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STAFF SERVICE RULES

THE INSTITUTE OF COST AND WORKS ACCOUNTANTS OF INDIA
. STAFF SERVICE RULES
(Amended upto 30/11/2006)

CHAPTER 1

PRELIMINARY
Title and cOmmencement

2. The Rules came Into force on st

April, 1983,
Scope & Application

3. These Rules Stipulate the conditions of service
Institute upto the rank of E
enforcement of the Ruleg asw
Cadres, except

applicable to a| th
Xecutive Assistant or its equivalent

€ existing e€mployees of the
ell as to employees who may be appol

and below at the time of
nted hereinafter in the above

5. For the pur

Pose of these rules,
humber shal

l'include plural, as ma

6. For the Purpose of these rules, the terms

and expressiong noted below w
meaning indicated against each unless there g somethin

(ifi) Appolnt/ng Authority; Authority e€mpowered to make appointments to the grade or post in
which the employee is for the time being placed.
(iv) Basic Pay: The rate of substantive monthly pay receivable by an employee from the

Institute byt does not include any allowance such as dearness allowance, acting, officiating,
Personal or specia| allowance, overtime Payment, bonus in any for

m or manner, perquisites
and other remuneration drawn by an employee,
Amended as : Basic pay includes Dearness Pay

[Since dlscontinued]
thority: The authority €Mmpowered by the Council or Execut
the Institute for @ specified purpose.
(vilt)  Counciy:

ive Committee of
Counci} of the Institute constituted under the Cost and Works
1959,

Accountants Act,
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(ix)
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(xii)
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(xIv)

(xv)
(xvi)
(xvii)
(xviit)

(xix)
(xx)
(xxi1)

(xxii)

STAFF SERVICE RULES

e Government, as the case may be,
Head of Department: Secretar

Y or Director or any other officer of the Institute who may be
50 deslgnated by the Council,
Institute: The Institute of Cost and Works Accountants of India. The Council shall represent
the Institute for all practical purpose.

Medical Authority: An‘y registered medical practitioner,
Month: Calendar month according to the Christian Era,
President: President of the Institute,

Probationer: An employee who is on probation for the time being to fil) any vacancy in a
pPermanent post,

Secretary: The Secretary of the Institute,

Vice-President: The Vice-President of the Institute,

Employees’ Association; Duly constituted

) representative body(s) of the employees
recognised by the Institute,

Page 2 of 54
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STAFF SER VICE RULES

CHAPTER 2

RECRUITMENT
Method of Recrultment

€ grades in each cadre/group but can also
event of non-avaHabthy of candidate(s) fulfilling the Prescribed
amongst the exist 8

10, The age of a
Institute shall

11, A candidate for

the post by the Institute The Council may relax the
' 99€ or experience for any Particular post or candidate, if the candidate selected g
otherwise considered by the Council as the most Suitable for
12,  For recruitme

S) shall be eligible,
ct récruitment to the

13, When a post | by direct récruitment, the governing Principle sha) be to seeyre the
Services of the Candidates most suitable for the post(s
recruitment sha) be;

). To achieve thig objectlve, the methog of

he number of

with reference
(Vi) To prescribe,

€xamination by m
under these rules,

(vil) To interview the candidates ang place the hames of the selected candidates in order of theijr
merit, and the list of which May be notifieq.

ecial réasons, to pe recorded ang
found necessary to vary that order in any particular case,

» having a Spouse living contracts
shall be eligible for appointment to

4. No candidate Who has more than One spouse living or who
another marriage which s vo;

void in law By which he IS governed,
any of the posts in the Institute,

15. Al local candidates sha hNormally be required to appear at interview(s) at their own expense,
Outstation Candidates may be gjven appropriate travelling €Xpenses as the appointing authority
may determine*for such interview attended by a Candidate,
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STAFF SERVICE RULES

16, Upon death of an employee while on service or becoming permanently disable to work, one of
his dependent relatives who will look after him/her and/or his/her family as the case may be,
shall be employed in the service of the |

nstitute in a post (Trainee) befitting his/her qualification
and ability. Minimum age of such candidate shal| be 18 years,

Amended as : Trainee appointment abolished w.e.f. 7/2/1992
Condltions of Employment

17. No person shall be appointed In the services of the Institute unless he Is certified by a Medical
Authority, to be medically fit to dis i

departmental candidates selected for appointment after competing with outside candidates,
otherwise required.

18. A person who has been dismissed from
public or autonomous body will not be eligibl

19. No person shall be eligible for appointm
Involving moral turpitude, theft and immoral

Appointing Authority

service by the Institute, Central or State Government or any
e for appointment to the service of the Institute.

ent'who has been convic
act.

20, The authority competent to m
elther a member of the Council or t

Liability for Service

ake appointments

shall be the President or hig nominee who shall be
he Secretary.

21, A person appointed on any post under the Institute shall be Hable to be posted or
other equivalent post within the Institute, Transfer to any office of

transferred to any
also-be effected in accordance with mutually acceptable principles,

the Institute anywhere in India may

Probation

22, All appointments inclusive of the existing employees on promotion shall be on probation for a
minimum period of six months,

23. During the period of probation, an employee shall be liable to be discharged from the service of the
Institute or to be reverted to the permanent post, which he was holding prior to his appointment on
probation, on one month's notice, without assigning any reason therefor, at the sole discretion of the
Councll,

24, The period of probation may be extended or curtailed in individual cases by the Appointing Authority,
depending upon the probatlioner's performance,
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STAFF SER VICE RULES

CHAPTER 3

PAY AND ALLOWANCES

' POst or grade. The s
0 the date of appointment to g Particular post

eniority shal be
or grade,

the different categorles of employee shaj be |
the Councj| from time to time,
Amended as H

House Rent Allowance

35, An employee sha)| be eligible to dr ,
Subject to a minimum of Rs, Per month, Provided the conditions ang Procedures laig down by the
Institute from time to time in this regard are fulfileq,

Amended as ! HRA ¢

f the different Categories o
Commission w.ef, 1/1 .

f employees will continue to be same as Per Fifth Pay
/1996

Yance cum Attendance allowance shall be Payable to the
Councll from time to time, At Present it is Rg, 4
eligible for this allowpnce .

Amended as . Attendance Linked ¢

onveyance Allowance wj
rank of Executive Assistant w.e.f, 1.4.2003.
City cOmpensatory Allowance

€mployees at the r

ate specifieq by the
0 per month, No. Empl

oyee on leave without pay shall be
Il be paid @ Rs.700/- Per month upto the

37. Each e€Mployee will pe eligible to receive 109% of his basic Pay as CCaA subject to a minimum of Rs.
0/- and maximum of Rs. 90/- effective from 1.11.83,
Amended ag ¢ CCA wil co

ntinue to be as per Fifth Pay Commission w.e.f. 1/1/1996,
Other AIloWance

38. An employee sha be

eligible to draw such other allowances as the Councll/Executlve Committee may
at its discretion sanction,
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STAFF SERVICE RULES

the higher Post/grade to which he is appointed his p
Specified in Rule 364,

40. If as a result of enterin
basic Pay, dearness allowan
not calculated

e lower post/grade s higher than the minimum of
ay in the new scale shall pbe fixed at the stage as

g into a higher siab

Ce and any other monthly al|
as a Percentage of the basic pa
asic pay, dearness allowance 3

slab fallg short of the total of the
nd other allowances referred to above
or appointment sha|| be so fixed

. the basic pa
at a stage in the appropriate pay scal
allowances in the higher POst exceeds tota| int

al pay and dearness
he lower post by at least Re 1/-
41, If an employee had Previously officiated in or had b
pay fixed on re€-promotion to the

Same scale or anothe
less than that drawn on the last Occasion in the high
drawn shal| count for the purpose of draw

42. In case of reversion of an em
fixed in the lower grad
had he continued in th

€en promoted ad-hoc to a higher scale, the initia|
" post having an Identical scale of pay will not be
gher scale and the perlod(s) for which It hag been
increment in the higher scale.

ployee from a higher post/grade to a lower post
e in such a manner that he does not draw low

€ lower scale byt for this promotion to the high
43, Period of apprenticeship and the stipend paid apprenticeship shall not count towards pay fixatlon on
regular appointment of an employee after the completion of th

regular appointment wil| be

€ period of apprenticeshlp and pay on
fixed at the minimum of the scale as in the Casé of Initial appointment,
44, The first increm

ent on appointment on Promotion shal
Year In the grade. Subsequent Increments  wij| be gj
appointment,

al of annual

/grade, his pay will be

er than what he would have drawn,
er scale,

46. Reports for withholding annual in
the Head of the Department concern

should be sent to
withheld or Postponed, By

the Secretary in writing by
ed, stating the grounds

on which the increments are proposed to pe
t before giving effect to any Withholding or Postponing annua) increment of any
€mployee, he shall be given an OpPportunity to state his case against such decision by
duly authorised representative,

himself or by his
47. The Council reserves to itse

inefficiency or misconduct, Incre
action is pending,

If the right of withh

olding or withdrawin
ments shall not pe g

g increments on account of
ranted to anp employ

€€ against whom disciplinary

43, Leave without
of overstayal of sa
provided, however,

pay €Xxceeding 3 months (if
Nctioned leave and

usual normal hours of the Institut
by the Institute under Rule

52, The work of overtime a
sti

nd the payment there for shall be regulated in accordance wi
Pulated by the Executive Committee from time to time a

nd, as at Present, Is glven belp

€es may be askeq to work
undays and holidays notified
0 50 in the exigencles of work.

individual employ
€ stipulated in Ruyle 65 and/or S
109, in case it js necessary to d

th the procedure
W
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STAFF SERVICE RULES

(i) Overtime allowance is
Charge/ Executive Assi

(i) An overtime work shou

gories of Clags I & 1v certified by an
In no case Calculation of overtime shall exceeq 260 hours
PEr annum ip case of Class III and 35 ours per annum in
excluding Security Staff, Driver and Electr

Refreshment Charges

Rs. 50.00
Cash Incentive in lieu of compensatory leave

Rs.170.00
Puja Allowance

53. Puja Allowance shall pe Paid to the €mployees
sanctioned ang under the pro

Cedure Prescribed by the Exec
Amended as: Nomenclature of “Puja Allowance being changed as Festl
i oyees at the rate of 129% of Basic ang
August) subject to a celling of Rs.6,000/
22/05/200s,

Medical Re-

of the Institute on an annual basijs at rates
utive Committee/Council.

Ve U O FTEEEEEIPIPIPT

lmbursement Rules

ec, Institute under the conditio
b

(i) For entitlement under this ryle an €mplioyee shoyig have been |n continuous seryice of the
3”“’* Institute for a minimum period of six months and should have been confirmed in service
a Re-lmbursement of medical €Xpenses shall pe made for
and scale ) bel

€ prescription of a8 Medical Authorlty.
re-imbursement of medical €Xxpenses, including doctor's fees and cost of
mediclnes, shall be accompanied by appropriate vouchers ang

the Medical Authority.

Supported by Prescriptions of

Page 7 of 54
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STAFF SERVICE RULES

Amended as:

nt of Medical Expenses as per existing norms, includingl treatment
of ailments relating to Dental ang eye will be enhanced to Rs. 60 0/~ per anhum w.e.f, 1/4/2003 to each
member of the staff,

€, If done on the
~ P&€r annum on production of requlred

or Members of
N a recognized Hospital/r\lurs:ng Home, reimbyr
toa ceiling of Rs, 12,000/- Per annum for

the entire family on Submiss;j
Y be taken for a8 minimy

m 2 (two) days with Medic
ctice, insteaq of existing minimum of 3 (

the €mployees’ family, wholly
Sement of actyga) expenditure subject
on of required documents,

al Certificate (Certifi
three) days. This was effective

Sick Leave ma
Per normal pra

cate of Fitness) as
from 22/05/2008.,

LA AR A A S L LA R LAAASEEE
ir - .
3

Page 8 of 54

uuwﬁ'#ﬂ‘ji{



STAFF SERVICE R ULES

CHAPTER - 4
Advances agalnst Salaries

(a) Festival Advance

(b) Salary Advance

(¢) Advance on Tour

(d) Advance for House-bullding

ouncil/Executive Committee, as the case may be, is satisfied that the employee will,
in the normal exigencies of his services,

continue in the service of the Institute until the expiry of the
period within which the advance js recoverable,

58. No advance shall be made to an employee unless the re
has been made in full except house bullding Ioan,
59. No employee, who ig not confirm

Fastival Advance

covery of a previous advance to the employae

ed in the service of the Institute, wil| be ellgible to any advance,

gible to draw advance, shall be eligible for

i may be sanctioned for 5
mount of the advance shall
shall be recovered in not
festival advance was made.

festival advances On not more than one
uch festivals which are actually obseryed
not exceed the monthly basic pay of the
more than 8 equal monthly installments
All festival advances shall be sanctioned by

employee, The festival advance

following the month in which the
the Secretary.

