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GOVERNMENT OF ASSAM
FINAilCE DEPARTI{ENT

DISPUR

No:FEB(eGU)1 7i201 7/07 Dated 17h January, 2018.

From :

To

Samir Kumar Sinha, IAS,

Principal Secretary lo Govemment of Assam,

Finance Department,

Janata Bhawan, Dispur,

The Additional Chief Secretary/ Principal Secretary/ Commissioner

& Secretary to the Govt. ofAssam,
Department, Dispur

Sub : Submission of proposals with mmprehensive checklist for

mncurTence to Finance Department

Sir/ liladam,

Wilh reference to the subject cited above, Finance Department is taking sleps to ensure that

proposals received for concunence are retumed to the Departments in the eadiest time feasible. lt is

periinent to mention that often files are retumed from Finance Department for resubmission due to

inctmplete information from the requesting department and this results in delay in acmrding concurence to

the said proposal. lt is pmposed to requesl all departments to hence forlh, with effect from the 20h of

January i01b submit all proposals along with a checklist duly signed by the competent authodty being the

Commiisioner & Secretaryi Priircipal Secretary or Additional Chief Secretary as relevant along with the

proposal being submitted to lhe Finance Department. This will enable to ensure a quick lum-around time in

Finance Department and efiectively translate to lesser number of pendency of proposals.

Kindly find enclosed herewith the 25 checklists which are individually listed oul fol each

nature of proposal to'be originated from the conoemed department when submittlng the file for concunence/

view of Finance Department. Files not ordinarily within the ambit of the descnption of the aclion ol the

checklisl may mntinue to be submitted wilhout such check list (egi files for views of Finance Deparfirent for

Cabinet l\4emorandum or Files endorsed to Finance Department for views of procurement process 0l so 0n

includtng proposals for sD/ contingency fund/Advance/ opening ofhead of acmunu rsappropriation etc)

List of the checkliEts

(a) Checklist to be flled up and signed by Secretary/Commissioner & Secrctary/Pincipal

becretary of Administrative Deparlment before sending proposal to Finance Department related to

administrative approval for (EC'UIU lll )' Chocklist No'I

(b) Checklist to be filled up and signed by Secretary/Commissioner

Secretary of Administrative Department before sending proposal to Finance

revalidaiion ol administrative approval tor (ECJtlU llllchecklki NG2

(cl Check|st to be filled up and signed by Secretary/Commissioner

iecretarv of Administ'ative Department before sendlng oloposal to Finance

financlai sanclion for constructlon/supply tor (EC'UIU lll)' Checklist No'3

(d) Checklist to be tilled up and signed by Secletary/Commissioner

Secretary ot Adminisfaive Deparment belore sendlng prcposal to Ftnance

salary under Grant ln Ald for (EClllU lll)' Checklist No'4

& Secretary/Pdncipal

Department related lo

& Secretary/Principal
Department related to

& Secretary/Pdncipal

oepartment related 1o



(e) Checklist lo be Jilled up and signed by Secretary/Commissioner 6 Secretaryi Principal

aecretary of Admlnisllative Deparlment before sending proposal to Finance Department related to

creation ol post. for (EC-UIll lll)- Checklist No's,

(f) Checklist regalding of lolt out post in the A S (R.O,P.) Rules 2017 . Chscklist t{o.6

(s) Checklist regarding Pay Ecales and other bonefits of posts as per the provision ol the

A.S.Rules, 2017. Checklist No.7

(h) Checklisl regarding upgradation ot Grade Pay under the AS (RoP) Rules, 2017'

CheckliEt No.8

(i) Checklist regarding relating to checklist in mntrol or other Divislom and Nodal Cell

creation. Checklist No.9.

(j) Checklist relating to creatlon of post. Checklist No.10

(k) Checklist relating to stepping up/ equalization of Pay. Chscklist No.l1

(l) Checkhsl relating to S€rvice Rules and oeputation to Foreign Servlce. Checklist ilo,12

& 13

(m) Checklist relating to Relaxation of FR.14('l). Checklist No.'14

(n) Checklist relating to Pay Protection/ lixation on appointment from one post to another post.

Checklist No.l5

(o) Checklist relating to Extonsion of joining time and proforma for extension ol joining

time. Checklist No.16I 17

(p) Checklist relating to Grant of Study leavs, Checklist No.18

(q) Checklist relating to Advance lncrement, Checklist No.19

(r) Checklist regarding to Radrawal Govt. money following loss of the amount due to theft,

robbery, misappropriation etc. Checklist No.20

(s) Check listforArrear claims - sanction to adhoc payment. Checklist No.2'1.

(t) Checklist lor drawal ol funds in A.C. Bill. Checklist No,22.

(u) Checklist in connection with AirJourney claim for Medical Treatmenl. Checklist No.23.

