CAPEXIL DELEGATION OF FINANCIAL POWERS
                                      			  (POWERS TO APPROVE EXPENSES / EXPENDITURE)
	Sl. No.
	For FINANCIAL APPROVALS
	FINANCIAL LIMIT
	COMPETENT AUTHORITY
	REMARKS /Instructions

	A.
	REVENUE EXPENDITURE
	All within the budget ceilings approved by BOM
	Name of Officers / Secretary / President
	On submission of bills in original duly certified / verified

	1.
	Expenditure on day to day items like stationery, consumables etc.
(on submission of certificate as in Annexure I)
	Upto Rs. 25,000*
	Regional Head as notified / Secretary /ED

	Payments above Rs. 10,000 will not be released in cash. 

*These are monthly limits.

	2.
	Expenditure on all procurements as per procedure laid down in Capexil Procurement Manual for goods and services, all bills relating to Security, housekeeping, catering, stationery, printing, advertisement etc. (Committees to be followed)
	With prior approval of Secretary / President
	Upto Rs. 50,000/- by Secretary /ED


Above Rs. 50,000 by President 
	All payments by NEFT / net banking

Procurement should be through notified Regional Head as per procurement manuals

	3.
	All general repairs and maintenance of office including Civil, Plumbing, electrical, drainage, sewage etc. based on proper estimates and prior approval of Secretary / President / (as per limit) or all outsourced agencies bills for office under approved contracts by President
	With prior approval of Secretary / President


	Upto Rs. 50,000/- by Secretary /ED


Above Rs. 50,000 by President
	Any variation in estimates shall require the prior approval of Secretary / President. Bills to be released if technical parameters meet estimates.

	4.
	All employees claims within the approved  service rules viz. Reimbursement of newspaper, telephone bills, conveyance, advances to staff, LTC advance, LTC  or TA Claims, Festival advances, Taxi bills, auditors fee, advocates, consultants fees or any other payments within the rules or which are already approved with time period and contract value for payment
	All such bills
	Regional Head

	Bills of vendors (if any) to be released subject to submission of satisfactory report of user officer

	5.
	Sanction and release of salary of academic and non-academic staff 
	All value
	Secretary / ED
	Any incremental change orders to be issued by administration including DA

	5.
	Medical bills within the Rules
	Consultation outdoor and Hospitalisation
	Outdoor / clinical treatment / reimbursement by Regional Heads

Hospitalisation by President
	As per medical scheme

	6.
	All statutory payments like Service Tax, WCT, Provident Fund, NPS, Insurance or any other government dues or other time bound dues like Property Tax, rental, filing of returns etc.
	All values
	Regional Head 

RH Kolkata for all central payments and filing of returns
	Priority as time bound.

As authorised by COA for returns from Kolkata


	7.
	Any other general expenses or expenditure approved in principle by President and qualify under prevailing guidelines and Rules
	All values within approvals
	Upto Rs. 50,000 by Secretary / ED

Above Rs. 50000 by President 
	On submission of original bills and approvals

	8.
	Seminars, conference, workshops, training programs, foreign travel, participation in national and international events, and any such activities and allocation of areas to concerned officers – 
	All values within budget
	President
	Advance can be released as per approval of President

Expenditure against bills in original

No cash payments until exempted

	B.
	CAPITAL EXNEPNDITURE
	
	
	

	1.
	The project vendor selected as per Procurement guidelines issued by COA

Budget approved by COA based on estimates of projects (no variation to be accepted without approval of COA or as delegated) 
	All values
	President for Capital Expenditure upto Rs. 5 lakhs per contract

COA approval required for every purchase beyond Rs. 5 lakhs contracts
	A progress report on projects to be submitted to Finance Committee / COA on developments

Capital Expenditure includes all items having life more than one year and results in value addition in services of Capexil.


	NOTES :
· Follow directions of procurement manual seriously. The recommendations should always be of firm amount without ambiguity.
· President as per MOA and as delegated by COA has full financial powers. President has also powers to re-appropriate budget allocations to the extent of 5% of the total budget in a financial year by reallocation from other accounts. 
· All transactions to be rounded off to nearest Rs. 10/-.
· All proposals for payments should highlight the availability of budget and proposed within the limits approved by COA.
· All assets having value of Rs. 10,000/- and more to be recognised and registered as Assets in FAR maintained by Estate Department.
· Capital expenditure should be reported to COA for information. Capex above Rs. 5 lakhs to be approved by COA.
· All advances to be settled on monthly basis. Any pending advance beyond two months of drawl requires exemption from President.
· Infrastructure projects payments/ service contracts payments/ Program payments / refunds (if any) to be released after recommendation of concerned Regional Head.
· Annexure I and II to be submitted by all officers and further recommended by Regional Heads while submitting bills to the Finance Department.
· All procurement departments to follow five R’s Principals – Right Quantity, Right Quality, Right Price, Right time & Place, Right Source. 
· Efficiency Economy and Transparency should be the strictly followed for all procurements of goods and services
Annexure I (A) and (B) – Certificate by Regional Incharge and purchase committee 
Annexure II (A) and (B) – Certificate by Regional Incharge and purchase committee on noting for certification.






Annexure – I (A) 



PURCHASE OF GOODS WITHOUT QUOTATION THROUGH SURVEY ( upto Rs. 25,000/-)


“I,___________ am, personally satisfied that these goods purchased are of the requisite quality and specification and have been purchased from a reliable supplier at a reasonable price.”
Annexure – I (B) 


PURCHASE OF GOODS / SERVICES BY LOCAL PURCHASE COMMITTEE (FROM 25,000/- TO 2,50,000/-)



“Certified that we___________, members of the purchase committee are jointly and individually satisfied that the goods recommended for purchase are of the requisite specification and quality, priced at the prevailing market rate and the supplier recommended is reliable and competent to supply the goods in question.”




Annexure II 

(A)
PURCHASE OF ASSETS / CONTRACT PAYMENTS FOR GOODS AND SERVICES / HIGH VALUE ITEMS ABOVE Rs. 2,50,000/-
(Items above Rs. 25,00,000/- to be invited through open advertisements)

““Certified that we___________, members of the purchase committee are jointly and individually satisfied that the tenders were invited as per procedure laid down in Procurement of Goods and Service Manuals and the limits set thereof. Bids have been invited and evaluated on technical and financial parameters. Weightage was given for technical @......   % and financial @.....   %. Based on the combined score of weightage, M/s …………………..are recommended for approval of President / COA at the total price of Rs………………excluding GST . The approved price recommended is within the estimates / not within the estimates for the reason…………………………… The budget for the activity / goods/ service/ is available for the financial year(s)……………………The goods recommended for purchase are of the requisite specification and quality, priced at the prevailing market rate and the supplier (based on its credentials) recommended is reliable and competent  to supply the goods in question.” 

(B)

STANDARD NOTE FOR RELEASE OF PAYMENT – Regional Incharge

“This is certified that the invoice number ………….. dated………… of total value of Rs. …………… has been examined as per the terms and conditions of award letter dated ……………… for total value of Rs. ………….. after approval of Secretary / President / COA. The rates applied are within the approved rates. The work has been completed satisfactorily in accordance with the terms and conditions of award letter / Purchase Order. The rates of services / goods supplied are within the rates approved by Secretary / President / COA and the material and services were of utmost standards, quality and brand. The bills / invoices / claims are processed and recommended for approval and payments. ”
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