Salary Advance

on leave for not less than 30 days.
employee for the Subsequent month.

Advance on Tour

Page 9 of 54
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CHAPTER - 5

DISCIPLINARY PROCEDURE
Working Hours

Amen‘de(l as: The h
per week, The time

Attendance

66. Sultable records of attendance
will be used for marking in the
absence, leave, etc., of each Indivi

Amended as:

of all employees shall be ke
attendance recor
dual employee,

Pt in the prescribed form. Suitable symbols
ds to Indicate attendance on time, late attendance,

(i) Working hours of the Institute’s office will be from 10 A.M. to 6-30 P.M. with half an hour
break for Tiffin (1 P.M, to 1.30 P.M.) on five working days in a week viz, Monday to
Friday. All Saturdays and Sundays will be closed as holidays, The grace period for late
attendance i.e, the period up to which an employee is not counted as late, will be 10.15
A.M. on every working day,

(I Employees will be allowed to-attend office late up to 11.15 AM, on working days, after
which an employee wilt be counted as absent,

(iil) One day’s leave will b
commencing from 16t
no leave i avallable,

(iv) Notwithstandlng the

€ deducted for each Seven days’ late attendance in a month,

day of a month ending 15% day of the following month. 1In case
one day’s salary shall be deducted at the above rate,

es, the working hours of particular
. Driver/Sr, Driver, Sweepers/Sr, Sweepers or the

. " and Members’ Libraries, may be
staggered suitably by the Administration to meet the exigencies of work on regular basis
from time to time, For Instance, some persons, for the purpose of rendering

maintenance and cleaning services, may be required to come fifteen minutes earlier than
the normal working hours indicated above and may be permitted to leave the office
fifteen minutes earlier in the afternoon,

Annual Confidential Reports

71. Annual Confidential Reports in the prescribed form (given in APPENDIX-4) shall be written by the
Heads of the Departments or by an Officer under whom the employee had served for period not less than

Page 10 of 54



m STAFF SERVICE RULES

cer leaving
, before leaving, write and submit
form, on all employees serving under him.

the services of the Institute betw

€en May and October of
to the Secretary,

interim confidential reports in the usyal

Misconduct

74, Without Prejudice to the generality of the term ‘mlsconduct', the following acts of omission and
commission shall be treated as misconduct:

(1) Theft, fraug or any act of dishonesty in connection with the business or property of the
i person within the pPremises of the Institute.

(i) Taking or glving bribes or any illegal gratification.

iy Furnishing false information regarding name, age, father’s name, qualifications, or previous
service or any other matter germane to the employment at the time of employment or
during the course of employment,

(iv) Acting in a manner prejudiclal to the inte

(v) Insubordination or disobedience, whether alone or in combination With others, to any lawful
and reasonable orders of his superiors,

rests of the Institute,

(Vi) Habitual late or irregular attendance or wilful absence from duty,
(vil) Absence without leave or oversta

(vill) Neglect of work or negligence in the performance of duty including maligning and slowing
down of work,

ying the sanctioned leave without sufficient grounds,

(ix) Damage to any property
devices Installed in or arou

(x) Drunkenness, or riotous
Premises of the Institute

of the Institute and interference or tam
nd the premises of the Institute,

or disorderly or indecen
Or outside such premises,

(x1) Gambling within the premises of the Institute.

(xil) Collection without the permission of the Secretary given in writing, of any money within the
premises of the Institute except as sanctioned by any Statute or provided for in the Rules of
the Institute,

pering with any safety

t behaviour including quarrelling in the

(xiMh)

(xlv) Commission of any act, which amounts to original offence involving moral turpitude,

(xv) Absence from appointed

(xvi) Commission of any act subversive of discipline or good behaviour, or any violation of the
rules of the Institute,

place of work without permission or without sufficient reason,

(xvil) Abetment of or attempt at abetment of

(xvlii) Misbehaving, Intimidating, or assaultin

g any employee of the Institute or jts members or
students or the public In the premises of the Institute,

any act, which amounts to misconduct,

Page 11 of 54



STAFF SERVICE RULES
M *

o . (xIx) Striking work or inciting others

to strike work In contraventi
or ryle having the force of jaw. .

(xx)

Breach of any law applicable to the Institute or the employee.
(xxt) Unauthorlsed COmmunication or disclosure of inforrnatlon, concerning policy matters or
g relating to any project, investigation Or research schem

€, or business carried out by the

Institute o any matters relating to the Institute which may come to his knowledge in the

ot course of hijs émployment,

(xxI1) Writing of anonymous or Pseudonymoys letters, writing to an
fouting through Proper channe| or writ
with other employees or addressin
than those Permitted by these
application to any authority,

(xxiil) Unauthorlsed use or possession of any Property belonging to the Institute,

|, (xxlv) Refusal to work on holidays or on Sundays or extra hours when notifieq to do so in the
de éxigencies of the Instityte's work,

Y superior authority without
ing to any superior authority Jointly or in combination

ga CoOmmunication to or approaching an authority other
rules or forwarding advance Copies of appeals ang

& "9 (xxv)
(xxvi) Wiy falsification, defacem

- (xxvil) Refusal to accept charge shee
Institute or for and on Its behalf

{(xxvili) Brlnglng any lethal or dangerous w

t or warning not;

eapons or any prohibited article inside the Institute
Premises, without Permission.

(xxIx) Attendlng or holding meeting within the premises of the Institute without Previous written
. - Permission of the Secretary.

4 (xxx) Distribution or exhibition, in the Institute’s Premises or jtg pPrecincts, na
B Posters or Causing to pe displayed by me
representatlons, any matter without the previo

{(xxxi) Shouting slogans Or any other activity calculat

ndbills, Pamphlets,
ans of signs of writing or Other visible

Us sanction, in writing, of the Secretary,

; ed to disturb the Peace within the premises of
. o the Institute,

. Note: The above acts of misconduct are iltustrative in nature and not exhaustive,
- Prohibitions

—

75, Disclosure of interest:

(a) No €mployee shall in discharge of s duties deal with any matter or give or sanction any
contract to any Person, firm or any other type of undertaklng, if any member of his family is
employed with that Person, firm or undertaklng, without referring every such matter or

contract shaj thereafter be disposeq of according to the instructions of the authority to whom
the reference is made.

Mt

" (b) No employee shall, except with the Previous sanction of the Secretary, Permit any
o member of hig family to accept employment with any organisation with which he has officia|
LN dealing or with any other firm or undertakin

g having official dealings with the Institute.
4. 76. Criticism of the Institute

¢ No employee shall, in any telecast or radio broadcast orin any document
published in his name Or under any: pen-name or'pseudonym or in the name of any other person, or in
any communication to the press, or in any utterance in public, make any statement or Pass an opinion:

(i) which has the effect or adverse criticism of any policy or action of the Institute, or

(1) which s Capable of embarrasslng the relations between the Ins

lnstltutlons, organlsatlons, the Government etc. with

titute ang persons,
dealings.

whom the Institute has official

Page 12 of 54




STAFF SERVICE RULES

77, Evidence before a Committee/Authority:

(i) No employee shall,

EXcept with th
evidence in connect;

€ preivous sanction

of the Secretar
uiry conducted by any

on with any enq Person, comm;
has been given under the Provisions of

clause (i) of this rule, no
€videne shal Criticise the policy or any action o
d merely state the bare facts.

f the Institute but
78. Acceptance of Gifts/Favours:

Yy in writing, give
ttee or authority,

(i) Save as Provided for in these rules, no emplo

: ‘ yee shal| accept or permit any member of his
family to accept any gift the value of whic €Xxceed Rs, 250 without the Previous sanction
of the Appointing Authority,

Pijovli'ded that when more than one 9ift has been received from the Same, person or firm
Within a period of .12 months, the aggregate valye of which exceeds Rs. 500, the employee
shall réport the matter to the Appointing Authority,

(i) No employee wij|

Y Person or firm o undertaking with
mployee shal) ask for or solicit any

rectly or indirectly, through some

79. Private Trade or Employment:

(1) No €mployee sha

I, except with the preivous s
engage himse|f directly or indire
having Pecuniary benefit,

Provided that an

[: €mployee may, without such sanction
[; social or Chratible nature or oc

anction in writing of the competent authority,
ctly in any trade or business or undertake any assignment

I, Undertake honorary work of a
casional work of an academic, literary, artistic or scientific
Pt payment therefor Subject to the conditions tha

he has not used
icial discharge of duties, Icial duties do not

or output bound

th an Organisation other than the Institute,
(i) No employee shall, without the previoys sanction of the competent authority in wr
take part, except in the discharge of his official duties, in the registration,
gistered under any la

management of any busine

iting,
SS which is réquired to be re
being in. force.

Promotion or
w for the time

80. Can vassing for Election:

wing etc.:

(I An employee shall so Mmanage his private affairs as to avoig habitual indebtedness or
insolvency unless he Proves that sych Indebtedness or insolvency is due to circumstances
beyond his/her contro )

Page 13 of 54
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STAFF SERVICE RULES

om or Jlend money to or
N with whom he has or is
ny such borrowings, lending or pecuniary
rowings, lending or PeCUniary obligation in his

Penalties

82. Notwlthstandlng anything contained in any other Regulationg and law and without Prejudice to such
actlon to wh

ich an eémployee may become liaple under any other regulation or Jaw for the time being in
force, any or all’of the following penaities may be imposed on the €mployee as hereinafter provided for
misconduct committed by him or for any other 900d and sufficient reasons:

Minor Penalties

(a) Censure;
(b) Wlthholding of increment
(c) Wlthholdlng. of pPromotion:;

ient bar in a time scale on the ground of his not being sultable to
cross the bar;

(c) Non-promotion or non-appointment, whether in an officiating capacity or otherwise, of an employee
to a higher Post for which he may be eligible for consideration but for which he is foungd Unsuitable after
conslderation of hig case;

(d) Reversion to a lower post or grade of an employee officlating in a hj
that he |s considered after trial, to

gher post or grade on the ground
grounds unconnected With his conduyct

be unsuitable for such higher post Or grade or on administrative

.
!

f hig appointment;

Termination of service

84. (I) of an employee appointed on probation during or at the end of the period of probation in
accordance with the terms of his appointment,

(i) of an employee appointed in 3 temporary capacity other

explry of the Period for which he was appointed, or ea

wise than on contract or agreement, on the
appolntment ;

rlier in accordance with the terms of the

( 1) of an employee on reduction of establishment,

Page 14 of 54
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CHAPTER 9

PROVIDENT FUND, GRATUITY, RETIREMENT

Employees’ Provident Fund

143. In matters of P.F., employees of the Institute shall be governed by the
rules specified in ‘The Institute of Cost and Works Accountants of India
Employees’ Provident Fund Rules’ as in APPENDIX-7 of this Manual.

Retirement

144. Every employee of the Institute shall be required to retire from the service
of the Institute effective from the afternoon of the last day of the calendar
month in which he attains the age of fifty eight years.

Amended as: Retirement age has been raised to 60 (sixty years) as per
recommendation of Fifth & Sixth Pay Commission.

145. Nothing contained in Rule 144, shall effect the right of the Council to retire
an employee at any time on medical grounds.

Provided that before retiring an employee under this rule, it shall be open to the
Council to require the employee to undergo a medical examination by such
medical board duly constituted by the authorities.

Encashment of earned leave

146. (i) In case of retirement on superannuation or death in service or
resignation or termination of service of an employee for any reason whatsoever,
cash equivalent of the leave salary in respect of the period of earned leave at his
credit, subject to a maximum of 180 days of earned leave shall be paid to the
employee in one lump sum as one time settlement.

Amended as:

Maximum number of days has been raised to 300 w.e.f.
31/3/1998.

