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Audit
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Budget Estimate & Budget Notes '
Maintenance of Book of Accounts of
General Fund -1 (Bank of Baroda). Making
Correspondence with Bank, Attending
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Revenue Account, Reconciliation of Cash
Book with Bank Statement.
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FAT WEY Reahal FH—ATATE) / Rag | FHMEE! SEEeR
i)Attend the University Statutory Auditors
/Internal auditors & Accounts General Audit. | Tl TETET FEE—VI,

ii) To ensure that the various payments made
are within budget provision allocation &
Sanction

SEICICINI RS B EONCICINI I

Reply the Audit queries, Preparation of
Budget Estimate & Budget Notes.
Preparation of Final Accounts

SEICICINI RS R E CICINI

DSports Activities Fund:-

1)The contribution from the students from
the different Colleges received through
Director of Physical Education & Sports.
i1) The Books of Accounts maintain.

iii) The payments are also made in respect of
different sports activities conducted by the
Director of Physical Education & sports.
vi) Preparation of Bank Reconciliation
Statement in respect of Sports activities
Fund.

v) Preparing and passing the vouchers for
payments of bills.

vi)General Correspondence relating to the
Sports Activities Fund

2)Student’s Welfare & Cultural Activities
Fund :-

1)The contribution from the students from
the college received through Director of
Students’ Welfare.

ii) The payments are also made in respect
different programmers.

iii) Maintaining Books of Accounts.

vi) Preparation of Bank Reconciliation
Statement in respect of Students’s Welfare
& Cultural Activities Fund.

v) Preparing and passing the vouchers for
payments of bills.

vi)General Correspondence relating to the
Student’s Welfare & Cultural Activities
Fund.

3) Vice-Chancellor Fund:

1) For reimbursement of Medical bills of
Teaching & Non-Teaching staff of the
University.

i1) Claims are disbursed by the Accounts
Section after receiving from Director of
Student’s Welfare.

TETET SES




ii1) Maintaining Books of Accounts

v) Preparing and passing the vouchers for
payments of bills.

vi)General Correspondence relating to the
Vice- Chancellor Fund.

4) Staff Welfare Fund:

1) For reimbursement of Medical bills of
Non-teaching Staff of the University.

i1) Payment of Ad-hoc Pension.
1i1)Maintaining Books of Accounts.

vi) Arranging meeting of M.M.Sharma
Endowment Fund & Passing of bills of
Education & Medical of the Staff.

S) Development Fund :

1)Writing of Cash Book, Ledger posting and
preparation of Bank Reconciliation
Statement in respect of Development Fund.
i) Preparing and passing the vouchers for
payments of bills.

6) Sinking Fund :

1) Maintaining Books of Accounts

7) Gratuity Fund :

1) Maintaining Books of Accounts

8) Reserve Fund :

1) Maintaining Books of Accounts

9) Contingency Fund :

1) Maintaining Books of Accounts

10) New Campus Development Fund:

1) Maintaining Books of Accounts

1) National Service Scheme:

1) Grant received from State Liosion
Officer Special Duty for NSS regular
and Special Programmes.
i1) Claims are disbursed by the
Accounts Section after receiving
from different Colleges through NNS
Programme Co-ordinator.
iii)Preparation & Submission
Statement of Accounts & Utilization
Certificate

2) Cultural Exchange Programme :

1) Telegrams received from UGC
informing the name of student &
period of staying for accommodation.
i1) Claims are disbursed by the
Accounts Section after receiving
from Hostel (where accommodation
made throught GAD)
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3)

4)

5)

6)

7)

8)

iii) Preparation & submission the
claim and received grant.

Adult & continuing Education :
1) Grant sanctioned by UGC.

i1) Claims are disbursed by the
Accounts Section after receiving
throught Director of D.A.A.C.E.E.
1i1)Preparation & submission the
statement of Accounts & Unitlisation
Certificate.

Teacher Fellowship Scheme :

1) Grant received from UGC.
i1) Claims are disbursed by the
Accounts Section after receiving by
Teachers.
1i1) Preparation & submission the
statements of Accounts & Utilisation
Certificate.

Unassigned Grant Group :

1) Amount Allocated by the UGC.
i1) Claims are disbursed by the
Accounts Section after sanctioning
by Unassigned Grant Commission.
1i1) Preparation Statement of
Accounts & Utilisation Certificate
along with UGC’s format for Group
ABCD
Other UGC Schems :

1) Grant received from UGC
i1) Claims disbursed by the Accounts

Section.

iii) Preparation the Statements of
Accounts/ Utilisation Certificate.
Financial Assistance on Accounts
Grant to the Universities for
Academic staff College of
organizing on orientation courses.
1) Grant received frm UGC.
i1) Claims are disbursed by the
Accounts section after receiving
throught Director, A.S.C.

Other Central Government
Scehmes:

1) Grant received from Central
Government for various purpose.

ii) Claims are disbursed by the
Accounts Section after receiving
through various Department

1i1) Preparation & submission the




Statements of Accounts &
Utilisation Certificate.

9) Other State Government Schemes :
1)Grant received from State
Government for various purpose.
(same as above ‘Point 8”)

10) Non- Government Colleges Salary
Grant to the Teaching & Non-
teaching Staff of Sadhubella
College:
1) Grant received from Join Director
of Higher Education.
i1) Claims are disbursed by the
Accounts Section after receiving
from Sadhubella College through
Joint Director of Higher Education.
iii) Grant sanctioned by UGC

11) UGC NET Exam :
1) Grant Sanctioned by UGC.
i1) Claims are disbursed by the
Accounts Section received through
Co-ordinator, UGC NET Exam.

Grants Fund -I1

1) Scholarship/SC/ST/OBC/NT/VJNT/OS
& MS Government Scholarship to
Children of freedom fighters, & primary
School teachers:

1) Grant received from District Social
Welfare Officer & Education Inspector,
Jogeshwari.

i1) Claims are disbursed by the Accounts
Section after receiving from different
students through different Department.

iii) Send Statement fo Accounts &
Utilisation Certificate.

iv) Correspondence to Government.

v) Claim to be sent to Government

vi) Disbursement Certificate.

2)R.B.I Grants Fund II SBI:
1) Books of Accounts such as Cash Book,
Ledger are maintained by the Unit &

prepration of Final Accounts in respect of
RB.I& S.B.L.

3) PG. Junior/ Senior Research
Fellowship Emeritus Fellowship :
1) Received from UGC.

TEEE WIS




ii) Claims are disbursed by the Accounts
Section.

4) CSIR Secnior Research Fellowship :
1) Received from CSIR .

i1) Claims are disbursed by the Accounts
Section.

5) ICHR Fellowship ICSSR Fellowship:
1) Grant received from ICHR, ICSSR.
i) Amount disbursed to fellows, Audited

Utilisation Certificates sent to sponsoring
bodies.

6) NBHM Research Awards NBHM
Library Grant:

i) Received from DAE.

ii) Disbursed to students & Departments
iii) Utilisation Certificates sent to NBHM,
DAE.

7) Other Scholarship Scheme :

1) Received from various Governments.
ii) Disbursed to Students.

iii) Disbursement sent.

Staff Housing Fund :

1)Writing of Cash Book, Ledger posting and
preparation of Bank Reconciliation
Statement in respect of Staff Housing Fund.
i1)Preparation of accrued Interest

& Certificate. R e

ii1)Preparation of No dues Certificate.
iv)Preparation of Interest Calculation.
v)General Correspondence relating to the
Staff Housing Fund.

vi)Writing of Recovery Register.
vii)Preparation of Final Accounts.
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Reply the Audit queries, Preparation of Budget
2 | Estimate & Budget Notes. Preparation of Final
Accounts
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Reply the Audit queries, Preparation of Budget
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Accounts

dlcchlcd

SEILICIEIN
Ters
SES

1)Sports Activities Fund:-

1)The contribution from the students from the
different Colleges received through Director of
Physical Education & Sports.

ii) Maintaining Books of Accounts.

iii) The payments are also made in respect of
of Physical Education & sports.

respect of Sports activities Fund.

of bills.

Activities Fund

received through Director of Students’ Welfare.

programmers.
1i1) Maintaining Books of Accounts.

Fund.

of bills.

different sports activities conducted by the Director
vi) Preparation of Bank Reconciliation Statement in
v) Preparing and passing the vouchers for payments
vi)General Correspondence relating to the Sports
2)Student’s Welfare & Cultural Activities Fund :-
1)The contribution from the students from the college
i1) The payments are also made in respect different
vi) Preparation of Bank Reconciliation Statement in
respect of Students’s Welfare & Cultural Activities

v) Preparing and passing the vouchers for payments
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vi)General Correspondence relating to the Student’s
Welfare & Cultural Activities Fund.

3) Vice-Chancellor Fund-

1) For reimbursement of Medical bills of Teaching &
Non-Teaching staff of the University.

i1) Claims are disbursed by the Accounts Section after
receiving from Director of Student’s Welfare.

1i1) Maintaining Books of Accounts

v) Preparing and passing the vouchers for payments
of bills.

vi)General Correspondence relating to the Vice-
Chancellor Fund.

4) Staff Welfare Fund:

1) For reimbursement of Medical bills of Non-
teaching Staff of the University.

ii) Payment of Ad-hoc Pension.

1i1)Maintaining Books of Accounts.

vi) Arranging meeting of M.M.Sharma Endowment
Fund & Passing of bills of Education & Medical of
the Staff.

S) Development Fund :

1)Writing of Cash Book, Ledger posting and
preparation of Bank Reconciliation Statement in
respect of Development Fund.

i1) Preparing and passing the vouchers for payments
of bills.

6) Sinking Fund :

1) Maintaining Books of Accounts

7) Gratuity Fund :

i) Maintaining Books of Accounts

8) Reserve Fund :

1) Maintaining Books of Accounts

9) Contingency Fund :

i) Maintaining Books of Accounts

10) New Campus Development Fund:

i) Maintaining Books of Accounts

1) 1 National Service Scheme:
i) Grant received from State Liosion Officer
Special Duty for NSS regular and Special
Programmes.
ii) Claims are disbursed by the Accounts
Section after receiving from different
Colleges through NSS Programme Co-
ordinator.
ii1)Preparation & Submission Statement of
Accounts & Utilization Certificate




2)

3)

4)

5)

6)

7)

8)

Cultural Exchange Programme :

1) Telegrams received from UGC informing
the name of student & period of staying for
accommodation.

i1) Claims are disbursed by the Accounts
Section after receiving from Hostel (where
accommodation made throught GAD)

1i1) Preparation & submission the claim and
received grant.

Adult & continuing Education :

1) Grant sanctioned by UGC.

i1) Claims are disbursed by the Accounts
Section after receiving throught Director of
D.A.A.CEEE.

1i1)Preparation & submission the statement of
Accounts & Unitlisation Certificate.
Teacher Fellowship Scheme :

1) Grant received from UGC.

i1) Claims are disbursed by the Accounts
Section after receiving by Teachers.

111) Preparation & submission the statements
of Accounts & Utilisation Certificate.
Unassigned Grant Group :

1) Amount Allocated by the UGC.

i1) Claims are disbursed by the Accounts
Section after sanctioning by Unassigned
Grant Commission.

1i1) Preparation Statement of Accounts &
Utilisation Certificate along with UGC’s
format for Group ABCD

Other UGC Schems :

1) Grant received from UGC

ii) Claims disbursed by the Accounts Section.
iii) Preparation the Statements of Accounts/
Utilisation Certificate.

Financial Assistance on Accounts Grant to
the Universities for Academic staff College
of organizing on orientation courses.

1) Grant received frm UGC.

ii) Claims are disbursed by the Accounts
section after receiving throught Director,
AS.C.

Other Central Government Scehmes:

1) Grant received from Central Government
for various purpose.

ii) Claims are disbursed by the Accounts
Section after receiving through various
Department

111) Preparation & submission the Statements




of Accounts & Utilisation Certificate.

