by them within their
sphere of duty as specified in Annexure 5 to Chapter 5(Section VII) of the AIR Manual Vol.I, The matter
has been recently considered in this Directorate and it has been decided henceforth instead of seeking
prior permission for being away from Headquarters in such cases the Heads of Stations may only send an
advance intimation in this regard to the Dte. when they propose to be away on tour within their sphere of
duty.

(Authority: DG, AIR Memo No. 15(a);76-S1 dated 7.7.76)
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7.6.8. For a journey of the Station Director beyond his jurisdiction (but within his own zone} the
sanction of the Director General is necessary, and shall be recorded on the travelling allowance bill when
it is received in the Directorate General for counter-signature. No separate application need be made for
formal sanction to such a journey. A Station Director may not, however, proceed to a place outside his
‘Zone’ without the prior sanction of the Director General or Regional Dy. Director General concerned.
Station Directors may exercise the powers of Controlling Officer in regard to the travelling allowance
bills of the establishment under them. These orders do not atfect the periodicity of the visits mentioned in
the next paragraph which have been specifically approved by the Directorate.

7.6.6. The Stations and Auxiliary/Vividh Bharati Centres have been grouped as shown below for the
purposes of Programme Co-ordination Meetings:

AIR Stations, Vividh Bharati Centres, CBS Stations are grouped as shown below for the purpose of
programme Coordination Meetings:

PROGRAMME COORDINATION MEETINGS — STATE/AREA-WISE

Group Name of Stations/Vividh Bharati & CBS Centres.

L Gauhati, Shillong, Dibrugarh, Passighat, Tezu, Tura, Imphal, Kohima, Tawang, Silchar,
Itanagar, Aizawl and Agartala.

11. Calcutta, Siliguri, Kurseong and Agartala, Gangtok and Silchar.

111. Cuttack, Jeypore and Sambalpur,

1v. Hyderabad, Vijayawada, Visakhapatnam, Cuddapah, Adilabad.

V. Madras, Pondicherry, Tiruchirapalli, Coimbatore, Tirunelveli and Nagercoil.

VI, Bangalore, Dharwar, Gulbarga, Bhadravati, Mysore and Mangalore.

VIL Trivandrum, Calicut, Trichur.

VIII. Bombay, Pune, Panjim, Nagpur, Sangli, Parbhani, Aurangabad, Ratnagiri, Jalgaon,
Sholapur. _

IX. Ahmedabad, Baroda, Rajkot and Bhuj.

X. Bhopal, Indore, Gwalior, Jabalpur, Raipur, Chhattarpur, Ambikapur, Jagdalpur, Rewa.

XI. Patna, Ranchi, Bhagalpur and Darbhanga.

XII. Jaipur, Ajmer, Jodhpur, Bikaner, Udaipur, Suratgarh and Kota.

XIII.  Lucknow, Allahabad, Varanasi, Rampur, Mathura, Kanpur, Gorakhpur, Najibabad and
Almora.

XIV.  Jalandhar, Simla, Chandigarh and Rohtak.
XV. Srinagar, Jammu and Leh.

PROGRAMME COORDINATION MEETINGS ON ZONAL(INTERSTATE) BASIS,

XVE. Delhi, Lucknow, Jalandhar, Jaipur, Patna, Simla, Bhopal, Rohtak, Port Blair.
XVII. Madras, Hyderabad, Bangalore and Trivandrum.

XVIII. Bombay and Ahmedabad.

XIX. Gauhati, Itanagar, Aizawl, Shillong, Kohima, Imphal and Agartala.

XX, Calcutta, Cuttack and Gangtok.
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Note: |, Group I would include Aizawal also. Moreover, Agartala is required 10 attened the Coordination Meetings of Groupl
twice a year {2 quarterly meetings) since it {alls in the Programme and Administrative zone of North-East. 2. Agartala and
Silchar, on account of the main fanguage of their broadcasts, are also required to attend the coordination meetings of GroupIl
on guarterly basis. 3. The Programme Heads of Local Radio Stations may attend the Programme Coordination Meetings onthe
second days of these meetings.

Note:2. Heads of the Offices included in a group may hold a Programme Co-ordination Meeting in any of the office included in !
the group (in the case of groups I to XV once in three months and in the case of groups XV to XVIII once in six month). i

Note: 3. The Head of the Station could in addition to himself, take with him for such meetings a Programme Executive, or a
Producer or Assistant Producer, as may be absolutely necessary for the purpose.

Note:4. Auxiliary/V.B. Centres shoeld normally be represented at these meetings by the ASD/Programme Executive. It shoukd
I not, however, be necessary to get representatives from the Auxiliary/ V. B. Centres for every Programme Co-ordination Meeting.
' They should be required to attend only those meetings where problems that would affect programmes broadcast from the
i Auxiliary;V.B. Centres are to be discussed. The question whether a particular meeting should be attended by a person from an
Auxiliary/V.B. Centre will be decided on each occassion by the Head of the Station to which the Auxiliary;V.B. Centre is
i attached for programme purposes.

| Note: 5. 1n order to place this arrangement on a systematic footing the Head of the Station mentioned first in each group should

i act as the convenor and should be responsible for ensuring that meetings are convened regularly. Usually the meetings may be
held at each Station in rotation rather than at the Station named first except when special reasons would make it convenient to

i do otherwise. The Head of the Station responsible for convening the co-ordination meeting should also inform the Directorate
General, in advance of the date, of the venue and agenda of each meeting so that, in case it is felt necessary, the Directorate will be
in a position to send a representative to attend the meeting. A brief report on the proceedings of each meeting should be sent to
the Directorate by the Convenor.

Note: 6. Individuat sanctions would not be necessary for these journeys by the Heads of Offices and their parties.

(Authority: for para 5.7.6. DG, AIR, Memo. No. (1)} 69-P6/P3;23/25-7-69, 5.9.69, 25.12.69 and 24.3.70).

7.6.7. Daily allowance to staff of All India Radio Stations who are called for training in the Staff
Training Institute, New Dethi will be paid as per Govt. of India’s orders below SR 73 as the continuous
halt for the purpose has been considered necessary in the interest of service.

7.6.8. The following procedure should be followed in the matter of payment of T.A. and D.A. to the
trainees attending courses in the Staff Training Institute.

P I VR

i) As the persons to be invited for training are selected and approved by the Directorate General the
order issved by the Staff Training Institute summoning the officials for attending the training
course should be treated as sufficient authority for the journey beyond the jurisdiction of the head
of office; no further sanction will be necessary.

i) The Director, S.T.1. will issue a certificate of attendance specifying the period during which the
official attended the course at the School.

1)) On the basis of the above the head of the office will prepare the T.A. bill and make the payment.

7.6.9. The Director General, All India Radio has been authorised to provide Government transport free
of charge to the non-gazetted staff (programme or technical) of AIR for (1) outward journeys from the
residence to place of work and (2) return journeys from their place of work to their residence on the
foliowing terms and conditions:~

!
g
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a) When a member of programme or technical staff is despatched to a place away from the studios or
stations, to conduct an outside broadcast or on other official duty which does not finish within the
working hours of studios or stations;

b) When such staff is specially summoned to office outside ordinary hours of duty say early morning or
is detailed unusualiy long after a station has closed down in connection with the work of an urgent
character such as repairs to transmitters or similar work.

2. No other remuneration or concession in the form of conveyance charges, compensatory leave,
overtime allowance, etc., will be allowed when Government conveyance is provided.

3. The facility of providing Government transport free of charge should not be given to staff in receipt of
permanent travelling allowance or conveyance allowance for journeys within a radius of 16 km. When
Government transport is provided to them for journeys beyond the above limit, the Government servant
will have to forego 1/30 of his permanent Travelling Allowance/ Conveyance Allowance for each of such
days and will have to pay full charges for the use of Government transport at prescribed charges.

4. The Government transport should not be provided to the members of staff for outward journeys from
their residence to the place of work and for return journeys from their place of work to residences as a
matter of routine. In case, however, public conveyance is not available use of Government transport may
be allowed in such cases as a special case where absolutely necessary in public interest.

(Authority: Ministry of 1&B letter N0.9(12)62-B(M) dated 20.10.64 and addendum No. 1)(8)A&G/56
dated 23.1.67 and corrigendum dated 14.6.67. DG, AIR, Memo. No. 10/8/56/-A&G dated 24.11.64 and
3.3.67).

7.6.10. Travelling Allowance to Official Members of Advisory/Audition Committees for All
India Radio, who reside outside the Station.

1. The Government of India have ordered that travelling allowance and daily allowance to State/Central
Government servanis and employees of Commercial/Industrial Undertakings of Central or State
Government or of statutory bodies controlled or financed by the Central/State Government, who are
called upon to come from out-stations to attend meetings of Advisory/ Audition Committees constituted
for All India Radio, shall be paid as indicated below:-

1) The State/Central Government servants and other employees mentioned above who attend the
said meetings by virtue of posts held by them will be governed by rules of Travelling
Allowance/Daily Allowance in force in the parent Government/Body concerned.

it) The State/Central Government servants and other employees referred to under (1) above who are
invited to attend the said meetings in their individual capacity by virtue of their specialised
attainments will be paid Travelling Allowance/Daily Allowance as non-officials in accordance
with the regulations prescribed under Section “A” of Ministry of Finance (Department of
Expenditure) Office Memorandum No.F.6(26)-E.IV/59, dated the 5th September, 1960, as
amended from time to time, vide Appendix 35 of F.R.s Vol.Il

iii}  Notwithstanding the provisions in clauses (i} and (ii} above, State/Central Government servants
and other employees of State Undertakings and statutory bodies who are otherwise officially
entitled to higher rates of travelling/ daily allowance under the rules in force in their respective
parent Government/Body should be allowed to draw such higher rates when atiending the
meetings of the Advisory/ Audition Committees of All India Radio.
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2. The travelling allowane/daily allowance of State Government employees appointed to serve on
Committees and Commissions set up by the Central Government will be drawn and adjusted in
accordance with the following procedure:-

1) A copy of the orders of the Government of India, appointing a State Government employee to a
Committee or Commission set up by the Government of India shall be communicated to the
Accounts Officer of the State concerned and a copy to the concerned Pay & Accounts Officer
indicating the Head of account to which the charge is debitable and Pay & Accounts Officer in
whose books it is finally adjustable.

t)  The travelling allowance/daily allowance will be drawn by the employee himself (if a gazetted
officer) or by the Head of the Office (if he is a non-gazetted officer) under the rules of the State
Government,

i)  The bills should be supported by a certificate from the Controlling Officer of the
Committee/ Commission specifying the dates on which the officer attended the meeting of the
Commuttees or Commission.

v)  As the TA/DA will be regulated under the rules of the State Government the charge should
appropriately be audited by the State Accountant General.

v) The charge being adjustable in the books of concerned Pay and Accounts Officer, the debit may be
passed on to him by the State Accountant General through the exchange account together with the
requisite certificate of audit.

(Authority: Min. of Finance letter No.F.6(4)E-IV/58 dated 21.4.59 and Ministry of I&B letter
No.28(12)61-B(A) dated 28.7.61).

7.6.11. Travelling Allowance to Staff Artists/Artists:

As adjustable to regular Govt. servants.

7.6.12. Travelling Allowance to Casual Artists:
Reference is invited to relevant section dealing with Casual Artists.

7.6.13. Payment of Travelling AHowance to Parliamentary secretaries attached to Central
Ministers or State Ministers for attending meetings of Programme Advisory Committees.

Reference is invited to Ministry of Law U.Q. No. 4353/53-Admn. dated 21.10.1953.

7.6.14. Refund of cancellation charges on unused rail and air tickets.

Since the Railway authorities entertain claims for refund of cancellation charges on unused railway
tickets (including A.C.C. tickets) only from the passengers concerned, it has been decided that where the
official rail journey is cancelled solely due to official reasons, the Government servant should prefer to
the appropriate Railway authorities, his ciaim for refund of cancellation charges (excluding reservation
charges) on unused tickets (including A.C.C. tickets}, duly supported by a certificate from his
Controlling Officer that the journey had to be cancelled solely due to offictal reasons. The Government
servant, who is his own Controlling officer for the pupose of T.A. may furnish such a certificate in his
official capacity. The claim for the refund preferred on the Railways, should hewever be restricted to that
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it would be, had the officer booked and cancelled his journey by the shortest route, save in exceptional
cases where the route actually adopied by the Government servant is certified by the controlling officer or
by the Govt. Servant himself if he is his own controlling officer for T.A. purposes, to be in the interest of
public service.

2. The ordinary reservation fee in such cases may be reimbursed to the Government servant without
waiting for the acceptance of his claim for refund of cancellation charges by the Railway authorities. The
amount of reservation fee reimbursed to a Government servant is debitable to the same head to which his
travelling allowance is charged.

No refund of “A gency charges” is admissible, as a Government servant who books his journey througha
“Travel Agent” does so for his own convenience.

3. Refund of canceliation charges paid by Government servants for air tickets pruchased by them in
connection with journeys on tour may be allowed, if the cancellation of such journeys is due to
circumstances which are unavoidable and beyond the control of the Government servants concerned.

In respect of the officers and the staff employed in Attached and Subordinate Offices under a Ministry,
the powers to allow refund of cancellation charges may be exercised by officers who have been declared as
Heads of Departments under SR 2(10) provided that the amount of cancellation charges does not exceed
Rs. 10/-. In respect of their own claims not exceeding Rs. 10/- the Heads of Departments concerned will
record a certificate to the effect that the cancellation of journey was due to unavoidable circumstances.

Ministries will obtain from Heads of Departments under them quarterly statements of re-imbursements
allowed by them.

