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Pay Accounting System in Other Ranks

____________________________________________________________________________________________________________


SECTION-1
WORKING WITH COMPUTERS

1
INTRODUCTION 

Under the changed scenario the PAO will be having an EDP Section to manage the decentralized data processing on their own. In order  to manage and coordinate between the manual functions and the EDP functions, so as to ensure smooth and efficient working of the PAO, all those working in the PAO should  have knowledge about the EDP functions.

In the PBOR pay accounting system, the processing is done in a batch-processing mode where the transactions are fed to the computer in convenient batches. The success of a batch processing system depends on the accuracy of the data, which is fed as input to the computer.  If garbage is fed as input, garbage will be the output generated by the computer.  

Thus the quality of accounts is directly related to the quality of input data.  Therefore PAO has to ensure that data fed into the computer is properly filtered before it is allowed to finally enter into the main stream of processing to generate the desired output.

2
PAO IN-CHARGE – HOUSE KEEPING FUNCTIONS 
In a decentralised processing set up, PAO In-charge has to look after the computer section also as one of his other sections.  He has to ensure smooth and timely completion of jobs both on manual side as well as on the computer side.  For this purpose he has to do a lot of house keeping duties also.  These are -:

2.1 Upkeep of Computer: - The PAO In-charge has to ensure that proper maintenance contract for each machine exists and renewed in time. Logbooks are maintained properly; defects are reported promptly and rectified on priority basis.  For this purpose, he should have important telephone numbers of the persons to be contacted. Such numbers should also be available with the operator on duty. In case delay takes place in rectification of the faults, contact should be established at higher level.

2.2 Provision of Consumables: - The PAO In-Charge should ensure that there is no bottleneck in supply of computer stationery, ribbons, and floppies. Action should be taken before the stock reaches at danger level.

2.3  Budget Monitoring/preparation: - He should monitor the progress of budget allocations. Additional requirements or savings should be reported sufficiently in advance.

2.4  Maintenance of Ancillary Equipment :-  He has to ensure that ancillary equipment like ACs, Gen set, UPS, Voltage stabilizers, Fire fighting etc., are in functional order and there is no disruption in supply of diesel for the Gen. Set. 

2.5  Disaster Management: - In case of emergency “To Do” lists should be kept readily available. Ensure back up of all-important files taken and kept under safe custody.  In case of break down he should keep in mind the alternate Computer Centres to process his jobs.      

2.6  Documentation: - It should be ensured that complete program/ system documentation files are kept in safe storage for emergent use. Record of each and every item of work done in the computer should also be kept.

3 
Supply of Hardware, Software and its maintenance.

3.1 
All the PAOs are/being given dedicate servers, terminals and printers to make them self sufficient for their work. All these items are called Computer Hardware, UNIX, COBOL, etc., supplied and installed by the Vendor for running our applications are called Software. Similarly, System/programs used for running the various applications are called Application Software. 

3.2 
Once the System is installed, the maintenance of all the Computer Hardware will be the duty of PAOs. If any fault/break down is noticed in the computer system, the matter should be immediately reported to the System Engineer whose phone/fax numbers etc. should be kept up to date by the PAOs. Fault should also be simultaneously intimated to the main EDP Centre and CDA’s office. In case Engineer is not available, then his head office should be informed stating the urgency and the matter should be pursued till Computer becomes fully functional. When the Computer is down for long duration, possibility should be explored to get alternate arrangement from the Vendor as per the maintenance Contract agreement. Possibility of using the service available in the nearest EDP Centre of the Department can also be considered.  The Computer Engineer should be given due regarding when he comes for repairing the Computer.  PAO I/C should spare his time to be with the Engineer whenever he is   doing maintenance/repair   of   the Computer. All the problems noticed in the Computer system should be noted in a register meant for the purpose with date and time of reporting the same to the Customer Engineer (CE). Similarly the date and time of CE’s reporting should be entered in the register. A copy of the call sheet given by the CE should be kept on record for future reference. The computer always come with a warranty of one to three years, during which period all the defects noticed  in the computer will be rectified by the Vendor free of cost. On expiry of the warranty period, it must be ensured by the PAO i/c that an Annual Maintenance Contract has been concluded with the vendor so that Computer should not remain unattended at any point of time. The procedure for concluding the AMC can be ascertained from the main EDP Centre. Due care should be taken for its renewal at appropriate time.

3.3 
Maintenance of Application Software meant for the Pay System of PBORs is done centrally by the CGDA EDP Centre. Therefore, all problems relating to application software should be referred to the main EDP Centre by the PAOs with complete details, who in turn will study the case and send the case to CGDA EDP Centre with his views. In urgent cases PAO may also take up issues direct with the CGDA EDP Centre with a copy to their main EDP Centre. 

3.4     
Detailed guidelines for the maintenance of other equipment are given in chapter-3. 

SECTION-2
PROCESSING SYSTEM: METHODOLOGY

1 
Batch Processing System. 

There are two types of data processing in computers, On-Line processing and Batch Processing.  Due to the peculiarities of the data flow in the PAO and the necessity of developing controls at various stages, we are following the batch processing method in almost all our applications. In this method data is accumulated and fed to the computer in batches which are prepared by the manual groups. Processing such as cleaning of data, etc., is also done in batches.

2 
NEED FOR ACCURACY 

In a computerised environment, the accuracy of the input data is of paramount importance.  It has a direct effect on the quality of the final output.  Hence there is a need for utmost care in feeding the data.

3 
NEED FOR COMPLETENESS 

The input data fed into the computer should be complete.  Incomplete data ultimately get rejected at one stage or the other and thus spoils the ultimate output.  This can be ensured by.

3.1
Ensuring inclusion of all transactions i.e., DO II, ACRs, C Bills, Transcription sheets, etc., received in a quarter in the final process.  For this purpose all batches prepared for the input data must be sent to the computer section and ensured that all are included in the same quarter.

3.2
Ensuring that transactions are keyed in correctly, accepted and accounted for in the output.  This can be done by checking various controls generated manually with those generated by the computer at all stages of the processing steps involved.