(v) Checklist for Ex-gratia Grant. Checkllst No.24

It is requested that all Departments comply with the aforementioned mmmunication in

submission of checklisl without lail from the 20ih of January, 2018 onwards. Files cc€ived withoul the

aforemeniioned checklist shallbe returned along \a,ith endorsementlor submission of the checklist thereof.

Yours faithtully,

At-y-
Principal Secretary lo the Govt. ofAssam

Finance Department



I/emo No:FEB(eGU)17I20'17/07-A Daled 17t'January,2018.

Copy to;

(1) Staff otllcer to the Chief Secretary for informalion of the Chief Secletary.

(2) P.S to the Hon'ble Finance lvinisterfol kind information of the Hon'ble Finance l\4inister.

(3) P S. to Additional Chief Secretary for information ofthe Additional Chef Secretary.

(4) Commissioner and Sesetary, EC li EC lliEc lll and Finance (SlU) etc for inlormalion and nec€ssary

action.
By orders etc.,

*@
Joint Secretary

Finance (E- Govemance Unit) Department

Dispur



Checkltut No. I
(For EC-U EC-MC-I )

CHECK LIST TO BE FILLED UP AND SIGNED BY SECRETARY / COMMISSIONER & SECRETARY /
PRINCIPAI SECRETARY OF ADMINISTRATIVE DEPA.f,,TMENI BEFORE SENDING PROFOSAL TO

FINANCE DEPARTMf,NT RELATED TO ADMTNISTNATIVE APPROVAL

l. Name & omount of th6 scheme / project propos€d

2. Detailed Project Report approved by DePartmental authority

3. DeparEnent's vielv oI1 tie feasibility of thc Proposal by lhe

Dep.rtBental Aulhority

4. Av.ilability of budgetary provisioD wittr 2GdiSit IrA along

wirh copy of budget /8rant

5. Spccific view ofF.A. / Sr. F.A. and Check list ofF.A

5. Non duplicity ce ificste / NOC fiom Environment & Porest

Departrnent / Lard & Revenue D€Psrtment, wherevet necess,ry

7. Permission ftom locol bodies for const uclion / establishme

where necessary

E. Sanction lefter copy of GOI in crse ofcentral Sector Schemes

9. Vicws ofT&D DepE tment, ifrcquired

tO. Views ofSr. FA. / F.A. in c{se ofnon admissibility ofthe inst'nt

project u cr DFPR

Signature

SECRETARY / COMMISSIONER & SECRETARY/

PRINCIPAL SECRETARY



Chccklist No. 2

(For EC-I/ EC-IU EC-IU)

CHECK LTST TO BE FILLED UP AND SIGNED EY SECRETARY / COMMISSIONER & SECRETARY /
PRINCIPAL SECRETARY OF ADMINISTRATTVE DEPARTMENT Bf,FORE SENDING PROPOSAL TO
FINANCD DEPARTMENT RELATED TO IIXVALIDATION OF ADMINISTRT{TIVE APPROVAL

L Name & arnount ofthe schemc / project proposed

2- Original / copy ofthe cstimate / Detailed projecr Report

l. Copies ofthe up to date financial sanction

4. Availability ofbudgetary provision with 2o-digit H/A along
with copy of budget /grant

5. Specific view oIF.A. / Sr. F.A_ on the revdidation
and Check I$ ofF.A.

6. Copies ofthe Technical Sanction

7- Physical Progress Report / Visual Documenration

8. Utilization Cc(ificatc ofthe alrcady rclcascd amount till
date Countersigned by Sr. Most Secretary

9. Justification on the revalidarion ofthe A,/A with a dctailed
note from Department

10. Sanction letter copy ofGOI alongwitl Cr€ditMemo NO. and
specific views ofT&D Department in case ofCSS

11. Clcarance ofI&D Deparrment on the revalidation, ifrequired

12. Spccific !icw of F.A. / Sr. F-A. in case the revalidation canDot be
under DFPR

done

Signature

SECRIJI'ARY / COMMISSIONER & SECRE'IARY/
PRNCIPAL SECRETARY



Checklist No. 3

(For EC-U EC-II/ EC-tlD

CHECK LIST TO BE FILLED UP AND SIGNED BY SECRETARY / COMMISSIONER & SECRETARY /

PR-INCIPAL SECRETARY OF ADMIMSTRATIT'f, DEPARTMENT BEFORI SENDING PROPOSAL TO

FINANCE DEPART}TENT RELATED TO FINANCIAL SANCTION FOR CONSTRUCTION/ SI'PPLY

L Nane & ermounl of the scheme / project proposed
2. Copies ofAJA / Countersigne.d Guidelines wherever applicable
3. Minures ofthe Departmental Purchase Committee Meeting /