When the cancellation of air journey is solely due to official reasons, the cancellation charges may be re-
mibursed by Government to the officers concerned. The re-imbursement may, however, be limited to
such of the officers as are eligible for journey by air and as have heen authorised by a competent antority
to travel by air but the amount may be limited to the net deduction made by the Air Transport Company
concerned.

The orders contained in the above sub-paras would also apply to refund of cancellation charges paid by
Government servants on unused air tickets purchased by them in connection with journeys by air on
transfer. The refund will be permissible in those cases only in which the Government servant was either
entitled under S.R. 48-B to perform the journey by air at his discretion, or was specially authorised by the
competent authority to travel by air at Government expense in the public interest. Such refunds may be
allowed in respect of unused air tickets purchased by the Government servant for himself and for those
members of his family who were entitled or specially authorised by the competent authority to perform
the journey on transfer with him by air at Government expense.

(Authority: Ministry of Finance (Department of Expenditure}) O.M. Nos. F.l{4[)El1;47 dated I3th September, 1947,
F.5(124)—EIV; 58, dated 14th November, [958 and F.49)EIV/A /61, dated 7th December, 1961, DG, AIR Endorsement
No. 52161 —A&G, dated 26th April, 1962).

Note {: The administrative Ministries may themseives authorise the refund of cancellation charges paid by non-official members
of Committees. Commussions and Board of Enguninies, on air tickets purchased by them in connection with journeys on tour,
where such journeys are cancelled due to circumstances which were unavoidable and beyond the control of the non-officials, e.g.,
on account of some urgent meeting of another Committee set up by the Government or immediate work which could r{ot be
postponed, or illness etc. All such claims will, however, be scrutinised by an officer not below the rank of Deputy Secretary in the
Ministry proper before they are admitted.
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(Authority: Ministry of Finance O.M.Nos.F.5(124)E.1 ¥} 56, dated the 30th May, 1957, F.5(81)EIV/58, dated the 27th June,
1958, F.6(60)EIV (59, dated the 16th May, 1959 and 5(125)EIV/ 59, dated the 7th January, 1959; DG,AIR's endorsement Nos.
5(41)A&G /57, dated the [3th July, 1957, 5(29)A&G /S8, dated 1 = 29th July, 1958 and S(4)A&G/59, dated the 3rd September,
1959 and 23rd December, 1959).

Note2: Where 4 rail journey is cancelied by a non-official member due to the postponement of the meeting he may prefer to the
appropriate Railway autority his claim for refund of cancellation charges {excluding reservation charges) on unused railway
tickets. The clatm should be accompanied by a certificate frum the officer authorised by the secretary of the Ministry or by the
head of the Department to countersign his T.A. bills. stating that the journey had to be cancelled dueto postponement of the
meeting.

(Authority: Ministry of Finance {Department of Expenditure} C.M. No. 3(R)EIV(B)64 dated 6th June, 1964 DG.AIR,
endorsement No. 5(21}/64-A&G dated 14th July, 1964},

7.6.15. It has been decided by the Comptroller ard Audor General that T.A. bills for “Nil” amount
should also be presented to the PAO in accordance with para 131 of CTRs, Vol. I where the PAO’s office
exists and in case of a Cheque Drawing DDO will send such bills for ‘Nil' payment to PAO through
weekly statements of payments.

7.6.16. Traveiling allowance and honoraria to non-official members of committees etc.

There are following Advisory Committees/ Consultative Panels attached to All India Radio:
. Rural Programme Advisory Committees at AIR Stations.

. Consultative Panel for Educational Broadcast at Capital Station.

. Advisory Committees on Science & Technology at Capital Stations.

. Industrial Workers Programmes Advisory Committee at Capital Stations.

. Family Welfare Programme Advisory Committee at a few stations.

- Sports Programme Advisory Committees at Directorate General.

. Programme Advisory Committees at 60 AIR Stations.

. Technical Advisory Committees for AIR and Doordarshan at AIR, Head-quarters.
. Music Audition Board.

. Local Audition Committee.

W oo - v B W N e
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The President has sanctioned the grant of Travelling Allowances to non-official members of :-

- Rural Programme Advisory Commiitees at AIR Stations.

. Consultative Panel for Educational Broadcast at Capitat Stations.

. Advisory Committees on Science & Technology at Capital Stations.

. Industrial Workers Programmes Advisory Committee at Capital Stations.

. Family Welfare Programme Advisory Committee at a few stations,

- Sports Programme Advisory Committees at Directorate General.

- Programme Advisory Committees at 60 AIR stations.

. Technical Advisory Committees for AIR and Doordarshan at AIR, Head-quarters.
. Music Audition Board.

. Local Audition Committee.
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Attached to AH India Radio Stations on the terms and conditions laid down in Ministry of Finance
Office Memorandum No.F.10(2)—EI11;51 dated the 12th April, 1951 as amended from time to time,

{Authority: Government of India, Ml!‘ll‘slr\-’ of i&B. letter No. 17(6}/53—BI dated 16.3.1955 and U'O.No. 29(2}/60—-BY dated
17.2,62. DG, AIR. Memo. Nos. 12(23)59—P2 dated 1.4.61 and 4(12)/61—P6 dated 7.3.62)

7.6.17. Payment of Travelling Allowance, Daily Allowance, Conveyance‘Alldwance, etc., to
Non-Officials, (including Members of Parliament and State Legislatures) and retired Judges of
the High Courts and the Supreme Court.

Reference is invited to Appendix 35 of F.Rs. and S.Rs. VolIl.

Note: The Director General, A.LLR. has been delegated the power to sanction travel by air or A.C.C. by non-official members
of committees attached to the Directorate General or Stations of A.LR. vide $.No.10 of Section XI-A of Annexure I to
Appendix 1.

7.6.18. Grant of Honorarium to non-official members of the Music Audition Board/Local
Audition Committees for audition work.

Non-official members of the Music Audition Board (Northern and Southern Panels) attached to the
Directorate General, All India Radio and of the Local Audition Committees attached to AIR Stations
for conducting auditions may be granted Consultation fee at the rates specified below:

(a) For each member of Music Audition Board Rs.75/- per day irrespective of
who is not a member of Parliament and who the number of candidates/
actually attends an audition session. Tapes listened.

(b) For each member of Local Audition Committee Rs.65/- per day irrespective of
who is not a member of Parliament who actually the number of Candidates/
attends an audition session. Tapes listened,

In addition to the Consultative {ee, the members will also be entitled to TA as admissible under the rules
but no Daily Allowance. Not more than two non-official members may be present at any particular
audition,

Ex-officio members of the LAC and MAB will not be entitled to any honorarium.

(Authority: Min. of I&B. letter No. 27(11)58-B(P) dated 6-9-60 and 29(9)62-BP dated 28-3-63. DG, AiR endt. No. 4/ {1 58-PII
dated 25-11-60 and 4/3i/63-PH dated 22-4-63 -DG, AIR u.0. No. 10:3/75-P3, dated 2.8.75 and dated 22-11-75).

7.6.19. T.A. to non-officiais (other than members of Committees) for performing any public duties in an
honorary capacity when any person not being a Government servant is required to perform any public
duties in an honorary capacity he may be granted T.A. for the journey calculated under ordinary Rules
for the journey of a Government Servant on tour-vide S.R. 190(a)- and for this purpose the grade to
which he would be considered to belong is to be declared by the D.G. with due regard to such person’s
position int life. It has, therefore, been decided that the required information should be furnished to the
Directorate whenever non-officials are required for some honorary work in AIR to enabie the
Directorate to arrange for the following action to be taken in time :

i) Issue a letter of appointment/invitation in favour of the persons concerned specifying the public
duties they are required to perform.
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i1) Declare the grade to which each person belongs.

iif}  Declare the Station Director/ Assistant Station Director concerned as the Controlling Officer for
signing the T.A. Bills.

(Authority : DG, AIR, Memo. No. 26/16/56/PII{M) dated 27.5.57).

7.6.20. Payment of Honorarium, Travelling Allowance/Daily Allowance to the non-official
members associated with the Selection Boards for recrnitment of En gineering Assistants at the
various Stations/Offices of All India Radio.

1. The payment of Honorarium, Travelling Allowance/Daily Allowance to the non-official members
who assist the Selection Board for recruitment of Engineering Assistants at the various Stations/ Offices
of All India Radio in relation of the provisions of the Ministry of Finance O.M. No. F.6(26)-EIV /59
dated the 5th September, 1960 as amended from time to time will be made as follows:-

a) Local Members: (i.c., those who are resident in the same town where an A, LR, Station is situated)-
Honorarium @ Rs.50/- per day (No other allowance for transport etc. will be admissible and no
official transport will be provided).

b) Outstation Members: (i.e.. those we come to an A.LR, Station from another place)- Honararium @
Rs.50/~ per day pilus T.A. and D.A. admissible to grade I Officers.

(No other allowance for transport will be admissible and no official transport will be provided).

2. The expenditure involed will be debitable to the head “2221- Broadcasting Travelling Expenses” of the
respective Station/ Office of All India Radio.

{Authonty : Ministry of I&B letter No. 3/ 10/68-S1V dated 9.3.70 & DG AIR Memo No. 10{46);74-3VIIKFAC) dt. 12/ 14-2-75)

7.6.21. Payment of Consultation fee to subject matter specialists/Consultants serving on the
Central Programme Advisory Committee/Programme Advisory Committee/Consultative
Pannels of AIR.

The payment of T.A. for the subject Matter Specialists/Consultants for attending the meetings of the
Central Programme Advisory Committee/Programme Advisory Committee/ Consultative Panels of Al]
India Radio to which they have been nominated will be made on the rates approved by the Central
Government from time to time for non-officials travelling on government business, plus consultation fee
at following rates:-

(2) Subject matter Specialists in the Central Rs.75/- per head per day
Programme Advisory Committee. of the meeting.

{b) Subject matter Specialists in the Programme Rs.65/- per head per day
Advisory Committees attached to AIR Stations, of the meeting.

(¢) Consultants in the consultative panels — do —

attached to AIR Stations.
Note: No daily allowance is payable.

2. The expenditure involved is debitable to the budget grant of All India Radio under the head 2221-
Broadcasting’ in the respective circles.

(Authority: Ministry of 1&B letter No. 14/26/69-B(P) dated [4th July, 1970).
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7.6.22. Payment of fees to assessors for setting question papers, evaluation of answer books and

consultation fee for non-official members of the selection committee for recruitment to the post
of Artists in AIR.

It has been decided to make the payments as follows:-
{A) For written tests:

The paper setters and examiners will be paid as follows irrespective of the fact whether the applicant has
paid application fee or not.

Duration of Paper Paper setting Evaluation
Rs. Ps. {per answer hook)

2 hours 50.00 100

3 hours 75.00 1.50

{B) For interview:

The non-official members of the selection committee will be paid consultancy fee as follows:

Posts of Artists Consultancy fee
carrying fee scales @ Rs.

Rs. 1109-1600 and above 100.00
R5.550-900 and above 75.00

But below Rs.1100-1600

Rs.425-700 50.00

(Authority: Ministry of [&B. U.0. No. 1498/83 dated 4.5.83 and DG: AIR Memo. No. 16, 7/82-SVIil dated 13; 18-5-1983).

1.6.23. Enforced Halts:

Instances have come to the notice of this Directorate that quite often officers travelling from
Calcutta/Madras to Port Blair are stranded at Calcutta/ Madras due to non-sailing of Ships to Port Blair
for several days. Similarly, some times during curfew etc., such situations do arise and for days and weeks
the officers.are stranded at a particular place.

2. Such enforced halts have to be treated as duty under FR 9(6)(b). With a view to profitably utilising the
services of such stranded persons, it is hereby directed that officers stranded due to non-sailing of Ships,
curfew etc. should immediately report for duty at the nearest Station of AIR. Hereafter, any officer
stranded in such situations and not reporting for duty at the nearest Station will not be eligible for
treating his/her enforced halt as duty.

(Authority: DG AIR order No. 5(136) 67-5[ dated 1.9.86).
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CHAPTER-VII

SECTION VII: CONTINGENT CHARGES
7.7.1. Mode of Obtaining Cash

As a general rule in the departmentalisation system of payments, ali payments are to be made only by the
Pay & Accounts Offices of the Ministry/ Department after proper pre-check. However, as an exception
to this ruie, the DDO of offices of All India Radio which are not located at the same station as the Pay &
Accounts Office, are permitted to draw funds directly from the local branch of the Public Sector Bank
accredited to the concerned Ministry/Department by means of cheques for payment of Office
Contingencies.

Note: The term “Office Contingencies™ referred to above should be interpreted in a restricted way so as to cover only those items
which would fall within the sanctioning power of the Head of Office as well as certain periodical payments like rents, rates and
taxes, electricity, water and telephone charges and other day to day office expenses.

(Authority: Rule 3.1.1 of Civil Accounts Manual}

7.7.2. A subordinate authority-shall not incur Contingent or Misc. Expenditure except in accordance
with the rules as contained in Section 111, IV and V of Part-111 of Central Government Accounts
(Receipts & Payments) Rules, 1983 (relating to general rules and procedure different clauses of
contingent charges and the conditions governing them), Rule 13 of Delegation of Financial Powers
Ruies 1978 and Rules-90 to 97 of General Financial Rules 1963,

Note: Contingent Charges shall be regarded and treated as the accounts charges of the month in which they are actually
disbursed from Pay & Accounts Office or by chegue drawing DDOs.
{Authority: Rule 89 of GFR 1963).