3.3
By following up remaining transactions i.e. transactions not fed to the computer.

3.4
By keeping proper track of transactions fed to the computer but not accepted for any reason
4  
STEPS FOR IMPROVING QUALITY 

The quality of input data can be improved by:-

4.1 Identifying the missing part. II orders from the concerned unit and ensuring its receipt as quickly as possible.
4.2 Identifying the missing pay book serial Nos. and calling for them immediately for debiting in the IRLA.
4.3 Determining expected number of records for a quarter.  If the receipt is abnormally low, the bottleneck should be looked into and remedial measures should be taken to remove such bottleneck. The agencies that are responsible for sending the documents should be approached and the documents obtained. 
4.4 Feeding all the master records (For IRLAs received from other PAOs) in a quarter. Maximum care is to be given for feeding promotions and transfer in/out casualties.
4.5 By identifying defaulting units where rejections are found to be larger.  In these cases the unit staff should be educated by arranging capsule courses in consultation and associations with the Record Officers.
4.6 By personally analyzing last quarters rejection lists item by item by the PAO In-Charge and the supervisory staff of the PAO to see whether some particular task holder is figuring very often.  If so, corrective actions should be taken to avoid recurrence of the deficiencies noticed.
4.7 Following up with other PAOs/CsDA about transfer in and transfer out of IRLAs to minimize Master Missing cases.  This being a very important area affecting quality of accounts, follow up actions at appropriate level should be taken.
4.8 Ensure adequate supervision on staff employed on the work of data entry.
4.9 During data validation all prescribed level checks should be observed without exception.  In case any error is noticed subsequently, supervisor should be held responsible individually for errors.
4.10 In case where computer has flagged check digit error, the army number should be carefully checked with the original document and ‘C’ should not be put against such errors in a routine way.  This result in crediting or debiting the effect in the accounts of a wrong PBOR and invites complaints subsequently from both the affected individuals.
4.11 In case of errors, corrective action should be taken firstly by educating the concerned staff and in case repetition is observed by penalizing the defaulter for carelessness on his part.
4.12 Analyze rejection lists and other reports generated by the computer to assess why computer rejected items.  What type of deficiencies took place in publication, data entry, validation or computer processing?   Corrective actions should be taken to avoid such recurrence, item by item. 
4.13 A debriefing session with computer and non – computer staff should be arranged after each quarter closing to find out deficiencies and solutions to the problems reported by the above staff. 
5  
NEED FOR Timeliness 

5.1.
No doubt the computer works at a high speed but in a batch-processing mode the speed of the system is limited by the speed of the slowest worker.  Hence there is a need for optimum rather than maximum allocations of resources to different people and task.  In a batch processing system, the data cleaning stage is very crucial in the sense that final computer processing cannot be started until this stage is over.  For achieving the target fixed for production of accounts, computer should throw maximum work on I/O group and similarly the endeavor of the I/O group should be to throw maximum work on the computer.  Thus computer and I/O group should have competition with each other.  

5.2.
Priorities should be given to batch by batch clearance.  For example, if in a batch few records remain un-cleaned; this batch should be given priority over a batch where number of un-cleaned records is more.  

5.3.
Similarly in the manual groups first priority should be given to jobs that will create work for the computer e.g. batch making, edit list checking, corrections, update clearance etc.

6  
FEED BACK 

6.1.
In the PBOR pay accounting system, the computer generates a variety of reports.  Each report has got some significance.  The PAO has to analyze each report to find out deficiencies that may creep in at various stages and take corrective action.

6.2.
Feed back from units is also received in the shape of complaints etc.  Each such complaint should be analyzed to find out the reason for the complaint and take corrective action.  In case some defect in the software comes to notice the matter should be pursued vigorously to avoid further damage. 

6.3.
Rejection lists are required to be given to various task holders for analysis and adjustment action.  These rejection lists should be received back and further analyzed for taking corrective action if any. The rejections should be taken in the work book and clearance watched through Daily Control Charts.

7.
CONCLUSION 


From the above it became quite clear that the PAO In-Charge has to play a very important role in a computerized environment.  For smooth functioning of the DDP Centre, the PAO In-Charge has to function as an independent entity and should not think himself relieved by reporting the odd situations faced in day to day working to his next higher authority.  He has to take independent decisions on the spot in the interest of work and has to ensure that there is no disruption in work. 


SECTION-3

MAINTENANCE OF EQUIPMENT AND DOCUMENTATION
1
UPS (Un-interrupted Power Supply)

This is essential equipment required with the Computer. It is just like inverter commonly used in the houses but is more sophisticated. This gives a stable power Supply to the Computer. In the case of power failure it gets automatically activated and keeps the Computer on for about 15 minutes or so, on its rechargeable batteries which gives ample time to start the generator.  Precautionary steps recommended in the use of UPS are furnished below.

1.1 It is advisable to switch off all the hardware which is not being used when power failure occurs.

1.2  UPS should not be used beyond the time limit prescribed by the vendor. An alarm is also provided in the UPS for this purpose. If ignoring this, UPS is kept on for a longer period, then the batteries on which it works get exhausted beyond the limit and auto charging of batteries stops on resumption of power supply. To avoid this complication the generator should be started immediately so that the UPS gets sufficient power. In case the generator cannot be started immediately the computer should be properly shutdown and the UPS switched off. UPS should also be switched off when Computer is not in use. 

1.3 If UPS becomes faulty then the problem should be immediately reported to Engineer/Mechanic responsible for its maintenance and simultaneously the fault should be entered in the fault register with date and time of reporting. In case of major problems it should also be reported to the main EDP Centre and CDA’s office. Similarly when UPS engineer reports for repair the date and time of his reporting should be entered in the register.

1.4 
In no case Computer should be used on direct power supply i.e. without UPS/CVT 

2 
CVT (Constant Voltage Transformer)

This equipment is used to safe guard the UPS wherever power fluctuation are very high and works like a normal voltage stabilizer. CVT is placed between the mains and the UPS. This equipment should be switched on first before putting on the UPS. In case it is not working then it may be disconnected form the power supply and Computer should be put on UPS directly. The fault should immediately be reported to Mechanic for repair with whom contract has been entered into or may be got repaired locally depending upon the circumstances. A separate fault register should also be maintained for this purpose or some page may be allotted for it in some others equipment register.