copi€s ofE-tendering and Minutes of SLC Me€ting & tcchnical
Comrnitlee meeting

4. Availability of budgetary provision widl 2oiigit tVA along
with copy of budget/gant

5. Specific view ofI'.A. / Sr. F.A. on the revalidation
ard Chcck lisl of F.A. :

6. Physical Progess Repon for construction work/ Visual
Docum entation

7. Utilization Certificate ofthe already rcleased amount trll
date Countersigned by Sr. Most Secretary

8. Justification on thc proposEl with a detailed note fiom
Departrnent

9. Sanclion letter copy of GOI alongwith Credit Memo No. and

specific views ofT&D Department in cdse otCSS
10. Vi€ws ofT&D Departrnenl ifr€quired as Per rule
11. Views ofSr. F.A. /F.A. for non admissibility of the inst4nt

projecl under DFPR

12. Aud,ted Statement ofthe last year released amount in case

ofGIA

13. Finance (EA) Depaxment's view in case ofEAP

14. Copies oftechnical sanction

I5. Copy ofMOU with concemed autho.ities

Signatwe

SECRETARY / COMMISSIONER & SECRIJTARY/

PRINCIPAL SECRETARY



Chccklist No. 4

(For EC-U EC-IU EC-III)

CHECK LIST TO BE FILLED UP AND SIGNED BY SECRf,TARY / COMMISSIONER & SECRETARY /
PRINCIPAL SECRETARY OF ADMINISTRATIYE DEPARTMENT BEruRE Sf,NDING PROPOSAL TO
FINANCf, DEPARTMENT RELATED TO SANCTION AGAINST SALARY UNDER GIA

1. Namc & amount ofthe schcme / projcct propos€d

2. l,'l'orm countcrsigned by Sr. Most Secretary

3. Original crcarion letter

4. Availability ofbudgetary provision with 20-digit FVA along
wi& copy of budget /grarr

5. Specific view of F.A. / Sr- F.A. aDd Check lisr ofF.A.
:

6. Utilization Certificate in prescribed format ofthe already
rcleased amount trll date Countersigned by Sr. Most Secrerary

7. Countcrsigned Statement of Expenditure of preceding year

E. Dcpanment's confirmation rhat no monev has bccn drawn
a8ainst vacant post

9. Views ofSr. LA/ |.A. for non admissibilitv ofrhe insrant
project under D!'PR

I0. Revenue Sralemenr for drer ( J)consecuti\e yeaE

1 L I)epartment's confiDnation that no monev has heen drawn
against vacahl post

Signature

SECRETARY / COMMISSIONER& SECRETARY/
PRINCIPAL SECRETARY



Checklist No. 5

(For EC-U EC-IV EC-I[)

CHECK LIST TO BE FILLED UP AND SIGNED BY SECRETARY / COMMISSIONER & SECRETARY /
PRINCIPAL Sf,CRf,TARY OT ADMINISTRATIVE Df,PARTMf,NT FOR EXAMINATION OF THE
PROPOSAL IN FINANCf, Df,PARTMENT RELATED TO CREATION OF POSTS

L Name of establishment

2. Name ofrhe posts and no. ofthc posts proposed to be created

3. Availability ofbudgetary provision wirh 2o{igit }VA along
with copy ofbudget /grant

4. No. ofposts having mar in position in the establishment

5. No- ofvacant position in the establishment

6. Justification for creation ofthe posts

7- Specific view ofDepartment on the creation proposal

Signature

SECRETARY / COMMISSIONER & SECRETARY/
PRINCIPAL SECRETARY



PRU

Sub : Incorporation of left out post in the A.S. (ROP) Rules,2017

l- Administrative Departmcnt

2. Nafie of Establishment

3. Copy (ies) oflhe letter(s) creating the posts :-

4. Scale ofpay ofthe posts (s)

5. Cadre and senice ofthc posts(s)

6. Rcasons for timcly non communica on of
lnformation to l'inance (PRU) Deptl.

7. Precis on the matter duly authenticated by
The Departmental

8. Any other relevant information supponed

by r€levant documents

Checldist No. 6

Si$ature & seal ofthe Departmental Authority.



Sub

Adminisfative Deparlment

Name of Establishment

Name of the pc(s)
Whether the post(s) is/ are for direct :-

Recruitrnent or promotional (supported

By a copy of the relevant Service Rule)

Ifthe posqs) are for dir€ct recruitmenl $c :-

Followng particulars should be fumished.
Prescribed minimum educalioml

Qualifi cations and other qualifi cations

Of tle candidates for direct recruitsncnt.

Duties and responsibilities of tie post(s)

Existing scale of pay oftlc post(s)

Ifthc pos(s) iY are promotional

Posrs in the promotional avenue fiom the posl in :-

Th€ base cadre to post(s) in question alongwith
The pay scales for the lower posts in the promotional

Justifications in favour ofthe scale pay proposed :-

lnformation regarding pay scale of identical posts:-

Under other service.

A precis on the matter authenticaled by the :-

Departmental Authority.
Olher relevan! information, ifany i

Checklist No. 7

PRU

Regarding Pay Scales and other benefits of posts as per thc provjsion of the

A.S. (ROP) Rules,2017.