7.7.3. Classes of contingencies and the powers of Station Directors

The contingent charges of All India Radio are divided into three classes viz. scafe regulated, ordinary and
special as embodied in Annexure-V1II to this Chapter. The powers delegated to Heads of Stations are
indicated in AIR Manual Vol.II (Part I)

7.7.4. Uniforms

(1) The uniforms are to be supplied to the staff as per orders issued by the Ministry of Home Affairs
from time to time. Reference is also invited to JOB No. 3.15 of the Book ‘House Keeping Jobs’. The
detailed instructions are contained in Hand Book of Uniforms of Group ‘C’ & ‘D’ issued by
Ministry of Home Affairs, (Deptt, of Personnel & AR}

(2} Motor Car Drivers working in the All India Radic Offices located in Dethif New Delhi and
elsewhere will be entitled to the issue of uniforms at the same scale and pattern iaid down by the
Ministry of Home Affairs. Khallasis and Cleaners working in Offices/Stations of AIR are not
entitled to the issue of uniforms.

(Authority: DG AIR Memo. No.5/26/63-GA dated 30.1.64).

(3} Incase where the work of stitching uniforms is entrusted to non-Government agencies or firms with
whom no running contract has been entered into by Government, a personal security on a stamped
paper should be taken in the form given in Annexure 1X. The amount of security should cover the
cost of cloth etc,, in the event of loss.
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The value of stamp paper will depend upon the amount for which the bond is given, It would be anad
valorem duty and will be borne by the party executing the bond.

(Authority: DG AIR Memo. No. 14{36) A&G/| 56 dated 5.4.57).

{4) Two Registers in Model Form 100 and 10! should be maintained to watch:

(i) the purchase, consumption and stock account of uniforms

(i1) issue of uniforms etc, to individuals,
7.7.5. Register of Suppliers Bills

A register in the form AIR-A-18 should be maintained by all heads of Offices/Stations to watch the
prompt disposal of bills received from the Suppliers.

The entries upto column 6 may be made in the Administration Branch by the Central Registry Clerk and
the Register alongwith the bills passed on to the concerned verifying officers. The remaining entries
should be fiiled in the Accounts Branch and watched by the Accountant. At the end of every month an
abstract of outstanding bills should be worked out and reviewed by the Head of Office. Suitabie action
should be taken against the persons responsible for the delay in payment, if any.

{Authority: PG AIR Memorandum No. [(19)IU; 56 dated 22ad January, 1957),

7.7.6 Dead Stock

Dead Stock Register(s) should be maintained in form AIR-A-54, in respect of furniture and office
fittings, typewriters, duplicators, tabulating machines, cycles and musical instruments. The account of
other items like time-pieces, Godrej locks, metric weights, Garden tools, buckets, petromax lamps, brief
cases etc. may be maintained in form AIR-A-20.

This register should contain the following information also in respect of cycles:

(1} Number of cycles in the office;
(i1} Make and maker's number of cach bicycle:

(i) Cycle make number should be invariably noted on the bills submitted by the dealers for repairing
the bicycles.

Whenever any old bicycle ts disposed of or iost or a new one is purchased full particuiars should be noted
in this register.

Note: For their custody, physical verification etc. reference is invited to Annexure 4 of Chapter VL.
7.7.7. Register of Fixed Charges

This register should be maintained in the form AIR-A-19 to enable the “Head of Office” to keep a watch
on the prompt payment of amounts payable at fixed intervals e.g. rents, taxes, payments to contingent
paid staff, etc. .

{Authority: DG AIR Memo. No.S{XXlI)-B}SQdU dated |1th September, 1962).
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7.7.8. Sanction, Indent and Purchase

The approval of the Competent Authority should be obtained by the concerned Section (i.e. Librarian
for books, Engineering Section for Stores, etc.) and orders placed in form AIR-A-47. The articles, when
received, should be entered in the respective stock registers. The bills should be passed for payment after
recording a certificate on each bill regarding the receipt of the articles in good condition,

7.7.9. Stationery

(1) Extracts from the rules for obtaining supply of articles of stationary etc. laid down by Government
of India are reproduced in Appendix 9 of G.F.R. (1963).

(2} The stock in hand of articles of stationery should be checked in April every year and indents for (1)
standard and special forms and (2) for articles of stationery, sent to the Manager of the Forms
Stores and the Controller of Stationery, Calcutta respectively duly approved by the Head of Office.
The articles of stationery are supplied by them in due course. Bills received from the Stationery
Department should be accepted after due verification and payment arranged.

Note: |. For the custody and physical verification of Stationery and Forms, reference is invited 1o Annexure 4 to Chapter VI,

Note: 2. See Note 1 below para 5.9.10.

7.7.10. Local Purchase of stationery

(1} In case of emergency arising out of unforeseen circumstances of delay in or failure of supply
through the Printing & Stationery Department, stationery artictes may be purchased locally subject
to such financial limits and conditions as are specified in the Delegation of Financial Powers Rules,
1978 and by special or ad-hoc orders issued in this behalf from time to time as per instructions
contained in Appendix 9 of GFRs, 1963.

(i) A register for the purpose for local purchase of stationery has been prescribed in Model Form No,
83 of House Keeping Jobs which should be maintained in order to keep a close watch over
monetary limits and reviewed periodically.

7.7.11. Furniture

Orders for their purchase should be placed after sanction of competent authority has been obtained i in
the same manner as far stores, after obtaining competitive quotations.

An inventory of articles of furniture should be maintained in a separate register in form AIR-A-54
(distinct from assets purchased from capital grant). Physical verification of these articles may be
conducted in the following manner:

(1) Stock Clerk should prepare a list of articles of furniture roomwise etc. and furnish an authenticated
copy thereof to the officer or Incharge of the Branch/ Unit concerned. Changes in the Branch lists
or Officers’ lists should be made by the Branch Supervisor or by the P.A. to the Officer.

(2) At the end of the year, on a date to be specified and indicated in the Calendar of Returns, P.As. to
officers and the supervisors of the Branches/ Units should physically verify the articles under their
and their officer’s charge, as entered in the original lists, record a certificate of correctness on the list
and sent them to the Stock Clerk. If there is any discrepancy, a list thereof shouid be prepared and
appended to the original list and sent to the Stock Clerk along with an explanatory note.
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(3) The Stock Clerk should check entries in the original lists received duly certified by the P.As and
supervisors with those in the Distribution List on record with them, prepare a discrepancy
statement if necessary and put them up to the checking officer.

(4)  The checking officer should check entries in the Distribution List with those in the original lists and
statement of discrepancies tally the balance of articles of each description as entered in the Stock
Register with that in the Distribution List and submit them to the verifying officer, with a certificate
of having carried out the check. The checking need not necessarily be done personally by the
Section Officer or Supervisor of the Stock Branch. He may have it done by a responsible clerk other
than the Stock Clerk.

(5) The verifying officer who should be nominated by the Head of Office should carry out physical
verification of about 59 of the total articles of furniture, test check entries in the Distribution List
with those in the original lists, record a note in the Stock Register about his having carried out the
check and pass order/make recommendation regarding settlement of discrepancies.

(6) Original lists should be returned to officers/supervisors Incharge of the Branches / Units concerned.

(Authority: DG AIR Memo. No.9/6/60-0&M dated 29/30.12.61).

Note: 1.Security depaosit required under para 270 of GFRs (1963} need not be taken from the custodian of office furniture,

stationery and other articles required for office Mmanagement as sych, provided that the Head of Office is satisfied about the
safeguards against loss through pilferage etc.

2. The cent per cent physical verification should be carried out by the Head Clerk and 5% test check by the verifying office.
Reference is invited to Annexure 4 to Chapier V1.

7.7.12. Musical Instruments

(1) Purchase

An inventory of musical mstruments should be maintained in a separate register in form AIR-A-54
(distinct from the register of assets purchased from capital grant). The articles should be physically verified

Reference is invited to Annexure 4 to Chapter VI.

Monthly claims on account of purchase of musical instruments by Heads of Stations under their powers,
should be supported by the following certificate -

“Certified that the expenditure on purchase of musica) instruments viz.

does not
exceed Rs. 2000/- on each occasion and the expenditure is debited to Revenue”,

(Authority: DG's Memo., No.9/6/60-0&M dated 29/30.12.61)

The indents for the purchase of musical instruments should be routed through the Director General,
Supply & Disposals in the following cases ;-

(i) When the purchase is of a value exceeding Rs. 25,000/- in any one case,
(i} When the purchase is made from outside India.
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(2) Hire of Musical Instruments.
Monthly claims should be supported by the following certificate -

“Certified that the payment on account of hire of musical instruments does not exceed Rs. 1000/ - on

each occasion subject to the annual limit of Rs, 5000/ - and that the hiring is manifestly preperable to the
purchase of such instruments”

(3) History Sheets

History sheets may be maintained for the musical instruments costing over Rs. 500/~ vide DG AIR
Circular No.9(4)/68-PS5 dated 13th November, 1968. These should indicate the extent of repairs and
expenditure incurred thereon from time to time and may also include a column for fortnightly or
monthly inspection reports of Music Supervisor and/or Programme Executive concerned.

7.7.13. Hospitality & Entertainment

Entertainments of and refreshments to artists and distinguished visitors may be provided at Government
expense. In the case of entertainment at the studios it may be provided by the caterer at the office canteen
(who has entered into contract with Government) on instructions from the officers authorised by the
Head of Office in this regard. In the case of outside broadcasts, such entertainments may be provided by
other caterers. The officers should note on the bills the purpose for which the expenditure is incurred and
sign them. The bills for a week, fortnight or a month should be consolidated by the caterer and presented

to the Accountant at the beginning of the following month. After check the bill should be passed for
payment by DDQ.

Entertainment to Artists/ Visitors
FORM

. Name of Artist/Visitor

. Date of entertainment

. No. of times entertained

. In case of Artist whether CA/Artist
. Expenditure incurred

. Vr. No. & date

. Initials of Accountant

8. lmtials of DDO
(Authority: DGAIR Memo No. 8/ 1/52-8 H, dt. 18.3.57)

=N i B ' B e

7.7.14. Departmenta! Canteens.

In the year 1980 Department of Personnel and Administrative Reforms published a booklet entitled
“Administrative Instructions on Departmental canteens in Government Offices and Industrial
Establishments” which is called as a Green Book. The Chapter H of this booklet dealing exclusively with

the basic requirements, floor area, rent, payments of electricity and water supply bills etc. is reproduced
below:
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(i) ACCOMMODATION AND CIVIL/ELECTRICAL WORKS.

Basic Requirements

Accommodation for the canteens is to be provided by the Department/ Office concerned in consultation
with their Estate Agency. Initial provision of fixtures and required number of fittings in the canteen
building like those of ceiling fans, fluorescent and ordinary lighting arrangement, power plugs, switch
gears, exhaust fans, geyser, water cooler, room coolers, wash basins, sinks, glazed tiles, marble top
counters, shelves/slabs, fly proof doors, adequate running water facility with water storage tanks, hood
for fumes exhaust over the cooking area, white washing, distemper, paint/polish, etec. and their
maintenance thereafter will be the responsibility of the civil works agency of that Department/ Office. If
the funds for this purpose cannot be provided by the Civil Works agency, the funds will be arranged by
the Department/Office concerned out of their own budgetary grants in consultation with their
integrated Financial Advisers.

(ii) Floor area

The floor area for a canteen should be decided taking into account the strength of the
Department/Office, in consultation with the Civil Works agency, which should be sufficient to providea
dining hall of a size where 1/3rd of the office strength couid be entertained at a time with the provision of
a separate ladies rooms and preferably separate rooms for kitchens, pantry, store, gas/fuel room, dry
ration, fresh vegetables room with the Bins/Racks designed to follow the system of “First in First Qut”
(FIFO), cabin for the coupon clerk and the dish washing room etc. As per rough estimates the total area
for an A or B type canteen should be minimum 4000 sq. ft. forCor D type 3000 sq. ft. and for A or B type
tiffin room about 300 sq. ft.

(iif) Rent

‘The nominal rent payable by the Departmental Canteen and tiffin rooms for the office accommodation
occupied by them is @ Re. /- (Rupee one only) perannum. For Cooperative Canteens/tiffin rooms it is
@ Re.1/- (Rupee one only) per month.

(iv) Subletting or sub contracting of canteen premises.

Subletting of canteen premises to any person or party for any purpose like setiing up a cigarette shop,
fruit shop etc. is not permissible. However, if the demand for such items exists, the managing committee
may arrange to sell these in the canteen by taking the assistance of a canteen worker out of the existing
authorised strength. Income and expenditure etc. on this account will be credited and debited to the
canteen Accounts.

(v) Payment of Electricity and Water Bills

Payment of Electricity and water bills pertaining to Departmental Canteens will be made directly by the -

concerned sections of the Department/Office concerned. Cost of electricity charges for lights, fans,
refrigeration, sterilisation and water charges will be borne by the office/ Estts. concerned. Consumption
of liquified petroleum gas will be subsidised by the Government to the extent of 25 per cent, for the
period of first five years, from the date of procurement of the gas connection.

(Authority. Booklet entitled “Administrative Instructions on Departmental Canteens in Government Offices and Industrial
Establishments Chapter Il published by Department of Personnel and Administrative Reforms, Ministry of Home Affairs,
New Delhi).
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7.7.15, Recovery of charges for hiring of studios

The recovery of charges for studios offered for the Overseas Communication Service and for
Commerical Advertisements by AIR Stations should be made at the following rates and the amount
recovered credited to revenue under the head “086-Broadcasting—Other Receipts” in all cases.

1. Overseas Communication Service for studio
facilities offered by AIR Stations for the purpose of
beaming despatches by foreign correspondents to their
respective organisations

{1y Qutpgoing Despatches Hs. 25/-fixed as booking charges and Rs. 100, - as hiring
¢harges per hour or a part thereof.
(11) incoming Despatches (When the material is recorded -da -

on the tapes supplied by the representative concerned).