(i) Cash payment under this rule will be equal to the leave salary as admissible
for earned leave as specified in Rule 118, at the rates in force on the date of
retirement or death or resignation or termination of service.

Travelling allowance on retirement or death

147. Air/Rail fare and cost of transportation of baggage will be admissible to a
retiring employee from the headquarters to his hometown or to the place where
he wants to settle down after retirement on the same terms as for serving

employees on transfer. These benefits will also be admissible to the family of an
employee who dies while in service.
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Suspension

85. The appointing authority or any authority to which it is subordinate
on this behaif by the Presig nt of the Institute by general or special ord
suspension:

(a) with effect from the date of his detention,.If he is detalned in Custody, on a criminal charge for a
period exceeding forty-eight hours;

(b) with effect from the date of his conviction, if in the event of ‘3

criminal charge or Otherwise, he s sentenced to a t

conviction for an offence, on a
and is not forthwith dismissed ¢

erms of imprisonment exceeding forty-eight hours
r removed or compulsorily retireq consequent to such conviction,

89. An or _
revoked by the authority which
that authority Is subordinate.

Subsistence Allowance

(b) The amount of subsistence allowance may be reduced to 25% of basic Pay and dearness and house
rent allowance thereon, if In the opinion of the saig authority the periogd of suspension has been prolonged
due to the reasons, to be recorded in writing, directly attributable to the employee under suspension.
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(a) if the employee s €Xonerated and not a
Pay and allowances which ‘h

subsistence allowance paid to
(b)-If otherwise, such pro

warded any of the penalties mentioned in Ruje 82, the full
€ would have peen entitled to if he had not been Suspended, |ess the
him; angd

portion of Pay and al|

se falling under sub-clause
Period spent on duty. In a case fa

owances as the competent authority may prescribe,

(a) above, the Period of absence from duty will be treated as
lling under Sub-clause {b) above, it will not be treated a period spent on
i ecifically directs,

Mpose any of the minor penalties Specified in clauses (a) to
the employee concerned shall be informed in
d given an

(d) of Rule 78,
Writing of the Imputations of misconduct or misbehavioyr
against him an opportunity to SUbmIt his written statement of defence within a period not
€Xxceeding 15 days. The defence statement, if any, submitted by the €mployee shall pe taken into
Consideration by the competent authority before passing orders,
(i) The recorg of the Proceedings shal include:

(a) a copy of the Statement of imputations of mi ' viour delivered to the eémployee;
(b) his defence statement, f any; and '
(€) the orders of t

97. Procedure for Imposing ma jor penalties:

(i) No order imposing any of the major Penalties specified in clauses
made except after an enquiry is held in accordance with this rule,

(i) Whenever the appointing authority is of the opinion that there are grounds for inquiring into the truth
of any imputation of misconduct or misbehavioyr against an emplioyee it may itself €nquire into or
appoint any other Person(s) (hereinafter called the Inquiring Authority) to enquire into the truth
thereof,

(e), (f) and (g) of Rule 82 shall be

(i) Where it is proposed to hold an enquiry, the appointing authority shal frame definite charges on the
basis of the allegations a

gainst the employee, The Charges, together with a statement of the
allegations on which they are based sha| be communicated in writing to the employee, who shall be
thi

required to submit wi N such time as may be specified by the appointing authority not €Xceeding 15
days, a written statement whether he admits or denjeg any of or all the charges,

ployee, or if no Such statement g received within the
time specified, an enquiry may be held by the appointing authority itself, or by the Inquiring Authority
under sub-clause (i) above,

ing heard ang recorded the whole Or any part of the
to exercise jurisdiction therein, s Succeeded by another inquiring
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authority which has, and Which exercises: Such jurisdictio
May act on the evidence so recorded by |t
If,

n, the inqulrlng authority so Succeeding
Partly recordeq by itse

S predecessor, or partly recorded by its Predecessor and

(Viii) The appointing authority, if it i
itin writing, remit the case to the inqujri

Inquiring authority shal| thereupon proce
these rules as far as may be, -

(ix) The appointing authority shall, if it disagrees with the findings of the inquiring authority on any
charge, record Its reasons for such disagreement and record its own findings on such charge, If the
evidence on record is sufficient for the py

rpose,
() Ifthe appointing authority having regard to Its findings on a)| or any of the
that any of the Penalties specifieq in Rule 82 shoyld be

charges, is of the opinion
order lmposing such penalty,

imposed on the e€mployee it shaj Mmake an

petent appointing authority under the Provisions of Ryles 97(x) and (xi) shall
be communicated to the em 0 be supplied with @ copy of the report of

() the €mployee has been Convicted on a criminal charge, or on the strength of facts and conclusiong
arrived at by a judicial trial; or

(i) where the appointing authority s satisfled for re

(i) where the appointin

. Appeal

#0102, Every .appeal received against the
President within a period

Penalty imposed under these ryles shall be submitted to the
Imposing the penalty.

of one month from the date on which appeliant receives a copy of the order

() Provided that the President may extend or relax or condone the delay beyond one month in

submission of an appeal by the appellant if he |s satisfied that the appellant had sufficient cause for
not submitting the appeat in time,
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Every appeal shall be submitted through the authority which passed the order appealed against and
such authority shall tra

nsmit the appeal to the President, within 15 days of its recelpt from the
appellant,

The President may in consultation with the Council

(a) set aside, reduce, confirm or enhance the penalty;

(b) remit the case to the authority which imposed penalty or to any other authority with such
directions as he may deem fit in the circumstances of the case; '
Provided that the President shall not pass any order Imposing an enhanced penalty unless the
appellant is given a reasonable opportunity of making any representation which he may wish to make
against imposition of such enhanced penalty, ‘

The declslon of the President shall be final,
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CHAPTER 6

103,
)] Ensuring fairness

(1) Providing broad equality of o

Pportunity in growth and career pProspec
(i) Creating and sus

taining the morale of the employees by informin
Promotion Opportunities that e

g them of the Kind of career
xist in the Institute and the basis of and the manner in which such
promotions will be effected; and
(iv) Providing and

rhalntalning appropriate’ resources and environment for the effectlveness, efficiency
and satisfaction of the employees.
Promotion Rules

ts;

104. Promotions shall be made as and when vacancies occur in the various cadres/posts of the Institute
as per the Memorandum of Settlement vide APPENDIX-9, except those posts which are reserved for being
filled up by Direct recruitment,

Amended as: Promotions shall be made a
Institute as per the Memorand
thereafter as given below),
recrultment,

S and when vacancies occur in the various Cadres/posts of the
um of Settlement vide Annexure 9 (subsequently amended in 1987 and
except those POSts which are reserved for being filled Up by direct

WO OGNS XY

(i)  As per the bi-partite a
(hereinafter called the Instit
signed on 3

greement between t

he Institute of Cost and wor
ute) and Association

(hereinafter ¢

Council of the Institute head
were narrowed down, Both
narrated herein below:

Those who have completed 22 (twenty two) years of Service as on 1%t June, 1989 from the post of
Assistant will pe Promoted to the Post of Section Officer or other €quivalent post (enjoying all the
benefit of Section Officer’s Post) subject to there being no adverse report which will include, amongst
others, the following:

ed by its successive
the Institute and th

(a) Frequent Unauthorized absence even after service of memos;

(b) Frequent late arrivals even after issuance of memos;

(c) Creating indiscipline in the office;
(d) Assaulting or attempting to ass

ault an employee of the Institute:
(e) Insubordination,

-
wn
=
p |
[
—
w
@
o
L=
=t
o
=
Q.
12}
O
-r
=
1]

b @m In Promoting on the above m

v N

fitment benefit May or may not accrue:

(il Those who are drawing a bagj
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They will atso get an extra inc

rement as .on 1% June,
they are entitied to get.

1990 in addition to the normal increment

The next normal Increment in all the above cases will be on 1% June, 1991,
1) above will be appli

cable only to those who have
as on 1% June, 198

9, hereafter on promotion on

ier) and from Senlor Assistant or
in-Charge on completion of & (six) years (subject to
earlier). In all, the incumbents would be required to

years from the date of appointment as Assistants or above to
omotion as section Officer or its equivalent,

Stenographs and Executive Assistants who hav
post of Stenographers, apart from taking dict
and/or any other work as may be assigned to t

there being no adverse report as defined
serve the Institute 22 (twenty two)
become eligible for pr

e been promoted as Executiv
ations and then typin
hem from time to time

€ Assistants from the
9, shall also do typing work

service,

However, the Executive Committee at Its 209t Meeting held on 22n¢ April, 1991 and 210t Meeting
held on 18" May, 1991 considered the case

s of Stenographers and the Executive Assistants
working as Stenographers and approved the scheme for Career development in their cases as
under:

ibility for promotion to the post of Section Officer
lons of the Revised Staff Service Promotion Rules

ided, will remain

. Under no clrcumstances further promotion in case of persons w
Assistant wi

qualification (
earller:
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14, The increment as mentioned in (m) a
22 (twenty two) years or more as on 1%t June, 1989; hereafter on promotion on completion of 22
(twenty two) years of Service or earlier (subject to there being no adverse report as defined earlier)
no extra increment will be admissible;

number of persons to be promoted as Sectlon Officer or Assistant (as

nd such decision will be binding on both the
parties;

16. The modalities for Promotion to the post of Section Officer and Assistant (as the case may be) to
those who

) years or more as on 1% June, 19

89 will be done on such
Y the Institute since the Assoclat

lon has €xpressed their

19. Data Entry Operators and Console Operators will pe given § (five) increments in their respective
grades with effect from s June 1990, ThH

€ next normal increment wil| be due on 1% June, 1991;
20, It has been agreed that a fresh pa

nel for the selection of Data Entry Operators and Console
Operators wil| be prepared expeditiously and selection process should be completed by 31st
December, 1990. From the panel to be Prépared, strength of the Data Entry Operator and Console

Subsequently, the Executive Committee in its meeting held on 19.02.93 formulated the promotion
policy in respect of Data Entry Operators/C

onsole Operators, The Executive Committee noted that
at present the Data Entry Operator hag no

Proper scale of Pay. They were deployed in the past
from amongst the Peons and Senior Peons With S (five) advanced increments in thejr scale. They

Data Entry Operator (Initial entry): Rs.990-1525, No advance increment and No special allowance,
Senior Data Entry OperatorfComputer Assista

Nt Rs.1230-2280, System of payment of monthly
allowance be withdrawn, (Applicable to the existing personnel with minimum 6 ears satisfactory
€Xperience as Data Entry Operato r
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€ of Rs., 200/-, 1t is Proposed that the Console Operators who do not have
appropriate scale may be placed

in the scale of Executive Assistant Rs, 1700-Rs.2925f~ by
withdrawing .the system of monthly allowance and additional incre i
Incumbent if there Is any individual

hardship, in there case the status quo will be maintained to
avoid any reduction in financial benefit,

Subsequently, the Executive Committee in its me
Computerization of work will continue |

e Executive Commiittee held in Februa
ious industrial relations for the betterment of the
functioning of the Institute,

This Supersedes the existing promo

tion policy. Qther provision
Rules would continue as befgre,

S enumerated the Staff Service

105. Promotion shall mean movement of an employee from a post in a lower grade to a post in the next
higher grade of the promotion channel, as laid down in Appendix 5 of this Manual, Jumping of the scales
Is not normally aifowed,

106. The basic principles, according to wh
from time to time, are given in Appendix

107, An eémployee under suspension or
not be debarred from consideration for
otherwise Suitable, only if he is uncondi

Ich promotiong will be made to the various Posts in the Institute
6 to this Manual,

against whom disciplinary Proceedings have been initiated shay
Promotion but such employee will be Promoted, where found
tionally reinstated or €xonerated, The Imposition of penalty of
censure will not, however, stand against the consideration of such employee for promotion,

108, Any employee who is 3

ggrieved by on order of promotion on the ground that
Superseded may appeal or

represent his case to the President, through proper channel,
Appeals/representations must be submitted Within 45 days of the notification of promotion. The President

shall give decision on his own or in consultation with the Council, which wil| be final,

™ s
L
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CHAPTER 7

HOLIDAY AND LEAVE
Holidays

109.. The employees of the Insti

; tute shall be eligible for such holidays as are declared public holidays In
West Bengal under the Negotiable Instruments Act,

110. The employees of the Institute shall be eli

gible for two days restricted holiday in a year, as pef the
list that may be Issued from time to time, .
111, The Secretary is vested With the powers to declare a day’s holiday for the Institute on the death of a
person closely connected with the Insti

stitute or with the Profession of Cost A

ccountancy and on occasions
when holldays are declared by the Cen

tral Government on the death of a dignitary,
112, On any special occasion not covered under Rules 109, 110 and 111 the President may declare a
day’s holiday for the Institute for that occasion.