9) Other State Government Schemes :
1)Grant received from State Government for
various purpose. (same as above ‘Point 8”)

10) Non- Government Colleges Salary Grant to
the Teaching & Non-teaching Staff of
Sadhubella College:
1) Grant received from Join Director of
Higher Education.
i1) Claims are disbursed by the Accounts
Section after receiving from Sadhubella
College through Joint Director of Higher
Education.
iii) Grant sanctioned by UGC

11) UGC NET Exam :
1) Grant Sanctioned by UGC.
ii) Claims are disbursed by the Accounts
Section received through Co-ordinator, UGC
NET Exam.

Grants Fund -11

1) Scholarship/SC/ST/OBC/NT/VJNT/OS & MS
Government Scholarship to Children of freedom
fighters, & primary School teachers:

1) Grant received from District Social Welfare Officer
& Education Inspector, Jogeshwari.

ii) Claims are disbursed by the Accounts Section after
receiving from different students through different
Department.

iii) Send Statement fo Accounts & Utilisation
Certificate.

1v) Correspondence to Government.

v) Claim to be sent to Government

vi) Disbursement Certificate.

2)R.B.I Grants Fund II SBI:

i) Books of Accounts such as Cash Book, Ledger are
maintained by the Unit & prepration of Final
Accounts in respect of R.B.I & S.B.I.

3) PG. Junior/ Senior Research Fellowship
Emeritus Fellowship :

1) Received from UGC.

i1) Claims are disbursed by the Accounts Section.

4) CSIR Secnior Research Fellowship :
1) Received from CSIR .
i1) Claims are disbursed by the Accounts Section.




5) ICHR Fellowship ICSSR Fellowship:
1) Grant received from ICHR, ICSSR.

ii) Amount disbursed to fellows, Audited Utilisation

Certificates sent to sponsoring bodies.

6) NBHM Research Awards NBHM Library
Grant:

1) Received from DAE.

i1) Disbursed to students & Departments

iii) Utilisation Certificates sent to NBHM, DAE.

7) Other Scholarship Scheme :

1) Received from various Governments.
ii) Disbursed to Students.

iii) Disbursement sent.

Staff Housing Fund :

1)Writing of Cash Book, Ledger posting and
preparation of Bank Reconciliation Statement in
respect of Staff Housing Fund.

ii)Preparation of accrued Interest Certificate.

iii)Preparation of No dues Certificate. 3 ELCATI O
iv)Preparation of Interest Calculation.
v)General Correspondence relating to the Staff
Housing Fund.
vi)Writing of Recovery Register.
vii)Preparation of Final Accounts.
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Retirement Benefits Fund
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the ledger maintain by the Employees
Pensionery and Other Retirement Benefits
Fund Payment Register.
§ To send Proposal for Investment & To TEF SIS
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& Scrutiny of Bills & submission of Notes in TEF BES
respects of Commutation Value & Gratuity
Correspondence with to the Financing TEF SIS
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bodies and head of Departments
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. Information Act Asked by the Individual,
the state & Central Governments &
University Authority on Demand
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(Fread FHH=T—ar=EE) feers FIAETE SATEeR AER | ST
Replay the Audit queries, payment from | dIchlcd

various University Fund A/c , To maintain a
register for the safe custody of the Investment
documents like Insurance Policies, agreements
etc. To maintain Registrar for the safe custody
of gold medals and recording the date of
receipt of the medal, name of the medal,
name of the awarded, dated of delivering of
the medal, name of the awarded, dated of
delivering of the madal and obtaining
signature of the receipient. to maintain the
register showing the detail regarding day to
day movement of cahs between the office and
other different banks as also other counter
and department. To looking after the work of
cash handling allowances to all university staff
handling the cash.

q@Ure, deldsh JYUie>

To accept and account for all Cash/Cheques
after verifying the receipts issued during the
day by the various section/units departments,
hostel, and issue a consolidated receipts for all
the receipts and enter in his cash register. To
keep and maintain stock registrar of various
forms i.e. M.A., M.Sc, admission form etc. To
look after correspondence of receipts side.

To assist the auditor and look after audit
queries pertaining to receipt side. To verify the
receipts issued by the clerk (Receipt) and tally
with the total receipt with actual cash and
cheques amounts at the end of the day and
enter the same in the cash tally Register. To
prepare statement of cheques to be deposite
with the bank in various fund A/c and paying
slips as per requirement of the bank.

TEEF TGS

Physical verification of daily receipt through
cheques of by cash and payment through
chequ and cash and to make entry in cash tally
register at the end of the day. To verify the
collections made by Cheques and cash on the

TS TGS




previous day deposited in to the respective
banks in proper bank A/c on the following day.
Checking of payment voucher their budget
head from impress balance cas as mentioned
in the cash Registrar by the counter clerk.

1 Collections of the cash and issued a
receipt for the same as detail below:-
1) General Fund (Receipt)
(19430)
a) Tuition fees
b) Un-spent  balance
amount of various
advance taken from
general fund.
c) Miscellaneous cash
receipts  (Postage,
Tender, Cost of
Various  University
form, Graduate
Registration fee,
Teaching Post
application fee,
Application fee.,
Miscellaneous
Receipt books etc)
) Other fund
Un-spent balance amount
of advance taken from
following funds other than
General Fund.
a) Sport  Activities
Fund
b) Student Welfare
Fund
¢) Trust Fund
d) Grants fund |
e) Grants Fund Il etc.
2 Collection of cheques and issue a
receipt for the above mentioned
General Fund and other Univ. Fund

afes fefts

To collect the cheques recovered from the
Inward Section and forward the same to
respective unit for their remark. To maintain
Cash Register amout enter in it total cas

afes fefts




received and total cheques amout received
during the same pertaining to each fund, To
writer the pay-in-slip of the bank of different
funds and to make statement of Cheque as
per requirement of the bank. To collect the
money order amout received from the
students by post and issue the receipt for the
same and forward the same to the student
and inform the concern section in the matter.

The drawal of cheques, The disposal of
cheques, To prepare salary statement for
sending respective bank. To prepare salary
packets and assist to distribution of salary. To
draw a demand draft as per requirement and
maintain demand draft register. Preparation
of money order form and statement of
pensioner. To reverse the cheques which have
become stale and pursue the matter and
maintain cheques reverse register and issue
fresh Cheque if required. Typing work.

wfes fofts

Payment of T.A./D.A. to various examiner
payment of T.A. to members of various
committee, payment of honorarium to
examiner.  Disbursement of  Overtime
payment. Payment of Government of India
Scholarship to students. To send intimation
car to students. To draw cheques or
NEFT/RTGS of T. A Payment. To prepare RB.I.
Statement to withdraw cash from RB.I. and to
do such other duties as may be assigned by
superiors. Typing work.

wfes fofts
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The disposal of cheques, To filling and
distribution of salary packets, To attend the
quire and letters. To send reminder in respect
of cheques not colleted. To made payment
from imprest and look after the work of
receipt side in absence of payment clerk and
receipt side clerk. To prepare challan deducted
at source from the contracts and arrange to
send the same to bank and makng file for it
and also to prepare challan of income tax of
salary of university employee

wfes fofts

R

To prepare challan deducted at source from
the contracts and arrange to send the same to
bank and makng file for it and also to prepare
challan of income tax of salary of university
employee. The draw of cheques. To attend the
quire and letters. To send reminder in respect
of cheques not colleted. To made payment
from imprest and look after the work of
receipt side in absence of payment clerk and
receipt side clerk. To maintain undisbursed
salary register.

wfes fofts

2R

Depositing chques of Telephone bill, BEST bill,
BMC bill etc. Depositing RBI, P.T., & IT.
challans in to bank. Deposing various fund
cheques & cash in to banks. Voucher filling.
The disposal of cheques

23

Deparmental filing.
Attending all duties of peon.
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Chief Accountant | 1) To approve forward various proposal | HgI

(F&A) of relating to Accounts, official | fgzmdis

notes, approving vouchers, signing | syferfag
on the cheques, pertain to college.

¥ AN
Assessment various supplier’s. 2/?_:' -
2) Information pertaining to RTI 2005. .
P - wfear

3) To perform various duties assign by
Finance & Accounts Officer, Vice-
Chancellor and the authority.

Cash Unit

Asstt. Registrar | fq g @mar farmde aifen fawm, g
(F&A) [T T ey Jeiehd dE A1 fr|ra
IAe L | o el A o e e o O | S e R 1 1
LIRS G s B 7111 R AL 2
% 34000 /- FHTEAT GAERNET e &7 -
qiedrar AREE AT U AT SFeier
HAATET H .

PEt | o B ks | ) A e M o | M| ) e
T wEHET JUm-a1 TE-3T=auidl ad

I A= B .

Cashier The cashier will be in-charge of the
Cash Section and will be responsible for
the custody and accounting of the Cash
including Cheques Demand Drafts,
Blank Receipt Books/ ChequeBooks and
also responsible for all cash transactions
of receipt and payments including
disbursement of monthly pay and
allowances of the office staff.

The following duties have been assigned
to Cashier :-

1) Checking of cheques issued from




various University Fund Account.

2) Signing of Cheques up to Rs.5000/-
3) Physical verification of stock of all
cheque books lying with cash unit at the
end of the day.

4) To send requisition for order cheques
for Bank Account as and when requited
through Assistant Registrar (F. &
A.)/Deputy Registrar (F. & A.)

5) To maintain Register for the stock
Receipt Book, Cheque Forms Control
Register, remittance for draft Cheque
pay slip etc.

6) To obtain Bank Balance of University
funds and submit to the higher authority
as and when required.

7) To check daily Receipt Reports along
with offical receipt issued and collection
received on behalf of the University
including cash/cheque/draftetc and also
payment Reports along with payment
voucher. (Imprest payment) submitted
by Assistant Cashier (payment &
receipt) at the end of the day.

8) Jo look after correspondence of
Receipt and payment side.

9) To assist to the auditor and look after
audit queries etc.

10) To check the daily Cash Tally
Register ~ Accordingly check the
remittance of

dailycollection in Bank Account etc.

11) And do such other duties as may be
assigned by Head of Section.

Asst.Cashier

1) To accept and account for all
collection by Cheque/Cash/Demand
Draft etc. after verifying the receipt
issued during the day to day by the
SectionlUnit departments and issue a
consolidated receipt for all receipts.

2) To check the daily Receipt Reports as
per the funds.

3) To write the Cash Tally Register at
the end of the day.

4) To go to bank for deposit all
cash/cheque/Demand draft collected on

10




the previous

day.

5) To verify the receipts issued by
counter clerk (receipt) and tally the total
receipt

withactual cash/cheque/Demand draft
amounts at the end of the day and enter
the same the Cash Tally as per fund.

6) To prepare statement of Cheque/DD
to be deposited with the bank in various
fundAccount and paying slips as per
requirement of the Bank.

7) To issue the receipt Book to the
UnitiDepartment as when demanded and
maintain the records for the same.

8) To maintain cheque Revenue Stamp
Register and prepare reimbursement
statement etc.

9) To prepare monthly cash receipt
record (C.R.)

10) To keep and maintain stock register
of various forms ie. M.A., M.Sc.
admission

forms etc.

11) To look after correspondence of
receipt side.

12) To assist the auditor and look after
audit queries pertaining to receipt side.
13) And do such other duties as may be
assigned by the Head of Unit.

14 ) To verify to check of daily voucher
payment and cash payment, Imprest
payment

submitted by Counter Clerk (payments)
and tally the remaining cash balance

and enter the same in Cash Tally
Register.

15) To maintain and look after Cheque
forms control Register in respect of all
stock

of Bank cheque Books.

16) Verifying of cross cheque counter
Register and Self Cheque Counter
Register.

17) To look after the work of payment
of Telephone bill, BMC bill etc.,

11




18) To prepare challans i.e. Income Tax
VAT etcinrespect of Tax deducted from
Contractor Examiner and issued the
TDS Certificate.

19) The checking and verify of cheques
of Salary pertaining to salary payment
form

pay tally of Permanent Staff and Temp.
Salary.

20) Payment of Festival Advance and
Food Allowance O.T. etc.

21) And do such other duties as may be
assigned by Head of the Unit.

22) To go to Bank for deposit all
cash/cheques.