I, For the Agencies/ Advertisers for Commercial —do—
Advertisements

(Authority. Ministry of 1&B u.0. No.9([)/54-B(P) dated 6th May, 1958 and 28th January, 1959 issued with the concurrence of
Ministry of Finance (C)—DG AIR Memo. Nos. 21(7,; 7)57-B3 dated 22nd May, 1959. 19th July. 1958 and 2nd April. 1950—DG
AlIR Memo. No.1/I;82-PIV dated 23.2.87)

7.1.16. Local Printing

Apart from the Printing of the Radio Programme Journals, procedure for which is described in Chapter
XVII, local printing may be undertaken for printing of (i) educational broadcast pamphlets and charts
every quarter and (ii) other items such as Publicity Pamphlets, Greeting Cards, Special type of letter
head forms and invitation cards etc. In the case of educational broadcast pamphlets and charts,
competitive quotations for printing (exclusive of cost of paper which should be supplied from
Departmental Stores) should be obtained from local printers and forwarded to the Chief Controller of
Printing and Stationery with the recommendations of the Office. On receipt of intimation of the
approval, a contract in the form prescribed by the Chief Controller of Printing and Stationery should be
entered into with the Printers. The paper required for the printing should be supplied to the Printers. The
printing bills together with specimens of the printed matter should be forwarded to the Chief Controller
of printing and Stationery for approvat and counter-signature before payment.

Anemergent and unforeseen petty printing jobs may be got executed locally through private agencies as
per delegation of financial powers.

7.7.17. Photographs and other publicity matters

Photographs for illustrating the Radio Journalis and for other publicity connected with broadcasting
should be arranged by the office and paid for from the allotment under the head “Public Relations”, the
limit of Rs. 750/- in each case. A register in form AIR-A-2! should be maintained to show the
photographs received, the amounts paid for each and their further disposal.

{In respect of photographs sent by the Stations to the Radio Journals and published therein, the
expenditure should be borne by the Station concerned) Members of staff may be paid as follows for
photographs supplied to Radio Programme Journals:
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(i) at Rs. 5/- per photograph if an office camera or any accessory belong to office is used)
(ii) at Rs. 6/- per photograph when member uses his own camera.

For the custody, physical verification etc. of photographs, reference is invited to Annexure 4 to Chapter
Vi

7.7.18. Stamp Account (Service & Ordinary)

(i) Payment for purchase of service postage stamps—Crossed “Government Account” cheque in
favour of the Post Master {or Treasury Officers in States where the work of stocking or distribution
or both of service stamps have not yet been taken over by the P&T department) or State Bank of
India branches which are authorised to seil stamps may be drawn by cheque drawing DDO or
obtained by DDO from Pay & Accounts Officer by preferring the bill indicating the value of
postage stamps of various denominations required, and giving a certificale that the stamps will be
used on prepaying postage on communication bonafide on the public service and the expenditure
could not be avoided.

{Authority: Rule 123 of CGA {R&P Rules 1983).

(ii) The stamps should be in the custody of the Cashier and issued by him from time to time to the
Despatch Clerk. Accounts should be maintained both by the Cashier and the Despatch Clerk in
form AIR-A-22 and Model Form 102 respectively.

7.7.19. Disposal of stamps/envelopes/post cards etc. received from Listeners/Correspondents

Consequent on the issue of gazette notification substituting Rule 188 in the Indian Post Office Rules,
1933, it has become necessary to use ordinary postage for despatching mails to all foreign countries
(including commonwealth countries). In view of this, the following procedure may be observed in
disposing of ordinary postage stamps etc. received from listeners/correspondents,

(i} The stamps received from listener/correspondents may be utilised by the office/stations for
despatching official mails to foreign countries.

(it} The reply paid post-cards and stamped and addressed envelopes may be used for sending replies to
the listeners concerned.

(iii) A register may be maintained in form AIR-A-23 and receipt and disposal of these stamps watched.

{Authority: DG AIR Memo. No 5{iv)-13/62-IU dated 16.1.63)

7.7.20. Office Machines.

In supersession of alf the previous instruction issued by the Ministry of Works, Housing and Supply
{Department of Works & Housing), the following procedure ts laid down for the guidance of ali

concerned:
1. Purchases
(i) Placement of indents
The procedure for procurement of office machines will be the same as applicable for other storesi.e. the
Indenting Departments should, except where they have otherwise been exempted from doing so, place

indents on DGS&D for the office machines beyond the monetary limits prescribed for direct purchase
from time to time. In this connection attention is invited to the late Department of Supply & Technical

—
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Development’s circular O.M. No.1/12/64-PI dated the 24th June, 1966. It may be added that the
DGS&D have entered into Rate Contracts for the supply of typewriters which have been declared as
Direct Demanding Officers can make purchases in accordance with their financial competence against
these contracts,

(ii) Scale of issue of Typewriters

The foliowing scale 1s indicated for general guidance :-

{a)  Typist One Standard Typewriter

{(b) Regular Section One Typewriter for four persons with 2 maximum of
two machines for each section.

(¢}  Stenographers/Steno-typists & Personal Assistants One Typewriter each.

(d)  Personal Assistants to Ministers Two typewriters for each {one may be portable)

{e)  Officers using Typewriters One portable typewriter for each.

The above scale should be taken as a general guide and each individual case should be examined by the
competent authority sanctioned expenditure on purchase of typewriters. Additional requirements may
be considered on merits tn consultation with the Ministry of Finance. No reference to the Ministry of
Works, Housing and Supply or the DGS&D will be necessary in any case.

(iii) Payment of bills for supply of office machines including typewriters

The payment procedure for the payment of the suppliers bills against the contracts placed by the
DGS&D will apply.

H. Hiring

Occasions may arise requiring hiring of typewriters and other office machines on ad hoc basis for
temporary periods. The Administrative Ministries will have full powers to sanction such hiring in respect
of their own offices and offices subordinate to them. The Heads of Departments and Heads of Offices
may also sanction such hiring for a period of 6 months and 4 months respectively. However, the sanction
of their Administrative Ministery concerned would be necessary for hiring by the Heads of
Departments/Heads of Offices for more than 6 months and 4 months respectively. In such matters no
reference either to the Department of Supply or the Directorate General of Supplies and Disposal shall
be made.

IH. Upkeep & Repairs

(i} The Directorate General of Supplies & Disposals shall enter into annual servicing and over-hauling
contracts with the firms holding Rate Contracts for the main machines. Prices of spare parts and
rates at which periodical servicing and over-hauling will be available, shall be clearly brought out in
such Rate Contracts for the bencfit of the various Government Departments. The Heads of the
Departments and the Heads of Offices shall operate against the servicing and over-hauling part of
the Rate Contracts concluded by the DGS&D directly themselves for the maintainance of the
typewriters and office machines in use in their respective offices. They shall make payments direct
to the suppliers in respect of these services in the manner as may be indicated in the Rate Contracts
and incur expenditure to the extent of powers delegated to them under the Delegation of Financial
Powers Rules, 1958.

(1) Office machines for which the Directorate General of Supplies and Disposals do not enter into Rate
Contracts shall be maintained by the Departments concerned either by entering into ad hoc annual
contracts themselves on competitive basis with the prior approval of their Administrative Ministry
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and Associated Finance or by making local arrangements. In order to ensure against payment of
different rates for servicing and over-hauling of the machines, the Heads of the Departments are
advised to ascertain from the firms whether they already have a similar contract with any other
Government Department/Office. '

(ii}) For instructions for the upkeep and maintenance of typewriters, reference is invited to Annexure X

IV. Condemnation and Disposal of Office Machines Including Typewriters

The Ministries/ Heads of Departments may themselves decide whether the typewriters and other office
machines in use in their offices and in the offices subordinate to them can be economically repaired. They
are also competent to condemn such machines themselves in their offices and in the offices sub-ordinate
to them. No reference to the Department of Supply or the Directorate General of Supplies and Disposals
shall be made for prior approval to condemn typewriters and other office machines.

The disposal of surplus typewriters will be governed by the procedure laid down in the Department of
Supply Office Memorandum No.16/ 15/62-Dis.ESII, dated the 23rd May, 1964 and 22nd April, 1967 as

amended from time to time.

(Autharity : Ministry of Works, Heusing and Supply (Deptt. of Supply) 0. M. No.PI-1(14)/67 dated 1.2.68 and 17.4.68—DG
AIR endt. N0.2;39/67-GA dated 22.4.68 and 27.5.68)

V. Proposals for condemning typewriters should give information on the following points:

(1) Age of typewriter

(2) Estimated cost of repairs

(3) Expenditure so far incurred on repairs and replacement of parts.

(4) Firm’s opinion on the general condition of the machine and certificate as to the expected life of the
machine after repairs.

(5) The officer's own opinion

(6) Whether the present condition of the machine is due to normal wear and tear (if parts are missing
from the machine, enquiry is to be made and responsibility fixed where necessary before

condemnation}).

7.7.21. Registration of telegraphic address

newal of the abbreviated telegraphic address e.g. “AKASHVANI" etc.
¢ and can be paid by Station Directors without obtaining Director
f Annexure 4 of Appendix 1 of AIR Manual Vol1l (Part D).

The registration charges for there
may be paid in cash or by chequ
General’s sanction vide item 43 o

The following telegraphic addresses have been registered for the various Stations Offices:-

Name of the Office Telegraphic Address Tetegraphic Address
in English in Hindi
1 2 3
. Directorate General, AIR, New Delhi AIRGENERAL qaTTAt
2. Engineer-in-Chief CEBRCADCAST U HE
3. Central Stores AIR, New Delhi CENTSTORE THTT HUETL
4, Chief Engineer{Zonal) AIRWORKS T
5. AIR Stations AKASHVYANI arriﬁm?ﬂ“ﬁ
6. Resszarch Department AIRSEARCH TR

e o e ¢ M Saimabires: AL b oo k4 AR e it st

I A A AN e Bl 'y 511
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7. @ft 3= vifsq dfvm (g & faarg)  AIRBEAMS PEEUES
8. 9= qiigq 9, @y, feeel AIRCURTAIN ERECIE]
9. G F% AIRGROUP FAATET
10. QUTETK a1 W9 AIRNEWS HEHIT
t1. fgeeT yarr |@ay 9w AIRFOREIGN YT TR
12. weddd dR wdFy fafaag dar AIRSCRIPT T
13, FTHaW AT SHUHAT AIRMONITOR TR
14. LA F5 DOORDARSHAN EXCHIL
t5. fafaer frato weeyg sfemel gohifrax CIVILAIR fafaeaare
© (Pafre) @
16. ITWEIRYTH (&) AIRREGION LEETC
17. AT A LISTNER s
18. fafas fwfo wweg AIRCIVIL RERTEE]
19, siferomedt gWifaae (favqa) fefeer Pfr - AKVLECT TRATAZGET A% ool
They, 73 foeer NEW DELHI
20, sty sffaae (fafawr) fafeer P AIRXENCIVIL TR FEAiaTTe
&y, T feedt
21, e, faswa: fasmaT wara &, - AIRCENTSALES Uardeded
G
22. gayiq waiweEneg TVGENERAL ErdrareTe
7.7.22, [ty &1 feratet ot freafafag 2999 737 arateg for mo & -
B W AN TATE AAT AT T T
[. JEHRTEE 012-432 T uUUy
2. ST 0845473 T & & of
3. WS 0705-220 U e
4. WS 011-3000 T A St g
5. I9% H-01g fawa T 011-5414 U &t & vy
6. HAECA 021-7095 T g & uer
7. FEIEE 0854-210 T A A A
8. T 0676-218 e i
9. HAFILL 0855-368 T 4 & &
10. fesetr sAMe oy 031-2499/3656 Td o
11, smargrarl wefeeem 03165585 T & S S
12. &g 2268 T & & ot
13. Fesmrg 0285-206 TSt
14, uraErE 086-288 Tdr & o
15. e 0235-241 T 4 ot &
16. @erar 313210 L
17. Bewene 015-6412 G & Uy
18. 3= 735-329 T A AF U
19. s 036-250 ud S
20, wFH 0377-210 TG un
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L
8.
9
10,
1.
12

13.
id.
15-
l6.
17.
18.
19,
20.
21
22,

7.7.22. The following “Telex” numbers have been allocated for the various Stations; Offices:

%~ O A N

g o H — m— b e m— tma = —
S0 o ke D

All HPTs {except Khampur)
HPT Khampur, Delhi
Installation Centres

News Services Division
External Services Division
Transcription and Programme Exchange
Service

Monitoring Service, Aayanagar
Television Centre

CCW, EE(C) Stations
DDG(Regional)

Audience Research

CCW

E.E. (Elect) CCW New Delhi
E.E. (Civil) CCW N. Delhi
Director, Sales CBS Bombay
BG, Doordarshan

Name of the Station

AHMEDBAD
BANGALORE
BHOPAL
BOMBAY
BOMBAY CSU
CALCUTTA
CALICUT
CUTTACK
COIMBATORE
DELHI NSD
DG AIR
CHANDIGARH
DIBRUGARH
DHARWAD
GAUHATI
CUDDAPAH
HYDERABAD
INDORE
JAIPUR
JAMMU

AIRBEAMS
AIRCURTAIN
AIRGROUP
AIRNEWS
AIRFOREIGN
41RSCRIPT

AIRMONITOR
DOORDARSHAN
CIVILAIR
AIRREGION
LISTENER
AIRCIVIL

AKVLECT, New Delh:

AIRXENCIVIL
AIRCENTSALES
TVGENERAL

Tetex No.