Right to Leave

a matter of right. Discretion is reserved to the authority empowered to
grant leave or to refuse, revoke or curtail leave at any time according to exigencies of services and work,

pen to that uthority to alter the kind of leave due and applied for or granted, into
except at the written request of the employees,

114, The authorlty sanctioning leave shall have the discretion to recall an employee to duty before explry
of the period of leave granted to him.

115, The competent authority to sanction al| kinds of leave for al| em
Secretary. Powers to grant one or more or al| kinds of leave to the empl
be delegated to the Heads of the Departments.

another kind of leave,

ployees of the Institute is the
oyees working under them may

The President shall be the authority to sanction leave to the Secretary,
Claim to leave

116‘

(I) Unless the Council, in view of the exce

() An employee on leave

() An employee who has taken leave on medical

(Iv) Except as otherwise provided in these rules, a
combination with or in continuation of any othe

r kind of leave, except Causal leave,
(v) On a written request from the employee, the leave sanctioning authority may commute the whole or
any portion of any leave granted under these

rules retrospectively into any other kind of leave, other
than causal leave, which was admissible when the original leave was granted.

at its discretion, commute periods of absence withou
(Vi) In the Interest of the Institute and at the sole discretion of the Council, an employee may be directed
to go on leave for any specifled period,

(vii) Unless specifically sanctioned by the Council
Medica! Leave against whom an

No leave of any kind is admiss|

ny kind of leave under these rules may be granted in

The Council may, t leave into leave without pay.

, leave shall not be-granted to an employee other than
y disciplinary proceedings are pending under the rules,

ble to an employee under orders of suspension,
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(ix)Sundays and holidays, immediately preceding or immediately following any kind of leave shall not
_be treated as Part of the leave, €xcept in cases where for adminis \ '
prefixing and suffixing holl

Amended as: Intervenlng holidays should not be
for the preceding or Succeeding holi

(x)An employee, while on leave, Including leave Preparatory to retirement
service or assignment outside, |

ncluding setting up of a private
consuitant or legal practitioner, without obtalni

counted as |eave if one applies for Casyal Leave
days w.e.f. 7/1/1988.

, shall not take up any

professional practice as accountant,
ng the prior sanction of the President.

grant of leave or for extens
sanctloning authority, No employee should pro

ion of leave must be m
such leave applied for.

ade in writing to the leave
ceed on leave without

obtaining prior sanction of

Individuals already on leave and desirous of

obtaining an éxtension must submit their
applications sufficiently in advance except on Medi
original leave, [

(xiii) Whenever an emplo

(xiv) Before proceedin

vee shall intimate leave sanctioning authority, his
address while on leave and shall keep the said authority informed of any change in the
" address previously furnished,
i (xv) Unless the authority competent to grant leave extends the leave, an employee who remains
. absent after the end of sanctioned leave or an employee who absents himself without
obtaining proper leave, shall pe deemed to be absent without leave and his case will be
4 regulated as follows:
. (a) If absence from duty in an unauthorised manner Is for period not exceeding fifteen
. consecutive days, the employee shall not be entit
;

) sickness or other vali
4 absence from duty into
L Councit,

Kinds of Leave Admissible

d reasons, the leav
leave without pay,

| 4

: 117, Casual Leave

v (1) An employee who is on the rolls of the Institute on the 15t January of a year shall be ellgible
» to the grant of 12 days casual leave during that calen

dar year, Employees joining the
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ay for each completed month of service.

vailed of on or before 31% December of a
ried over to the subsequen
Norrpally Causal leave shall not be granted for m

Amended as: The employee who would not in a position to avail of Casual Leave during a
Particular Calendar Year due to exigencies of the Work be allowed to carry-forward
maximum 3 days (Three days only) of un-availed Casual Leave as refused leave in the

next Calendar Yea Director of the Institute

(i) Any casual leave not a vear shall lapse and casual
leave shall not be car t calendar year (except as 117 (1) above.)

ore than four days at a time,

r with the approval of the Secretary or authorized
w.e.f, 2006,

(ili) Casual leave shall not be granted in combination with any other kingd of feave, excepting
leave on medical when no other kind of leave is available,

(lv) Causal leave may be available for urgent personal requi
office for circumstances beyond control of the employee or on grounds of m

sickness, Except in case of casual leave on grounds of sickness or du
the control of the employee, prior sanction of such leave shall be obtai

(v) Casual leave in terms of half day, if applled for b
elther for the forenoon or afternoon of the day. §
admissible during a calendar year, casual leave for half-
full days‘ casual leave.

118. Earned Leave
Privilege Leave/ Earned Leave

(3) Employees shall be eligible to one mo

eleven months’ service. In other words,
service period,

(b) No employee shall be eligible to privilege leave unless he has been confirmed. On confirmation, the
probationary period, if any, shali be taken in

to account for the Purpose of calculating Privilege Leave.,
(c) Time spent by employee on leave, will not be counted as “service”,
(d)

Privilege Leave may be accumulated upto a maximum of 180 days and employee will cease to
earn privilege leave when the accumulated privilege leave at their credit amounts to 180 days.

Amended as : Nomenclature of Earned Leave is changed as Privilege Leave, Privilege Leave can be
mum of 300 days and an employee will cease to earn Privilege Leave when the
accumulated leave in their credit amounts to 300 days,

inor ailments or
€ to reasons beyond
ned.

nth’s privilege leave

with full pay and allowances for every
privilege leave shall b

€ earned 1 day for évery eleven days

(e) Encashment of Leave: The employees will continue to be entitled for
subject to minimum of 15 days and maximum of 30 days once in a Financia

the end of utilization of Leave at one point of time there must be a balance
per existing norms.

119. Medical Leave

encashment of Earned Leave
| year with a condition that at
of 30 days to his/her credit as

(a) An employee shall be entitled to Medical

(1) During first year of service -
(ii) From 2nd

Leave as follows:

5 days with full Pay and 10 days with haif pay.
year of service - 10 days with full pay and 20 days with half pay.

ay be accumulated upto a maximum of 60 days with full Pay and 120 days with half
pay.

Amenqed as: Ceill_ng removed w.e.f, 1992
(¢) Medical Leave may be availed of for
which must be Supported by a certificat

Amended as: Medical Leave ma
(Certificate of Fit

not less than 3 days at a time and only on grounds of sickness
e from a registered Medical Practitioner,

y be taken for a minimum 2 (

two) days with Medical Certificate
ness) as per normal practice, Instead of exlsting min

imum of 3 (three) days.
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120, Leave without pay

()

(i)
(iil)

(Iv)

(v)
(vi)

Leave without Pay may be granted to an employee in the following special clrcumsta
(a) When no other ieave Is by rule admi

ssible; or
(b) When other kind of leave is available but the employee concerned applies, in writing,
for the grant of leave without pay.

nces;

On grounds of study or illness, leave without pay may be granted upto six months on any
one occasion subject to the exception that when required for undergoing treatment for
tuberculosis, leprosy, mental iliness, cancer or such other long drawn disease, the period of
leave without Pay granted on any one Occasion may, at the discretion of the Council,
extend upto two years,

The period spent on leave without Pay shall not count for increment in the time scale of
pay, except as provided for in Rule 49,

The authority competent to sanction leave may commute retrospectively periods of absence
without leave Into leave without pay,

121, Maternity Leave

(i
(ii)

(iv)

(v)

(vi)

(vil)

Planning, for such period and on such conditi

Such leave shal| be granted only on the production of a medical certificate from the medical
authority,

Y, in case of miscarriage
36 days. Such leave under this clause may be
€ employee,

An employee who proceeds on maternity leave will be entitled to leave salary as admissible
during earned leave as specified in Rule 118,

Notwithstanding the provisions contained in sub-clause (

casual leave) for a period not exceeding sixty days, applied for in continuation of maternity
leave, may be granted without production of medical certlficate,

Leave of any kind applied in further ¢ granted under sub-clause (vi)
above, may be granted on production of a medical certificate for the iliness of the female
employee, Such leave may be granted in the case of illness of the newly born baby subject
to the production of medical certificate to the effect that the condition of the ailing baby

her presence by the baby’s side is
absolutely necessary,

i) and (iv) any leave (but not

its discretion, grant

nal or Internatigna| importance |

ctomy or such other contingencies In connection with family

ons, as it may be decided in each individual case,
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CHAPTER 8

TRAVELLING ALLOWANCE
General

123. The types of travel in connection
admissible to the employees of the Instit
(a) Travels on toyur

(b) Travels within the Headquarters stat
(€) Travels on transfer

with the Institute’s

work for which travelling allowance is
ute are:

ion-outstation, and

124, For the purpose of determlnlng their entitlement
Institute covered by these ryf

to travelling allowance, the employees of the
settlement,

€s are classifled Into the two grades as per last Memorandum of

Grade .11, Employees in the time scales between Rs. 250-618
550-990 (both inclusive), i.e.Section-in-C

Typist/ Assistant, Record Assistant or

Grade 1v, Employees in the time scale of Rs,240-375 and below |.e. Durwan Grades A & B, Car
Driver, Electrician, Record Keeper-cum-Machine Attenda

Amended as :

SL_| DESIGNATION -

- _ENTITLEMENT
1. | Section-in-Charge Executive Asstt, '

Console Operator /| a.c. 111 Tyre /
Stenographer / s, Asstt. / Sr, Typist / sr, Asstt.-cum-Typist / | 1% Class
Telephone Operator Or equivalent -

2, Asstt,/ Asstt-cum-Typist / Asstt.-cum-Computer Operator / S, Data | 2™ Cjagg Sleeper
Entry Operator / RA / SRA(P) / SRA(P) Grade -1 / Sr. Peon / Sr. |
Darwan / Sr, Driver / Sr. Electrician / Sr, Sweeper / Electrician / .|
|| Peon/ Sweeper / Darwan or equivalent

——— 72 UF equivall

|
———

ised to. draw travelling allowance for any journey

ment programmes, conference and
ganised by the Institute or the Regional Councils or the
tside bodies unless specific sanction of the Secretary is obtained in

other meetings of thig nature, whether or.
Chapters of the Institute or oy
each case,

126, Travelling allowance Will normally pe admissible by the shortest route unless the controlling
officer waives this condition where justified. :

127. An employee entitled to travel in a higher class may travel in a lower class but in such a case he
will be entitled to claim the fare for the

class in which he (or any member of his family, in case of
transfer) actually travels,

A, Travels on Tour
128. Travel on tour refers to the journey performed by an emplo

Or permanent place of duty, termed as Headquarters for the pu
by air, sea, rail or road. This alsg includes halt at outstation,

Y€e to any outstation from the usua!
rpose of these rules, on official duty
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| Grade

' __Entitlement
Journey by Air/Rail Actual single | Incidental Expenses Journey by Road
Fare -

III, 1 Class or AC IIX Class

20 paise per 10 Km. | Re. 0.30 per Km
v, II Class Sleeper

12 paise per 10 Km Re.0.30 per Km

Note:
1. Charges for reservation by the entitied class for rail journey, if charged by the Railway are
admissible,
2.

Non-avallablllty to reservation by the entitled class is not an acceptable reason for not performing
the joining connected with officlal work. :

Journey by road includes journeys by steam

Where journeys are performed by road between places connected by rail, the road mileage as
Calculated in these rules shall be |

imited to rail fare ag applicable, The controlling authority may,
however, relax these limits in special circumstances,
5. No reimbursement shall be admissible f

or road journeys performed by an employee in a transport
belonging to or hired or otherwise obtained by the Institute,
Daily Allowance

, launch or other sea bound vessels,

130. Daily allowance s a uniform allowa
travels on tour, on account of travelling a

131, Dally allowance Is to be calculated for the period of absence of the employee from headquarters,
such period being‘reckoned as the perlod between the date and time of arrival at the outstation and the
date and time of departure from the outstation for journeys. on tour from one outstation to another
outstation, the first outstation shall be deemed to be the headquarters for the purpose of this ryle.