Sr. Accounts Clerk

Collection by Cash/Cheque/D.D. etc and
issue the receipt for the same as below.
1) Tuition fees.

2) Exam fees, Revaluation, Verification,
Statement of Marks, Convocation
MKCL,

web site connectivity E-Charges, EMD,
Tender Form fees, Registrar fees for
seminar, Eligibility, Migration,
Enrollment fees, Penalty Charges, Guest
House

Charges, Unspent balance amount of
various advance miscellaneous cash etc.
3) To collect the cheques recovered
incurred section.

4) To prepare the daily receipt Report
pertaining to each fund.

5) To write the pay-in-slip in Bank of
different fund and make the statement of
Cheque/D.D as per requirement of the
Bank.

6) In absence of Assistant Cashier
accept Cash/Cheque from Department
write the Cash Tally etc.

7) Forwarding receipts of cheque to the
concern unit/section/Department of
Colleges and other institution.

8) To keep 'revenue stamp account.

9) To assist the Assistant Cashier for the
printing of Receipt Book, forms etc.

10) And do such other duties as may be

12




assigned by superiors.

Jr. Accounts Clerk

1) Payment of T.A/D.A to various
Examiners (Imprest Payment).

2) Payment of T.A.to member of various
committees.

3) Payment of honorariurn to examiner.
4) Payment of Refund of Exam Fees etc.
5) Payment of Government of India
scholarship to students

6) To send intimation card to students.
7) To draw Cheques of T.A.

8) To assist to Salary Payment and
Overtime /Food Allowances etc and do
such

other duties as may be assigned by
Superiors.

Hawaldar 1) Depositing Cheque of Telephone
M.S.E B. BM.C. etc.
2)  Depositing VAT/Income Tax
Challans in to Bank.
3) Depositing various Fund Cheques
and Cash in to Bank.
4) Voucher filling.

Peon 1) Departmental filling.
2) To assist Depositing Cheque/Challans
etc. in absence of Hawaldar.
3) Attending all duties of Peon.
4) Filling work.
5) Attending all duties.
6)And such other duties as may be
assigned by Head of Department.

Bills Unit

Deputy Accountant 1. Bills such as Travelling Bills,

Remuneration Bills, Chief Conductor &
Practical Bills, Hired Vehicle, O.T. &
Food Allowance Bills, Party Bills, Petty
Cash Bills, Postage Bills, Repairs &
Maintenance Bills, Contingency &
Hospitality Bills, Checking Collection
of share from the Colleges which is
received from Assistant Accountant of
Bills unit has been checked & signed by
the Deputy Accountant.

2. The Bill which is signed by
Deputy Accountant is send to assistant
Registrar for further process.

13




Asstt. Accountant

1. Full Exam Bldg., Overtime Bills
2.Various Types of Advances/Petty
Cash

3. Kalina Campus Canteen Bills

4.0Other T. A. (For Staff)

5.Hired Vehicles

6.Fuel Charges (University Vehicles)
7.Postage (Shreeji)

8.No Dues Certificate

9.0thers Bills

10,Digital Exam Paper Delivery System
(Intelligent Quotients)

Vehicles Repairs Bills  (University
Vehicles)

11.Assessment, Moderation, Paper
Setting, Prof. Correction, Translation,
Practical, Jury & Dissertation in respect
of Engineering, Architecture, Pharmacy,
M.C.A.

12.Passing the bills of Food Allowance
of Permanent & Temporary Staff.
13.Convince Allowance of Dispatch
Unit & Ratnagiri Sub Center for the
work of delivery of Answer Books and
Stationery to various colleges in
Mumbai and Ratnagiri Sub Center
advance adjusted.

14 Revaluation of Answer Assessed
Books send for online assessment
(Technology Faculty.)

15. Bills of lab. Supervisor Experts and
other staff, practical Exam bills received
from various colleges for conducting
practical exam T.Y.B.Sc/M.Sc/ Home
Science/ Pharmacy/M.C.A.

16. Bills of cost of materials
consumables, chemicals etc. for
conducting practical exam of
T.Y.B.Sc/M.Sc/Home science/
Pharmacy/M.C.A.

17. Bills of advance for conducting
practical exam of all Medical
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Colleges/J. J. School of architecture/
Fire Art & Applied Art.

18. Prepare journal voucher of advances
received from various colleges.

Travelling expenses bills for University
work of
19. Paper setters meeting

20. Submission of mark list/ Answer
book/ question paper for theory exam

21. Proof Correction of Question papers
22. Meeting of Boards of Examination

23. Meeting of Instruction from
chairman’s before practical exam.

24. Setting of mark list before result

25. Exam squad for theory exam various
centers.

26. Conducting practical/ viva voce
27. Control room seating on exam day.

28. Revolution Answer books various
exam.

19. Unfair means enquiry committee.

Sr. Accounts Clerk

1. Full Exam Bldg., Overtime Bills
2. Various Types of
Advances/Petty Cash

3. Kalina Campus Canteen Bills

4, Other T. A. (For Staff)

5. Hired Vehicles

6. Fuel Charges (University

Vehicles)

7. Postage (Shreeji)

8. No Dues Certificate

9. Others Bills

10. Digital Exam Paper Delivery

System (Intelligent Quotients)

11 Vehicles Repairs Bills
(University Vehicles)

12.Bills of lab. Supervisor Experts and
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other staff, practical Exam bills received
from various colleges for conducting
practical exam T.Y.BSC/M.SC/ HMC
science/ Pharmacy/M.C.A.

13. Bills of cost of materials
consumables, chemicals etc. for
conducting practical exam of
T.Y.BSC/M.SC/Home science/
Pharmacy/M.C.A.

14. Bills of advance for conducting
practical exam of all Medical
Colleges/J. J. School of architecture/
Fire Art & Applied Art.

15. Prepare journal voucher of advances
received from various colleges.

Jr.Accounts Clerk

1. Bills of various parties

2. Refund of exam fees to student

3. Payment of Xeroxing of question
papers.

4. Bills of Chief conductors

Passing of Remuneration Bills of

Science, Commerce, Arts, Law,

Fine Art faculties.

6. Theory Paper Setting Bills ---

sets, proof correction, translation

Assessed & Moderation Bills

Practical remuneration Bills

Internal Assessed Bills.

0. Project work bills.

1. Assessment, Moderation, Paper
Setting, Prof. Correction,
Translation, Practical, Jury &
Dissertation in respect of
Engineering, Architecture,
Pharmacy, M.C.A.

12. Passing the bills of Food
Allowance of Permanent &
Temporary Staff.

13. Convince Allowance of Dispatch
Unit & Ratnagiri Sub Center for
the work of delivery of Answer
Books and Stationery to various
colleges in Mumbai and Ratnagiri

e

m = o
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Sub Center advance adjusted.

14. Revaluation of Answer Assessed
Books send for online assessment
(Technology Faculty.)

15. Work of receiving exam fees
university share verify make entry
of the share in computer.

16. Check Remuneration file make
entry.

17. Remuneration bill
assessment/moderation passing

18. Advances to colleges.

Travelling expenses bills for University
work of
22. Paper setters meeting

23. Submission of mark list/ Answer
book/ question paper for theory exam

24. Proof Correction of Question papers
25. Meeting of Boards of Examination

26. Meeting of Instruction from
chairman’s before practical exam.

27. Setting of mark list before result

28. Exam squad for theory exam various
centers.

29. Conducting practical/ viva voce
30. Control room seating on exam day.

31. Revolution Answer books various
exam.

32. Unfair means enquiry committee.

Central Assessments Unit

Deputy Accountant

1. To check and sign bills such as
Cap allowance, D.A. , Travelling
allowance, Staff remuneration and
Administrative charges to  College
which are received from Assistant
Accounts in respect of
Examiners/Moderators. To check and
sign the bills of Advances, of 400 CAP
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CENTERS situated in various Colleges.
2. To check daily cash handled by
Assistant Accounts and verify the
registers, such as Payment Register,
Advance Register, J.V. Register etc.

3. To look after correspondence
regarding Advances paid to various
Colleges for conducting CAP, which are
not settled by colleges for long time.

4. To attend the queries raised by
CAP Centers in respect of CAP
allowance T.A., D.A. and solve the
same.

5. To supervise over the staff
working in the unit.
6. Do such other duties as may be

assigned by Head of Section.

Asstt. Accountant

1. Passing the bills of Cap
allowance, T.A., D.A. and Advances to
various Cap Centers.

2. To check files received from
Cap Centers in respect of advances paid
them for conducting Cap.

3. To make cash payment of CAP

allowance, T.A., D.A. to
Examiners/Moderators.

4. To prepare Journal Voucher and
take entries in various registers.

5. To attend telephonic queries the
CAP centers.

6. To attend College staff and CAP
Coordinators, who are coming for
submit the files of Cap expenditure.

Asstt. Accountant

1. Passing the bills of Cap
allowance, T.A., D.A. and Advances to
various Cap Centers.

2. To check files received from
Cap Centers in respect of advances paid
them for conducting Cap.

3. To make cash payment of CAP
allowance, T.A., D.A. to
Examiners/Moderators.

4. To prepare Journal Voucher and
take entries in various registers.

5. To attend telephonic queries the
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CAP centers.

6. To attend College staff and CAP
Coordinators, who are coming for
submit the files of Cap expenditure.

Asstt. Accountant

1. To check files received from
Cap Centers in respect of advances paid
them for conducting Cap.

2. To prepare Journal Voucher and
take entries in various registers.

3. To attend telephonic queries the
CAP centers.

4. Do such other duties as may be
assigned by Head of Section.

5. To attend College staff and CAP
Coordinators, who are coming for
submit the files of Cap expenditure.

Books of Accounts Unit

Deputy Accountant

1) Supervision of GF-I1 & GF-1I &
UGC Grant,

2) Checking of Master Transfer
Voucher,

3) Checking Final A/lc &
reconciliation of GF — I & GF-II

4) To supervise over the staff
working in the unit.
S) Do such other duties as may be

assigned by Head of Section.

Asstt. Accountant

1) Reconciliation of Examination
Fees, Migration Fees ,Enrolment Fees
& Eligibility Fees paid by University
Affiliated Colleges with Bank
Statement,

2) Checking of Journal Voucher
entries,

3) Day to day reconcile with
monthly Bank Statement & challans,

4) To solve audit objection (
Statutory Auditor & Govt. Auditor),
5) To solve scrutiny of

reconciliation statement for the year
2013-14,

6) Finalisation for Accounts &
passing required outstanding entries in
Bank Reconciliation,

19




7) Segregating & Arranging
available data

8) To help Preparation of yearly
Budget.

9) Checking Vouchers & Fees
Details,

10) Verify Ph.D Tuition Fees,

11) Provide Information for estimate
Budget for Bills Unit & Internal Audit,
12) Reconcile with Bank Statement
& Office data,

13)  Preparing Final Accounts &
others.

14) To solve audit objection (
Statutory Auditor & Govt. Auditor),

15) Bill checking of 47 Schemes, of
UGC,CG,UGCMRP,UGC XII Plan &
Others sources Schemes.

16)  Bill checking of 56 Building of
Property Tax & water Bills in respect of
University Campus Bldg.

17)  Bill checking of 100 Telephone
Bills & 300 Electricity Bills in
University Campus Bldg.

18)  Preparation & Checking of
Budget estimates in respect of 47
Schemes.

Sr. Accounts Clerk

1) Collection of cash challans

statement from Cash Unit,

2) Dotting with Bank Statement &
Cash receipt register,

3) Reversion of cheques,

4) Reconcile with Bank Statement

& fees paid to the colleges regarding

Post Graduate Courses, Mark sheets &

other paid fees,

Jr.Accounts Clerk

1) Collection of Examination Fees,
Migration Fees ,Enrolment Fees &
Eligibility Fees

from University Affiliated Colleges
form of Challans,

2) Fees Challan verify &
deposited into The Bank Of Baroda,

3) Collection of day to day

Challans & Monthly Bank Statement
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from Bank of Baroda,

4) Data Entry of challans as per
their Budget heads & amounts

5) Data entry of Journal Vouchers ,
6) Assist to Superior staff to their
work as and when required

7) Posting of Dept. Challans (
Receipts)

8) Posting Journal Vouchers
Budget wise,

9) Reverse Cheques, Dotting on
Bank Statement & Cash Receipt
register,

10) Verify Ph.D Tuitions Fees,

11) Bank Query Solution.