012-432
0845-473
0705-220
011-3000
011-5414
021-7095
0854-210
0676-218
0855-368
031-2499/3656
031-65585
-268
0285-206
086-288
0235-241
313210
015-6412
735-329
036-250
0377.210

A.B. Code

AVAH
AVBG
AVBL
AVBY
AVBS
AVCL
AVCT
AVCK
AVCB
AVDN
AVDG
AVCG
AVDB
AVDH
AVGT
AVCD
AVHB
AVIN
AVIP
AVIM
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21, qEASF 0535-213 T & A& =
22, wWETg 041-7216 T & ug g
23, Hex FHifwae (zferft ) 0416619 mIoA
24, gel 022-247 THTEH
25. 9w 0194-204 Ty dr ot
26. TTHT 0169-261 TA AR ®
27, TEYR 775-253 T & A ar
28. wifvs=dy 459-240 T & 4t a1
29. fyren 237-234 i
30, % 037-216 T 4 g a4
31, AR 0887-213 Lo () g
32. faaeew 0084-271 A&y
33, TR 033-222 T g §
34, fasETer 0475-214 TdH &
35, faymamgeaw 0495-281 U 4 4 9
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2. LUCKNOW ' 0535-213 AVLK
22. MADRAS 041-7216 AYMD
23.  CE(52) 041-6619 CEAV
24. PATNA 022.247 AVPT
25, PANAJI 0194-204 AVPG
26, RAJKOT 0169-261 AVRK
27.  RAIPUR 775-253 AVRP
28. PONDICHERRY 459-240 AVPY
29. SHILLONG 237-234 AVSE
30. SRINAGAR 037-216 AVSR
31. TRICHUR 0887-213 AVTR
12, TRIVANDRUM 0084-271 AVTM
33, UDAIPUR ' 033-222 AVUP
34, VIJAYAWADA 0475-214 AVVD
35 VISHKAPATNAM 0495-28 1 AVVP

7.7.23. Books, Journals, Newspapers.

(1) AHotment should be made in the budget under the head “Other Charges”, Books and Journals
- fequired for broadcasting should be purchased under this provisions. Books which are received free
as complimentary copies or for review, should be also included in the Library. Separate Stock
Registeres for the books received free and books purchased, should be maintained in the FORM
prescribed in Ministry of Finance (Deptt. of Expenditure) O/M. No.F.1I(2)-EII(A) 170 dt. 2.7.70—

DG AIR Memo. No. 5/1/70-P5 dated 21.10.70.

(These may be divided into two sections, technical and non-Technical with sub-headings, such as
English, Hindi, Regional Languages etc. under each, so that books relating to a particular subject mayall be
brought in the same section. A subsidiary register in form AIR-A-24 may also be maintained for
watching the return of books borrowed from the library, one page may be allotted to cach borrower)!.

(2) When a book is required to be purchased, the approval of the Station Director/ Assistant Station
Director should be obtained and order placed in Form AIR-A-47 (Order Purchase Voucher).
When the books and the invoices are received they should be entered in the Stock Book by the
Librarian and the books stamped with the office stamp and given serial numbers and other
particulars. The bill duly certified should then be noted in the Stock Register and sent to the
Accountant with the Register for checking it with the indent and forwarding it for pay order to the
officer incharge of administration. The latter should pass the bill for payment after satisfying
himself that everything is in order and also initial in the Stock Register. Payment should then be
made by cheque or by cash, as the case may be.

(3} (The Heads of Stations/Offices should indicate at the commencement of the financial year, how
much they propose to spend on the purchase of books and periodicals in relation to their total grant
under the head “Other Charges”. The amount spent during the preceding year should be mentioned
at the same time).2

Nore: Reviewers can retain the books issued to them for review purposes if they so desire. Whenever the reviewer retains the

book reviewed, suitable entry may be made in the ‘Remarks’ column of the stock register against the relevant entry. It is not

necessary to ‘write off such books.

(Autherity: DG AIR Memo. No.10(19)61-PS dated 19.4.63)

[-Inserted by D.G. AIR's Memo. No.6/1-89/57-1U dt. 10.1.58
2-Authority: DG AIR Memo. No. 8(3) 63-P5 dated 22.3.63.
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(4) The Stations/Offices may address various standard book-sellers in the beginning of the year and
the firm which offers best terms may be given the order for the purchase of books during the year.
Books which may not be available with the particular book-seller and which would not be procured
by the book-seller urgently may be purchased from any other book-shop. Heads of
Stations/ Offices are advised not to invite quotations from the Publishers except for the purchase of
books from abroad where foreign exchange is involved.

(Authority: DG AIR Memo. No. [0{5)66-P5 dated 26.6.66)

{(5) Orders for journals should be placed by issuing letters to the firms concerned. A register for
watching receipt of journals and renewals of subscription as shown in form AIR-A-25 should be
maintained. In case of journals relating to technical subjects their purchase can be ordered from the
list approved by the Director General.

Orders for foreign journals should be placed in accordance with special instructions issued
therefore from time to time.
(Autherity: DG AIR Memo, No.8(i(66-P5 dated 23.5.66).

(6) 1In cases of subscriptions to newspapers and periodicals where advance payments arc made, the
following procedure should be adopted :-

(1) Administrative authorities may, in their discretion make advance payments for the purchase of
magazines and periodicals on a long term basis, either because of the rebate available on such
purchases or for other’administrative reasons.

{i1) In cases where such payments are made, it should be ensured that the payees are reputable
individuals/concerns and that there is no risk of any loss to Government. No special agreement
need, however, be entered into, if in the judgement of the administrative authorities, the formality
of executing an agreement is not necessary.,

(i) If, however, the administrative authorities consider it necessary to enter into an agreement with the
firms to whom subscription to newspapers and periodicals are made in advance the agreement form
shewn in Annexure X1 may be used.

(Authority: DG AIR Memo., No.B(5162-P5 dated 22.9.62 and 10{2)66-P5 dated 27.4.66).

(7} Physical check of the books on hand should be done at the end of each financial year by the
programme executive or Admn. officer as nominated by H.O. who should record a certificate in the
Accession Register showing the result of verification, prepare a list of discrepancies, if any, and put
them up to the head of office with a note explaining the discripancies. The verifying officers who
should be nominated by the Head of Office or by H.O. himself should carry out 109% physical
verification of the books, specially the costtier ones and latest arrivals, make a note to that effectin
the Accession Register and pass orders/make recommendations regarding settlement of
discrepancies.

{Authority: DG AIR Memo. Ne.9/6/,60-O&M dated 29/30.12.61).

Note: For the custody and physical verification of books, referznce is invited 1o Annexure 3 to Chapter Vi1,

{8) It has been clarified by Government that the authority competent to declare stores as unserviceable
and sanction their disposal may donate the old periodicals, magazines etc. for use of Jawans.

(Authority: DG ALR Memo. No.8(16)-66-P5 dated 24.11.66)

7.7.24. Gramophone Records

Agreements have been entered into by the Director General, All india Radio with the Phonographic
Performance (Eastern) Pvt. Ltd. for the manufacturers’ right in their gramophone records. Indents for

s ————— .
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the purchase of records should be placed with Phonograpic Performance (Eastern) Pvt. Ltd. pertodically
according to requirements. The powers of the Head of Office for purchase of gramophone records atany
time are indicated in Appendix 1. Allotment is made in the budget under the detailed head “Purchase and
hire of gramophone records and musical instruments” under “Other Charges”. The cost of the
gramophone records is paid to the distributing agents of Phonographic Performance (Eastern) Private
Ltd. with reference to their invoices. According to the terms of the Principal and Supplementary
Agreements entered into by AIR with the Phonographic Performance (Eastern) Private Limited royalty
fee for the manufacturers’ copy-right of Phonographic Performance (Eastern) Private Limited’s
members is made by the Director Generai, All India Radio (for all Stations of AIR) in quarterly
instalments computed on the basis of the Radio Receiver Licences in force on the previous 3lst
December of each year. The quarterly statements of gramophone record sides broadcast are sent by the
Stations to M/s Phonographic Performance (Eastern) Private Limited and copies of these statements
are endorsed to the Directorate General,

7.7.25. The Authors rights in respect of gramophone records should be covered as follows:-
(i) Indian

(a) Films: Agreements are entered into with the Indian Motion Pictures Producers Association, South
Indian Film Chamber of Commerce, Bengal Motion Pictures Association and other individual Film
Companies by the Director General and individual Stations of All India Radio. Payment is made to
Indian Motion Pictures Producers Association, Bengal Motion Pictures Association and South India
Film Chamber of Commerce by the Director General, All India Radio for all Stations of All India Radio
at the rate of Re.l/- per song per broadcast with reference to quarterly statements received from
Stations. Payments to individual film companies are made by the contracting Stations at the rates agreed
to in the contracts.

Existing contracts entered into with Individual Film Producers by some AIR Stations need not be
disturbed. Henceforth all contracts with individual Fiim Producers will be executed by the Directorate
General. )

Credits while broadcasting records of film songs should be given to the film and artist in accordance with
the relevant clause of the new contract with the film producers (c.f. DG AIF. Memo No. PI1.C-31/54
dated 8.7.55).

Note: It has been decided that agreements with the Films Producers may be entered into by the SDs; ASDs-in-Charge of
stations on behalf of the President instead of the Director General. For this purpose, the following procedure has been laid
down:-

“The SDs/ASDs would send to the Directorate the list and necessary particulars of the Film Producers with whom they wish to
enter into contract. After this has been approved by the Directorate, the contract may be entered into by the Stations. The
Directorate while approving the list would see if there is any duplication in entering into contract with Film Producers™.

{Authority: DG AIR Memo. No.27/1/61-P4 dated 7.11.61).

(b) Others: Agreements should be entered into with composers, authors, etc. by the several Stations and
royalty paid to them by the contracting Stations at the rates prescribed in the agreements—vide Form
AIR-P-8, AIR-P-9, AIR-P-10,

(ii) Western Music

Agreement has been entered into by the Director General with the Performing Rights Society, London.,
Royalty is paid by him on the pro rata basis of £2/- per hour broadcast of Western Musie,
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7.7.26. (1) The gramophone records purchased should be entered in a Stock Register in form AIR-A-4
and the invoices passed for payment after entry in this Register. the procedure observed being similar to

that for books.

(2) The gramophone records should be brought cut 7 days in advance and arranged transmission-wise,
Entries of the issues should be made in the register in form AIR-A-26 and signatures of the staff
concerned taken. They should be collected by the Librarian from the receivers and a record kept in
the register. Records issued for holidays and Sundays should not be collected by the Librarian from
the receivers and a record kept in the register. Records issued for holidays and Sundays should not
be left in the studios without being formally handed over to a responsible officer.

(Authority: DG AIR Memo. No,15(16)PV /58 dated 12.9.58 and 8.12.58).

(3) Cent per cent physical verification of Gramophone records in the Library should be done at the end
of each financial year by the Programme Executive or Admn. Officer as nominated by H.O. who
should record a certificate in the Stock Register showing the result of verification, prepare a list of
discrepancies, if any, and put them up to the Head of office with a note explaining the discrepancies,
The verifying officer who should be nominated by the Head of Office or by H.O. himself should
carry out a sample check by physically verifying about 10% of the records specially the costlier ones
and latest arrivals, make a note to that effect in the Accession Register and pass orders/make
recommendations regarding settlement of discrepancies.

Authority: DG AIR Memo. No.9/6/60-0&M dated 30.12.61).
Note: For the custody and physical verification of Gramophone records, reference is invited to Annexure 4 to Chapter VI.

(4) In order to safeguard against the broadcast of an unapproved gramophone record, the label on
either side of every gramophone record which has been taken into the library after proper screening
and approval, should be rubber stamped “Approved” and bear the dated signature of the
Programme Executive concerned. The label on all other records/sides of records which are not
approved for broadcasts, should bear the inscription “Not approved” under the dated signature of
the Programme Executive concerned.

Duty Officer should ensure that no unapproved or unauthorised gramophone record is broadcast, or
allowed to be broadcast under any circumstances.

7.7.27. The account of transcription Service Records may be maintained in form AIR-A-5. For their
custody, physical verification, reference is invited to Annexure 4 to Chapter VI.

(Authority: DG AIR Circular No. !1(8)/65-P5 dated 21.8.65)
7.1.28. Recordings

(1) Recordings of talks, music performance etc. may be taken in the following cases:-

(i) when owing to special exigencies it becomes necessary to have the talk or performance recorded in
advance of the date for which it is scheduled.

(ii) For purposes of re-broadcast
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(2) Each Programme Section will maintain a register of recordings in the following proforma:
SLNo. Date of Recording Section to which Tape No. Name of the
it pertains Artist(s)/ Talker(s)

Payment Initial of the Date of Initial of the initials of ASD/SD
position Programme Oficer Broadcast Programme Officer

concerned concerned
Remarks

This register wili be reviewed by the Head of Programme Section every fortnight to see that items
recorded have been duly broadcast.

As payments is made for these recordings as soon as-the recording is done, no amount will be due for
payment for the first time and record is broadcast. Payment for subsequent broadcast should, however,
be made in the manner indicated in paras and

{Authority: DG AIR Memo. No. 13{(9)/5%-p6.11 dated 26.4.62).
Note: The recordings made by one Station on behalf of another and received by indenting Station vide para 12 should also be
entered in the Pay Order Book of the indenting Station.

(3) Inthe case of re-broadcast of talks/short stories, normally a fee of 25% of the basic fee is paid. It can
be raised to 30% at the discretion of the Head of the Station, in specific cases.

{Authority: DG AIR Memo No. 6(13)/63-PI dated 22.7.63)

(4) In the case of electrical recordings of music performance the usual fee per re-broadcast is:-
“25% of the basic fee for a duration of more than 15 minutes.