132. Full daily allowan

ce at the rates specified in Rule 128 below shall be granted to an employee on tour
for each completed calendar day of absence from mid-night to mid-nigh

t. For absence from Headquarters
On any day for less than 24 hours, the daily allowance for that day shall be regulated as foliows :

D.A.Admissible for the part Calendar day
At full rate

At full rate

At half the rate

At half the rate

nce intended to cover expenses incurred by an employee who
nd staying at places other than the headquarters.

(1) Arrival at outstation in the forenoon

(2) Debarture from outstation in the afternoon
(3) Arrival at the outstation in the afternoon
(4) Departure from the outstation in the forenoon

Provided that If arrlval at and departure from outstation happens to fal| on the same calendar day daily
allowances shall be admitted at the full rate for that day,

Amended as : Fy daily allowance at the rates specified in Rule 133 below shall be granted to an
employee on tour for each completed calend

ar day of absence from mid-night to mid-night. For absence
from headquarters on any day for less than 24 hours, the daily allowance for that day shall be regulated
as follows w.e.f, from 18/08/2000 : '
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SL -

D.A. admissible for the |
part calendar day '

1, For absence not exceeding six hours

For absence not ex
twelve hours

Nil
ceeding six hours but not exceeding | 70%

|

|
3. For absence exceeding twelve houyrs Full rate !
Daily allowance when free Boarding and/or Lodging are provided ]
1, If free Boarding and Lodging provided 1 One fourth j
2. | If free Boarding alone provided | Half !
3. | If free Lodging provided

Three fourth |

Provided that if arrival at and departure from outstation hap

Pens to fall on the same calendar day
dally allowances shall be admitted at the fy|| rate for that day,

133. The rates of daily allowance admissible to employees on tour shall be as follows w.e.f. 1.4.84
Grade - III : Rs. 60 per day

) Grade IV : Rs. 40 per day
Amended as : The rates of daily allowance admissible to employees on tour shall be as follows
w.e.f. 22/05/2006

SLNo, Range of Basic Pay Rs.

1, Upto Rs.3,450.00 400.00
2. From Rs.3,451.00 - Rs.4,500.00 450.00
3. From Rs.4,501.00 - Rs.8,550.00 500.00
4, From Rs.8,551.00 - Rs.9,000.00 550.00

Past cases decided otherwise will not be reopened. There will be no change regarding mode of travel
and individual entitlement as per existing rules,

! ily allowance or other charge shall be admissible for
such period of absence on leave. The entitiement for fare where an employee makes a tour for his
Own convenience and with the approval of the controlling authority, may be determined in each case
lling allowance payable shall, in no case, exceed the
€ point of detour to Headquarters,

135, All journeys on official duty undertaken within a radius of 50 kilometres of the headquarters
station or beyond 50 kilometres if the employee returns to the Headquarters station on the same

calendar day on.which he started his journey shall he regulated in accordance with the provisions
contained in these rules.

137. For journeys undertaken by road at outsta
employee as may be decided and notified by Se

C. Travels on Transfer

tions, conveyance charges shall be reimbursed to an
cretary from time to time,

138. In case of transfers involving change of stations,

travelling allowance shall be admissible with
reference to the grade and pay of employee at the new

station of posting. Travelling allowance shall
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f any member of the family of the employee travels to a station other
new station of posting, travelling allowance for the Journey actually unde
amount thereof shall be restricted to the amount admissible had the journey been performed from
the old station to the new station of posting,

139. The entitiement for journeys undertaken on transfer shall be ag follows:

(i) Rail Journey: Employee angd members of thelr familles shall be entitled to trave| by the
same class of accommodation as On tour and the ef

mployee shall be entitled to actyal single
fare for himself and for each member of his family,
(l) Road Journey: For jou

(i) Incidental: An employee shall draw one daily allowance, at th
as specified in Rule 1

33 for self, and each adult member
appropriate rate for each child member of h
completed calendar day occ

For the broken period of a d
(V) Transfer Grant: An em

€ rate appropriate to his grade

of his family and at half the
IS family below 12 vears of age, for every
upied in the journey from residence to residen

ay, the daily allowance shall pe admissible as

stablishment ete including transport to and
from Rallway Station and/or Air Port,

Grade 111 - Rs. 400

Grade Iv - Rs. 300

Amended as: Given in APPENDIX - io

(v) Baggage allowance: Employees may draw the actual cost of transportation of personal
effects by goods train upto the followin

g maximum: —
Grade III - 1500 kilograms
Grade v - 1000 kilograms

142, The object of the grant of Leave Trave| Allowance is to provide, a
assistance to the eémployees of the Institute and thei i
Posting to any other place In India ang back

() The allowance will be admissible to all em
forjourneys to any place in India at their option,

(i) The allowance Is admissible only If the employee takes leave, other than Causal leave, for a
minimum period of ten days indicating

his intention to proceed on Journey to any place in
India, either himself alone or with the members of his family,
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(i) The allowance shall be paid in one lump sum as per
advance at the time the employee proceeds on leave fo
below irrespective of the place of visit, the class in whi
under the Rules and whether he or any member(

last memorandum of settlement in
r this purpose, at the rates specified
ch the employee is entitled to travel
s) of his family is undertaking the journey.
(a) Sweeper, Peon, Bearer, Durwan Grades A & B, Senlor

Peon, Record Keeper-cum-Machine Attendant, Car Driver Rs. 900/-

(b) Assistant, Typist, Senior Asst. Stenographer,

Section-in-Charge,
Executive Assistant, Record Assistant, Sr. Dri

ver, Sr, Electriclan Rs. 1200/-

The aforesaid employees may draw the amount of

Leave Travel Allowance at double the rate as may be
applicable to them once in four years instead of the

above rate every alternate year, at their option.

Amended as: If an employee is unable to avail of LT

some valid reasons or In exigency of office work, he/she may be allowed grace period of four years from
1% Aprll In the following year for availing of the LTA i

Class = IV employees in the Category of Peon, Sr. Peon, Driver,

Electrician, Sweeper, Durwan, Sr. Durwan
etc. will be pald Rs. 8000/-for

a block of 4 years as LTA w.e.f. 2003-07 block.
Class - III employees In the Grade of Sr. Dri

ver, Sr. Electrician, Record Asstt,, SRA(P), Asstt. Cum.
Typlst, Sr. Asstt, Cum Typlst, Stenographer, Executive Asstt, Etc. will be paid Rs. 9000/- for a block of 4
years as L.T.A. w.e.f. 2003-07 block.

LTA may be availed of by taking minimum 4 days (Four days) of consecutive Leave of any nature In place
of existing minimum period of 10 days .
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CHAPTER 9

PROVIDENT FUND, GRATUITY, RETIREMENT
Employees’ Provident Fund

143. In matters of P.F., employees of the Insti

tute shall be governed by the rules specified in ‘The
Institute of Cost and Works Accountants of India Employees’ Provident Fund Rules’ as in APPENDIX-7 of
this Manual. .

Retirement

Amended as:

Retirement age being raised to 60 (
Commission.

sixty years) as per recommendation of Fifth Pay

145. Nothing contained in Rule 144, shall effect the right of the Council to retire an employee at any time
on medical grounds.

Provided that before retiring an employee under this rule, it shall be open to the Council to require the
employee to undergo a medical: examination by such medical board duly constituted by the authorities.
Encashment of earned leave

146. (i) In case of retirement On superannuation or death in service or resignation or termination of
service of an employee for any reason whatsoever, cash equivalent of the leave salary in respect of the
period of earned leave at his credit, subject to a maximum of 180 days of earned leave shall be pald to
the employee in one lump sum as one time settlement,

Amended as: Maximum number of days has been raised to 300 w.e.f, 31/3/1998.

(1) Cash payment under this rule will be equal to the leave salary
specified in Rule 118, at the

as admissible for earned leave as
rates in force on the date of retirement or
of service.

death or resignation or termination

Travelling allowance on retirement or death

147. Air/Rail fare and cost of transportation of ba
headquarters to his homet

Provided that it shall be open to the appointing authorit

(i) Resignation of an emplo
any time before the expiry
respect of the un-expired p
accepted at the request of
respect of actual period spe

Y to waive such notice in individual cases,
Y€€ may be accepted by the appointing authority wi
of the period of notice, in which case
ortion period of notice
the employee, he shall
nt on duty in the Institute.

th immediate effect or at
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reason except dismissal or discharge on grounds of misconduct, on
satisfaction of the conditions laid down in the rules which follow hereinafter,
150. For entitl

ement to gratuity the employee must have rendered a continuous service for not less than
five years,
Provided that in case of death of an employee while in the service of
becoming permanently physically or mentally incapacitated while in
physical or mental incapacitation being certified by medical authority,
admissible if the employee concerned had rendered continuous service

the Institute or in the event of his
the service of the Institute, the
duly constituted, gratulty shall be
for not less than two years,

Continuous service shall for the Purpose of this rule, mean uninterrupted service during the period
commencing from the date an employee last joined the service of the Institute [or the dissolved
companies defined under Section 2(1) (d) of the Cost and Works Acc

ountants Act, 1959), to the date of
termination of his service and shall include period on probation and ser
lay off, strike, lockout orc

essation of work not due to any fault of the
include any period of leave without Pay and any period of
apprentice,

vice which is interrupted by leave,
employee concerned but shall not
service rendered as Casual or as an

151. Gratuity shall not be payable to re-employed personnel as per Act.

152. The amount of gratuity -payable to the emplo
completed six monthly period of conting
36,000/- whichever s lower. For the pur

yee shall be equal to one fo
Ous service subj

» subject to a maximum of Rs. 3.50
Dearness Pay and Dearness

immediately preceding the date of
termination of his employment but shall not include any other Payment including allowance, perquisites,
ex-gratia payment, bonus or commission,

153, The Institute shal| have no liability whatsoever in respect of an
that may be payable in respect of the amount

any statute or regulation for the time being i
taxes from the a

authority,

y income tax, super tax or other taxes
of gratuity payable to an employee and if so required under

n force, the Institute shall have full rights to deduct such
mount of gratuity and remit the taxes so deducted to the appropriate Government or

154, Any amount due to the Institute from an

any reason, may be adjusted at the discretion of the Council agai
payable to him under these rules,

uch transfer, assignment, mortgage
ployee concerned shall be liable to dis
eive such gratuity,

Institute of any such notice, the em

or charge and on receipt by the
the forfeiture of his eligibility to rec

ciplinary action which may entail

mount shall be payable in the event of
change the beneficiary by submitting a fresh nomination form.

In the event of death of the employee, the amount of gratuity payable

nominated by him. In case, no nomination was made by the employee, t

shall be paid to the beneficiary
be paid to the legal heir of the employee,

he amount of gratuity due shal)
On production of a succession Certificate,
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APPENDIX - 1

Age,

Quallificatlons and Experience for Direct Recruits / Transfer or P

romotion ( 1983 Agreement -

o

Assistant.

subsequently revised) |
SL | Designation of Post Quota | Promotion | Maximum Essential Essential Experience |
Direct | Age Qualification
1. | Sweeper 100% | -- | == -
2. | Peon / Bearer / 100% -- | 35 yrs., 8™ Standard Candidates with
Durwan Grade B . experience
| Preferred |
3. | Sr. Peon / Record -- 100% | By | 8 yrs. as |
Keeper-cum-Machine | Promotion | | Peon/Bearer/Sweeper
Attendant/ Sr, only . i
Sweeper | ' :
4, | Car Driver 100% I - ! 35 yrs. 8™ Standard and valid | 3 yrs. in car driving |
| ' car driving license '
5. | Durwan Grade A - 100% By 8yrs. as Durwan Grade |
Promotion B.
only
6. | Record Assistant - 100% By 6 yrs. as Sr. Peon / Sr.
Promotion Sweeper / Sr. Durwan,
only
7. | Typist 100% -~ 35 yrs. Matriculation or Previous experience
equivalent and typing | prerferred
| speed 35 w.p.m. ,
8. | Assistant- 90% 10% | 35 yrs, -" Graduate (Relaxable Previous similar ]I
for Typist on roll as on ; experience preferred ,
01.04.1983) [ |
9. | Sr, Assistant / Sr. -- 100% 35 yrs, Graduate (Relaxable ; 8 yrs. experience In i
Typlst for Typist on roll as on | post of Assistant / [
1 01.04.1983) | Typlst ;
T 1 1
10. | Stenographer 100% -- 35 yrs. Graduate and | Previous experience |
proficiency of 100 | preferred
| W.p.m. in shorthand |
[ and 35 w.p.m. in ;
| . typewriting |
11. | Section-in-charge / -- | 100% By | | 6 yrs. as Sr. Assistant /
Executive Assistant | Promotion Stenographer / Sr,
only Typist
12. | Accountant X 100% o Commerce Graduate | On completion of ten

l | years service or earller

| | as section-in-charge /

' . Executive Assistant ,
knowledge as accounts |
is @ must 4/5 yrs,
experience in Accounts

. preferable
13. | Section Officer or -- 100% -- Graduate On completion of ten l
Equivalent . '. years service as Section |
L ; J Incharge / Executive
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Age, Quallfications and Experience for Direct Recrults / Transfer or Pro
subsequently revised)

motion ( 1983 Agreement — '.