 3 
AC (Air Conditioners)
The requirement of Air Conditioners is not only for keeping the room cool but also for keeping it clean. A separate stabilizer is provided for each AC to save it form the erratic power supply. As these are also sophisticated machines these should not be put direct on electric supply. AC should be put on at least 15 to 20 minutes before the Computer is switched on. When AC is on, the door should not be kept open and should not be opened frequently otherwise an extra load is put on the ACs and it may start giving problems. If more than one AC are there in the Computer room then after the room is cooled, Air Conditioners should be switched off in rotation in such a way that one AC is not continuously run through out the day so that room remain cool and no extra load is put on the Air Conditioners. In case any fault comes in the AC, then first of all electric supply points should be checked and if they are found ok then fault should be immediately reported to the Contractor with whom the AMC has been entered into or to the MES if they are the maintenance agency. As a precaution all the Air Conditioners should be got serviced annually before the start of summer season. For Air Conditioners also fault register should be maintained allotting some pages for each AC so that their life can be judged after a period of time when these start giving problems more frequently.

4 
Generator

Generators have been provided to each PAO keeping in view the electric supply load of Computer, lights and fans required in the Computer room at the time electric supply failure. No generator support has been provided for Air Conditioners. So in case of power failure Air Conditioners should be switched off immediately and generator should be made on. Before making the generator on it must be ensured that sufficient oil etc. on which it is running is there. At the time when generator is running a constant vigil must be kept so that in case of any problem it can be switched of. As working on generator is costlier than working on normal electric supply it must be switched of when electric supply is available. If AMC has been done for the generator then care must be taken that normal servicing like changing of oil etc. is done at proper intervals by the contractor so that less problems are encountered during its normal working. If any fault comes in the generator then contractor having AMC should be informed immediately and the matter should be pursued till the fault is rectified. It must be ensured that repair etc. to generator is done in the presence of our representative. A fault register should be maintained and all faults encountered should be noted in it with date and time. Similarly a log book has to be maintained separately where generator on and off timings and consumption of fuel has to be noted date wise.

5 
Site Maintenance. 

As most of the Computer sites in the PAOs have been developed by MES, all the problems related to Computer room upkeep should be reported to them and with proper liaison, these should be got resolved at the earliest. Small problems which are urgently required to be looked into and require a small amount should be got done from the other agencies from normal contingency.

6 
Control of documents/registers. 
In addition to the normal registers following special registers will also be maintained in the Computer section.

6.1  
Log book for the Computer system.

6.2  
Validation and Updation control register.

6.3  
Computer fault register.

6.4  
AC, Generator, UPS, CVT fault register.

6.5  
Control chart of DEOs progress.

6.6  
Computer Stationery registers.

SECTION-4
APPENDIX-J to Manual of Documentation

Appendix-J to Manual of documentation is used by the Units for notifying the various personnel occurrences of PBOR This has been designed with a view to reflect the vital information of the personnel occurrences so as to ensure direct data entry from the original documents and processing thereafter with out any substantial manual intervention.  Considering the incidence of large number of rejections, a drive to educate/guide the units in preparing the DO II should be under taken by all the PAOs. For this purpose, PAO should identify the defaulting units periodically and take up the issue with the Record Offices for giving training on using the Appendix- J. In case RO needs assistance in this respect PAO can involve in this task 

2 Important guidelines for publication of personnel occurrences are the following.

2.1 Occurrences should be arranged in DO II in two Groups namely Group-I and Group-II

2.2 Group-I will contain all occurrences affecting the Pay & Allces of the PBOR

2.3 Group-II will contain all occurrences relating to the Kindred Roll information, Courses attended, Examination passed, Attachments etc 

2.4 The DO II formats coming under Group-I are the following

2.4.1 Normal General occurrences affecting Pay allces of PBOR-
IA

2.4.2 Punishment occurrences affecting pay allces of PBOR- IB

2.4.3 Occurrences relating to Enrolment IC

2.5 The DO II Formats coming under Group- II is further classified as under

2.5.1
Kindred Roll Type occurrences II A

2.5.2
Occurrences relating to Courses, Examination, Attachments II B 

2.6 Lay out of the DO II form specified under various categories for each DO II in Appendix-J should be strictly followed by the Units, while preparing the DO II.

2.7 Part II Order will be serially numbered for a unit and there should not be more than one Part II order on a given date for a unit.

2.8 Item Nos in a Part II order will be serially numbered and the sequence of presentation will be first those coming under Group-I and then Group-II.

2.9 Occurrences coming under GP-IC will not be clubbed with other occurrences by Units.

2.10 Only the valid description prescribed in the Appendix-J for the occurrences will be used in DO II 

2.11 All the Columns prescribed for a DO II in the Appendix-J should be filled correctly in appropriate columns.

2.12 For Cancellation of an earlier DO II, the information required ( ie Description, Date  and the Reference DO II  are to be filled correctly)

2.13 Grant of allces on rejoining from leave should not be combined in Rejoining DO II notification but should be published as a separate independent grant using the appropriate description of the allowances.
2.14 OSL/AWL and REJOSL/REJAWL should not be notified as combined notification with having from date and to date there in.
2.15 Certificates prescribed for the grant of allces should be furnished in the DO II where ever necessary 

2.16 Original copy of the sanctions of Competent authority, where required are to be attached in support of the notification.

2.17 Part II Order Copy meant for the PAO should be legible 

2.18 Army NO and Check digit in the Part II order should be correct 

2.19 Unit code allotted by the CGDA for the Unit is to be printed on the top of the DO II in addition to the SUS No of the Unit. For this purpose units should be intimated about their unit code.

2.20 Part II order should be signed by the authorized signatory and No of pages in a part II order should be indicated there in.
SECTION-5

DO II MODULE

Data Preparation
1.1.
DO II comprises major part of the transactions fed to the EDP.  DO II being credit items have more concern to Jawans and observations are raised if not found adjusted in the IRLA.  These observations/complaints can be minimized if proper action is taken by DO II cell of the PAO during preliminary scrutiny. 

1.2.
Some of the important points to be taken care by DO II Cell task holder in preliminary scrutiny on the DO II are the following.

(i) Look for the certificate/sanctions required.

(ii) Verification of the specimen signature.

(iii) Ensure that check digits are given in Army No. 