15% for a duration of 15 minutes or less™.

Note: 1. The fee for re-broadeast should be worked out and the amount mentioned in figures and not as a percentage of basic fee.

Note 2. The Sangeet Salahakaras would not be entitled to any payment for subscquent broadcast of their recordings during the
period of their employment in All India Radio. But payment may be made to them at the rates mentioned above for subsequent
broadcasts of their performances made after their ieaving All India Radic as Salahakars. In the casual artist's contract issued to
the Salahakars for broadcast of their programmes the subsequent broadecast fee should be indicated, as would be admissible to
them only after they leave All India Radio as Salahakars.

(Authority: DG AIR Memo. No.4/8/62-P4 dated 25.10.62)

Note: 3. No subsequent broadcast fee is pavable in respect of broadcast of the first regional language version of a talk, play
broadcast in the National Programme.

{Authority: DG AIR Memo. No.1(20)/66-P] dated 28.4.67 and 12(2);69-P-3{P6) dated 11/13.8.69).

(5) A Register should be maintained, of the electrical recordings and tapes in the Library in the form
AIR-A-6,

‘The electrical recordings and tapes should be physically verified in the same manner as Gramophone
records—vide para 5.9.25. '

Reference is also invited to Annexure 4 to Chapter VI.
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7.7.29. Extracts of items rebroadcast, where subsequent fee is due, will be entered in the Pay order Book
by the Accountant while checking the studio Log Book. On the receipt of rebroadcast certificate from the
duty room. he wiil arrange payment, noting down cheque No., date. amount etc. against the entry already
made in the Pay Order Book.

"(The Librarian should, while sending the record (tape or disc) to the Transmission Executive for
broadeast, furnish information in the cue sheet, whether the record had been broadcast earlier or not. On
the basis of this information, the Transmission Executive would make necessary entries in the
“Remarks” column of Studio Log Book in case it is re-broadcast. This will help the Accounts Section in
picking out the correct items and incorporating them in the Pay Order Book cited above).

7.7.30. A new form (AIR-A-28) has been devised for making payment of fees for rebroadcast of AIR
recordings/tapes. The upper portion of this form should be filled up by the Programme Section a day in
advance of the date of broadcast and sent to the Duty Officer for completion as soon as the broadcast is
over. The certificate should then be countersigned by the Programme Executive concerned and the
Assistant Station Director before the same is passed on to the Accounts Section for payment.

The Accountant should on receipt of the certificatein form AIR-A-28, check them with the entries in the
Pay Order Book and make the payment. The bottom portion of the form will be used as receipt for the
payment. Both the portions of the form should be sent to audit for payments exceeding Rs.100/- after
retaining a duplicate copy for office record.

7.7.31. The Director General, AIR, is competent to enter into agreements with companies‘ for the
supply of electric energy at different stations, provided the principles enunciated in para 12 to 15 of.
GFRs 1963 are observed and subject to the following conditions:-

(1} Ther terms and conditions of supply should be broadly on the lines of the model agreement
incorporated in Annexure VI of the Indian Electricity Rules (1956). These should be discussed with
the Electricity Suppliers before the agreement is formally executed.

(2) (i) Approval of the Law Ministry of the Government of India should be obtained before an
agreement is concluded. Such approval is not necessary if the standard form of agreement
which has been approved by the State Government is used.

{t1) There is no objection to conciude agreements with the State Governments for supply of power
to All India Radio stations by exchange of correspondence, but still the more advisable course
to be followed will be to execute formal agreements between the two Governments.

(1)) Inthe case of agreements with electric supply companies, the terms and conditions of the supply
should be settled by exchange of letters till the agreements are formally executed.

{(tv} In the case of Union Territories, if the supply is effected by a department of Union Territories,
no agreement will be required to be executed formally. The terms and conditions, however, may
be settled by mutual correspondence.

(3) No agreement for the supply of electricity should be entered into for power loads exceeding 20 K. W.
if it involves a higher tariff than 25 paise per unit without reference to Government of India.

(4) D.G. may approve any figure of minimum guarantee consumption charges, which does not involve
an expenditure of more than Rs. 25,000 per annum for a period not exceeding 10 years.

(5} D.G. has full powers to make payment of security deposit (subject to observance of instructions

contained in the Finance Ministry's O.M. No.F.8(1)EII{A)/ 68 dated 24.7.68) or payment in advance
to power supply authorities to enable the latter to give connection for power supply.

t-(Authority: DG AIR No.5/2(iv)-17/ 58 dated 23.1.63)

A S s o itttk . Nelinit: . s g 0.5t A Skt b,V .




267 T FA e

(6) 7 ofarsr @ fory Pawreh 3 ofd & srrvasarst @ TraEeE R @ PAU qEArnr grdfaly s
Frarmeads &2 111 (ST 1) % 3 1(2) § Fretife ot 7% &) et @ of & forg srerea ardf a1 goerer
wreEreTaTe fraeaEEE F @ve 111 (WRT 1) # 9 65§ frar w2

(7) faegm off w0t o gean &9 3 fau wivgg sfyatar & fog da 5.10.8 2fam)

7.7.32, srarerardt @ faga dvaret @ aifatae frévere e arezar @earaAl o gfdeatsy gro
Prdraron

T GLHT T AT I Faao1v & i St Fr Aeear geargt (2 (47 atozar @ 3o & @ g qifeats
# afd qorel & ey o &, w9 awg-awy 91 few e frdteror st adeer o grew T Wt 2 -

(1) &t T 97 7 36 ¥R @ frler ok oferw 3 g e oo Pyl o T @ vt ot aos =g
TEH b AT B4 SLPI B (00 & 717 F1d &< 7@ Feart @ smatys frireror o wlreqor a ofr =
Rl

(2) el wwr g ¥ G #F oo (aifaa 78 fear 2, aet e it oo & fae ges 3 598 v

&), FEC FAM I Fordresor s it # 1o fady qftferat gy faer 2 wtar som, Siteer g a2 @
WE: 2, weary o A e F T E, T A & v miuerd) dafue smimar @ sl Redtd wm el avdm ot e e e
G T ACHT B HeaA @ fon A e frr wan @1 Rréterer s Fodtd o oo ity Sebi faerm Priterss @ o S

az: 3. Frfrer v wéeroy ot ast § v = few Aoy

(sfvrepre : fetarg s el worrer o arfver 27 s 1971 ) stfuRrern 5. 3 0F- 1 1-34(28)/ 68 STRTeTaTA ARTRIS T &1 a7dres 4
feda, 1971 @7 g5t /. 472/ 71-%-1)

7.7.33. famga st & AT

FrH srepTeTaTft U-29 & U Weeay @ I e

fererar ofef @it @ Pl grer ot o e wadl 1 g Freee & ot fepa smar 9ifew i 9a gay & o et g
# re & at 38 et vo & fyemere oty e s

78 I & oo faera ofd ot @ fraew fear oo fs o9 afafaty s aes aratea & g9 w1 i =
79 B FpdT Taen 3 gufeaiq § G120 o goq o ST O o geer 9X any T Hec At # e i s
39 & # Rl fefre m fafus & dfar s g &

FedE AL /FAFT @ fau aeex # Ao o T8 W@ o Febt §1
{mfereeTe ;. smpTeTaTol HRIATTEY SR HEA 64717/ 58-9m¢ 7 wrdE 21.1.58)
7.7.34, e

(1) (i) *EET D AT FAFL B WD AT & Foret Fo groo a1 7968 gra s Rpw o3 &1 s@ st e
g @ arefi ' Fratem @ A’ N @ sl et e s i

(i) f‘esz,Fmﬁum,gﬁmamﬁﬁﬁﬁmﬁa&aﬁ}ﬁ%mmaﬁﬁmmw(@ﬁmw
®TH HEAT 91, 94 TAT 95 A UF FWEaT w@T 9iEn|

AT : BT B it B e sttt g aw Re T 7 BTl aT gl & A satya sefn SR S A A e afe
(it sarerardt wEfrdenerm wear sve & 16-9-17 56 wHE 27 TR, 1969)

-




AIR MANUAL 267

(6) For the new project, the technical procedure for estimating requirements of power supply is laid
down in Section 1(2} of AIR Manual Vol.III (Part II). The general terms and conditions for the
supply of power are mentioned in para 65 of AIR Manual Vol. Iil (Part I).

(7} Officers authorised to sign power supply agreements—Reference is invited to para 5.10.8,

7.7.32. Statutory inspection of electrical installations of AIR, Inspection of low voltage
installations by the supplier

The fees for periodic inspection and test of low voltage instaliations belonging to or under the control of
the Central Government which have already been connected for use at low voltage to the supply system
of the suppliers shall be as follows: '

(1) Where such fee has been prescribed by the State Government for such inspection and fest, the same
fee shall be applicable for periodic inspection and tests of installations belonging to or under the
control of the Central Government.

(i) Where no such fee has been prescribed by the State Government, the fee for inspection and tests
shall be three rupees.

Note: 1. The fee for the above inspection and tests which wili be demanded by a bill issued by the supplier, is payable by the
consumer is advance.

Nore: 2. The inspecting authority shall report on the condition of the instaliation ta the consumer ¢concerned in a form approved
by the Central Electricai Inspector for Central Government installations and shait submit a copy of such report to him.

Nate: 3. The inspection and test shall be carried out once in five years.

{Authority: Ministry of lIrrigation & Power notification No.EL-1i-34(28)/ 68 dated 27th October, 197] —DG AIR endorsement
No. 4/2/71/EI dated 4th December, 1971).

7.7.33. Consumption of Electtic Energy

To facilitate the checking of bills for the supply of electric energy to the Transmitters, Control Room,
Receiving Centres and Offices, a register should be maintained in the form AIR-A-29.

The meter readings taken by the Electric Supply Company’s representative should be recorded in this
register and the bills when subsequently received should be verified with reference to these readings.

For this purpose the Electric Supply Companies may be requested to ask their representatives to contact
the office and take meter readings in the presence of a member of the staff who should simultaneously
record the meter readings in the register. A Technician or clerk may be entrusted with this work.

Separate pages may be set apart in the register for each meter/connection.
{Authority: DG AIR Memeo. No.6/1-17/58-1U dated 21.1.58)

7.7.34. Telephones

(I) (i) The bills for the monthly charges of telephone connections of the office are paid by cheque or
cash. The expenditure should be classified under “Ofice and Residential Telephones™ under
*Other Charges™.

(11) The register for rentals, local calls, trunk calls and recovery of private trunk calls may be
maintained in the Model Form Nos, 91, 94 & 95 of House Keeping Job Book (Old).

Note: The Station/Office of AIR should not raise debits against the Regional Engineers concerned in respect of expenditure on
trunk calls booked by the Installation Officers.

(Autharity: DG AIR Memo. No. |.D.16.E[/56 dated 27th August, 1969).
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(2} When non-exchange lines are booked in connection with outside broadcasts, expenditure within
the powers of the Station Director may be incurred and the expenditure brought under the head of
account “Non-exchange telephone lines for outside broadcasts, refays, etc.” and “Other Charges”.
Sanction of Director General shouid be obtained where it is anticipated that the expenditure is
likely to be beyond the powers of the Station Director.

(3) Where permanent telephone lines have been installed for broadcasting purpose between two
stations e.g. between Madras and Tiruchirapalli, and Madras and Vijayawada, rentals at the rates
approved by the Government of India should be paid annually. The expenditure should be shown
under “Non-exchange telephone lines for outside broadcast, relays, etc.” under “Other Charges”.

(4) A register should be maintained by the Engineer-in-Charge in form AIR-A-30 for the purpose of
checking the rental bills received from P&T department. A copy of the tariff charges should be
pasted in the register. The bills should be endorsed by the Engineer-in-Charge in the manner
indicated below and passed on to the Accountant for making payment:

(2) For permanent installations: The endorsement which are usually received in advance, should be
“Verified that the lines to which this bill pertains are likely to be in use by this office for the period
mentioned therein”. Before making such endorsement, the Head of Engineering discipline shouid
satisfy himself that the period is covered by sanction of competent authority.

(b) For lines booked for Qutside Broadcast: The Head of Engineering discipline should endorse the
rental bills which are usually received later “Verified that the lines to which this bill pertains have
actually been used for outside broadcast on the date and for the duration mentioned in the bill”,

The bili will be entered by the Accountant in the appropriate register maintained by him in accordance
with para 5.2.15(5) and the-payment duly recorded.

7.7.35. Exemption from payment of Trunk Charges etc. in connection with the relay of
broadcasts by the President and Prime Minister of India

The Government of India have exempted All India Radio from payment to the Posts and Telegraphs
Department of trunk charges in connection with the relay of broadcast by the President and the Prime
Minister of India.

(Authority: G.1. Ministry of 1&B 5(57); 53-BI dated 13.7.53)

Note: The above order does not apply to relays of speeches which the President or Prime Minister may deliver at special
functions.

(Authority: DG AIR Memo. No. 8.C.1E1/53 dated 20.4.54).
7.7.36. Maintenance of Buildings, Lands, Lawns (Minor Works)

(1) For powers of sanction of the Station Directors, towards works and repairs, Appendix may be
referred to.

(2) The maintenance of All India Radio buildings, viz. the Studio building, transmitting and receiving
centre buildings, is the responsibility of the Civil Construction Wing of AIR, All works, exceeding
the powers of sanction of the Head of Office should be executed through the agency of the Civil
Construction Wing of AIR after obtaining financial sanction wherever necessary.

(3) The lawns and gardens at All India Radio Stations should, however, be maintained departmentally
except at places where Horticulture Division are maintainied by Central Public Works Department.
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1.7.37. Cleanliness in Office Buildings.