,
R
5
2
3
5
L
g
d
o
3
4
p
®

|
SL | Deslignation of Post Quota | Promotion | Maximum | Essential Essential Experience |
Direct Age Qualification |
01. | Sweeper 100% -~ --
02. | Peon / Bearer / 100% | -- | 35yrs. | 8" Standard Candidates with '
Durwan Grade B : | experience |
03. | Sr. Peon / Record = 100% | By 6 yrs.
Keeper-cum-Machine Promotion |
Attendant/ Sr, only i
Sweeper | !
04, | Car Driver 100% -- 35 yrs, | g Standard and valid | 3 yrs. in car driving
| car driving license
05. | Durwan Grade A - 100% 3 By ' 6 yrs. as Durwan Grade |
Promotion B. (Relaxable for
only Asslstant / Typist on ;
roll as on 01.04.1983) |
06. | Record Assistant / - 100% By 6 yrs, as Sr. Peon / sr. |
Data Entry Operator Promotion Sweeper / Sr. Durwan.
only (Relaxable for Assistant |
/ Typist on roll as on
. 01.04.1983) |
07. | sr. Record Assistant 100% - 35 yrs. Matriculation or Previous experience
(P) / Data Entry equlvalent preferred
Operator
08. Assistant-cum-Typist 90% 10% 35 yrs. Graduate (Relaxable Previous simitar
| | for Typist on roll as on experience preferred
| | 01.04.1983) |
09. | Sr. Asslistant / Sr. -~ 100% 35 yrs. | Graduate (Relaxable ! 6 yrs. experience in
Typist | for Assistant / Typist post of Assistant / !
_ : on roll as on Typist g
g g 01.04.1983) |
10. | Stenographer 100% | -- 35 yrs, Graduate and Previous experience i
: | proficiency of 100 preferred {
I | W.p.m. in shorthand '
! | and 35 w.p.m. In !
| typewriting |
11. | Section-in-charge / -- 100% By 6 yrs. as Sr. Assistant /
Executive Assistant | Promotion | Stenographer / Sr,
. | only | Typist
12, | Accountant - 100% [z Commerce Graduate On completion of
| 10years service or
i earller as Section-In-
| charge / Executive |
Assistant (khowledge of |
accounts Is a must 4/5
yrs. experience in
Accounts preferable).
13. | Section Officer or -— | 100% | <=

Equivalent

Graduate (Relaxable

| for Section Incharge /
Executive Assistant on
roll as on
01.04,1983).

On completion of 10
years service as '
Section In-charge /
Executive Assistant.
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PAY SCALES
APPENDIX - 2

1. Rs, 195-5-280-6-304 Sweeper/Peon/Bearer/Durwan

2. Rs, 240-8-264-12-300-15-375

Sr. Peon/Sr.Sweeper

Record Keeper-cum Machine Attendant
Car Driver/Electrician
Sr. Durwan

+ Rs. 250-12-298-15-418-20-618 Record Asstt./Sr. Driver/Sr.Electrician

H W

. Rs, 295-15-460-20-620 Assistant/Typist

(54

« Rs, 340-20-560-25-735-30-855 Sr. Asstt/Stenographer

» Rs. 550-35-655-45-790-EB-50-990 Section-in-charge/Executive Asstt.

Amended as: The present scale of pay with effect from 1/01/1996 is given below:

POST | PAY SCALE RS,
|

Section-In-Charge/Executive Assistant/ Console Operator |

5500-175-9000

DRI RV A B A B B IR A A A
(o]

Sr. Asstt./Sr, Typist/Stenographer/Sr.Asstt-cum-Computer Operator J' 5000-150-8000

h) Asstt./TYpisthsslstant-cum-Typist/Receptionlst-cum-TeIephone 4000-100-6000 ]
| Operator/ |
) Sr. Data Entry Opgrator/Asstt.-cum-Computer Operator |
) Recerd Asstt./Sr. Driver/Sr. Electrician/ Data Entry Operator 3200-85-4900 '
: |
l Sr. Peon/ Driver/ Sr. Sweeper/ Electrician/Sr. Durwan ‘-

5 3050-75-3950-80-4590

2650-65-3300-70-4000 S
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APPENDIX - 3

THE INSTITUTE OF COST AND WORKS ACCOUNTANTS OF INDIA
“"OWN YOUR OWN HOME"

SCHEME FOR ADVANCE To EMPLOYEES

FOR
RESIDENTIAL ACCOMMODATION ON OWNERSHIpP BASIS_
1. Object

1.1, Special Credit Scheme has been formulated to achieve the objective of assisting, the
permanent employees of the Institute of Cost ang Works Accountants of Indla with an
advance for the acquisition of residential accommodation on ownership basis,

2. Definitions

2.1 The Institute means the Institute of Cost and Works Accountants of India constituted under
the Cost and Works Accountants Act, 1959,

2.2 Management means the Council

of the Institute or su
authorised in this behalf by the Co

ch person or Persons as may be
unci! of the Institute,

2.3 Theterm “acquisition” means only

(b) odtright purchase or obtalning a lease years of a ready built
house (with land or flat by him solely); or

3. Eligibility

3.1 Any person Who is and has been in the permanent em
continuous period of at least 5 years and is ordinarily yet to be in such
further minimum period of 10 y
with the 58th year of age of such p

erson shall be eligible to apply for the benefit of this
scheme upon fulfillment of the other

terms and conditions under the scheme,

Amended as: Minimum continuous year of service being reduced to 1 year w.e.f. 1992, Also the
age of retirement being raised to 60 years.

Provided, however, that the management m

Permanent employee who will be in such em
aforesaid on such special t

to or inconsistent with but everything
herein shall be in consonance and accordance with the Standing Order and/or the general
employees of the Institute insofar as the same relate

recruitment, length of service and age of retirement and any
tal to his employment,

to this status, pay, the date of
other matter or matters inciden
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3.3 The Management shall have absolute discretion in granting or refusi

Scheme, In exercising the discretion the management may take into co

ng the benefit under the
the size of the appli

nsideration the factors like
n, type, valuation condition
disallowing the benefit to an
g SO, but the decision of the
shall be claimed as a matter

residential purpose of the

employee and the members of his
purpose will be permissible.

3.4.3 The cost of acquisition shall not b

€ more than 200 times the applicant’s basic pay as on the date of
application or Rs. 1 lac whichever

is lower and shall not be less than Rs. 10,000/-,

n + the existing building or the
land or premises on which the extension is to be made or the house is to be constructed, as the
case may be, shall be owned sole

ly and absolutely by the applicant free from encumbrances,
charges, attachments, liens and lispendens and he shall have a good marketable title thereto.

3.4.6 The valuation of the property involved
acquisition shall be made by such
Management and his valuation or

in this scheme, and
valuer or other
assessment sh

the assessment of the costs of
Persons who may be appointed by the
all be accepted by the employee, The
employee shall render al| Possible assistance to the said valuer or person and if so required
by the Management produce document of title plans and other necessary papers for the
purpose of such valuation or assessment,

4. Limit

4.1 The amount of advance will not ordinaril

Amended as: The amount of advance will no

y exceed 50% of the value of the property involved.
involved.

t ordinarily exceed 85% of the value of the property

9 the advance on account of estimated cost of such
xtension may be upto 72 times the

4.1.1 For the extension of an exlisting buildin
e employee’s monthly basic pay as on the date of
application or Rs, 30,000/- whichever Is lower.

t
may be upto 180 times the employee’
application or Rs, 75,000/~ whichever

4.1.2 For acquisition of a ready house or flat as aforesaid
aforesaid the advance On account of the actual price or
be upto 120 times the employee’s monthly basic pay
60,000/~ whichever is lower,

Amended as : For acquisition of a ready house or flat as aforesaid or for construction of a house

as aforesaid the advance on account of the actual price or premium or cost of construction may be

upto 180 times the employee’s monthly basic Pay as on the date of application or Rs. 3,00,000/-

whichever is lower,

or for construction of a house as
premium or cost of construction may
as onh the date of application or Rs.
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4.1.3 In fixing the amount of advance the discretion of the management shall be absolute.

4.2 An employee shall be entitied to only one advance during the entire tenure of his
employment, .

4.3 In sanctioning advances the Management shall usually entertain application in order or the
dates on which they are made but the management may in special clrcumstances depart
from such usual practice and sanction an advance against any applicatlon or applications in
preference to application or applications made on earlier date or dates.

Terms of Advance

The maximum term of which the advance will be made is ordinarily 15 years,

Repayment

5.1 The amount of advance, along with interest, shall be repaid by not more than 144 monthly
instaliments commencing from the third Calendar month after the date on which the
advance is made,

Amended as : The amount of advance, along with interest, shall be repaid by not more than 180

monthly installments commencing from the third Calendar month after the date on which the

advance is made.

5.2 (a) the monthly Instaliments may not essentially be equal but may comprise such amount or

amounts as the management may think fit and proper and congenial to the adjustment
of the amount of advance with interest

(b) The monthly installments will be deducted by the Institute from the total monthly
emoluments of the employee.

5.3 If an employee shall die, or be adjudged insolvent or for any reason whatsoever cease to be
an employee or the absolute owner or occupler of the property involved or the lease
aforesald Is determined sooner before the entire amount of advance with interest is repaid
or the employee commits any breach of any of the terms and conditions contained by the
employee in connection with the advance then the total amount then remaining unpaid shall
become forthwith repayable and unless the employee  or his heirs, executors or

administrators of successors, as the case may be, tender payment of such entire amount
with interest within 60 days from the date on which such payment is demanded by the
management it shati be lawful for the management in i

contribution to the employees’ Provident Fund and any other amount or amounts payable
by the Institute to the employee towards realisation of such amount of advance with
interest,

Security

6.1 The employee shall sub

ject to the satisfaction of the management furnish one or more of
the following securities

as may be required by the management.

6.1.1.The employee will execute in favour of the Institute a Promissory Note payable on demand
for the entire amount of advance, to be renewed from time to time as the management may
require,

6.1.2 He will create in favour of the Institute a first mortgage by deposit of the title deeds of the
property for which the advance is obtained and execute, if required by the management and

register the requisite Memorandum of Deposit of such title deeds: the mortgage at the
discretion of the management may be In any other form.

6.1.3 He wil obtain a surety Guarantee Bond In favour of the Institute executed by at least one
surety who shall, subject to the approval of the management be a person (not belng an
employee of the Institute) not below th

e rank of a permanent Government employee
drawing a salary of not less than Rs. 1000/- per month,
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7. Loan Application

7.1 Application for Advance shall be made only in the prescribed form of Annexure to this Scheme,

8. Disbursements

8.1 Subject to the limit of sanction the amount of such sanction shall ordinarily be disbursed in
the following manner:

i Upon completion of
nt; upon completion of
sanctioned amount and upon completion
the balance amount,

rther 25% of the sanctioned amou
the construction of upto lentil a further 25% of the

of the construction of the building balance 25% of

8.1.2 In the event of acquisition of a ready built house or flat the entire sanctioned amount of
advance upon the execution of the Deed of Sale by the Vendor or of the Deed of lease, as
the case may be, and presentation therefor registrat

ion and the execution by the employee
of a deed of mortgage to received the said advance and presentation thereof for
registration.