(iv) Codify the unit name into unit code - if already given, verify the correctness.

(v) Score non – actionable items.
(vi) Classify the normal rejection made at the time of preliminary stage with reference to its nature and codify as under and write these codes on the left margin of the DOII against the concerned rejected items. There are nearly 52 codes for Manual rejection of DO II. A few examples are given below.

Nature of Rejection

         Code
Want of Certificate


WC

Illegible Publications


IP

Not as per Appendix – J 

NC

Other Reasons



MR

(vii)
Intimate rejected items to the Unit authorities with reasons for rejection and note down the No and date of communication on the DO II also.

(viii)
Develop controls for actionable, non-actionable items and total items DOII number wise and batch wise.

(ix)
Note the developed controls of each DOII on the DOII itself (Bottom) and consolidated controls of a batch on a separate sheet of paper to be attached with the batch. 

(x)
Send the batch to EDP for data entry filling up the top list with the total control developed and other details through a register prescribed.

2.
Cleaning of Data :-  The batches sent to EDP Centre will be data entered in EDP/DDP Centre and the edit list of the same  with error field marked with star ( *  ) will be received back in DOII cell for checking. Each item will be printed with a generated serial No. (GSN). Guidelines for checking the edit list are the following.

(i) Check 100% items of all fields with original Dos-II and propose corrections wherever required.

(ii) In case a record found excess in edit list  and is to be deleted then round off the Generated Serial No of the record and write the letter  ‘D’ over that for deletion of that item.

(iii) In case a record is missed in the edit list, then insert that omitted item at the end of the edit list in ink with dated initials of  the auditor and /SO(A)/AAO. Blank lines in the transcription sheet attached to the edit list should be neatly scored through.

(iv) In case a record in the edit list is to be modified, then round off the particular field(s) and write the correct information legibly over the concerned field. Round off the GSN of that record and write the letter “M” besides the GSN. To make blank of a numeric field in the edit list, write the number 9,s depending upon the length of that field. To make blank of an alpha numeric field in the edit list write the same no. of stars ( * )  equal to the length of the field. 

(v) If Army no. is found correct but check digit is incorrect in the edit list, then write the letter “C” neatly over the existing check digit after rounding it of and the GSN. This should be done only if the name printed in the edit list matches with that shown in the original DO II.
(vi) Tally manual control totals of items with the system generated controls and propose corrections if not tallied after investigation. The cycle of proposing corrections validation/revalidation lists continues till it is made error free.  Normally a batch should be made error free by second cycle.  Cases going beyond second run should be examined to ascertain the stage and level at which lapses have occurred and remedial action taken. 

3.
Level Checks.
3.1.
With a view to eliminate the errors in the original batches and edit lists and to have a proper control over these items of work the following checks to be exercised on these documents at various levels have been prescribed.

3.2.
A register for the purpose of noting the details in regard to names of the Auditor/Clerks to whom the batches have been handed over for checking and watching the dates of return of batches by them should be opened by central data group and other central groups.

4
Level checks at the time of DO II batch preparation.

For Original Batches of DO II 

Initials of Auditor


Top Sheet

Initials of SO/AAO


Top Sheet

For DOII Transcription Sheet

Initials of Auditor


Each Item 

Initials of SO/AAO


Each Sheet

Initials of AO



Top   Sheet 

5
Level Checks for DO II of Edit List Checking

A register will be maintained in the central data group and in other central groups of PAO and different pages are allotted for different type of documents.  The name of Auditors/Clerks to whom the batch has been handed over for checking should be noted and initial obtained in the register.  The date on which the edit list has been handed over for checking and the date on which the batch was returned back may also be indicated in the register.  In addition to the above, the following action would be taken.


Initials of Auditor & SO/AAO:
Each Batch

6.   Control Checks   

(i) The top sheet of each batch will contain the following controls.

(a) Batch Number

(b) Month/QE

(c) Total No. of  items

(ii) The computer will generate the same control in the edit list.  These controls will be compared with the manual totals.

(iii) At the end of edit list checking, a summary of the proposed updation will be endorsed at the fag end of the edit list with dated initials of the Auditor and SO/AAO as under.

(a) No. of Input records.

(b) No. of records proposed to be inserted.

(c) No. of records proposed to be deleted.

(d) No. of output records. (Taking into account the insertions & deletions).

(e) No. of records proposed to be modified.

(iv) Dated initials will be put by the Auditor and SO(A)/AAO in token of having checked the edit list and controls.

(v) The updation control printed by computer will be checked with reference to the number of corrections proposed in the edit list.

6
Data preparation Enrolment DO II:-

6.1.
The document dealt with by the PAO under this category is the original Enrolment DOsII notified by the Records Office.  The continuity in serial No. of the DOII and in Army No. allotted to the recruits will be checked by the PAO, so as to ensure that there is no missing case and if any case noticed it will be called for immediately.  After preliminary scrutiny the Enrollment DOsII will be batched by DOII Cell and forwarded to the EDP/DDP Centre for data entry and validation.   

6.2.
Data Cleaning: - The edit list will be checked 100% irrespective of the errors high lighted therein.  This is to be scrupulously followed as any error in opening the new master will be disastrous, especially if it happens to the key fields such as Army No., Enrolment Date, Date of Birth etc.  The cycle of edit list checking of batches and proposing corrections continues till it is made error free.  However, effort should be made to clear the batches by second round and in any case not beyond third round.

6.3.
Level Check: - Level checks prescribed for batch preparation original batch & edit list checking is the same as prescribed for DO II.

6.4. 
Control Checks:-  

(i) The top sheet of each batch will contain the following controls developed manually.

(a)      Batch No.

(b)      Month/QE

(c)      Total No. of items

(ii) The computer will also generate the above controls and print in the edit list.  These controls will be compared with the manual controls by the Auditors.

(iii) At the end of edit list checking, a summary of the corrections proposed will be prepared as under and endorsed on the last page of the edit list under the dated initials of Auditor and SO (A)/AAO. 
(a) No. of Input Records.

(b) No. of records inserted.

(c) No. of records deleted.

(d) No. of output records. Taking into account the insertions & deletions

(e) No. of records modified.

(iv) The updation controls printed by computer will be checked with reference to the no. of corrections proposed in the edit list.