1.

2.

1.

4.

(a)

(b)
(c)

5.2

(a)

6.

7.

E,

9.

5.1

Signature & seal ofthe Departmenta.l Authoriry.



Checklist No. 8

PRU

Sub UpgradatioD ofGr.dePry underthe theA.S. (ROP) Ru1e3,2017.

5. Administralive Dcparrment :-

6. Name of Establishmenl
7. Name oflhe posr(s)

E. Whether the post(s) iV are for direct :-
recruitmcnt or promotional (supported

by a copy oflhe relevant Sorvice Rule)
5.1 Ifthe pos(s) are for direct recnritmenl, the !

following paniculars should be fumished.
(a) Prescribedminimumeducatioral

qualifications and other quahfi cations

ofthe candidates for direct recnltment.
(b) Du(ies and responsibiliiies oflhe post(s)

(c) hxisting scale ofpay ofthe post(s)

5.2 lfthe pos(s) is/ are promotional
(a) Posts in the promotional avenue from the post in :-

the base cadre to post(s) in question alongwith
the pay scales for the lower posts in rhe promotional
Avenue.

6. Specificjustifications in favour ofthe scale pay proposed :-

7. Inforrnation regardinB pay scale ofidcrtical posts:-

under other service.

I A precis on the matter auth€nticated by tie :-
Departrnental Authority.

9. Other relcvant informarion, ifany

Signature & seal oflhe Departmental Aut.hority.



Checklist No. 9

(FOR SrU)

CHECKLIST TO BE FILLED UP AIID SIGN BY SECRETARY/ COMMISSIONER &
SECRETARY/ PRINCTPAL SECRETARY OF ADMINISTRATIVE DEPARTMENT

FOR EXAMINATION OF TIIE PROPOSAL IN FINANCE DEPARTMENTS RELATED
TO CR.EATION OF POSTS

ll. Name ofestablishment :

1 2. Name of the posrs and number of tle posts proposcd to be createdi
13. Availability of budgerary Fovision witi 20 digit H/A

along wirh copy of BudSet/ trant
14. Number ofposts having man in position in the establishment:

15. Number of vacart position in the establishment:

16. Justification for creation ofthe post :-

17. Specific view ofDepartment on the creation proposal :

tE. Whether the proposed post is admissible as per norms and if so what are the norms:

[9. Approval ofPersonnel Department in resp€ct ofcazetted post :

20. Scale of pay (whether in conformity with ROP Rules) :

2l. Financial implication for one full year

22. Approval ofthe Dcpartmental Minister

Signature

SECRETARY / COMMISSIONER & SECRETARY/
PRINCIPAI SECREI'ARY



Checklist No. 10

GOR SrU)

CHECK LIST TO BE FILLED UP AND SIGNED BY SECRETARY/ COMMISSIONER
& SECR-ETARY/ PRINCIPAL SECRETARY OF ADMINISTRATIVE DNPARTMENT
FOR EXAMINATION OF THE PROPOSAL IN FINANCE DEPARTMENT RELATED
TO FILLING UP OF POSTS ( cr-IV, Driver, Teachers of Elenetsry Schools):

1. Name of the posrs proposed for filling up:

2. Location ofposts:

3. Approval ofrhe Head ofthe Adminis[ative Departrnent in favour ofthe proposal:

4. Pdority critcria (Backlog/ Court Order etc):

5. Fxisting cadre strengrh and man-in position:

6. Duties/ functionv responsibility ofthe posts proposed to be fillcd up:

7. Duly filled in FormaFl and ll , authenticated by all concemed Officers:

8. Justificalion for filLng upl

9. No. of post creation order/permanent retention order/ stalf strength repolt authenticated
by the conccmed Treasury Officer (copy io be furnished):

10, Details of vehicles i.e. year of purchase, vehicle registration no., no. of Go!,t vehicles

allotted to the corcemed office in ',!hich Driver post if proposed to be filled up, whether
on running condition or nol:

I 1. Statement regarding Drivers lying idle as pcr letrer No. t'Sl 43 /2015/135 dtd 811212016l

Signature

Secretary/ Commissioner & Secrerary/ Principal Secretary



Finance (Estt-A)

Subiect : Steooinq up/equalization of nav.

L

2.

3.

4.

Name ofthe incumbetrt with designation

Copies of appointment orders ofboth the senior and
the junior incumbents in thc initial post.
Natue of appointment.
Copies ofjoining reports / taking over charge
reports of the incunbents in the base post.
Service RulesRegulation goveming the services of
rhe incumbents ( Copy should be fumished)
Particularc of prcmotions up to the cadrc in which
anomaly crept in,
(i) Copy/ copies ofpromotion orders
(ii) Date ofjoining on promotions in higher posts

in chronological order along with copies of
joining reports/ taking over charge reports in
each post up to the level in which anomaly
crept in.