AR Stations are visited by a large number of public and also eminent persons in the field of performing
art. What strikes them visually as soon as they enter the AIR buildings is likely to leave a strong
impression in their minds. Therefore, proper attention should be paid to ensure the cleanliness of the
buildings, corridors and of the toilets. Our offices and AIR Stations are temples of culture and it is
unbecoming on our part to keep these dirty and visually repugnant and allergic to eyes,

Heads of Stations, Offices and other senior officers should carry out personal inspections and checks in

order to ensure that proper attention is paid to the matter of cleanliness. Cleanliness is a way of life and it
should be maintained.

{Authority: Ministry of 1&B letter No.506;9,87-TV(A), dated 20.1. 1987, circulated vide DG AIR d.o. letter No. 7/1/87-Scor
dated 18.2.87).

7.7.38. According to para 140 of GFRs (1963 Edition) original works and special repairs costing Rs.
5000 or lesy and ordinary repairs irrespective of their cost relating to buildings and other works, the
administrative control of which vests in the civil department, shall be executed by them without reference
to Civil Construction Wing of AIR. It has become All India Radio’s responsibility to execute of this kind
either through their own staff departmentally or through contractors engaged for the purpose.

(2) It has been decided that the Heads of AIR Stations and Offices may:-

(a) cexecute departmentally original works, special repairs and alterations costing upto Rs. 5,000
relating to buildings owned by AIR, which do not affect the structural safety or soundness or
architectural beauty of the building provided the work is executed through approved contractors in
the field or departmentally by masons ete. to be employed by AIR Offices in accordance with the
prescribed procedure. Electrical, sanitary and water supply works will be governed by the maonetary
limits and other conditions laid down in the Rule 142 of GFRs (1963) Edition,

(b} execute departmentally ordinary repairs, trrespective of their cost, relating to buildings owned by

AIR, provided they do not affect the structural safety or soundness or architectural beauty of the
butldings.

In the case of hired and requisitioned buildings, the existing limit of Rs. 500 with the criteria already

prescribed will continue to be followed and cases exceeding this limit should be referred to the
Directorate for decision.

(Authority: DG AIR Memo No.6(7); 66-D(B&A} dated 28th November, 1967).

(3) It has been decided in consultation with the AGCR to lay down the following procedure for the
Accounting of Expenditure on Works executed by AIR Stations and Offices other than Chief
Engineers and Station Engineer, Central Stores in accordance with para 141 of GFRs.

(i) For every work there should be a duly sanctioned detaiied estimate. Copies of sanctions to
estimates are to be communicated to the Audit Officer by the Head of the station/ office as soon as
the sanction is accorded. 1f, however, the number of works sanctioned is large such sanction may
conveniently be communicated through a montly statement in P.W.D. form 34. Copies of sanctions
to contracts/establishment charges to works or any other financial sanctions should be
communicated to the pay and Accounts Officer individually,

(i) The general procedure prescribed for execution of works by private contractors regarding
tnvitation to tender etc. will apply to all such works.
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(iify Payment for all works done by contract or material purchased should be made on the basis of
measurements recorded in the measurement book CPWA Form 23. The Muster Roll in CPWA
form 21 should be prepared for works done by daily labour. If contractors are engaged for the
execution of work, it should be on lump sum basis and payment made in CPWA Form 24, viz. first
and final bill. The rules regarding the preparation and checking of these documents as laid down in
Chapter 10 of CPWA Code should be followed. No advance payment or payment on account
should be made to the contractor.

(iv} Separate contingent bilis should be prepared for expenditure relating to works duly supported by
sub-vouchers in forms referred to in clause (iii) above. The name of work as given on the sanctioned
estimate should be noted conspicuously on each sub-voucher as well as in the bill itself.

(v) At the end of a month every head of Station/Office will render to the Audit Officer a schedule of
works expenditure, CPWA Form 64, showing the expenditure incurred during the month and the
total charges upto date in respect of every work in progress. All payments pertaining to a work done
during a month will be posted in column 5 of the form quoting voucher number and date in column
7 and aill works in progress should be shown in the schedule. The account of Tools and Plants will,
however, be maintained in AIR-A-54 and supplementing it by indicating the date of issue, if any,
name of persons to whom issued, date of its receipt back etc. (i.e. the information contained in
CPWA Forms I3, 14 and 15).

(vi) The expenditure on maintenance of building should be maintained in the registerin form PWD 25.

Note: Since the Heads of All India Radie Stations and offices have not got requisite technical staff to guide them in structural
matters, Government was approached to authorise them to seek directly the assistance/advice of the CCW AIR who has
specialised staff (Architects/Surveyor of works) in connection with the planning of the departmental execution of the above
mentioned works,

{Authority: DG AIR Memo, No.13(1}/64/ D5 dated 19.5.64, 22.9.65 and No.[3{1}65-D5 dated 19.10.65)

7.7.39. Standard lease-deed for hiring of buildings
A standard lease-deed form approved by the Ministry of Law for hiring of buildings by AIR

Stations/Offices is given in Annexure XI1

(Authority: DG AIR Memo. No.2/69/70-El dated 14/16th April, 1971).
7.7.40. Extermination of White Ants.

[t has been decided by the Ministry of Information and Broadcasting that the work of extermination of
white ants should be treated as petty works/repairs.

Accordingly provision for extermination of white ants may be made under the head A-7-Works. A-7(1)
Repairs and all expenditure on this item debited to that head.

(Authority: DG AIR Memo. No.6/17/68-E1 dated 21/26.11.69)

7.7.41. The detailed instructions issued by the Director General laying down the procedure to be
observed in submitting proposals for maintenance, repairs structural additions and alteration in respect
of All India Radio buildings, maintenance of electrical installations, maintenance of gardens and lawns
and other minor items of works are re-produced in the following paragraphs.

7.7.42. All India Radio being a department of the Central Government, all items of work relating to
maintenance, repairs, structurat additions and alterations in respect of All India Radio buildings and its
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electrical and sanitary installations except as provided in relevant para should be carried out by the Civil
Construction Wing, AIR and not through any other agency, save in exceptional circu‘mstances. This
should particularly be noted by those Stations of Ail India Radio, for which buildings have been made
available by the State Governments concerned. As the administrative contro} over these buildings and
responsibility for maintaining them in a tenantable condition rest in All India Radio, the work of
maintenance and repairs relating to these buildings and its electrical and sanitary installations should be
entrusted to the Civil Construction Wing, AIR and not to the State Public Works Department
concerned.

If, however, the rent paid‘ by All India Radio to the State Government is inclusive of the charges for
maintenance and repairs of the buildings and installations, the question of entrusting the work of
maintenance to the Civil Construction Wing AIR will not arise.

If, for any reason, it should become necessary to entrust any item of work to any agency other than the
Civil Construction Wing AIR, the prior approval of the Director General should be obtained. In such
cases, full reasons for not entrusting the work in question to Civil Construction Wing AIR should be
furnished to the Director General to admit of the proposal being considered.

7.7.43. For such items of work as are considered essential the Station/Office concerned should first
consult the Civil Construction Wing, AIR authorities on the spot and obtain from them a detailed
estimate of the expenditure involved in the prescribed form used by the Civil Construction Wing, AIR.
The CCW AIR estimates should then be scrutinised, and if the amount of the estimates is beyvond the
power of sanction of the Station Director/ Head of Office concerned, the estimates should be forwarded
to the Directorate General with the comments of the Station Director/ Head of Office concerned. While
submitting such estimates for approval the following points should invariably be clarified.

(@) The necessity for the items of the works proposed, (not necessary in the case of items relating to
normal maintenance and annual repairs of buildings).

(b) While submitting estimates for items of works, which are required to be undertaken every year,
such as annual maintenance and repairs of buildings and electrical installations, the estimates
should be compared with the previous years’ estimates for corresponding items of works and any
large variations satisfactorily explained in the proposals submitted to the Directorate General. A
reference to the Directorate General letter No. and date under which the previous year’s estimates
were sanctioned should also be quoted. In the case of estimates for annual repairs, if the amount of
the estimate is greater than that sanctioned in the previous year, full reasons for the increase should
be stated. In case, no estimate for annual repairs for the previous year was submitted or sanctioned
the fact together with reasons therefore should be indicated.

(¢} Whether the expenditure involved should be borne by All India Radio or the landlords accordingto
the terms of the lease,

{d) The Head of Account from which the expenditure involved is proposed to be met.

(e) Whether funds are available in the sanctioned budget grant of the Station/ Office concerned to meet
the expenditure igvolvcd. (In this connection the total amount of estimates already sanctioned and

the balance available under the relevant head of account in the sanctioned budget grant should be
mentioned),

(f) If the funds are not available, how the expenditure in question is proposed to be met. No item of
work should be undertaken for which provision has not been made in the budget estimates of the
Station/Office concerned and for which funds are not available in the sanctioned budget grant,
except in exceptional cases of emergency. In all such cases, prior approval of the Directorate
General should be obtained before estimates are called for from the Civil Construction Wing, AIR
except in cases of serious emergency.
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(g) All CCW AIR estimates should be forwarded to the Directorate General in triplicate. This is
necessary because one copy of the estimate is required to be returned to the Executive Engineer
concerned, if accepted, duly countersigned in token of acceptance, one copy returned to the
Station/Office concerned and the third copy retained in the Directorate General for record.
Estimates for amounts exceeding Rs. 50,000 should be forwarded in quadruplicate, as, in such
cases, one copy has to be forwarded to the Government of India, while asking for their sanction.

7.7.44. in submitting any proposal for repairs or alterations to buildings which do not belong to All
India Radio, the Station Director or Head of Office concerned shouid mention (a) whether the prior
permission of the landlord or the State Government as the case may be, is necessary, and (b) whether the
expenditure should be borne by this Department or the landlord/State Government. These and other
relevant considerations should be examined with reference to the terms and conditions of the lease under
which the building in question has been placed at the disposal of Al India Radio. A list of all works
relating to annual repairs, additions and alterations, etc. proposed to be carried out during any year and
the dates on which they are required to be completed should be forwarded to the Civil construction Wing
AIR at the time of the preparation of the budget estimates of the Station under intitnation to the
Directorate General. The estimates when received should be duly checked and scrutinised, and thereafter
forwarded to the Directorate General as early as possible but not later than October of each financial
year to admit of necessary administrative approval being accorded and funds allotted to the Civii
Construction Wing in time, As far as possible, the Station Directors should not submit piece-meal
proposals for minor items of work.

7.7.45. The maintenance of electrical installations at the various centres should be carried out through
the Civil Construction Wing (Electrical) AIR under the supervision of the Station Engineer. The
replacement of bulbs, fluorescent tubes, particularly inside the studios may be done departmentally. All
India Radio equipments at all centres of AH India Radio are to be maintained by the technical staff of the
Station. This will include the switch-gear and power accessories like transformers, circuit breakers etc.

Note: Reference is invited to para 18.6.3 regarding utilisation of the services of P&T Mast Lascars for replacement of fused
bulbs on Transmitting Mast of High Power Transmitters.

7.7.46. The expenditure on the purchase of bulbs required for use in all the buildings of the Station viz.
office block, studio block, receiving centre and transmitter station may be treated as contingent
expenditure and debited to the Head of Account “Office Expenses and Miscellaneous” under ‘Office
Expenses’.

(Similarly the expenditure on the purchase of clocks whether for office use or for use at the
Studios/ Transmitters/ Receiving Centre should also be debited to this head of account).

A report thereof should be sent by all stations of AIR, every six months {April and October) to the
Directorate General and a copy endorsed to the SE Central Stores,

7.7.47. The Station Engineers of All India Radio are ultimately responsible for the proper maintenance
of the electrical installations and it is essential for them to ensure that the lighting arrangements at the
Studios and other centres as well as other electrical facilities continue uninterrupted. In order that the
electrical installations at the various centres are well maintained in accordance with the standard
electrical practice, the Station Engineers should introduce in consultation with the Civil Construction
Wing (Electrical) AIR a system at the Stations in the form of a schedule of periodical tests which will
enable a proper check on the conditions of the instaliation.

{Authority, DG AIR Memo. No. 2K 32E11/62 dated 31.7.62, 29.8.62 and 17.11.62).
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7.7.48. Sanitary and water-supply installations and maintenance thereto at all centres of Alf India
Radio is also to be carried out through the agency of the Civil Construction Wing, AIR—vide para 142
of GFRs (1963).

7.7.49. At places where the Civil Construction Wing, AIR operates and where there is no staff of that
Department the procedure for the execution of works and repairs in connection with sanitary, water
supply and electric instatlation should be as follow:

(1) all works and repairs costing upto Rs, 300/- in the case of electric installations and Rs. 1,000/-inthe
case of sanitary and water supply installations should be executed depart mentally—vide exception
5(1) to para 142 of GFRs (1963).

(i1} all estimates for such works and repairs to be carried out locally should be sent for prior scrutiny by
the Chief Engineer, Central Public Works Department—vide exception 5(ii) to para 142 of GFRs
(1963).

(1i1) all instatlation costing over Rs, 2,500/- should be inspected annually and the other ones biannually
by an officer of the Civil Construction Wing, AIR.

7.7.50. Under no circumstances, should the Civil Construction Wing, AIR authorities be asked to
forward estimates for works, including estimates for normal maintenance and annual repairs, direct to
the Directorate General for approval. The Station Directors/Heads of Offices may, if they consider it
necessary, 1ssuc suitable instructions in the matter to Civil Construction Wing, AIR.