7
The input format   prescribed for the normal DO II and Enrolment DO II is given in the Annexure – 1 & Annexure – II to this chapter-5  










Annexure-1

Enrolments DO II Input Format –



 
    Record length 150

	Sl No.
	Field Name 
	Length
	Remarks 

	01
	Sl NO
	9(5)
	To be filled in only for correction, otherwise leave blank 

	02
	Adj QE
	9(6)
	Fill  quarter in MMYYYY

	03
	PAO Code
	9(2)
	Write relevant PAO code 

	04
	Trans Type
	X(2)
	Fill  “EN” always

	05
	Record Type
	X
	Fill “T” if transcribed by PAO. For direct data entry from original document “D” is to be used. By the DEOs 

	06
	Month
	9(2)
	Fill month in MM format

	07
	Batch No
	9(3)
	Fill batch No in three digits

	08
	Unit Code
	X(6)
	Write unit code of the Publishing Unit

	09
	Task Holder
	9(3)
	Write the task holder No to which unit allotted.

	10
	DO Group
	X(1)
	Fill “C” as group of Enrolment Do II is “C” 

	11
	DO  Type
	9(1)
	Fill  3  being the code for Trg Centre  DO  II 

	12
	DO NO
	9(4)
	Fill Do II No in three digits

	13
	DO Item No 
	9(3)
	Fill Do II Item No in four digits

	14
	DO Date
	9(8)
	Fill date of DO II in DDMMYYYY format

	15
	ARMY NO
	X(8)
	Write Army No in eight digits

	16
	Check Digit
	X(1)
	Write check digit in Capital letter

	17
	Category/Trade
	X(9)
	Write the standard abbreviation as per Appendix-J

	18
	Name
	X(25)
	Write Name in Full in Block letters

	19
	Date of Enrolment
	9(8)
	Fill Date of Enrolment in DDMMYYYY 

	20
	Terms of Engagement
	9(4)
	Fill First two digits with colour service in year and balance maximum age in year. Example  1742 or 2048

	21
	Date of Birth
	9(8)
	Fill date of Birth in DDMMYYYY

	22
	Date Arrival in Unit
	9(8)
	Fill date of reporting to the unit in DDMMYYYY

	23
	CCA  code
	X(4)
	Fill the code applicable to City such as CCA1, CCA, CCB1, CCB2.

	24
	BRO Advance
	9(2)
	Write the amount in two digits

	25
	Entry Category
	X(5)
	Write MATRIC for Matric Entry Enrolment and NORMAL for Non-Matric Entry rate. In the case of DSC this will be DSC-Y for Clerical cadre and DSC-Z for General Duty Caders.

	26
	Class/Caste
	X(1)
	Fill “S” for Sikh “N” for others- 

	27
	DA days
	9(4)
	Fill the number of days for which  Daily Allce granted.

	28
	Under/Over Age-Ind 
	X(1)
	Leave blank

	29
	Group
	X(1)
	Leave the column blank,  if the Enrolment is as a Recruit, otherwise fill the valid Pay Group (X, Y, Z).

	30
	Val/Inval Ind
	X(1)
	Leave Blank in original data entry .  

	31
	Filler
	X(13)
	Leave Blank


   Annexure-2

DO II INPUT FORMAT FOR DATA ENTRY 

	Sl  No
	Field Name 
	Length
	Remarks 

	01
	Sl NO
	9(05)
	To be filled in only for correction, otherwise leave blank 

	02
	Adj QE
	9(06)
	Fill  quarter in mmyyyy

	03
	PAO Code
	9(02)
	Write relevant PAO code 

	04
	Trans Type
	X(02)
	Fill  “D2” always

	05
	Record Type
	X(01)
	Fill “T” if transcribed by PAO. For direct data entry from original document “D” is to be used by the DEOs.

	06
	Month
	9(02)
	Fill month in mm format

	07
	Batch No
	9(03)
	Fill batch No in three digits

	08
	Group of DO II
	X(01)
	Fill “A” for normal casualties and “B” for punishment casualties. 

	09
	Unit Code
	X(06)
	Write unit code of the Publishing Unit

	10
	Task Holder No
	9(03)
	Write the task holder No to which unit allotted.

	11
	DO II Type
	9(01)
	Fill Zero if Unit DOII, 1 for Record office DO II, 2 for O2E DO II published by Records and 3 for Centre DO II.

	12
	DO No
	9(04)
	Fill DO II NO in three digits

	13
	DO Item No 
	9(03)
	Fill DO II Item NO in four digits

	14
	DO Date
	9(08)
	Fill date of DO II in DDMMYYYYY format

	15
	ARMY NO
	X(08)
	Write Army No in eight digits

	16
	Check Digit
	X(01)
	Write check digit in Block letter

	17
	Description
	X(06)
	Write the valid description of the allce 

	18
	OC/CM
	X(2)
	Fill OC or CM in the case of certain Punishment casualty with reference to the DO II. Other wise leave Blank.

	19
	From – date
	9(08)
	Write From-date given in the DO II in DDMMYYYY 

	20
	To -  date
	9(08)
	Write To-date given in the DO II in DDMMYYYY 

	21
	Rate-Amount
	9(4)V99
	Rate as given in DO II to be given.

	22
	SRA- days
	9(04)
	To be filled with the number of days to indicate leave journey period In Leave and Recall casualty. Also the number of SPL Increment granted in SPINC.   

	23
	NRA- days
	9(04)
	To be filled with number of days in the case of grant of NRA, GSRA, DAILY, TYOJ, TYRJ, Leave etc, otherwise leave blank.