(iii) Final Gradadon List of tlle incumbeDrs in
each ca&e ftom the base cadre to the cadre in
which anomaly ofpay crept in containing the
rarnes ofthe conceming incumbents i.e. borh
the senior and thejunior.

Whether the incumbents exercised option for
fixation ofpay in the higher posl on promotion.
(Copy ofthe same should be fumished.)
A comprehensive comparativc statehent showing
therein stages oI pay on frxation on promotion to
higher posts and revision of pay of all incumbents
involved wirh the proposed equalization ftom the
initial stage to the $age at which anomaly crept in
signed by the competent authority supported by
relevant docwnents.
Service tsooks in origiml or legible pholocopy
attested on each page a.long with IPS ofall
rcvisions as per ROP Rules in respect of both the
conceming incurnbents.
In case ofGazetted Officers views of A.G. (A&E),
Assam alotrgwith service records of both the
incumbeDts.
Reason(s) for aromaly
Detailed observation report and specific reporl of
the F.A. /Sr. F.A. posted ir the Department.

5.

6.

7.

9.

I0.

ll.
12.

Checklist No. l1

8



13. Whether any D.P. is pending or contemplated ..-

against the senior incumbent whose pay is proposed
to step up.

14. A gdcis ofthe case with seal and signatute ofthe : -
Departrnental Authority.

15. Other rclevant informarion, ifany : -
16. Remarks

Seal & Signature ofthe Deparknental Authority.



Checklist No. l2

Finance (Estt-A)

Subiect: Framins / A.Eendment of Sewice Rulcs.

1. Name of Service Rules :

2. Copies oforders creating all the posts ofdifferent :

cadres mentioned in the Schedule-I under the
Service Rules.

3. Personnel @) Departmenl's views
4. APSC's views in respect of Service Rules of

Gazetted Govt. officers
5. Whether the draft Sewice Rules is examined in the

light of 0re AFRBM Act, 2005, as amended.
6. Up-to-date pay structure of the posts as per the

latest A.S. (ROP) Rules.
7. [n the case ofproposed amendments in existing

Scrvice Rule the following particula$/ documents
should be fimished.
(a) A copy ofthe existilg Service Rules as

amended ftom time to time.
(b) Reasor/justification for the proposed

amcndments.
(c) A comparatiae stalement sho\Ming thcrein

provisions in the exisling rclevant rule and in
the proposed amendment rule.

8. A precis ofthe case with seal and signature ofthe
Departmental Authority.

9. Any other relevant information, ifany.
10. Remarks

Seal & Signanue ofthe Departinental Authority.



Checklist No. 13

Finance (Estt-A)

Subiect: Deputation to Foreiqn Service.

f. \ame ofthe incumbenl and dcsignarion. :-
2. Dare ofbinh.
3. Date ofentry in Govemment service. : -

4. Date of superannualion.
5. Whether the services ofthe incumbent is

againsl a regular/ substantive post.
6. Whether the incumbcnt has been confirmed in

seryice.
7. Pay structwe ofthe post in the parent

Department and thc post to which deputation
is proposed.

8. Basic pa) in the present posl in the parent
I)epartment.

9. Tcrms & condition ofboEowing authoity
for the lroposed deputation.

10. Whether the incumbent availed deputation
earlier? lf so, details.

11. Whether leave salar.r,and pension
contriburion will be bomc by the borowjng
authority.

12. Wheficl the instructions contained in WPT&
BC Department and Hill Areas Department's
O.M. -'o.TAD/B'l C/222/ 03/ 51, d^led 16-10-
2004 and No. HAD.57/95/ 116, dated 3l- 12-

1996 respectively have been followed while
deputing the Officer /employee on foreign
service in thci respectivc areas.

13. Whether ary D.P. is pending or coltemplated
against the officer/employee proposed to send
on deputation.

14. A prdcis ofthe case with seal and signature of
thc Depanmental Auhority.

15. Any other relevant infomration, ifany.
16. Remarks

Serl & sispetuie ofDepartEentsl Authoritv.



I . Name of the senior incumbent with designation.
2. Namc ofDeparhrent
3. Final Gradation List of the cadre containing the

name ofthe incumbent and hisjunior.
3. Copy ofthe relevant Service Rules
4. Recommendationofthe Departmenal Selection

Commifiee (Minutes of the DPC meeting in
original/ duly autherticated).

5. Promotion order ofthe junior incumbent.
6. Promotion orders, both prosp€ctive and

retrospecrive, of the concemed senior
incumbent.

7. Taking over charge report ofthe concemed
senior incumbent in the promoted post,

8. Taking over charge repon ofthe oexljunior
incumbent, who had been promoted earlier, in
the prcmoted post.

9- Reason for delay in giving promotiotr to the
senior incumbent.