12)  Assist to Superior staff to their
work as and when required.

Posting Journal Vouchers Budget wise,
14) Bank Query Solution,

15) Posting of Caution money,

16) Posting of Vouchers Budget wise (
Payment),

17) Prepare Transfer Vouchers &
Journal Vouchers for all Non Revenue
Accounts.

19)  Passing Of Bills of 47 Schemes,
of UGC,CG,UGCMRP,UGC XII Plan
& Others sources Schemes,

20)  Passing of Bills 56 Building of
Property Tax & water Bills in respect of
University Campus Bldg.,

21) Passing of Bills of 100
Telephone Bills & 300 Electricity Bills
in University Campus Bldg.

Bills Unit

Deputy Accountant

1 Supervising the correspondence with
the various departments situated at
Vidyanagari Campus in respect of
General Fund —II (Bills).

2 Supervising and checking the notes
prepared to Higher Authorities
regarding prior sanction of Air-
Travel/Ex-Post-Facto Sanction, Item for
Finance and Accounts
Committee/Senate/Management
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Council/Purchase Committee etc.

3 Supervising the correspondence with
various department’s (No.58) in respect
of settlement of advances queries, Non-
Revenue Accounts etc.

4 Checking the bills of General Fund —II
5 Checking the bills of Electricity,
Telephone for common facilities.

6 Checking and supervising Budget
estimates in respect of 58 depts.

7 Attending the budget meetings held in
every financial year

8 General supervising of the unit

9 Any other work assigned by the
Assistant Registrar & Deputy Registrar
(Finance & Accounts)

Asstt. Accountant

1 Checking of payment Vouchers of
General Fund —II

2 Correspondence with various
departments (58) in respect of passing
the bills, settlement of advances, Non-
Revenue accounts.

3 Checking the bills of General Fund —II
4 Checking the bills of Electricity,
Telephone for common facilities.

5 Preparation of Budget estimates in
respect of 58 depts.

6 Attending the budget meetings held
in every financial year

7 Supervising and attending all
correspondence of the unit

8 Supervise and guide the subordinate
staff in all respect.

9 Any other work assigned by the
Assistant Registrar & Deputy Registrar
(Finance & Accounts)

Jr.Accounts Clerk

1 Passing of Bills in respect of 58
departments for payment

2 Passing of Bills in respect of
Scholarships (i.e. JRF /UGC/SREF etc.)
3 Passing the bills of Electricity
,Telephone for common facilities

4 Opening of payment registers,
advance registers. LTC registers.

5 Settlement of advance

6 Preparation of Budget estimates in
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respect of 58 departments.

7 To attend the budget meetings held in
every financial year.

8 To prepare routine letters /replies of
approval and issue reminders.

9 Typing of letters and statement
pertaining to Bills Unit.

10 To verify the bills in respect of 58
depts.

11 To report to the Assistant
Accountant/Deputy Accountant about
official matters

12 To maintain the records and other
relevant facts and figures

13 To verify various bills received from
various department and put up the same
for payment with Sanction of the Higher
Authorities.

14 Any other work assigned by the
Assistant Registrar & Deputy Registrar
(Finance & Accounts)

Computer Unit

Sys Operation Officer

Computer section is managing &
transforming manual work of accounts
department in to computerized data
form. This Computerised official work
process is happening at Accounts
Department (Exam House). For this we
are providing connection nodes at
different units. These connection nodes
are connected to the Main Server room
& all units are getting information data
from this server room after logging in
with their personal login id & password.
Currently we have one System
Operation Officer for handling this work
& related responsibilities with support
staff of three temporary DEO.

1. Management of computer related
works.
2. To transform manual work in to

computerized data & to create the
computer programs related to these
work & to provide the same to the users.
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3. To modify active computer
programs as per the requirement of users
& management of the same

4. To manage main server & to
create login to the users.
5. To provide the hardware to the

different department of Accounts
section as per their requirements.

6. To Manage the hardware
connected to the different departments

computers.

7. To provide the internet services
& management of the same.

8. To introduce new updated

systems & procedures in computer
section of Accounts Department like

online  payment systems, Bank
statements, etc.
9. To solve issues related to

computer data & hardware of the
computer section

10. Timely maintenance of main
server & back up of all computer data to
secondary storage on user PC.

11. To provide the support to the users
related to programs
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ST qThEE AR LT .

a. Trust Fund

b. Depreciation Fund (University Grant)

c. Depreciation Fund (Government Grant)

d. Heritage Building Fund

e. Sir P.Mehta 150" B.A.C.C Fund

f. Disaster Relief Fund

g. RBI Professorial Chair in Monetary Economy

h. RBI Professorial Chair in Political Economy

i. Investments

2. Preparation of Statement of Interest as per list of
various Endowments.

3. Preparation of Statements of allocation of

expenditure of various medals.

4. Preparation of Statements of interest on Opening
Balances

5. Preparation of Statements of Administrative
Charges.

6. Preparation of Donation Statements
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7. Preparation of Income side Budget of
Depreciation fund (University Grant & Government
Grant) and 13 Endowment Chairs from different
Departments.

8. Posting of J.V.’s of all above statements.

9. Maintenance of Cheque Inward Registers of Trust
Fund, Disaster Relief Fund.

10. Maintenance of Inward & Outward Registers
(Internal & External)

11. Maintenance of Scholarship/Prizes Registers and
Book Prize Register.

12.To get embossed from University Press,
University emblem on Books and paste prize
certificate on the same books.

: Table -7
Chair-17
Cupboard -8
Cabinet - 2
Computer - 7
Printer / Scanner - 1
Printer - 3
Fan- 6
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The Maharashtra ¢. Hele faEmdie  Accounts Code
Universities T TN
Her® A ts Cod :
9 - VI ccounts Code I Ter
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3. e ofms
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. T Fe — YETARA /T / erAteg /. TReEeEER | i
fafiTes Frafm T FeamyHET § ¢. HeWe fe@mdid  Accounts
. : S MFER TTAFA A= T Code 7 WeRI AT Tar frm
VI ST Fa 2. vymEA fof
3. fqemdfterE aRmrs
faferee FrtT T SeayHr F ¢ fqemdts wrer 2%
- AFER JOTERT A U 3. WeNE AN Her e
¥ MTBF T 3. vomEA fof
¥ fqemdier wfws




faferee FratT T FeamyHr 7 ¢ fqemdfs wrer 2%
TEH SRR TR e ST 2. WeMI A Her frm
FES THOA T 3. Ty ot
%. foamder aRws
faferee FrtT T SeayHr F ¢ fommdie @mer 22%%
qerF SRR TuTEfR A ST 2. HeWeZ AR Fer fram
FES FTGH Fdd 3. vgrE fofg
%. foamder aRws
faferee FrtT T SeayHr F ¢ fommdie @ 22%%
o Pt | SRR TR A= ST 3. WeNE AN Her e
THOA T 3. Ty ot
¥ fqemdiiar wfws
faferee FratT T FeaTyHr 3 ¢ fqemdfte wrer 2%
o ff | SRR TR e ST 2. HeWeZ AR Fer fram
THOA T 3. vy ot
. foamder aRws
fafere wrtT T SeayHr F ¢ fommdie @mer 22%%
o fofy | ST TR At 3T . MR AR Har fm
IGH FaA 3. Ty ot
¥ fqemdier wfws
To visit to different Banks to 7. HeWTee, AT e fram
give & collect Fixed Deposit 3. farmdier aftess
Receipts & Other Bank
Correspondence
To Move Office Papers to
different Units /Sections /
Departments
Filing of Office Papers
EEIGEES Serve drinking water to unit’s
staff & to visitors, when
required
Open & Close Unit’s cupboards
Stitching Agenda & Minutes of
the Finance & Accounts
Committee
Any other work assigned to him
by the Superiors.
s feramTTeie HaT-TT AT 7. HEWTSZ AMH ¥ar fram
- HITEHT G0l F 37 SR 2. fommder wRersw
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fram | ENTE A Far fraw
SIGENELE] . fqurm=ar eIt Hafe deee it e e vl
TR : foram= FmESTe Hafd d@eed Mmoo fGardter R
FATGA TSI
3. FroraHt/
. FAT WET  edmR FH=—AT=rerE) feag TS SR SR | st
Attend the University Statutory Auditors _—
2 | /Internal auditors & Accounts General e | e FodrE-Vl,
Audit 7AW, Helds ST

a) To ensure that the various
payments made are within
budget provision allocation &
Sanction

Herad Foatd— VI,
STGEM, HeEs SEIS

b) To ensure that the Passing of
Scholarships/Prizes bills are
done from each Endowments
Liquid balance.

Reply to the Audit queries, Preparation qTcehTcs

: TGEMS, Herd ST
of Budget Estimate & Budget Notes

Maintenance of Book of Accounts of
Trust Fund , Depreciation Fund
(University Grant), Depreciation Fund
(Government Grant) , RBI Professorial
Chair in Monetary Economy & RBI
Professorial Chair in Political
Economy(SBI) & Heritage Building Fund,
Disaster Relief Fund, Sir Pherozshah
Mehta 150t BACC Fund (BOB),
Correspondence with Bank, Attending
Audit Queries, Preparing Books of
Accounts & Final Accounts, Tally Non-
Revenue Account, Reconciliation of the
ledger maintained by the Trust Fund

YA, HelXdh AU

Preparation of Utilization Certificate & TEF FES
4 | Statement of Account in respect of
Endowments & Donation Certificates.

Maintenance of Investment Register & TEEE HES
& | the Investment Ledger of all University
Funds




Send letters to different bank for
renewal/realization of Fixed
Deposit/Receipts/Bonds etc.

TEF BTG

Reconciliation of Investment Ledger
with all respective University Funds
Investment Accounts.

TR BTG

Maintenance of Investment Outward
Register.

TEEE WIS

g0

Approach to Banks for queries of Fixed
Deposit/Receipts/Bonds etc.

TEEE WIS

1

Preparation of statements of allocation
of Investments amount of various
endowments.

TR SEIS

R

Preparation of notes for the investment
of Trust Fund and all other University
Funds.

TR BTG

23

Posting of ].V’s of all above investment
statements.

TEEE WIS

2%

The following statements and

documents are required to be

produced before the Statutory
Auditors on 31st March,

i) Statement of Fixed Deposit
Receipts on hand as on 31st
March,

ii) Statement of Share
Certificates on hand as on
31st March,

iv) Statement of Bonds on hand
as on 31st March.

V) Statement of Fixed Deposit
Receipts in Transit on 31st
March.

TEEE WIS

24

To Preserve all Fixed Deposit Receipts,
Bonds Certificates etc

TR SEIS

25

To send Final Account of Foreign
Contribution of Sir Pherozshah Mehta

150th BACC Fund to Central Government.

TR SEIS

29

Correspondence to Donors for Donation
Certificate and Statement of Accounts
/Liquid Balances of Various
Endowments as and when the donor
/head of the Department demands

TEEE SEIS
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7.RBI Professorial Chair in
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8.RBI Professorial Chair in
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23 | Master Transfer W
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24 | Inward/ Outward Afey=® Computer
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- Committee Members BICLRESED
Attendance Register

Ro | Book Prize Register W
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Replay the Audit queries, payment from | dIchlcd

various University Fund A/c , To maintain a
register for the safe custody of the Investment
documents like Insurance Policies, agreements
etc. To maintain Registrar for the safe custody
of gold medals and recording the date of
receipt of the medal, name of the medal,
name of the awarded, dated of delivering of
the medal, name of the awarded, dated of
delivering of the madal and obtaining
signature of the receipient. to maintain the
register showing the detail regarding day to
day movement of cahs between the office and
other different banks as also other counter
and department. To looking after the work of
cash handling allowances to all university staff
handling the cash.

q@Ure, deldsh JYUie>

To accept and account for all Cash/Cheques
after verifying the receipts issued during the
day by the various section/units departments,
hostel, and issue a consolidated receipts for all
the receipts and enter in his cash register. To
keep and maintain stock registrar of various
forms i.e. M.A., M.Sc, admission form etc. To
look after correspondence of receipts side.