	24
	Column 7(a)
	X(09)
	Valid information to be filled in the case of certain  casualties 

	25
	Column 7(b)
	X(09)
	- do -

	26
	Column 7(c)
	X(09)
	- do-

	27
	Ref Do  Type
	9(01)
	Fill the DO type given in column No 8 of the DO  II

	28
	Ref DO  NO
	9(04)
	Fill reference Do II No given in the DO II in three digits

	29
	Ref DO  Item 
	9(03)
	Fill reference DO II Item No given in the DO II in four digits.

	30
	Ref DO  Year
	9(04)
	Fill Reference Do II year given in the DO II in  YYYY format

	31
	Rejection  Flag
	X(02)
	To be filled in only if records are being rejected manually. The codes prescribed are “WC”, “IP”, “ 

	32
	Val/Inval Ind
	X(01)
	To be filled only for correction proposal, otherwise leave blank

	33
	Filler 
	X(14)
	Leave Blank


SECTION-6

DO II Module - Rejections

1
Various types of rejections coming under DO II module are the following:

· Manual rejection

· Invalid Rejection

· Master Missing 

· Non effective cases

· Duplicate/Overlapping Rejection

· Audit Rejection

· RJC Rejection

2 Manual Rejections

Manual rejections are identified and classified at the preliminary stage by the DOII cell of the PAO.  There are about 52 codes for this purpose. Some of the codes are given below. 

Rejections                                                                Codes 

(i)
Rejections for want of certificates                                              
WC
(ii)      
Rejections due to illegible publication                                       
IP
(iii)     
Rejections being not in conformity with Appendix-J                 
NC
(iv)     
Rejections for other reasons                                                        
MR


The above classifications are to be marked against DO II items rejected   by DOII cell as codes and memos indicating the exact reason for rejections are to be issued to Units/Records Offices simultaneously with a copy to Ledger Group for cancellation and republication correctly, if required. After cleaning of data for the quarter as a whole a consolidated manual rejection list is prepared by EDP Centre and sent to Ledger Group through DOII Cell for further watching the action by the Units/Records/Offices. Although these rejections are not recycled, the same is being printed in the IRLA for reference in connection with complaints from Jawans. Manual rejection can be reduced by educating the Units in the documentation of the DOs II.

3 INVALID REJECTIONS ( DO II Vol. 777)

Invalid rejections should normally be NIL in a PAO. These rejections occur due to lapses in edit list checking.  Apart from this, in cases of unavoidable circumstances like machine failure etc., all the DOII keyed in and validated can not be cleaned by the DOII Cell of PAO, then also invalid rejections may occur.   These items which are classified as invalid records, are segregated as invalid rejections and list provided to DOII Cell for taking corrective action in the next quarter.  In the next quarter this list is treated like a normal batch and should be cleaned and recycled.
4.
Master missing Rejections 

These are mainly due to the following reasons.

-  Enrolment DOs II for opening the master not received/fed.

- Transfer in case for which IRLA is not received from other PAOs and consequently PIRM is not fed to EDP/DDP Centre.

-  JC No. allotment DO II not received/fed 

-  Wrong Army No. published by the Units/Record Offices.

-  Wrong Army No.  entered at the time of data entry.

-  Army No. pertains to manually maintained IRLA.

4.1
Follow up action by PAOs on MM cases

List of details of master missing DOsII sorted on Unit/Army No. is generated by the EDP Centres and sent to PAO along with a separate validated DOII batch called DOII Batch No.888 for recycling in the next quarter. DOII Cell of PAO enters the controls of the above Batch No.888 in a register for watching its clearance and further distributes the same to respective Ledger Gp for further action.  On receipt of M.M. List from Ledger groups duly checked, the modifications, deletions etc. proposed from ledger groups will be carried out in the MM batch by DOII cell and sent to EDP with necessary controls developed for data entry and recycling in the next quarter.

4.2 Detailed action – Ledger Gp. :-  Action depending upon the reasons is taken by the Ledger Gps. as under.

4.2.1
For Non-receipt of enrolment DOsII: - Call for the enrolment DOII from Centre and feed the same in the next quarter. Ensure the relevant MM DO II is included in the recycled batch till the master is created.

4.2.2
Non-receipt of IRLA from Other PAO: - Furnish particulars of IRLA to CC Section for obtaining it from other PAO. If the IRLA has been received, prepare all masters and send it to EDP/DDP Centre for opening the IRLA on computer. Ensure that relevant MM DO II is included in the recycle batch till the master is created.
4.2.3 JC No. not available: - Verify the records held in PAO/RO and feed JC number allotment DOII.   Recycle the MM item in next quarter.

4.2.4
Manually Maintained IRLA: -   DOs II should be extracted from the list and passed on to the Ledger GP concerned for adjusting in the manually maintained IRLA. 

4.3     Non Effective 

DOs II gets rejected, if the IRLA concerned has become non effective due to Discharge, Death, and Transfer out etc and consequently dropped from Computer.  Follow up action on the part of PAOs are as under.

4.3.1 
Verify the NE IRLA for confirmation of adjustment of the Dos II rejected. Delete the item from batch, if already found adjusted in the FS IRLA. Adjust manually if not already adjusted and sent the Pay authority to the Record office for payment and delete the item from MM batch. If the DO II rejected is a current DO II after the discharge date, then correctness of NE status to be looked into as some time the IRLA may have become NE with reference to an erroneous Discharge DO II. In that case all the masters (PIRM, PLIM, APFM, AT Cage etc) are to be created again and the rejected DO II is to be fed again.. 

4.3.2
If the NE status is due to transfer out of IRLA, delete the item from batch. Send the extract of DOII to PAO to whom the IRLA was sent, for audit and adjustment. If the DO II rejected is a current DO II after the Transfer out date, then correctness of T/OUT status to be looked into as some time the IRLA may have been transferred with reference to an erroneous DO II. In that case all the masters (PIRM, PLIM, APFM, AT Cage etc) are to be created again and the rejected DO II is to be fed again.

4.3.3
If the NE status is to due to data entry/ publication error, trace the correct Army No. and modify the Army No. in the recycle batch, otherwise refer the item to Record/unit for ascertaining correct Army No. and republication.
5.
DUPLICATE OVER LAPPING REJECTIONS 

A list of duplicate/over lapping DOsII is generated on computer Task/Units/Army No. wise which shows both rejected and the relevant accepted DOII with which it overlap/duplicate.  The list is distributed to the concerned task holders by the DO II Cell.  The main reasons for these rejections & follow up action to be taken by the task holders are as under. 

5.1
Check the original DOII so as to ensure that Army No. is correct. In case of difference in Army No., transcribe the DOII with correct Army No. 

5.2
In case the publication is really duplicate then refer the matter to unit/RO for cancellation and high-light this as an irregularity with a view to avoiding recurrence of such cases.