10. Perjod lor which relaxarion of l.he provisions
under IR-17(1) is required.

11. Vacancy position in the cadre for the proposed
period to accommodate the senior incumbent on
re[ospective promotion. If theie is no
sanctioned vacart post for the required period,
whether supemumerary post in the cadre, to
which the incumbent has been promoted, has
been created. Detailed padicula$ may b€
fumished.

12 Personnel Department's views on the reho -
spective promodon of the incumbent.

13. Views ofJudicial Department, if the matte!
involves Court case, alongwith a copy ofthe
Hon'ble Court's order.

14. Whether any D-P. is pending or contemplated
against fic incumbent

15. A pr€cis ofthe case with seal and signatue of
the Departmental Authority.

16. Other rclevant infomation, if any
17. Remarks

Checklist No. 14

Finance (Estt-A)

Subiece Relarstio[ ofFR-17(l) for retrorpectiye proEotion benefit

Seal & siEuature ofDepartDleEtal Authoritv.



Checklist No. 15

Finance (Estt-A)
Fite No. IILB. 350/2010

Subiect: Pav protectioL/fEation otr appoirtmept from ope post to anothci po9t.

l. Name of incumbent
2. Designation
3. Departrnent/ office
4. Nalure ofthe establishmcnt
5. PreviousAppointment.

(i) Name ofthe post
(ii) Departmer, Office
(iii) Narure olthe eslablishment
(iv) Pay structue of the post
(v) Nature ofthe post
(vi) Natue of appointmcnt
lvii) Date ofrelease fiom the previous

post
(viii) Last pay dm\an ( supported by LPC)

6. PresentaDpqillillell
(i) Name ofthe post
(ii) Pay structurc ofthe post
(iii) Date ofappointme
(iv) Nalure of appoifiment
(v) Date ofjoining
(vi) Gap pcriod, ifany
(vii) How the gap period, ifany, is

regularized?
\Vhether the incumbert applied for the
present posl though proper channel. II so,
fumished rclevant document

APSC's views in rcspect olappointmcnts
made as per rccommendation ofAPSC.(As
pcr O.M. No.FEG.25l87l I3 I dt.30-04-1997)
A pr6cis ofthe case with seal and signature of
the Departmental Authority.
Remarks.

7.

8.

9.

I0.



Documents:

l. Copy ofthe advenisement of the presefl post published in News Paper.

2. Appoi ment orde! to the entry post in the previous eslablishment and joining report.

3. Promotion ordcr to the post held last in the previous establishmelt andjoining report,

if any.

4. Service Book /Service Records ofprevious services (in original or photo copy every

page of which is attested by the cotrcemed authority.
5. Copy of the lettq resigning/ releasing Aom thc previous post.

6- Last Pay Cerlificate ofthe previous post.

7. Other relevant particulars /information, if any.

Seal & signature ofDeparhnenta.l Authority.

I



Checklist No. l6
Finance (Estt-A)

PROFORMA FOR EXTENSION OF JOINING TIME.

l. Name & Designation ofthe incumbent
2. Period ofjoining time required

3. Date issuing the o giflal transfer
order
(Copy shor:ld be enclosed).

4. Date ofhanding ovcr charge ofthe
post ftom which he/she is transfe(ed.

5. Date ofreporting for duties in new
place ofpostrng.

6. f)a1e ofintimation ro the authority
concemed about non-receipt of charge
of the new post/assi gnment.

7. Action taken by the autho ty against
the ollcer/ employcc, in whe5s p16sg
the tansleiee was posted, for rlon-
compllance of Govemment otder.

8. \l4rethcr any rcprcsontation was
submitted by the officer in whose
place the ofhcer named at 'l ' above
was posted for stay/ modificatiotr of
his,&er transfei order and ifso, date of
receipt of suoh rcpresentation. (Ref.
OM. NO.FEG.l4195/8 drd 24-02-
1997.

9. Date and maruter ofdisposal ofthe
representation by the Department
/authodty conccmed.

10. Subsequent action taken by the
Department for posting of incumbent
by way ofmodifying thc original
transfer order vide Notification No.

Dated.... . .....with thc
apgoval of Minister/ Commissioner
& Secretary/ Secretary at
p49e...... .....

I L Date oftaking ovcr chargc ofthe posr
in the new place ofposting.



12. Reason for delay: : -
(i)Delay in handing over charge by

thc officer in whose place the
oJlicer named at point I was

postcd-
(ii) Delay in disposal of any

reprcsentation.
(iii)Delay in issuing modified

Eansfcr order.
ll. A pricis ofthe case with s€al and :-

signaturc of the Departmental
Authoriry.

I4. Remarks

Scal & signalure ofDepartmental Authority

I



Checklist No. 17

Finance (Estt-A)

Subiectl Ertension of ioitrinE tiEe.