7.7.51. To avoid difficulty at the time of final allotment of funds to the Civil Construction Wingh, AIR
for items of work already approved, the Stations; Offices of All india Radio should prepare every year,
in consultation with the CCW AIR a statement showing the progress of work in respect of all the items of
work sanctioned by the Directorate General and whether the amount sanctioned by the Directorate
Generat for each item of work has been or will be utilised before the end of the financial year concerned.
The statement should reach the Directorate General not later than the Ist March of every year.

7.7.52. The Director General has been defegated the power to maintain the lawns and gardens in the
compounds of All India Radio buildings departmentally. This power should not, however, be invoked
unless the Civil Construction Wing, AIR do not have sufficient facilities for maintaining lawns and
gardens at any particular place or it is considered for some other reasons that the lawns and gardens ofa
particular Station should be maintained departmentally.

7.7.53. Expenditure on electricity and water taxes, etc. on non-residential buildings

In accordance with Rule 40(a) of the Account Code Volume I charges on account of electricity and water
should be debited to the “Contigencies” of the Department occupying such buildings. Demands on
account of water and electricity may therefore, be promptly honoured on receipt.

(Authority: Ministry of Works, Housing and Supply Memo. No.Ag 68(12) dated 22nd August, 1953)

7.7.54. Residential Quarters

All vagant quarters should be kept in the custody of caretakers where such posts exist and where such
posts do not exist, in the custody of Head Clerk in charge of Administration. Complete record of the

quarters should be kept in form AIR-A-97. The procedure laid down in Chapter XVIII1 should be
followed for recovering rent, electricity and water charges.

(Authority: DG AIR Memo. No.18/24/65-A&G dated 13.5.66)
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7.7.55. Register of Rents.

This register is meant to watch the recovery of the officer’s share of the rent for the residential portion of
the accommodation hired by Government. Office-cum-residential accommodation is hired in the name
of Government and the full house rent is paid to the landlord by the head of office every month. The
officer’s share of the rent is recovered from him either by deduction from pay bill or in cash, and credited
to Government. This register should show the gross amount of rent sanctioned, the share of rent payable
by the officer, the amount actually recovered including charges for water, electricity, etc. and the date of
credit of the amount into the Treasury.

The register should be reviewed by the officer-incharge-of-administration every month.

7.7.56. The provision of fire-fighting appliances in the new installations of All India Radio should be
carried out departmentally by the Regional Engineer in consultation with the local Fire Officer and the
suppliers of the equipment. The types, quantity, Jocation etc. will be based entirely on the local Fire
Office will be similarly responsible for the provision of fire-fighting equipment. In both the cases, the
Head of Office will be respensibie for the proper maintenance of the fire fighting equipment installed in
his office. The expenditure on the installation as well as maintenance of these equipments will be debited
to the recurring grant of the Station/Office concerned under the detailed head “Equipment and
Furniture™ under “Other Charges”. These will be treated as ‘Equipment’ for the purpose of exercising
Financial Powers. '

For the custody, physical verification etc. reference is invited to Annexure 4 to Chapter VI

{Autherity: BG AIR Memo. No.4/[/65-B&A dated 20.12.65).
7.7.57. Cold Weather Charges.

For the purchase, issue and accounting of fuel for keeping the rooms warm at Hill Stations during
months, reference is invitedtopara . of Chapter XII.

7.7.58. Procedure for remittance of dues of suppliers, contractors, etc.

Heads of offices may remit the dues of suppliers, contractors, etc. by money order if such remittance is
unavoidable and is considered necessary in public interest and also if the amount of the remittance
involved in any case does not exceed Rs. 50/-

{Authority: Ministry of Finance (Department of Expenditure) O.M. No. I(34)E1L{A}65 dated 13.9.65)

1.7.59. Credit Notes and payment of railway freight

The procedure for issue of credit notes on account of railway freight and payment thereof has been
revised' w.e.f. 1.4.85 vide Controller General of Accounts O.M. No.9(3)/83/TA/35 dated 7.1.85
circulated vide DG AIR No.7/5/85-Scor dated 17.6.85. Accordingly, a new series of printed railway
credit note having one office copy foil, a booking acknowledgement foil and a booking foil has been
introduced. The Head of the Office availing the credit note facility will obtain the new credit note from
their existing source of supply and shall be responsible for the safe custody and issue.
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The subordinate office availing the facility will retain the office copy foil which will serve as an office
copy and will tender the booking acknowledgement foil and booking foil in connection with the booking
of freight, clearance of consignment etc. as the case may be to the Station Master concerned. The Station
Master will retain the booking foil and return the booking acknowledgement foil to the tenderer after
recording the booking particulars including weight, destination and date etc. and the amount of charge
due thereon, The Head of the Office shall prefer consolidated claims relating to credit notes used between
1 to 15 and 16 to end of the month against the PAO or under cheque drawing powers conferred on his
office for arranging the payment to the Station Master concerned. The detailed instructions are provided
in the Controller General of Accounts O.M. referred to above.

It is the responsibility of officer authorised to sign the credit note to ensure prompt payment as above to
the concerned Station Master failing which the Railway can refuse book/clear goods.

(Authority: Ministry of Works of Housing O.M. No.G-25011,2(3-5) Railway/ PRAO/TMC/24826-59 dated 26.2.85)
7.7.60. Appointment of Safaiwala in short term vacancies

When it b omes very difficult to pull on with the staff on duty when on a particular date absentees
exceed the number of leave reserve, the Heads of the Departments may appoint safaiwala on casual and
contingent basis to the necessary extent, subject to the condition that total number of safaiwalas on duty,
including those engaged on casual basis, does not exceed the sanctioned strength of the Safaiwalas in the
office, including the leave reserve, if any.

The remuneration of the safaiwalas so appointed will be regulated in accordance with the general or
special orders issued by the President in this behalf,

(Authority: Ministry of Finarce, O.M. No. F.1I{30}E111/61. dated 16th June, 1962. DG AIR Endorsement No., 7/ ti [62-Scor.
dated 3ist October, [962).

Note: It has been decided in consultation with the Ministry of Finance that the heads of AIR Stations/Offices may also exercise
the above powers as enjoyed by the Heads of Departments.

(Authority: DG AIR Memo, No.9/1/70-B&A dated 28-10-70).
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CHAPTER-VII
SECTION VIII: MISCELLANEOUS

7.8.3. Security arrangements for Cash

(i) The cash chest should be embedded in the Wall or on a raised platform. The chest should have two
sets of keys each in duplicate. One key should be with the Cashier and the other with DDG. The
duplicate set of keys should be deposited with the Bank {CAM.13.11.1} in a sealed cover and
acknowledgment obtained and kept with an entry in valuable documents register, safely. The sealed
cover should be opened, verified and re-sealed every year.

(ii} Cash Box used by the Cashier should be fixed on the Table, used by the Cashier for day-to-day
work. At the close of the day, cash available in the cash box should be returned and kept in the
Chest.

(iii} Cash counter shouid be provided to the Cashier which shouid be used for alf transactions,

(iv) Armed Guards should be provided to the cashier for escorting on the pay day and on other days
when transactions are heavy.

(v) Proper steel box or good Brief Case (and not leather or Plastic Bag) should be used by the Cashier
for bringing cash from the Bank.

The above procedure is not, however, applicable to the cash or cheques handed over to the Officer-in-
Charge of night transmissions for making payments to all casual artists. They may be locked up in the
cash box provided for the purpose; the box should be secured preferably in a steel cabinet.

7.8.2. The Chief Engineers and Station Engineers, Central Stores who maintain their accounts on
Pubtic Works system, may under their seal, place the duplicate keys of Departmental Cash Chest in the
custody of the Treasury Officer/Scheduled Bank at their discretion.

{Authority: DG AIR endorsement No.7/3/64-Scor dated 26.11 .64 and Memo. No. 2(14)D3/65 dated 19.1.65)

7.8.3. Valuable Documents,

All important contracts, agreement, deeds and bonds which are duly signed and sealed and contracts
which are current over a long period should be kept in the personal custody of the Head of the Office and
authenticated working copies retained for use on files.

In the case, however, of High Power Transmitters, the custody of the valuable documents referred to
above may be entrusted to the Administrative Officer who is a Class Il gazetted officer.

Wherever the post of Administrative Officer exists the valuable documents may be kept in his custody. In
the absence of Administrative Officer this may be entrusted to any other officer nominated by the Head
of Office.

(Authority; DG AIR Memo. Nos. 18(2)56-D2(8) dated 3.12.62 & 7(13)64-D5 dt. 26.5.65; 7/13/64-D5-D(B&A) A&G dt.
[4.9.66 & 17.5.67 and No, G-25012/2/70 dated 24/26.6.71).

Note: 1. Agreements, contracts ete. entered by the Heads of Offices/ Stations and such other valuable documents may be keptin
the custody of the Head of Office. If necessary, the Head of Office can entrust their custody of a junior scale Class I Officer. A
register of valuable documents should be maintained by the officer concerned wherein all the documents taken possession of by
him/her are entered urder attestation. The documents shoutd be physically verified once a year and also at the time of change of
incumbent of the post. The receipt of the incoming officer should also be obtained in the register,
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. (Authority: Min. of Finance O.M. No. F. 1{15)E(Coord) 62 dated 25.11.62, DG AIR endt. No. 7/ 1/62-Scor 11 dated 22.1.63
and 0.0. No. B-64-DG AIR No. (B-90) G-25012/2/70-SV dated 2.4.71).

Note: 2. All the agreements, contracts, lease deeds, conveyance deeds, and other documents relating to the projects entered into
by the Chief Engineers but which form a permanent record of the Station should be handed over to the head of the office
concerned for safe custody at the time the instaliation is handed over for reguiar working.

{Authority: DG AIR ietter No. 29{2_}60—02(5) dated i6th January, 1964).
7.8.4. Security Arrangements

The Heads of Stations/Offices and other senior officers (Security Officer) should carry out occasional
surprise checks on the watch and ward arrangements at the various centres attached to the
Stations/ Offices at odd hours and log their visits and resuits in a register in form AIR-A-34. Severe

disciplinary action should be taken against members of the watch and ward staff who are found to be
defaulters,

2. Security Guards should be provided with the following articles for the proper discharge of their
duties ;-

i) Lathi with one metallic end
i) A whistie
iii) A torch.
(Authority: DG AIR Memos. No. 17(5) E.1/59 dated 3rd September, 1959, 22nd October, 1959 and 29th October, 1959).
7.8.5. Custody of Duplicate keys
Reference is 1nvited to instructions contained in Chapter VI of the Departmental Security Instructions.

The duplicate keys should be kept in a locked box in safe custody with the Head of Office or by a
responsible officer nominated by him. The Head of Office should ensure that every possible care has
been taken for the safe custody of duplicate keys. A key register showing the holders of operating and
duplicate keys should be maintained by the officer in whose custody the keys are keptinthe form AIR-A-
35. The box should be regularly inspected and the contents checked against the key register. Where the
Head of Office is not the custodian of keys, he should conduct a verification of duplicate keys with the
key register annually in the month of April.

(Authority: DG AIR Memo. No, 8/23/63-0&M dated 4th October, 1963).

7.8.6. Officers authorised to sign coniracts relating to All India Radio on behalf of the
President of India

The undermentioned contracts and assurance of property made in the exercise of the executive power of
the Union may be executed on behalf of the President as follows:-

LA. 1. Contracts and other instruments relating to advances granted to Government servants for the
purchase of Motor Cars, Motor Cycles, Scooters, Cycles, or houses or for building houses, or for
medical attendance and treatment or for festivals, marriages, funerals or other ceremonies or for relief
against floods etc. or advances of pay and travelling allowance on transfer and tour or advancé of pay to
persons proceeding on deputation abroad, or advances in respect of the Travel Concession Scheme
during regular leave; where the advance is sanctioned by Department of the Central Government, by an
officer empowered to authenticate orders and other instruments, under clause (2) of article 77 of the
Constitution and in other cases by the authority sanctioning the advance.

“Provided that such contracts and other instruments may also be executed in the
case of the AIR by the Deputy Director General (Admn./Deputy Director {Admn.)/Deputy
Development Officer (Admn.)”.
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2.

B.1.

Contracts and other instruments in respect of accommodation provided in rented buildings or
buildings included in the general pool (i) for catering in hostels, canteens and tiffin rooms (ii)}forthe
protection of conveyance belonging to the staff working in such rented buiidings or buildings
included in the general pool and (iit) for co-operatives stores/societies/ banks/canteens run by the
employees associations/societies; by the Head of Department/ Qffice which is in occupation of the
butlding and/or is responsible for the payment of municipal taxes etc.

Indemnity Bonds to conveyance and transport at Government expense of families and personal
effects of Government servants who die while in service, by the Head of Office under whom the
deceased Government servant last served.

Contracts and other instruments relating to the (i) payment of advance subscriptions for the
purchase of newspapers, magazines, periodicals etc. (ii) purchase, supply and conveyance or
carriage of materials, store and machinery, by the Head of the Office concerned.

Surety bonds relating to the grant of pension to Government servants or provisional pension to
displaced Government servants; by the authorities sanctioning the pension or provisional
pension.

Security bonds of Cashiers and other Government servants and, or their sureties to secure the
due execution of an officer or the due-accounting for money or other property received by
virtue thereof; by the Head of office concerned.

C. All puarantee undertakings to pay water and electric charges to the Delhi Municipal
Corporation/New Delhi Municipal Committee on behalf of the Government servants (including
gazetted officers) etc, employed in the Central Government by the Head of Officer concerned.

L.
'| X

. In the case of All India Radio:-

(i) Contracts and other instruments relating to All India Radio; by the Director General, the Deputy

(ii)
(iii)

(iv)

Director General (Administration), Chief Engineers/ Directors {Engineering), Station Directors,
or where there is no Station Director, by an Assistant Station Director, Deputy Director
(Administration), Deputy Development Officer (Administra