5.3
If Duplication is due to scheduling of duplicate copy of the DOII by DO II Cell or Ledger GPs, investigate the case to fix responsibility and initiate remedial action to prevent it.

5.4. 
If the duplication is due to an error in data entry and lapse in edit list checking, then also the responsibility aspect is to be looked into. However the items which are found actionable on scrutiny should be transcribed afresh and sent to DOII Cell where these items will be consolidated for PAO as a whole and sent to EDP as a separate batch with a unique batch No. in the next quarter.

6. 
Audit Rejections


The System audits all the DOs II, including the system generated Do II, before acceptance, with reference to the basic principles governed for admitting each item, excluding the audit of certificate. The DOs II not accepted in audit by the Computer are termed as Audit Rejections. These cases are to be examined by the PAO meticulously and remedial action initiated for clearance. The action taken by the Auditors on the rejected DOs II items should be recorded on the rejection listing. Test check to the extent of 100 % should be done on Audit cage items and 5% on Accounting cage DOs II by the SOs (A) /AAOs to ensure that necessary follow up action initiated by the Auditors. AOs /SAOs will exercise sample checks of the rejection listing every quarter. To understand and deal these rejections,   general audit checks incorporated in the programs for auditing the DOs II are furnished below:

· Duplicate occurrence

· Duplicate/overlap occurrence in respect of accounting cages 

· For promotion to a rank, the next below rank available and the individual is not holding equal or higher rank.

· For Up classification to a class, next below class is available and is not holding equal or higher class.

· The individual is Drawing pay and allowances on the date from which the Promotion, Appointment, Up classification and other allowances granted. (i.e. Audit cage should not be zero).

· Not a deserter on the crucial date of the grant.

· Allowance granted is admissible to the rank held.

Note: For an analysis of Audit rejections and case studies refer   chapter – 7  

SECTION-7

DO II Audit Rejections
Analysis of Audit Rejections

1    
A study of the Audit rejection reveals that audit rejections are mainly occurring in the following circumstances.
1.1.    
In IRLAs which are manually created but found certain vital information relating to Rank/Appt/Class/Gspay and its date of effect are not filled properly through the PIRM L-1 while opening the IRLA. This creates a situation where the pay details in audit cages will not be matching with the Line 01 information.  

1.2 In IRLAs where some Line 01 information is modified through PIRM C-1 with out properly assessing the error situation.

2 In view of the above, it is essential that the creation of PIRM-L1 and PIRM C-1 must be done by the Ledger GPs very carefully and all information filled should be correct and matching with the pay elements given in the Audit cage.  First general checking to be done by the LGs on audit rejections of any DO II is to verify the correctness of Army NO with the original DO II. This means, if the Army NO is incorrect, the Army NO of the rejected DO II should be modified with the correct Army NO and the list is to be sent back to EDP for re-cycling in the next QE and the matter ends with that. However if the rejection is found to have  taken place in spite of the correctness of the particulars given in the rejected DO II list, then checking will be on the following points to determine the root cause of the rejections. 

· Existing Rank/APPT/CLAS and correctness of corresponding Date of effect in the latest IRLA to see that it is valid and matching with the pay particulars available in the Audit cages. 

· Correctness of Date of Birth, Date of Muster, Date of Attestation, Date of  becoming NCO etc ..

3 A few typical illustrations in this respect is furnished in the Annexure-1 to Annexure- 5 of chapter-7. 

   Annexure- 1

PROMOTION DOs II REJECTIONS: Case Studies for standard Audit rejection reasons

Acting/Sub Rank in PIRM = 00/20 
:   Rejected DO II   – SBHAV from 01-08-01



The reason cited for the rejection is that the SB rank in the IRLA is SEP and hence it is not matching for the Hav promotion. Details in IRLA are the following: 

Line 01 information



Basic Pay details in AT cage       
--------------------------------                             ---------------------------------------

Pay GP   : Z




31-08-98: 3380 (SEP)

PA Rank: ZERO 



01-10-98: 3435

SB Rank: SEP:  02-03-81  


01-10-99: 3490


DNI        : 01-10-02



01-10-00: 3545








01-10-01: 3600


The basic pay stage available in the audit cage  is that of Sepoy rank and it matches with rank information also which means DO II of PANK rank is missing and is to be obtained and fed. The rejected HAV Promotion DO II is then to be re-cycled for action. 

2
Acting/Sub Rank in PIRM = 00/25   : Rejected DO II – TSNK from 25-03-01


The reason indicates that SB rank as per PIRM is TSNK which means there is no room for another TSNK promotion prima facie. . Details in IRLA are the following: 


Line 01 information



Basic Pay details in AT cage 

     --------------------------------                                    ------------------------------------
Pay GP   : Y




31-08-98: 3600 (SEP)

PA Rank: ZERO 



01-10-98: 3670

SB Rank: TSNK:  26-03-01 


01-10-99: 3740






01-10-00: 3810







26-03-01:  3934 (TSNK)








01-03-02: 4019

From the above it is clear that pay stage available in the audit cage is that of TSNK rank from a different date of effect (26-03-01).  The correctness of the both DOs II is to be ascertained from RO/Unit and the wrong one is to be got cancelled. Till that the rejected DO II is to be recycled.  

Note: In case a cancellation is received for the TSNK casualty of 26-03-01, the same will be effected in that quarter but the TSNK casualty of 25-03-01 will be again rejected with the above reason being older than the cancelled one. However the same will be automatically adjusted in the subsequent quarter if recycled again. 

3
Acting/Sub Rank in PIRM = 00/30: Rejected DO II – SBNK from 01-08-99



The reason indicates that SB rank as per PIRM is NK and PA rank is Zero. This situation happens in an IRLA opened manually if the information related to rank are not filled properly. Details in IRLA are the following: 


Line 01 information


     Basic Pay details in AT cage 

    --------------------------------                                             ----------------
Pay GP   : Y


 
01-12-99: 3595 (NK) - First Audit cage 

PA Rank: ZERO 


01-12-00: 3680

SB Rank: NK:  24-11-90 

01-12-01: 3765



DNI

:  01-12-02


Date of NK     : 19-12-98

The above information   indicates the following
· IRLA opened in QE 02/2000 with first audit cage from quarter begining date. 