To assist the auditor and look after audit
queries pertaining to receipt side. To verify the
receipts issued by the clerk (Receipt) and tally
with the total receipt with actual cash and
cheques amounts at the end of the day and
enter the same in the cash tally Register. To
prepare statement of cheques to be deposite
with the bank in various fund A/c and paying
slips as per requirement of the bank.

TEEF TGS

Physical verification of daily receipt through
cheques of by cash and payment through
chequ and cash and to make entry in cash tally
register at the end of the day. To verify the
collections made by Cheques and cash on the

TS TGS




previous day deposited in to the respective
banks in proper bank A/c on the following day.
Checking of payment voucher their budget
head from impress balance cas as mentioned
in the cash Registrar by the counter clerk.

1 Collections of the cash and issued a
receipt for the same as detail below:-
1) General Fund (Receipt)
(19430)
a) Tuition fees
b) Un-spent  balance
amount of various
advance taken from
general fund.
c) Miscellaneous cash
receipts  (Postage,
Tender, Cost of
Various  University
form, Graduate
Registration fee,
Teaching Post
application fee,
Application fee.,
Miscellaneous
Receipt books etc)
) Other fund
Un-spent balance amount
of advance taken from
following funds other than
General Fund.
a) Sport  Activities
Fund
b) Student Welfare
Fund
¢) Trust Fund
d) Grants fund |
e) Grants Fund Il etc.
2 Collection of cheques and issue a
receipt for the above mentioned
General Fund and other Univ. Fund

afes fefts

To collect the cheques recovered from the
Inward Section and forward the same to
respective unit for their remark. To maintain
Cash Register amout enter in it total cas

afes fefts




received and total cheques amout received
during the same pertaining to each fund, To
writer the pay-in-slip of the bank of different
funds and to make statement of Cheque as
per requirement of the bank. To collect the
money order amout received from the
students by post and issue the receipt for the
same and forward the same to the student
and inform the concern section in the matter.

The drawal of cheques, The disposal of
cheques, To prepare salary statement for
sending respective bank. To prepare salary
packets and assist to distribution of salary. To
draw a demand draft as per requirement and
maintain demand draft register. Preparation
of money order form and statement of
pensioner. To reverse the cheques which have
become stale and pursue the matter and
maintain cheques reverse register and issue
fresh Cheque if required. Typing work.

wfes fofts

Payment of T.A./D.A. to various examiner
payment of T.A. to members of various
committee, payment of honorarium to
examiner.  Disbursement of  Overtime
payment. Payment of Government of India
Scholarship to students. To send intimation
car to students. To draw cheques or
NEFT/RTGS of T. A Payment. To prepare RB.I.
Statement to withdraw cash from RB.I. and to
do such other duties as may be assigned by
superiors. Typing work.

wfes fofts




20

The disposal of cheques, To filling and
distribution of salary packets, To attend the
quire and letters. To send reminder in respect
of cheques not colleted. To made payment
from imprest and look after the work of
receipt side in absence of payment clerk and
receipt side clerk. To prepare challan deducted
at source from the contracts and arrange to
send the same to bank and makng file for it
and also to prepare challan of income tax of
salary of university employee

wfes fofts

R

To prepare challan deducted at source from
the contracts and arrange to send the same to
bank and makng file for it and also to prepare
challan of income tax of salary of university
employee. The draw of cheques. To attend the
quire and letters. To send reminder in respect
of cheques not colleted. To made payment
from imprest and look after the work of
receipt side in absence of payment clerk and
receipt side clerk. To maintain undisbursed
salary register.

wfes fofts

2R

Depositing chques of Telephone bill, BEST bill,
BMC bill etc. Depositing RBI, P.T., & IT.
challans in to bank. Deposing various fund
cheques & cash in to banks. Voucher filling.
The disposal of cheques

23

Deparmental filing.
Attending all duties of peon.
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Attend the University Statutory Auditors FERID Herdrad—V,
2| /Internal auditors & Accounts General dTcehTos SUCTEITd, A8
Audit. AT
NEREFCACICCEaYA
: TR T6 SUTETIT, 8D
2 | To ensure that the various payments made. ST - I
. . dTchToo SUTETITA, ABTID
3 | Replay the Audit queries. S e
Maintenance of Book of Accounts of
General Provident Fund (BOB), dTcehlod
Contributory Provident Fund (SBI) &
Define Contributory Pension Scheme (SBI)
Making Correspondence with Bank,
¢ Attending Audit Queries, Preparing Books RIS
of Accounts & Final Accounts, to tally
Non-Revenue Account, Reconciliation of
the ledger maintain by the GPF, CPF &
DCPS Payment Register.
§ Preparation & issued of yearly statement qii® SEIREARCECIRIIY
for university employees.
& To send Proposal for Investment & To SEIREARCECIRIIY
maintain Investment Register qTh D
SR E RS ECI IS
. . i AT T
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9 ) . CIRECRIE]
sanctioned in respects of GPF/CPF. f
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. Correspondence with to the Financing SEREARSICIEI
bodies and head of Departments dlchTad
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% | Made 25 colams statements AHTS
Providing Information under Right From SERCARSECINI
2o Information Act Asked by the Individual, dlchTad
the state & Central Governments &
University Authority on Demand
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of the ledger maintain by the GPF,
CPF & DCPS Payment Register.
Preparation & issued of yearly SACERIEE
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FAT WEY Reahal FH—ATATE) / Rag | FHMEE! SEEeR
i)Attend the University Statutory Auditors
/Internal auditors & Accounts General Audit. | Tl TETET FEE—VI,

ii) To ensure that the various payments made
are within budget provision allocation &
Sanction

SEICICINI RS B EONCICINI I

Reply the Audit queries, Preparation of
Budget Estimate & Budget Notes.
Preparation of Final Accounts

SEICICINI RS R E CICINI

DSports Activities Fund:-

1)The contribution from the students from
the different Colleges received through
Director of Physical Education & Sports.
i1) The Books of Accounts maintain.

iii) The payments are also made in respect of
different sports activities conducted by the
Director of Physical Education & sports.
vi) Preparation of Bank Reconciliation
Statement in respect of Sports activities
Fund.

v) Preparing and passing the vouchers for
payments of bills.

vi)General Correspondence relating to the
Sports Activities Fund

2)Student’s Welfare & Cultural Activities
Fund :-

1)The contribution from the students from
the college received through Director of
Students’ Welfare.

ii) The payments are also made in respect
different programmers.

iii) Maintaining Books of Accounts.

vi) Preparation of Bank Reconciliation
Statement in respect of Students’s Welfare
& Cultural Activities Fund.

v) Preparing and passing the vouchers for
payments of bills.

vi)General Correspondence relating to the
Student’s Welfare & Cultural Activities
Fund.

3) Vice-Chancellor Fund:

1) For reimbursement of Medical bills of
Teaching & Non-Teaching staff of the
University.

i1) Claims are disbursed by the Accounts
Section after receiving from Director of
Student’s Welfare.

TETET SES




ii1) Maintaining Books of Accounts

v) Preparing and passing the vouchers for
payments of bills.

vi)General Correspondence relating to the
Vice- Chancellor Fund.

4) Staff Welfare Fund:

1) For reimbursement of Medical bills of
Non-teaching Staff of the University.

i1) Payment of Ad-hoc Pension.
1i1)Maintaining Books of Accounts.

vi) Arranging meeting of M.M.Sharma
Endowment Fund & Passing of bills of
Education & Medical of the Staff.

S) Development Fund :

1)Writing of Cash Book, Ledger posting and
preparation of Bank Reconciliation
Statement in respect of Development Fund.
i) Preparing and passing the vouchers for
payments of bills.

6) Sinking Fund :

1) Maintaining Books of Accounts

7) Gratuity Fund :

1) Maintaining Books of Accounts

8) Reserve Fund :

1) Maintaining Books of Accounts

9) Contingency Fund :

1) Maintaining Books of Accounts

10) New Campus Development Fund:

1) Maintaining Books of Accounts

1) National Service Scheme:

1) Grant received from State Liosion
Officer Special Duty for NSS regular
and Special Programmes.
i1) Claims are disbursed by the
Accounts Section after receiving
from different Colleges through NNS
Programme Co-ordinator.
iii)Preparation & Submission
Statement of Accounts & Utilization
Certificate

2) Cultural Exchange Programme :

1) Telegrams received from UGC
informing the name of student &
period of staying for accommodation.
i1) Claims are disbursed by the
Accounts Section after receiving
from Hostel (where accommodation
made throught GAD)
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3)

4)

5)

6)

7)

8)

iii) Preparation & submission the
claim and received grant.

Adult & continuing Education :
1) Grant sanctioned by UGC.

i1) Claims are disbursed by the
Accounts Section after receiving
throught Director of D.A.A.C.E.E.
1i1)Preparation & submission the
statement of Accounts & Unitlisation
Certificate.

Teacher Fellowship Scheme :

1) Grant received from UGC.
i1) Claims are disbursed by the
Accounts Section after receiving by
Teachers.
1i1) Preparation & submission the
statements of Accounts & Utilisation
Certificate.

Unassigned Grant Group :

1) Amount Allocated by the UGC.
i1) Claims are disbursed by the
Accounts Section after sanctioning
by Unassigned Grant Commission.
1i1) Preparation Statement of
Accounts & Utilisation Certificate
along with UGC’s format for Group
ABCD
Other UGC Schems :

1) Grant received from UGC
i1) Claims disbursed by the Accounts

Section.

iii) Preparation the Statements of
Accounts/ Utilisation Certificate.
Financial Assistance on Accounts
Grant to the Universities for
Academic staff College of
organizing on orientation courses.
1) Grant received frm UGC.
i1) Claims are disbursed by the
Accounts section after receiving
throught Director, A.S.C.

Other Central Government
Scehmes:

1) Grant received from Central
Government for various purpose.

ii) Claims are disbursed by the
Accounts Section after receiving
through various Department

1i1) Preparation & submission the




Statements of Accounts &
Utilisation Certificate.

9) Other State Government Schemes :
1)Grant received from State
Government for various purpose.
(same as above ‘Point 8”)

10) Non- Government Colleges Salary
Grant to the Teaching & Non-
teaching Staff of Sadhubella
College:
1) Grant received from Join Director
of Higher Education.
i1) Claims are disbursed by the
Accounts Section after receiving
from Sadhubella College through
Joint Director of Higher Education.
iii) Grant sanctioned by UGC

11) UGC NET Exam :
1) Grant Sanctioned by UGC.
i1) Claims are disbursed by the
Accounts Section received through
Co-ordinator, UGC NET Exam.

Grants Fund -I1

1) Scholarship/SC/ST/OBC/NT/VJNT/OS
& MS Government Scholarship to
Children of freedom fighters, & primary
School teachers:

1) Grant received from District Social
Welfare Officer & Education Inspector,
Jogeshwari.

i1) Claims are disbursed by the Accounts
Section after receiving from different
students through different Department.

iii) Send Statement fo Accounts &
Utilisation Certificate.

iv) Correspondence to Government.

v) Claim to be sent to Government

vi) Disbursement Certificate.

2)R.B.I Grants Fund II SBI:
1) Books of Accounts such as Cash Book,
Ledger are maintained by the Unit &

prepration of Final Accounts in respect of
RB.I& S.B.L.

3) PG. Junior/ Senior Research
Fellowship Emeritus Fellowship :
1) Received from UGC.
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ii) Claims are disbursed by the Accounts
Section.

4) CSIR Secnior Research Fellowship :
1) Received from CSIR .

i1) Claims are disbursed by the Accounts
Section.

5) ICHR Fellowship ICSSR Fellowship:
1) Grant received from ICHR, ICSSR.
i) Amount disbursed to fellows, Audited

Utilisation Certificates sent to sponsoring
bodies.