9. Documents and Title Deéds

9.1 Al documents and Title Deeds shall be

accepted by the management only if approved by
the Institute’s lawyer, the cost of prep

aration and approval thereof being borne by the
employee,

Amended as: The words ‘being borne by employee’ be replaced by the words being borne by
Institute’,

9.3 The employee shall aiso bear all the usual ¢
valuation or assessment as aforesaid.

10. The Management reserves the absolute rig

ht to amend, alter, delete,
the provisions of this Scheme at its own d

cancel or withdraw or any of
iscretion,
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APPENDIX - 4

THE INSTITUTE OF COST AND WORKS ACCOUNTANTS OF INDIA
12, Sudder Street, Kolkata - 700 016

APPRAISAL REPORT

........................................

Designation
BRIEF DESCRIPTION OF THE JOB ASSIGNED AND NATURE OF DUTIES AND FUNCTIONS

. | Any ]
SL Merit Rating A B i (c D | additional |
) comments |
1. | Health & Appearance Very Good Good Adequate Poor '
2. | Reliabllity Fully Reliable needs Cannot be _
dependable supervision | depended |
3. | Attendance & Punctuality | Very Good Good Average Poor f
4. | Quallty of work, accuracy | Thorough Good Adequate Poor Need
and efficiency . through checking
l & slow _
S. | Character Very Good Good | Average Poor ﬂ
6. | Loyalty to job & Excellent Good Average Poor :
Organisation , |
7. | Ability to do work Excellent Good ' Average Poor '
correctly and quickly f
8. | Future potential Highly Potentiality | Average Poor f ;
potential could be 5 :
| developed | A
9. | Attltude & Cco-operation Excellent | Good | Average Poor
(abllity to get along with ' :
others) . 5 . | |
10. | Cost consciousness Very High | High | Ordinary Poor !
11, | Honesty & Integrity Excellent ' Good Average Poor |
B |
12. | Initlative & Enthusiasm Excellent E Good Average Poor |
13. | Your overall assessment Outstanding '; Good Average Poor i
of his / her performance !
14. | General assessment '.
glving a self contalned ;
summary of the above | !
appraisal (In one, two or ; '
three paragraphs) ’1
15. | Whether fit for

Confirmation/Upgradation

Name & Designation of the

Reporting Officer ...

...................................

......................................................
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APPENDIX- 5
CHANNELS OF PROMOTIONS
POSTS
PROMOTION STAGE
Lowest Stage r Peon r Durwan
v
1 Sr. Sweeper Sr. Peon/Record Keeper- Car Driver - Sr. Durwan - Electrician
cum-Machine Attendant i
1I Record Assistant Sr. Driver Sr. Electrician
111 ' Typist Asstt./Jr, Asstt.-cum-Typlst
v Sr, Asstt.kr. Typist . Stenographer
" Section-in-Charge/Executive Assistant
VI Section Officer Accountant
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APPENDIX - §

Promotion

Experience

—_—
Basic of Promotion

1. | Senior Peon / Durwan
Grade A

8" Standard

6 yrs. as Sweeper / Peon /

Bearer / Durwan Grade B

Seniority-cum-assess ent

2. | Record Assistant

subject to no adverse report

8" Standard

6 yrs. as Sr. Peon / Sr,

Durwan / Sr. Sweeper /
Record-Keeper-cum-

Seniorlty-cum-Assessment,
subject to no adverse report

Section-ln-charge /
Executive Assistant, For
Accountant Knowledge of

GOV IBOLVVEG

£

Accounts s essential
=2 0= =esthitial

Machirﬁa Attendant
3. | Senior Assistant Graduate 6 yrs. as Asstt./ Typist Seniority-cum-Assessment,
‘ subject to no adverse report

4, Section-in-char'ge/ Graduate 6 yrs. as Sr. Asstt, / SenIorlty-cum-Assessment,

Executive Assistant Stenographer subject to no adverse report |
5. | Section Officer / Graduate / On completion of ten Merit Only. Senlority will not

Accountant Commerce years service or earlier as be a criterion at all

Graduate
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APPENDIX - 7

THE INSTITUTE OF COST AND WORKS ACCOUNTANTS OF INDIA
EMPLOYEES’ PROVIDENT FUND

(Recognised under Section 588 (1) of the Indian Income T
Commissioner of income Tax, West Bengal and the

ax Act with effect from 31st May, 1959 by the
Registration No. PF 58/58-59 dated 17t December 1979)

Andaman and Nicobar Islands, Calcutta vide

RULES AND REGULATIONS

These Rules and Regulations shall take effect as from the 15t

2. These presents shall constitute a trust, which trust shal| be irrevocable save with the consent of
all the beneﬂciarles; and save in the cases prescribed by Section 58C (1) (f) of the Indian Income
Tax Act, no monles belonging to the Institution in the hands of the Trustees shall be recoverable
by the Institute under any pretext whatsoever, nor shall the Institute have any lien or charge of
any description on the same,

day of January, 1956,

3. (a) “INSTITUTE" means the Institute of Cost and Works Accountants of India, as is at present or
may hereafter be constituted;

(b) “MEMBER" means any employee of the Institute who has been elected to become a member of
the Fund;

(c) “TRUSTEES” means the Trustees of the FUND for the time being appointed as hereinafter
Provided; .

(d) “WAGES: means only the fixed month

(e) “DEPENDENT" means any of the following relatives of 3 subscriber, namely, a wife, husband,
parent, child, minor brother unmarried sister and deceased son’s widow and child and, where
NO parent of the subscriber Is alive a pa

ternal grandparent;
(f) "EMPLOYEE” shall mean an officer or servant in the service of the Institut
Pay as proposed to allowance, honorarium, fee or stipend;
(9) “"MONTH" means a calendar month and "YEAR” means the period commencing on the 15t day
of APRIL of any year and ending on the 31* day of March of the succeeding year, according to
the English Calendar.

4. The Management of the Fund shall be vestad in the Trustees for the time being and the necessary
éxpenses of management shall be borne out o

f the fund,
5. There shall be five Trustees of the Fund consisting of 4 representative of Council
répresentatives of officers

and two from staff who shall be appointed by a Resolution at a Meeting
of the Council of the Institute and if and whenever any Trustee shall die, resign, refuse to act or

become incompetent or incapable of acting or shall Permanently leave India the Council may

appoint any other Person or persons to be a new Trustee or new Trustees and on every such
appointment the Fund shall be vested |

€ who is in receipt of

L

orded in a minute book and the quorum for such meeting
shall be three.

6. (a) Every employee of the Institute in the whole-time and Permanent service of the Institute on
i® January 1956, and every employee who will S0 join the service of Institute on or after that
date shall be a member of this Fund, and shal submit to these Rules and Regulations and sign

an Agreement and €xecute a nomination in the forms annexed to these Rules and
Regulations,
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nomination paper some
of such nominee. No
on suffering under any other legal disability shall
be valid without such appointment,

A nominee need not be a dependant of the subscriber,

If the person nominated be a dependant, the amo

] unt payable to him under these rules shall
vest in and be payable to him on the death of the subscriber.

(¢) Every whole-time and permanent employee shall remain a member till such time as he leaves
the employment of the Institute. Any such e

mployee will cease to be a member of the fund
when his such employment with the Institute is terminated, and he shall be entitled to a

return in full of his own compulsory and voluntary contributions as well as the Institute’s
contribution, including all interest, forfeitures etc, standing to the credit of the member's
account upto the date of resignation, notwithstanding any contrary provision that may be
contained in any other rules of the Fund, provided however that his membership ceases after
5 years from the date of his entry to membership, In case of cessation of membership on
account of dismissal for misconduct or voluntary resignation of employment otherwise than on
account of ill-health to be confirmed by a medical certificate or other unavoidable cause

completion of 5 years of membership, he will be entitled to
Y and voluntary contributions only together with the accrued
interest thereon, if any,

(d) Before a member retires from service, he may change his nomination as often as he likes.

The Contribution of each member to the Fund shall
equal to 8 1/3 per cent, with effect from 1
of basic salaries and with effect from 1%t
earned by each employee calculated on e
be known as "COMPULSORY SUBSCRIPTI
such salaries or wages before payment
credit of each employee with the Provig
may be revised and altered from ti
Commissioner of Income-tax having j

compulsory contribution shall be given
Fund,

be with effect from 1 January 1963 a sum
April 1975 a sum equal to 10 per cent of the amount
April 1983 10 PEr cent of basic and Dearness Allowance
ach completed month of service, which contribution shall
ON" and shall be deducted by the Institute monthly from
of same, and such contribution shall be placed to the
ent Fund forthwith. The rates or compuisory subscription
me to time by the Trustees with the sanction of the
urisdiction over the Fund, but any change in the rate of
effect to from the beginning of the accounting year of the

Provided, however, that a member during any particular year may at his option contribute a sum
not exceeding 20 Per cent (including his compulsory subscription) of the amount of his basic
salarles and Dearness Allowance, calculated on e

ach completed month of service from the
beginning of the accounting year of the Fund., The difference between the actual contribution of a

member and his compuisory subscription shall be known as "VOLUNTARY SUBSCRIPTION", and
such voluntary subscription shall be placed to his credit with the Fund forthwith, Voluntary
subscription, if opted for by a member, shall be paid each month from the beginning of and to the

end of the accounting year of the Fund and the rate of voluntary subscription shall not be changed
by a member during the currency of the accounting year of the Fund.
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13,

14,
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STAFF SERVICE RULES

voluntary subscriptions due from him

to the Fund, and shall
so deducted in the manner prescribed

from time to time deal with the sums
in Rule 10.

as are received by them or at their di [
referred to in clause (a) to (e) of Sect;
that where one-tenth part of the whole amou

+ and all or any portion of
y by cheque bearing the signatures of two

scretion to vary or transpose the above
e.

Trustees. The

trustees shall have powers at their di
investment

S subject to the restrictions mentioned abov

Or sums as may be required for the purpose
if necessary, raise monies required for same by sale of
or of a sufficient part thereof or by a loan on the security of the same.
As soon as may be after the 31st year, the Trustees sh
Sheet and an Income and Expend

March, for division among the subs
sums forfeited to the Fund unde

of March of each all prepare a Balance
iture Account showing the amount available on the 31% day of
cribers arising from the interest accrued on the Securities, any
r these Rules, any donations or monies given to the Fund
on and all other monies being interest on investments and
d properly be brought into account, and shall ascertain and fix
day of March, of the investments and Securities representing the
monies belonging to the Fund upon the basis of the actual cost or market value thereof for the
time being, whichever be the lower, and shall forthwith debit to credit the same Income and
Expenditure Account with the difference, if any, between the value at which such investment and
Securities stand in the books o

f the Fund and the value so ascertained, and shall in the care of
each subscriber debit or credit "Own Comouisory Contribution Account”, “Own Voluntary

Contribution Account” and " Institute’s Contribution Account” in the books of the Fund in portion
to the total amount standing to the credit of gach subscriber on such 31% day of March in the

sald three |ast mentioned accounts with his proportionate share of the balance of such Income
and Expenditure,

interest on loans, if any that shoul
the value as on the saig 3

The books of the Fund shall at all rea

and as soon as may be after the 31% ¢
subscriber a memo

ules and Regulations éxpressly provided, no member or any person or
persons on his behalf, in respect of the employ

ee’s interest in the Fund, shall be entitled to claim
any payment of money to him or them.

On the death of any member the Trustees shall pay to his nominees or t
administrators on the production, to the Trustees,

0 his executors or
Administration of other Legal repres

of probate of the will or letters of
entation to the Estate of such member, the whole of the
amount inclusive of Employee’s compulsory and voluntary contributions, Employer’s contributions
~regular and contingent, interest, share of forfeitures e

tc. standing to his credit in the books of
the Fund at the time of his death, and the Institute shall also contribute to the Fund for payment
to such deceased member's nominees, etc.,

a sum being the Institute's contribution for and in
the then current Year subsequent to the 31%t March preceding the death of the
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payable to the deceased member be less than Rs. 500/-, then on production of such evidence as

t liberty to Pay such sun to the heirs, legal representatives
or nominees of the deceased member,

The Institute’s contribution including the Interest thereon and the amoun
forfeitures added thereto shall

+ Subject to the Provisions contained in Rule
cases lapses and be forfeited to the Fund, viz, i

misconduct pr (2) when a member, not entitied under the conditions of
resign earlier, voluntarily leave

ill-health or other

Y the Council of the Institute within five years of his having
become a member of the Fund.

Provided that the interpretation of the Council of the Institute in réspect of “misconduct” |n (1)
above shall be flnal and binding.