L Name ofthe incumbent
2. Name of Department
3. Reason(s) ofrequirelnent ofextension of

joining time proposcd.
4. Copies original transfer order and

modifi ed transfer order.
5. Date ofhanding over ofcharge ofthe

earlier post.
6. Dare oftaking over charge olthe new

Post.
7. Duly frlled in proforma for extension of

joi ng time with seal & signature of the
Deparhrental Authority.

8. \Ihether rhe Department follow thc
instructions contained in WPT& BC
Departrnent's O.M. No.
T AD/BTC|22AOy 51, dared l6-10-2004
and Hill Areas
Department's O.M. No.HAD/ 57 /95/316.
datcd I I- l2- I996 while posting the
officer
/ ernployccs in their concemed ateas.

9. Other relevant point(s), if ary supported
by relevant document(s).

10. A pr6cis ofthe case with seal and
signature of the DeparEnental Authority.

ll. Remarks

Seal & signatwe of Departonental Authority



Checklist No. 18

Finance @stt-A)

Subiect: Grant of Studv Leave.

l. Namc of Lhe incumbent
2. Designation
3 . Name of the Adminislrative Departmont
4. Study Leave Application in Schedule-I

Format as per Appendix- I 5 of FRs & SRs
5. Admidsuative Certificate with signarure

and seal ofthe Departmenlal Authority as

per Appendix-15
6. Name of course
7. Particulars ofselcctioa for the oourse of

higher study.
8. Souce offunding for the higher study.
9. Period and date from which study leave is

required.
10. Particulars of scrvice rccords

(a) Dare ofjoining (Joining Report)
(b) Length ofservice period
(c) \l$ether Study Leave availed earlier

If so, fiEnish details.
(d) Whether confimed in service

I 1 Whether the proposal is within the ceiling
fixed for the Department.

12. A prdcis ofthe case with seal and signature
ofthe Departsne al Authority.

13. Remarks

Seal & Signature ofthe Departmenta.l Authority

t



Checklist No. 19

Finance (Estt-A)

Subject: Advance IncreDent
l. Name ofthe incumbent
2 Name of post hcld
3. Copyofapf,ointmentorder/Notification
4. Date ofacquiring [re hrgher educational

qualifi cation.(Copies of Pass Certifi cate
and Mark-sheet Should be fumished)

5. Whether the higher cducational
qua.lification acquired by the incumbent is
in the same discipline ofthe educational
qualification prcscribed for the pos1.

6. ll'hether the higher cducationa.l
qualification acquired by the incumbem is
considered to bc an added qualification for
pedbrmaErce of duty ofthe post.

7. Whcthcr the highcr educational
qualifi cation was acquircd before joining
the post or afterjoining the post. If it wa.
acquired afterjoining the post whelher
srudy lea\e takch, fumish in formation in
details.

8. Whether there is any provision in the
Servicc Rules lbr granting advance
increments fbr such higher educational
qualification.

9. Detailed observation report ofand specific
views ofthc l.A. /Sr. F.A. posted in the
Dcpartment.

10. lrlhether any D.P. is pending or
contemplated against the incumbenr

11. A pr6cis oI tlre casc with seal and signature
of the Departmental Authority.

12. Other relevant information, ifany.
13. Remarks

Seal & Signatue of the Departmental Aulhority



Checklist No, 20

Check list of A & f

Check list for Redrsrrysl of Governpent Eotrev followirs loss of the aEount due to thcft.
robberv. Eis&ppropriatiotr etc.

l A report undcr Rule 103 of the Assam Firtancial Rules should be submitted to the

higher authority and the Accounmnt General.

2. A copy of the detailed Deparhnetrtal Enquiry Report as per Rule 13 of the Assam

Financial Rules, wherein among other things it should be specifically ildicated as to

whether proper security arrangement was made for safe custody/transportation of
Government money and whether the loss has been caused due to negligence of one or
more Covemment employees. If the loss has been caused due to negligence of any

Government employees or employees action taken against the defaulting Govemment
employees or employee be indicated.

3. The loss has been reported to the Police. Ifso, a copy of t}Ie F.LR to the Police and the

final report ofthe police should be fumished and if not, reasons thereof.

4. A lis1 of tle incumbents with the respective ainounts payable to each of them out of the

Govemment money lost has been fumished. The list need nol include pay and

allowances of any Self-Drawing Officer, as under Rule 140 of the Assam Finaflcial
Rules, a Self Drawing Officer himselflherself is responsible for d,rawal of his/her pay

and allowances.

5. Precise of ttre proposaUclaim with proper justification fiom authorized signatory.

6. Remarks ofthe AdministEtive Department, ifany.

Signaturc

SECRETARY / COMMISSIONER & SECRETARY/
PRINCIPAL SECRE'I'ARY



Chccklict No.2l
ChecklistofA&F

Check lba for Arrear claip8-sapctiop to rdhoc prvBept of:
(As per Rule 90 ofthc Assam Financial Rules)

The claims over 6 years which ca rot bc cffeclive investigated in Audit Of6ce due to the
limited period of preservation of records, are required to b€ referred to the Finance Department
for sanction to adhoc payment :

1. Record ofvedfication ofthe claim in Audil Officc.

2.