6) NBHM Research Awards NBHM
Library Grant:

i) Received from DAE.

ii) Disbursed to students & Departments
iii) Utilisation Certificates sent to NBHM,
DAE.

7) Other Scholarship Scheme :

1) Received from various Governments.
ii) Disbursed to Students.

iii) Disbursement sent.

Staff Housing Fund :

1)Writing of Cash Book, Ledger posting and
preparation of Bank Reconciliation
Statement in respect of Staff Housing Fund.
i1)Preparation of accrued Interest

& Certificate. R e

ii1)Preparation of No dues Certificate.
iv)Preparation of Interest Calculation.
v)General Correspondence relating to the
Staff Housing Fund.

vi)Writing of Recovery Register.
vii)Preparation of Final Accounts.
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Reply the Audit queries, Preparation of Budget
2 | Estimate & Budget Notes. Preparation of Final
Accounts
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Reply the Audit queries, Preparation of Budget
2 | Estimate & Budget Notes. Preparation of Final
Accounts
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SEILICIEIN
Ters
SES

1)Sports Activities Fund:-

1)The contribution from the students from the
different Colleges received through Director of
Physical Education & Sports.

ii) Maintaining Books of Accounts.

iii) The payments are also made in respect of
of Physical Education & sports.

respect of Sports activities Fund.

of bills.

Activities Fund

received through Director of Students’ Welfare.

programmers.
1i1) Maintaining Books of Accounts.

Fund.

of bills.

different sports activities conducted by the Director
vi) Preparation of Bank Reconciliation Statement in
v) Preparing and passing the vouchers for payments
vi)General Correspondence relating to the Sports
2)Student’s Welfare & Cultural Activities Fund :-
1)The contribution from the students from the college
i1) The payments are also made in respect different
vi) Preparation of Bank Reconciliation Statement in
respect of Students’s Welfare & Cultural Activities

v) Preparing and passing the vouchers for payments
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vi)General Correspondence relating to the Student’s
Welfare & Cultural Activities Fund.

3) Vice-Chancellor Fund-

1) For reimbursement of Medical bills of Teaching &
Non-Teaching staff of the University.

i1) Claims are disbursed by the Accounts Section after
receiving from Director of Student’s Welfare.

1i1) Maintaining Books of Accounts

v) Preparing and passing the vouchers for payments
of bills.

vi)General Correspondence relating to the Vice-
Chancellor Fund.

4) Staff Welfare Fund:

1) For reimbursement of Medical bills of Non-
teaching Staff of the University.

ii) Payment of Ad-hoc Pension.

1i1)Maintaining Books of Accounts.

vi) Arranging meeting of M.M.Sharma Endowment
Fund & Passing of bills of Education & Medical of
the Staff.

S) Development Fund :

1)Writing of Cash Book, Ledger posting and
preparation of Bank Reconciliation Statement in
respect of Development Fund.

i1) Preparing and passing the vouchers for payments
of bills.

6) Sinking Fund :

1) Maintaining Books of Accounts

7) Gratuity Fund :

i) Maintaining Books of Accounts

8) Reserve Fund :

1) Maintaining Books of Accounts

9) Contingency Fund :

i) Maintaining Books of Accounts

10) New Campus Development Fund:

i) Maintaining Books of Accounts

1) 1 National Service Scheme:
i) Grant received from State Liosion Officer
Special Duty for NSS regular and Special
Programmes.
ii) Claims are disbursed by the Accounts
Section after receiving from different
Colleges through NSS Programme Co-
ordinator.
ii1)Preparation & Submission Statement of
Accounts & Utilization Certificate




2)

3)

4)

5)

6)

7)

8)

Cultural Exchange Programme :

1) Telegrams received from UGC informing
the name of student & period of staying for
accommodation.

i1) Claims are disbursed by the Accounts
Section after receiving from Hostel (where
accommodation made throught GAD)

1i1) Preparation & submission the claim and
received grant.

Adult & continuing Education :

1) Grant sanctioned by UGC.

i1) Claims are disbursed by the Accounts
Section after receiving throught Director of
D.A.A.CEEE.

1i1)Preparation & submission the statement of
Accounts & Unitlisation Certificate.
Teacher Fellowship Scheme :

1) Grant received from UGC.

i1) Claims are disbursed by the Accounts
Section after receiving by Teachers.

111) Preparation & submission the statements
of Accounts & Utilisation Certificate.
Unassigned Grant Group :

1) Amount Allocated by the UGC.

i1) Claims are disbursed by the Accounts
Section after sanctioning by Unassigned
Grant Commission.

1i1) Preparation Statement of Accounts &
Utilisation Certificate along with UGC’s
format for Group ABCD

Other UGC Schems :

1) Grant received from UGC

ii) Claims disbursed by the Accounts Section.
iii) Preparation the Statements of Accounts/
Utilisation Certificate.

Financial Assistance on Accounts Grant to
the Universities for Academic staff College
of organizing on orientation courses.

1) Grant received frm UGC.

ii) Claims are disbursed by the Accounts
section after receiving throught Director,
AS.C.

Other Central Government Scehmes:

1) Grant received from Central Government
for various purpose.

ii) Claims are disbursed by the Accounts
Section after receiving through various
Department

111) Preparation & submission the Statements




of Accounts & Utilisation Certificate.

9) Other State Government Schemes :
1)Grant received from State Government for
various purpose. (same as above ‘Point 8”)

10) Non- Government Colleges Salary Grant to
the Teaching & Non-teaching Staff of
Sadhubella College:
1) Grant received from Join Director of
Higher Education.
i1) Claims are disbursed by the Accounts
Section after receiving from Sadhubella
College through Joint Director of Higher
Education.
iii) Grant sanctioned by UGC

11) UGC NET Exam :
1) Grant Sanctioned by UGC.
ii) Claims are disbursed by the Accounts
Section received through Co-ordinator, UGC
NET Exam.

Grants Fund -11

1) Scholarship/SC/ST/OBC/NT/VJNT/OS & MS
Government Scholarship to Children of freedom
fighters, & primary School teachers:

1) Grant received from District Social Welfare Officer
& Education Inspector, Jogeshwari.

ii) Claims are disbursed by the Accounts Section after
receiving from different students through different
Department.

iii) Send Statement fo Accounts & Utilisation
Certificate.

1v) Correspondence to Government.

v) Claim to be sent to Government

vi) Disbursement Certificate.

2)R.B.I Grants Fund II SBI:

i) Books of Accounts such as Cash Book, Ledger are
maintained by the Unit & prepration of Final
Accounts in respect of R.B.I & S.B.I.

3) PG. Junior/ Senior Research Fellowship
Emeritus Fellowship :

1) Received from UGC.

i1) Claims are disbursed by the Accounts Section.

4) CSIR Secnior Research Fellowship :
1) Received from CSIR .
i1) Claims are disbursed by the Accounts Section.




5) ICHR Fellowship ICSSR Fellowship:
1) Grant received from ICHR, ICSSR.

ii) Amount disbursed to fellows, Audited Utilisation

Certificates sent to sponsoring bodies.

6) NBHM Research Awards NBHM Library
Grant:

1) Received from DAE.

i1) Disbursed to students & Departments

iii) Utilisation Certificates sent to NBHM, DAE.

7) Other Scholarship Scheme :

1) Received from various Governments.
ii) Disbursed to Students.

iii) Disbursement sent.

Staff Housing Fund :

1)Writing of Cash Book, Ledger posting and
preparation of Bank Reconciliation Statement in
respect of Staff Housing Fund.

ii)Preparation of accrued Interest Certificate.

iii)Preparation of No dues Certificate. 3 ELCATI O
iv)Preparation of Interest Calculation.
v)General Correspondence relating to the Staff
Housing Fund.
vi)Writing of Recovery Register.
vii)Preparation of Final Accounts.
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1) Pre-Audit e Hhoadrad

1 a) Pl?yrfnent of Fl.nal bills pertaining to the \sqm@wc\:, e
WOI‘. of construction. SRATTA
b) Final Payment of C. P. F. & G. P. F.

2) Post Audit SEEEE S EICE
a) Audit of various receipts and payment SAAETIT, Fqeredeh
pertaining to the Departments, University BAGIEISS
all Hostel and Registrars Office and
2 | checking of all the Accounts Registers.
b) Audit of Service Books of all the
employees of the University.
C) Disposal of Stores in various
Departments/ Units rendered unserviceable
Assist for preparation of statutes, TER® HAL <,

3 | ordinances, regulations & rules affecting SATETTI, Hereh
financial administration of the University SUSIELS
Disposal of Audit Report drawn up by the SEIEE S RIEES

4 | Statutory Auditors of the University and to SUCTETIICT, HeTeh
assist the auditors in all respect. SIS

) HERh HA <,

5 To convey the meeting of Purchase AT, R
Committee NS
Correspondence with different Banks and SEIEEESRIEES

6 | Departments and Open New Bank Account SUCTETITCT, HeTeh
Department STt




) . TBF hAd
Appointment of Statutory Auditor of the > i
7 University STAETIA, Haleh
S@raret
To help Government Auditors and give HERh HA <,
8 | replies to the Audit Observations raised by SICTETITC, HarAs
the Auditors SSIELS
Physical Verification of various TER® HeAd <,
9 | departments /sections/units and prepare SICTETTC, HarAs
reports of the same SSIELS
. . qERE HAL <,
10 Disposal of waste and old.rr‘laterlals SRR, ST
through the proper formalities SraraTer
o . TER® HAL <,
11 Co-qrdlngtl(?n work of Budget Estimates SRR, ST
and its Printing et
o qERE HAd <,
12 Co-qrdlngtl(?n work of Annual Accounts SUSRATIS, TETE
and its Printing S
. HBF hAd
To Convey meetings of Accounts & > i
13 . . ITAETITA, FBTh
Budget Scrutiny Committee N ——
To collect Statistical Information from the SRS EIEEN
14 various departments/sections/units and SICTETTC, HarAs
inform the same to UGC/Government in SIGIElS
consolidated format
B HeAd <,
15 | Opening & Closing of Bank Accounts SITETITA, TS
S@raret
. . TER® HAH <,
16 Balance .Sheet.submltted by the Auditor is SRR, ST
also getting printed from the press NS
. . e holdi=d,
To convey the meeting of Co-ordination >
17 . ; . ITAETITA, FBTEh
Committee and preparing minutes eSS
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a. Trust Fund

b. Depreciation Fund (University Grant)

c. Depreciation Fund (Government Grant)

d. Heritage Building Fund

e. Sir P.Mehta 150" B.A.C.C Fund

f. Disaster Relief Fund

g. RBI Professorial Chair in Monetary Economy

h. RBI Professorial Chair in Political Economy

i. Investments

2. Preparation of Statement of Interest as per list of
various Endowments.

3. Preparation of Statements of allocation of

expenditure of various medals.

4. Preparation of Statements of interest on Opening
Balances

5. Preparation of Statements of Administrative
Charges.

6. Preparation of Donation Statements
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7. Preparation of Income side Budget of
Depreciation fund (University Grant & Government
Grant) and 13 Endowment Chairs from different
Departments.

8. Posting of J.V.’s of all above statements.

9. Maintenance of Cheque Inward Registers of Trust
Fund, Disaster Relief Fund.

10. Maintenance of Inward & Outward Registers
(Internal & External)

11. Maintenance of Scholarship/Prizes Registers and
Book Prize Register.

12.To get embossed from University Press,
University emblem on Books and paste prize
certificate on the same books.

: Table -7
Chair-17
Cupboard -8
Cabinet - 2
Computer - 7
Printer / Scanner - 1
Printer - 3
Fan- 6
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To visit to different Banks to 7. HeWTee, AT e fram
give & collect Fixed Deposit 3. farmdier aftess
Receipts & Other Bank
Correspondence
To Move Office Papers to
different Units /Sections /
Departments
Filing of Office Papers
EEIGEES Serve drinking water to unit’s
staff & to visitors, when
required
Open & Close Unit’s cupboards
Stitching Agenda & Minutes of
the Finance & Accounts
Committee
Any other work assigned to him
by the Superiors.
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Attend the University Statutory Auditors _—
2 | /Internal auditors & Accounts General e | e FodrE-Vl,
Audit 7AW, Helds ST

a) To ensure that the various
payments made are within
budget provision allocation &
Sanction

Herad Foatd— VI,
STGEM, HeEs SEIS

b) To ensure that the Passing of
Scholarships/Prizes bills are
done from each Endowments
Liquid balance.