Provided also that the Council of the Institute may at their discretion I the special circumstances
of any case order Payment of the whole or any part of the amount ordinarily liable to forfeiture
under this ryle,

When a member |eaves the service of t € circumstances referred to in Section
38C(1) (f) of the Indian Income Tax Act,
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THE INSTITUTE OF COST AND WORKS ACCOUNTANTS OF INDIA EMPLOYEES' PROVIDENT FUND
12, Sudder Street, Kolkata - 700 016

Dated ... ...
Name

It Is hereby certified that the amount as stated below was standing to the credit of the above-mentioned
member
Rs. P.
Own Voluntary Contribution upto ., o

Own Compulsory Contribution upto
Institute’s Contribution upto
Interest, ete, earned upto

.....

Total Rs.

N.B. - On the dismissal of a member from th

e service of the Institute, Institute’s contribution and
interests, efc. are liable to be deducted a
17,

ceording to the provisions under Fund Rules Nos. 16 and

19. (1) Members may be allowed, subject to the
Fund, but withdrawals by employees'shall
grounds In the following circumstances or ci

(a) To pay expenses inc
dependant;

(b) To pay expenses in connection with marriages, funerals or other ceremonies which by

the religion of the subscriber it is incumbent upon him to perform and in connection
with which it js obligatory that expenditure should be incurred.

(€) To pay premium on policies of the Insurance on the life of the subscriber or of his

discretion of the Trustees, to take loans from the

not be allowed by the Trustees except on special
rcumstances of a similar nature; -

urred in connection with the illness of a subscriber or of hig

' d over to the Trustees for inspection by
the Income Tax Officer:

(d) To meet the expenditure on building or purchasing a house or a site for a house,
Provided that such house or site is assigned to the Trustees of the Fund,

(2)  (a)Where a withdrawal is allowed for a8 purpose specified in (€) or (d) of sub-rule (1), the
amount withdrawn need not be repaid,

(b) Where a withdrawal is allowed for any other purpose the amount withdrawn shall be
repald within a perlod of not more than 24 equal monthly instalments or before the
member’s service is terminated, whichever is earlier. Provided that the withdrawal in

connection with marriages as specified in (b) of sub-rule (1) shall be repaid within a
period of not more than 48 equal monthly instalments.

(3) Except for the purpose specified in (d) or sub-rule (1) no withdrawal shall exceed (i) the pay
of the employee for three months, or, in the case of withdrawal in connection with marriage
as specified in (b) of sub-rule (1) or for the purpose specified in (c) of sub-rule (1), six
months, at the time when the advance is granted, or (ii) the total of the accumulation of

exempted contributions and exempted interest contained in the balance to the credit of the
employee, whichever is less,

(4) (a) The withdrawal for the purpose specified in (

one-half of the amount standing to the e

house and/or site, whichever is less and s
conditions :

d) of sub-rule (1) shall be permitted upto
mployees’ credit or the actual cost of the
hall in addition be subject to the following
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(i) that the employee should have comple
provisions of P,F, Act or is due to retire before another 5 years;

(it) that the construction of the house should be commenced within 6 months of the

withdrawal and should be completed within one vyear from the date of
commencement of construction. i

If the advance is taken for repayment of loan
previously raised for the purpose, the repayment of the loan should be made wlithin
three months of the withdrawal of the advance;

(ili)y that in the case of construction of a house, withdrawal should be permitted only in

two or more equal instalments (not exceeding 4), one instalment being permitteq

only after verification by the Institute or the trustees about the actual utilisation of
the earller withdrawal;

ted the prescribed years of service as per

prescribed in these bye-laws from the month of such withdra

(5) In respect of a withdrawal which s re
additional installment of 4 per cent shall be paid on account of
interest and in respect of a withdrawal which is repaid in more than 12 monthly
lnstarlments, two such additional installments of 4 Per cent of the amount withdrawn shal|
be paid on account of interest.

12 monthly installments, an

(6) (a) Save as hereinafter permitted in (b), {c)

» (d) and (e) of this sub-rule, a second
withdrawal shall not be permitted until th

€ sum first withdrawn shall be fully repaid.

- e w v ¥ W YW
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(b) A withdrawal may be permitted for the purpose specified in (¢) of sub-rule (1)
notwithstanding that the sum withdraw
)

(c) Subsequent withdrawal

§ for the purpose specified in (€) of sub-rule (1) may be
permitted notwlthstandmg that the sums previously withdrawn for the same purpose
' have not been repaid,
) (d) A withdrawal for any one of the

purposes of sub-rule (1) other than those specified in

€ permitted notwithstanding that the sums withdrawn for the
ub-rule have not been repaid

(c) of that sub-rule may b
Purpose of (c) the same s

(e) A withdrawal for any one of the purpose of sub-rule (1) other than those specified in
) (c) and (d) of that sub i

(7)  The Institute shall deduct such instalments

¢ made after withdrawal or in the case of an em
monthly payment made after his return to duty,

(8) In case of defa
Commissioner of

that the amount of the withdrawal or ) ing shall be added to the total
income of the employee for the Year in which the default oceurs and the Income Tax Officer
shall assess the employee accordingly,

20. Except in so far as is provided
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or be bound by notice to them respectively of any such transfer or assignment and all monies
standing in the books of the Fund to the credit of the member so transferring or asslgning his
interest as aforesaid shall be forthwith forfeited as from the date o that transfer or assignment:
to the use of the Fund, and be dealt with accordingly. Provided that the Trustees shall be at

liberty, if the Trustees in their uncontrolled discretion shall think fit, at any time thereafter, to give
such monies or any part thereof fo

them or any person on their
the books of the Fund shall be attached, or be ordered to be paid to a Civil Court, or be ordered to
be withheld from such member, such monies shall be withdrawn from the credit of the member’s
account and be dealt with accordingly,

fraud,

Subject to the prior approval of the Commissioner of Income Tax having jurisdiction over the
Fund, it shall be lawful for the Trustees from time to time, and at any time thereafter, in writing
under their hands, to alter, vary, modify, remake, rescind, or add to these Rules and Regulations,
or any of them, but so that no such alteration, variation, modification, remaking, rescission, or
addition, shall affect adversely the right of any member with respect to the fund,

Subject to the first Proviso under Rule 16, if any dispute shall at any time arise between the
Trustees for the time being of the Fund, o

red in writing to two Arbitrators, and such reference
shall be deemed to be submission to arbitrati

tion with the Indian Arbitration Act, 1899, or any
statutory modification or ré-enactment thereof, for

the time being in force, the provisions whereof
shall apply as far as applicable,

Provided, however, that in al| matters relatihg to Income Tax the decision o

f the Commissioner of
Income Tax having jurisdiction over the Fund

or any higher authority shall be final,

: Provisions of the Indian Income Tax Act, 1922 and
each member of the Fund in accordance with Section 581 (1) read with Rule 6 of the Indian
Income Tax (Provident Fund Relief) (Central Board of Revenues) Rules as shown in Form No.4,

The Provident Fund shal| not be closed except when
of 1959 is repealed. In the event of the repealing of
be closed and the moneys, effects, etc. of the Fund s
Fund then existing by payment to each of them a sum

the Cost and Works Accountants Act No, 23
the said Act. No. 23 of 1959, the Fund shall
hall be divided amongst the Members of the
which shall bear the same proportion to the
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APPENDIX - 8

DEARNESS ALLOWANCE RULES

Dearness Allowance linked with the Middle Class Cost of Livin
the rate of 5% on first Rs. 200, 2.5% on next Rs. 100 and

ten-point increase In the Cost of Living Index beyond the In
to such celling as may be laid do

g Index, shall be

f basic Pay upto the basic pay of Rs. 1000/- per
month for every 10 Points rise in the Middle Class Co

OvVer 1250 points (Base year
1939 = 100) will be allowed effective from 1%t April 1983. The Additional D

aforesaid shall be subject to a minimum payment of Rs. 60/- per month
month far all categories of staff,
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APPENDIX - 9

heme for staff and Supervlsory Officials (1983 Agreement),

Subsequently amended, the detalls of which have been given in Chapter 6,

Taking .into account the need for ¢
vari

ystematic recru'itment and promotions
ous cadres of the staff and

to fill up the vacancies in the
supervisory officialg together with the

need for Providing reasonable

y greed to introduce the
ions Scheme for the staff and supervisory officials of the Institute,

f the following grades:

1, Section In charge/Executive Assistant- Rs, 550-35-655-45-790-EB-50-990
2. Senior Assistant/Stenographer- Rs. 340-20-560-25-735-30-855
3 Junior Asslstant/Typist -

Rs. 295-15-460-20-620

Direct recruitment will be made by absorption of the Trainee
t

S Or otherwise only in the lowest grade of
Junior Assistant/Typis .

On completion of elght years of Service as Junlor Assistant/Typist employees concerned will be ellgible for
appointment in the grades of Senlor Assistant/Stenographer by way of upgradation, whenever necessary,
in the absence of sanctioned regular vacancies, according to the seniority-cum-assessment subject to no
adverse report.

On completion of six years of service as Senior A
Assistant/Typist and Senior Assistant{Stenogra
eligible by way of y ion

vacancies, to the grade of Section-In-
subject to no adverse report.

available at any time the Section-In-
wise eligible for Promotion and have reached the maximum

t, may be placed in the Super Time Scale of Rs. 650-1350
pending availability of vacancies in the grade of Section Officers,

The category of sub-staff will consist of the following grades:

(1) Sr. Driver /sr. Electrician/Record Assistant-Rs, 250-12-293-15-418-20-618
(il) Driver/Electrician /Senior Peon/Senior Durwan/Senior Sweeper- Rs, 240-8-264-12-300-15-
375

(i) Peon/Durwan/Sweeper - Rs. 195-304

Peons/Durwans/

ice as Peon/Durwan/Sweeper, the em

ployees concerned will be

' Pgradation of post, whenever necessary, in the absence of regular

sanctioned vacancies in the grades of Senior Peon/Senior Durwan/Senior Sweeper, according to senlority-
Cum-assessment subject to no adverse report, '

On completion of 6 years Service as Senior Peon/Senior Durwan
concerned will pe eligible for promotion according to seniorit

subject to availability of vacancies within the sanc
educational qualifications,

/Senior Sweeper the employees
Y-CUm-assessment ag Record Assistant
tioned strength only subject to fulfiiment of prescribed
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In the event of vacancies not being available, Senlor Peon
may be otherwise eligible for promotion to the grade of Rec
and have reached the maximum of the scale of Senlor Peon/
in the Super Time Scale of Rs 250-618, pending the promoti

/Driver/Senior Durwan/Senior Sweeper who
ord Assistant/Senior Driver/Senlor Electrician
Senior Durwan/Senior Sweeper will be placed
on agalinst regular vacancies,

The existing driver on completion of 8 years of service in the scale of Rs.
appointment as Senior Dri

250-460 will be eligible for
ver in the scale of Rs, 250-12-298-15-418-20-61
post.

8 by way of upgradation of

The existing electric Mistry will be re-designated as Electrician. On
Electriclan In the scale of Rs. 240-375 the employees concerned w
Electriclan in the scale of 250-618 by way of upgradation of post.

The above scheme will be Operated in terms of the provision included in the agreement to be signed
between the Management of the Institute and the Employees’ Associations. The scheme will be applicable
to the present categories of staff, Appropriate rule may be made for new categories of post to be created
in future.

completion of 8 years service as
il be eligible for appointment as Senior

The pay flxation of the emplbyees concerned of appointment to the higher scale will be made in
accordance with the Institute’s normal rule for

pay fixation. In special case of unusual hardship, the
competent authority may have the discretion of granting appropriate number of advance increments,
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Travelling Allowances on Transfers:

APPENDIX- 10

W.e.f. 2.2.1988, in case of Travel on Transfer, involving change of station, Travelling allowance shall be
admissible with reference to the gradation of Basic Pay at the following rates :

| Pay Range (Rs.) [| Lump-sum  Transfer Grant | Packing Allowance (Rs)
| (Rs.)
5,100 and above | 4,300 \ 1,500
| 2,800 and above but less than 5,100 | 3,000 % 1,200
1,900 and above but less than 2,800 | 1,500 ‘ 900
1,400 and above but less than 1,900 1,000 | 600
1,100 and above but less than 1,400 600 l 600
Below 1,100 450 | 450
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