3.

Certificate by the Admilistralive Departments that the accrEacy End admissibility of the

claim has been checked with reference to thc coroborative records and that it has not
been paid earlier.

ln those cases whenever it is not practicable for the Administrative Depaftflent to call
for the original or attested copies of the relevant records to verify the accuracy etc. of
tle arrear claim, fumishing of full facts of the case as pet prescribed proforma and a

certiftcatc ftom the Head of the officc concemed to the effect that the claim has been

checked with reference to the coroborative records and tial it has not been paid carlier
and fumished, is sufhcient.

lilJed up Proforma ftom authorized signatory.
Precise ofthe proposal/claim with pioperjustification from authodzed signatory.
Remarks of Administrative Deparknent, ifany.

PROFOR.VIA

\ame of the claimant.

Natue ofthe claim (detailed history as 10 how the claim has arisen should be given).

3. Details of claims : (a) Period (b) Rate per month (c) Amount due.

4. Rcasons for delay in settlement (the timc taken at various level should be indicated).

5. Efforts made by the claimant to get the sertlement of the claim expedited and with what
results.

6 Whelher non-paymeot ofthe claim will eflbct pensior.

5.

6.

l.

2.



7. Whether claim was refefied to the audit officer concemed for ilvestigalion and ifso
wilh what results.

8. Detaiis ofrecords, orderc and other coroborative evidence on the basis ofwhich the
claim is considcred to be indisputably due (Relevant extacts duly altested should be

enclosed where it is not possiblo to submit the records in original).

Signature

SECRETARY / COMMISSIONER & SECRETARY/



Cbecklist No. 22

Checklist ofA & F

Chcck list for drap.l offuEds ir A.C. Bill

l. Copy ofrclcvalt sanction order .

2. Detail l usrification necessitating drawal of fund in AC bill.

3. Ccrtificate liom the Sr. most SecElary of the conccmed Adrninistrative Dcpanment
that the earlier drawals in A.C. Bill have becn regularized by submitting D.C.C Bill and
rhe currerlt A.C. Bill shall be regularized by DDO submitting D.C.C. Bill by 10d of
succeeding month.

4. Approval of the Sr. rnost Seoretary ofthe Administrative Depanment for the drawal of
curent A,C. Bill.

5. Latest Report rcccived from the A.G Office regarding submission/reconciliation of
earlier A C drawals, iIany.

6. Remarks, ifany.

Signature

SECR}'TARY / COMMISSIONER & SECR-UTARY/
PRINCIPAL SECRETARY



Checklist No. 23

Checklist ofA & F

Check list in conoection with Air Journev clain for Medical Treatment-

I . Copy of Autlorized Medical Attendaat Recommendalion.

2, Copy of Referral Medical Board Certificate.

3. E-ticket orjacket ofthe air{icket in odginal.

4. Boarding passes in original.

5- A certificate from the Administrative Deparment indicating entitlement of the

Govertunent Servants,/ Pensioners regarding Travelling Allowance for Medical pupose.

6. Particulars/documcnts lequired as per provisions made in Rules l3 & 14 (a) ofthe

Assam Medical Attendance Rules, 2008.

7. Precise ofthe proposaVclaim *ith propcrjustification ftom authorized signatory.

8. Remarks of Adminisuative Depa ment, ifany.

Signature

SECRETARY / COMMISSIONER & SECRETARY/
PRNCIPAL SECRETARY



Checklist No.24

. Checklist ofA & F

Chcck list pertainips to Er-sr&tia Grart:

1. A clear report with reoommendation from thc Dcputy Commissjoner concemed be fumished as to
whethcr thc Govemment servany'servants was/were killcd as a result of attack by extremisty
terroristv anti-social elemenlv dacoitv smugglers, etc_ whilc he / they was/were on ofTicial duty
or in conncction with discharge ofassigned dutics.

2. A clear incrdent repo( with recommcndation from the concemeil Deputy Cornmissioner.

3. A report fiom the concerned Administativc Departnent to the effect that the department has I
examined merit ofthe case.

4. Police Rcpon ofthe incident.

5. Death cc(ificate.

6. Precis oftle proposal/claim from authorised signatory.

?. Remarks ofadministative department ifany.

Ch€ck list pcrteidrE to Writc-off:

L Latest copy ofGPF certificate/statement issued by A.G. (Assam)

2. Total amount ofadmissible DCRG.

3. A copy of certilicate regarding total outstanding amount ofGott. advance issucd by A.G.
(Assam)

4. GIS amount (Insured & Savings) sanctioned by the deptt.

5. A pr6cis ofthe case.

Signaurc

SECRETARY / COMMTSSIONER & SECRETARY/
PRINCIPAL SECRETARY
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