Reply to the Audit queries, Preparation qTcehTcs

: TGEMS, Herd ST
of Budget Estimate & Budget Notes

Maintenance of Book of Accounts of
Trust Fund , Depreciation Fund
(University Grant), Depreciation Fund
(Government Grant) , RBI Professorial
Chair in Monetary Economy & RBI
Professorial Chair in Political
Economy(SBI) & Heritage Building Fund,
Disaster Relief Fund, Sir Pherozshah
Mehta 150t BACC Fund (BOB),
Correspondence with Bank, Attending
Audit Queries, Preparing Books of
Accounts & Final Accounts, Tally Non-
Revenue Account, Reconciliation of the
ledger maintained by the Trust Fund

YA, HelXdh AU

Preparation of Utilization Certificate & TEF FES
4 | Statement of Account in respect of
Endowments & Donation Certificates.

Maintenance of Investment Register & TEEE HES
& | the Investment Ledger of all University
Funds




Send letters to different bank for
renewal/realization of Fixed
Deposit/Receipts/Bonds etc.

TEF BTG

Reconciliation of Investment Ledger
with all respective University Funds
Investment Accounts.

TR BTG

Maintenance of Investment Outward
Register.

TEEE WIS

g0

Approach to Banks for queries of Fixed
Deposit/Receipts/Bonds etc.

TEEE WIS

1

Preparation of statements of allocation
of Investments amount of various
endowments.

TR SEIS

R

Preparation of notes for the investment
of Trust Fund and all other University
Funds.

TR BTG

23

Posting of ].V’s of all above investment
statements.

TEEE WIS

2%

The following statements and

documents are required to be

produced before the Statutory
Auditors on 31st March,

i) Statement of Fixed Deposit
Receipts on hand as on 31st
March,

ii) Statement of Share
Certificates on hand as on
31st March,

iv) Statement of Bonds on hand
as on 31st March.

V) Statement of Fixed Deposit
Receipts in Transit on 31st
March.

TEEE WIS

24

To Preserve all Fixed Deposit Receipts,
Bonds Certificates etc

TR SEIS

25

To send Final Account of Foreign
Contribution of Sir Pherozshah Mehta

150th BACC Fund to Central Government.

TR SEIS

29

Correspondence to Donors for Donation
Certificate and Statement of Accounts
/Liquid Balances of Various
Endowments as and when the donor
/head of the Department demands

TEEE SEIS
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7.RBI Professorial Chair in
Monetary Economy
8.RBI Professorial Chair in
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¢ | Bank Statement (SBI, & BOB) T
Investment Letters,

% | Original FDR'’s , Books, Fax & TEA
Quotations

2 Cash book, Ledger, Final BICLRESED
Account (All Funds)

22 | Advance Register W
¢? | Cheque Register FrageTah
23 | Master Transfer W
¥ | Stock Register :ﬁﬂﬂﬁ?

24 | Inward/ Outward Afey=® Computer
2% | Staff Leave register W
29 | Mint Register W
.. | Finance & Accounts BIEERsED

Committee Inward Register
- Committee Members BICLRESED
Attendance Register

Ro | Book Prize Register W
2 Donation Register W
32 | Medal File FrageTah
3 | Scholarship Register BN ED
¥ | Cheque Reverse Register BIERETED
24 | Mint File T
& | Investment Register W
9 | Duedate Register W

¢ | Bond Register W
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Chief Accountant | 1) To approve forward various proposal | HgI
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on the cheques, pertain to college.
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3) To perform various duties assign by
Finance & Accounts Officer, Vice-
Chancellor and the authority.

Cash Unit
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Cashier The cashier will be in-charge of the
Cash Section and will be responsible for
the custody and accounting of the Cash
including Cheques Demand Drafts,
Blank Receipt Books/ ChequeBooks and
also responsible for all cash transactions
of receipt and payments including
disbursement of monthly pay and
allowances of the office staff.

The following duties have been assigned
to Cashier :-

1) Checking of cheques issued from




various University Fund Account.

2) Signing of Cheques up to Rs.5000/-
3) Physical verification of stock of all
cheque books lying with cash unit at the
end of the day.

4) To send requisition for order cheques
for Bank Account as and when requited
through Assistant Registrar (F. &
A.)/Deputy Registrar (F. & A.)

5) To maintain Register for the stock
Receipt Book, Cheque Forms Control
Register, remittance for draft Cheque
pay slip etc.

6) To obtain Bank Balance of University
funds and submit to the higher authority
as and when required.

7) To check daily Receipt Reports along
with offical receipt issued and collection
received on behalf of the University
including cash/cheque/draftetc and also
payment Reports along with payment
voucher. (Imprest payment) submitted
by Assistant Cashier (payment &
receipt) at the end of the day.

8) Jo look after correspondence of
Receipt and payment side.

9) To assist to the auditor and look after
audit queries etc.

10) To check the daily Cash Tally
Register ~ Accordingly check the
remittance of

dailycollection in Bank Account etc.

11) And do such other duties as may be
assigned by Head of Section.

Asst.Cashier

1) To accept and account for all
collection by Cheque/Cash/Demand
Draft etc. after verifying the receipt
issued during the day to day by the
SectionlUnit departments and issue a
consolidated receipt for all receipts.

2) To check the daily Receipt Reports as
per the funds.

3) To write the Cash Tally Register at
the end of the day.

4) To go to bank for deposit all
cash/cheque/Demand draft collected on
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the previous

day.

5) To verify the receipts issued by
counter clerk (receipt) and tally the total
receipt

withactual cash/cheque/Demand draft
amounts at the end of the day and enter
the same the Cash Tally as per fund.

6) To prepare statement of Cheque/DD
to be deposited with the bank in various
fundAccount and paying slips as per
requirement of the Bank.

7) To issue the receipt Book to the
UnitiDepartment as when demanded and
maintain the records for the same.

8) To maintain cheque Revenue Stamp
Register and prepare reimbursement
statement etc.

9) To prepare monthly cash receipt
record (C.R.)

10) To keep and maintain stock register
of various forms ie. M.A., M.Sc.
admission

forms etc.

11) To look after correspondence of
receipt side.

12) To assist the auditor and look after
audit queries pertaining to receipt side.
13) And do such other duties as may be
assigned by the Head of Unit.

14 ) To verify to check of daily voucher
payment and cash payment, Imprest
payment

submitted by Counter Clerk (payments)
and tally the remaining cash balance

and enter the same in Cash Tally
Register.

15) To maintain and look after Cheque
forms control Register in respect of all
stock

of Bank cheque Books.

16) Verifying of cross cheque counter
Register and Self Cheque Counter
Register.

17) To look after the work of payment
of Telephone bill, BMC bill etc.,
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18) To prepare challans i.e. Income Tax
VAT etcinrespect of Tax deducted from
Contractor Examiner and issued the
TDS Certificate.

19) The checking and verify of cheques
of Salary pertaining to salary payment
form

pay tally of Permanent Staff and Temp.
Salary.

20) Payment of Festival Advance and
Food Allowance O.T. etc.

21) And do such other duties as may be
assigned by Head of the Unit.

22) To go to Bank for deposit all
cash/cheques.

Sr. Accounts Clerk

Collection by Cash/Cheque/D.D. etc and
issue the receipt for the same as below.
1) Tuition fees.

2) Exam fees, Revaluation, Verification,
Statement of Marks, Convocation
MKCL,

web site connectivity E-Charges, EMD,
Tender Form fees, Registrar fees for
seminar, Eligibility, Migration,
Enrollment fees, Penalty Charges, Guest
House

Charges, Unspent balance amount of
various advance miscellaneous cash etc.
3) To collect the cheques recovered
incurred section.

4) To prepare the daily receipt Report
pertaining to each fund.

5) To write the pay-in-slip in Bank of
different fund and make the statement of
Cheque/D.D as per requirement of the
Bank.

6) In absence of Assistant Cashier
accept Cash/Cheque from Department
write the Cash Tally etc.

7) Forwarding receipts of cheque to the
concern unit/section/Department of
Colleges and other institution.

8) To keep 'revenue stamp account.

9) To assist the Assistant Cashier for the
printing of Receipt Book, forms etc.

10) And do such other duties as may be
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assigned by superiors.

Jr. Accounts Clerk

1) Payment of T.A/D.A to various
Examiners (Imprest Payment).

2) Payment of T.A.to member of various
committees.

3) Payment of honorariurn to examiner.
4) Payment of Refund of Exam Fees etc.
5) Payment of Government of India
scholarship to students

6) To send intimation card to students.
7) To draw Cheques of T.A.

8) To assist to Salary Payment and
Overtime /Food Allowances etc and do
such

other duties as may be assigned by
Superiors.

Hawaldar 1) Depositing Cheque of Telephone
M.S.E B. BM.C. etc.
2)  Depositing VAT/Income Tax
Challans in to Bank.
3) Depositing various Fund Cheques
and Cash in to Bank.
4) Voucher filling.

Peon 1) Departmental filling.
2) To assist Depositing Cheque/Challans
etc. in absence of Hawaldar.
3) Attending all duties of Peon.
4) Filling work.
5) Attending all duties.
6)And such other duties as may be
assigned by Head of Department.

Bills Unit

Deputy Accountant 1. Bills such as Travelling Bills,

Remuneration Bills, Chief Conductor &
Practical Bills, Hired Vehicle, O.T. &
Food Allowance Bills, Party Bills, Petty
Cash Bills, Postage Bills, Repairs &
Maintenance Bills, Contingency &
Hospitality Bills, Checking Collection
of share from the Colleges which is
received from Assistant Accountant of
Bills unit has been checked & signed by
the Deputy Accountant.

2. The Bill which is signed by
Deputy Accountant is send to assistant
Registrar for further process.

13




Asstt. Accountant

1. Full Exam Bldg., Overtime Bills
2.Various Types of Advances/Petty
Cash

3. Kalina Campus Canteen Bills

4.0Other T. A. (For Staff)

5.Hired Vehicles

6.Fuel Charges (University Vehicles)
7.Postage (Shreeji)

8.No Dues Certificate

9.0thers Bills

10,Digital Exam Paper Delivery System
(Intelligent Quotients)

Vehicles Repairs Bills  (University
Vehicles)

11.Assessment, Moderation, Paper
Setting, Prof. Correction, Translation,
Practical, Jury & Dissertation in respect
of Engineering, Architecture, Pharmacy,
M.C.A.

12.Passing the bills of Food Allowance
of Permanent & Temporary Staff.
13.Convince Allowance of Dispatch
Unit & Ratnagiri Sub Center for the
work of delivery of Answer Books and
Stationery to various colleges in
Mumbai and Ratnagiri Sub Center
advance adjusted.

14 Revaluation of Answer Assessed
Books send for online assessment
(Technology Faculty.)

15. Bills of lab. Supervisor Experts and
other staff, practical Exam bills received
from various colleges for conducting
practical exam T.Y.B.Sc/M.Sc/ Home
Science/ Pharmacy/M.C.A.

16. Bills of cost of materials
consumables, chemicals etc. for
conducting practical exam of
T.Y.B.Sc/M.Sc/Home science/
Pharmacy/M.C.A.

17. Bills of advance for conducting
practical exam of all Medical
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Colleges/J. J. School of architecture/
Fire Art & Applied Art.

18. Prepare journal voucher of advances
received from various colleges.

Travelling expenses bills for University
work of
19. Paper setters meeting

20. Submission of mark list/ Answer
book/ question paper for theory exam

21. Proof Correction of Question papers
22. Meeting of Boards of Examination

23. Meeting of Instruction from
chairman’s before practical exam.

24. Setting of mark list before result

25. Exam squad for theory exam various
centers.

26. Conducting practical/ viva voce
27. Control room seating on exam day.

28. Revolution Answer books various
exam.

19. Unfair means enquiry committee.

Sr. Accounts Clerk

1. Full Exam Bldg., Overtime Bills
2. Various Types of
Advances/Petty Cash

3. Kalina Campus Canteen Bills

4, Other T. A. (For Staff)

5. Hired Vehicles

6. Fuel Charges (University

Vehicles)

7. Postage (Shreeji)

8. No Dues Certificate

9. Others Bills

10. Digital Exam Paper Delivery

System (Intelligent Quotients)

11 Vehicles Repairs Bills
(University Vehicles)

12.Bills of lab. Supervisor Experts and
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other staff, practical Exam bills received
from various colleges for conducting
practical exam T.Y.BSC/M.SC/ HMC
science/ Pharmacy/M.C.A.

13. Bills of cost of materials
consumables, chemicals etc. for
conducting practical exam of
T.Y.BSC/M.SC/Home science/
Pharmacy/M.C.A.

14. Bills of advance for conducting
practical exam of all Medical
Colleges/J. J. School of architecture/
Fire Art & Applied Art.

15. Prepare journal voucher of advances
received from various colleges.

Jr.Accounts Clerk

1. Bills of various parties

2. Refund of exam fees to student

3. Payment of Xeroxing of question
papers.

4. Bills of Chief conductors

Passing of Remuneration Bills of

Science, Commerce, Arts, Law,

Fine Art faculties.

6. Theory Paper Setting Bills ---

sets, proof correction, translation

Assessed & Moderation Bills

Practical remuneration Bills

Internal Assessed Bills.

0. Project work bills.

1. Assessment, Moderation, Paper
Setting, Prof. Correction,
Translation, Practical, Jury &
Dissertation in respect of
Engineering, Architecture,
Pharmacy, M.C.A.

12. Passing the bills of Food
Allowance of Permanent &
Temporary Staff.

13. Convince Allowance of Dispatch
Unit & Ratnagiri Sub Center for
the work of delivery of Answer
Books and Stationery to various
colleges in Mumbai and Ratnagiri

e
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Sub Center advance adjusted.

14. Revaluation of Answer Assessed
Books send for online assessment
(Technology Faculty.)

15. Work of receiving exam fees
university share verify make entry
of the share in computer.

16. Check Remuneration file make
entry.

17. Remuneration bill
assessment/moderation passing

18. Advances to colleges.

Travelling expenses bills for University
work of
22. Paper setters meeting

23. Submission of mark list/ Answer
book/ question paper for theory exam

24. Proof Correction of Question papers
25. Meeting of Boards of Examination

26. Meeting of Instruction from
chairman’s before practical exam.

27. Setting of mark list before result

28. Exam squad for theory exam various
centers.

29. Conducting practical/ viva voce
30. Control room seating on exam day.

31. Revolution Answer books various
exam.

32. Unfair means enquiry committee.

Central Assessments Unit

Deputy Accountant

1. To check and sign bills such as
Cap allowance, D.A. , Travelling
allowance, Staff remuneration and
Administrative charges to  College
which are received from Assistant
Accounts in respect of
Examiners/Moderators. To check and
sign the bills of Advances, of 400 CAP
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CENTERS situated in various Colleges.
2. To check daily cash handled by
Assistant Accounts and verify the
registers, such as Payment Register,
Advance Register, J.V. Register etc.

3. To look after correspondence
regarding Advances paid to various
Colleges for conducting CAP, which are
not settled by colleges for long time.

4. To attend the queries raised by
CAP Centers in respect of CAP
allowance T.A., D.A. and solve the
same.

5. To supervise over the staff
working in the unit.
6. Do such other duties as may be

assigned by Head of Section.

Asstt. Accountant

1. Passing the bills of Cap
allowance, T.A., D.A. and Advances to
various Cap Centers.

2. To check files received from
Cap Centers in respect of advances paid
them for conducting Cap.

3. To make cash payment of CAP

allowance, T.A., D.A. to
Examiners/Moderators.

4. To prepare Journal Voucher and
take entries in various registers.

5. To attend telephonic queries the
CAP centers.

6. To attend College staff and CAP
Coordinators, who are coming for
submit the files of Cap expenditure.

Asstt. Accountant

1. Passing the bills of Cap
allowance, T.A., D.A. and Advances to
various Cap Centers.

2. To check files received from
Cap Centers in respect of advances paid
them for conducting Cap.

3. To make cash payment of CAP
allowance, T.A., D.A. to
Examiners/Moderators.

4. To prepare Journal Voucher and
take entries in various registers.

5. To attend telephonic queries the
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CAP centers.

6. To attend College staff and CAP
Coordinators, who are coming for
submit the files of Cap expenditure.

Asstt. Accountant

1. To check files received from
Cap Centers in respect of advances paid
them for conducting Cap.

2. To prepare Journal Voucher and
take entries in various registers.

3. To attend telephonic queries the
CAP centers.

4. Do such other duties as may be
assigned by Head of Section.

5. To attend College staff and CAP
Coordinators, who are coming for
submit the files of Cap expenditure.

Books of Accounts Unit

Deputy Accountant

1) Supervision of GF-I1 & GF-1I &
UGC Grant,

2) Checking of Master Transfer
Voucher,

3) Checking Final A/lc &
reconciliation of GF — I & GF-II

4) To supervise over the staff
working in the unit.
S) Do such other duties as may be

assigned by Head of Section.

Asstt. Accountant

1) Reconciliation of Examination
Fees, Migration Fees ,Enrolment Fees
& Eligibility Fees paid by University
Affiliated Colleges with Bank
Statement,

2) Checking of Journal Voucher
entries,

3) Day to day reconcile with
monthly Bank Statement & challans,

4) To solve audit objection (
Statutory Auditor & Govt. Auditor),
5) To solve scrutiny of

reconciliation statement for the year
2013-14,

6) Finalisation for Accounts &
passing required outstanding entries in
Bank Reconciliation,
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7) Segregating & Arranging
available data

8) To help Preparation of yearly
Budget.

9) Checking Vouchers & Fees
Details,

10) Verify Ph.D Tuition Fees,

11) Provide Information for estimate
Budget for Bills Unit & Internal Audit,
12) Reconcile with Bank Statement
& Office data,

13)  Preparing Final Accounts &
others.

14) To solve audit objection (
Statutory Auditor & Govt. Auditor),

15) Bill checking of 47 Schemes, of
UGC,CG,UGCMRP,UGC XII Plan &
Others sources Schemes.

16)  Bill checking of 56 Building of
Property Tax & water Bills in respect of
University Campus Bldg.

17)  Bill checking of 100 Telephone
Bills & 300 Electricity Bills in
University Campus Bldg.

18)  Preparation & Checking of
Budget estimates in respect of 47
Schemes.

Sr. Accounts Clerk

1) Collection of cash challans

statement from Cash Unit,

2) Dotting with Bank Statement &
Cash receipt register,

3) Reversion of cheques,

4) Reconcile with Bank Statement

& fees paid to the colleges regarding

Post Graduate Courses, Mark sheets &

other paid fees,

Jr.Accounts Clerk

1) Collection of Examination Fees,
Migration Fees ,Enrolment Fees &
Eligibility Fees

from University Affiliated Colleges
form of Challans,

2) Fees Challan verify &
deposited into The Bank Of Baroda,

3) Collection of day to day

Challans & Monthly Bank Statement
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from Bank of Baroda,

4) Data Entry of challans as per
their Budget heads & amounts

5) Data entry of Journal Vouchers ,
6) Assist to Superior staff to their
work as and when required

7) Posting of Dept. Challans (
Receipts)

8) Posting Journal Vouchers
Budget wise,

9) Reverse Cheques, Dotting on
Bank Statement & Cash Receipt
register,

10) Verify Ph.D Tuitions Fees,

11) Bank Query Solution.

12)  Assist to Superior staff to their
work as and when required.

Posting Journal Vouchers Budget wise,
14) Bank Query Solution,

15) Posting of Caution money,

16) Posting of Vouchers Budget wise (
Payment),

17) Prepare Transfer Vouchers &
Journal Vouchers for all Non Revenue
Accounts.

19)  Passing Of Bills of 47 Schemes,
of UGC,CG,UGCMRP,UGC XII Plan
& Others sources Schemes,

20)  Passing of Bills 56 Building of
Property Tax & water Bills in respect of
University Campus Bldg.,

21) Passing of Bills of 100
Telephone Bills & 300 Electricity Bills
in University Campus Bldg.

Bills Unit

Deputy Accountant

1 Supervising the correspondence with
the various departments situated at
Vidyanagari Campus in respect of
General Fund —II (Bills).

2 Supervising and checking the notes
prepared to Higher Authorities
regarding prior sanction of Air-
Travel/Ex-Post-Facto Sanction, Item for
Finance and Accounts
Committee/Senate/Management
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Council/Purchase Committee etc.

3 Supervising the correspondence with
various department’s (No.58) in respect
of settlement of advances queries, Non-
Revenue Accounts etc.

4 Checking the bills of General Fund —II
5 Checking the bills of Electricity,
Telephone for common facilities.

6 Checking and supervising Budget
estimates in respect of 58 depts.

7 Attending the budget meetings held in
every financial year

8 General supervising of the unit

9 Any other work assigned by the
Assistant Registrar & Deputy Registrar
(Finance & Accounts)

Asstt. Accountant

1 Checking of payment Vouchers of
General Fund —II

2 Correspondence with various
departments (58) in respect of passing
the bills, settlement of advances, Non-
Revenue accounts.

3 Checking the bills of General Fund —II
4 Checking the bills of Electricity,
Telephone for common facilities.

5 Preparation of Budget estimates in
respect of 58 depts.

6 Attending the budget meetings held
in every financial year

7 Supervising and attending all
correspondence of the unit

8 Supervise and guide the subordinate
staff in all respect.

9 Any other work assigned by the
Assistant Registrar & Deputy Registrar
(Finance & Accounts)

Jr.Accounts Clerk

1 Passing of Bills in respect of 58
departments for payment

2 Passing of Bills in respect of
Scholarships (i.e. JRF /UGC/SREF etc.)
3 Passing the bills of Electricity
,Telephone for common facilities

4 Opening of payment registers,
advance registers. LTC registers.

5 Settlement of advance

6 Preparation of Budget estimates in
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respect of 58 departments.

7 To attend the budget meetings held in
every financial year.

8 To prepare routine letters /replies of
approval and issue reminders.

9 Typing of letters and statement
pertaining to Bills Unit.

10 To verify the bills in respect of 58
depts.

11 To report to the Assistant
Accountant/Deputy Accountant about
official matters

12 To maintain the records and other
relevant facts and figures

13 To verify various bills received from
various department and put up the same
for payment with Sanction of the Higher
Authorities.

14 Any other work assigned by the
Assistant Registrar & Deputy Registrar
(Finance & Accounts)

Computer Unit

Sys Operation Officer

Computer section is managing &
transforming manual work of accounts
department in to computerized data
form. This Computerised official work
process is happening at Accounts
Department (Exam House). For this we
are providing connection nodes at
different units. These connection nodes
are connected to the Main Server room
& all units are getting information data
from this server room after logging in
with their personal login id & password.
Currently we have one System
Operation Officer for handling this work
& related responsibilities with support
staff of three temporary DEO.

1. Management of computer related
works.
2. To transform manual work in to

computerized data & to create the
computer programs related to these
work & to provide the same to the users.
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3. To modify active computer
programs as per the requirement of users
& management of the same

4. To manage main server & to
create login to the users.
5. To provide the hardware to the

different department of Accounts
section as per their requirements.

6. To Manage the hardware
connected to the different departments

computers.

7. To provide the internet services
& management of the same.

8. To introduce new updated

systems & procedures in computer
section of Accounts Department like

online  payment systems, Bank
statements, etc.
9. To solve issues related to

computer data & hardware of the
computer section

10. Timely maintenance of main
server & back up of all computer data to
secondary storage on user PC.

11. To provide the support to the users
related to programs
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