· PA Rank field information is given as zero in PIRM L-1 where as it should have been filled with 30.
· SB rank date shown is wrong
· Pay drawn is in NK rank from 01-12-99 as per IRLA. INCR also tallies with the      Date of NK.


Solutions are the following:
· Initiate PIRM C-1 to make PA rank field as 30 (NK) and its date as 19121998.      Also make SB rank date field in PIRM as 01081999.
· Delete the rejected DO II. from the recycle batch.  
Note: PIRM C-1 is used in this case as the IRLA is on computer from a date after the rejected DO II and Pay of the rank is found drawn already correctly.
4
Acting/Sub Rank in PIRM = 00/40: Rejected DO II – SBHAV from 01-03-99


The reason indicates that SB rank as per PIRM is HAV and PA rank is Zero. Details in IRLA are the following: 

Line 01 information


Basic Pay details in AT cage 

--------------------------------               ------------------------------------

Pay GP   : Y



01-06-99: 3900 (HAV)- First Audit cage 

PA Rank: ZERO 


01-10-00: 4000

SB Rank: HAV:  24-04-93 

01-10-01: 4100


DNI:  01-10-02

The IRLA appears to be manually opened in QE 08/1999 with quarter beginning date with out PA rank field and its date. Instead the SB rank field and a wrong SB rank date field given. The drawl of HAV pay is found effected from 01-06-1999, i.e. the first audit cage available on computer. Accordingly the purpose of the rejected DO II is limited to updating the SBHAV date in PIRM with correct date and checking the Increment drawl etc and correcting it. Recommended solutions are the following:

· Initiate PIRM C-1 to make SB rank date field as 01-03-1999 as the present date in PIRM in this respect is wrong. 

· Delete the rejected DO II from the recycle batch.

· Check the hard copy of the  IRLA  and sheet roll to see any discrepancy in fixation of pay and if so correct it through adjustment  voucher up to 31-05-99 and the error situation thereafter through a REFIXP DO II as  on 01-06-1999 as a special case.

· Check the Increments drawn after 01-06-1999 and if the same is not correct determine the first INCR due after 01-06-1999 and feed it thru PIRM C-1 as the fresh DNI and in that event Cancel all existing INCRs existed in IRLA after 01-06-1999.

Note: PIRM C-1 is used in this case as the IRLA is on computer from a date after the rejected DO II and Pay of the rank is found drawn already in IRLA.

5
Acting/Sub Rank in PIRM = 30/20
: Rejected DO II- TSNK from 25-03-02


The reason indicates that PA rank is NK and SB rank SEPOY. Details in IRLA are the following:
Line 01 information



Basic Pay details in AT cage 

--------------------------------                                             -----------------------

Pay GP   : Y



 
15-07-98: 3595 (NK) 

PA Rank: NK: 26-10-96 


01-10-98: 3680

SB Rank: SEP:  23-02-87 


01-10-99: 3765








01-10-00: 3850







01-10-01: 3935

From the above details, it will be seen that NK rank pay is drawn in IRLA from the beginning. Therefore the TSNK promotion from 25-03-02 needs clarification from RO/Unit, pending which it should be retained in the recycle batch   

6
Acting/Sub Rank in PIRM = 30/30
: Rejected DO II - SBNK from 01-03-99 


The reason indicates that PA rank and SB rank is NK in PIRM. Details in IRLA are as under.

Line 01 information



Basic Pay details in AT cage 

--------------------------------                                             -----------------------

Pay GP   : Y

         


First AT cage 01-09-99: 3850 (thru 






REFIXP DO)
PA Rank: NK:  05-08-99 


01-01-00: 4020 (thru REFIXP DO)

SB Rank: NK:  01-04-98 


01-12-00: 4105








01-12-01: 4190


It will be seen from the above that the IRLA was opened as a transfer-in IRLA in QE 11/1999 with out correct pay details and rank information. Thus two times, pay revised thru REFIXP DO II in the pay scale of NK rank to make the pay correct. This has to be reviewed again to see its correctness. How ever the drawl of NK pay is found effected from 01-09-1999, i.e. the first audit cage available on computer. Accordingly the purpose of the rejected DO II is limited to updating the SBNK date in PIRM with correct date and checking the Increment drawl etc and correcting it. Recommended solutions are the following:

· Initiate PIRM C-1 to make SB rank date field and PA rank field with correct dates obtained from RO/Unit.

· Check the hard copy of the IRLA and sheet roll to see any discrepancy in fixation of pay and if so correct it through adjustment voucher up to 31-08-99 and then correct the error situation thereafter through a REFIXP DO II as on 01-09-1999 as a special case after canceling the original REFIXP DO II already adjusted on 01-09-1999 and 01-01-2000.

· Check the Increments drawn after 01-09-1999 and if the same is not correct determine the first INCR due after 01-09-1999 and feed it thru  PIRM C-1 as the fresh DNI and in that event cancel all existing INCRs existed in IRLA after 01-09-1999.

· Delete the rejected DO II from the recycle batch.

7
Acting/Sub Rank in PIRM = 30/30
: Rejected DO II - PANK from 16-05-99


The reason indicates that rank PA rank and SB rank is NK in PIRM. Details in IRLA are as under.

Line 01 information



Basic Pay details in AT cage 

--------------------------------                             -----------------------

Pay GP   : Y



 
01-07-98: 3530  

PA Rank: NK:  11-05-99 


31-08-98: 3530 (AB)

SB Rank: NK:  07-12-99 


01-09-98: 3530


DNI: 11-05-03


01-10-98: 3600(INCR)

 





01-01-99: 3600







01-05-99: 3600








01-04-02: 3600


It will be seen from the above; pay received is that of SEP rank where as the rank shown is NK in PIRM. Again Increments in the year 1999, 2000, 2001, and 2002 not adjusted.  These are rejected as RJC rejection .because of mismatch in pay and rank. A review of IRLA indicates the following:

Promotion to PANK on 04-04-99 cancelled

Promotion to SBNK on 16-04-99 cancelled

Promotion to PANK on 11-05-99 cancelled

Promotions to SB NK on 07-12-99 stands accepted but not pay drawn   

Promotion to PANK on 16-05-99 now received rejected 

Against the above back ground, the sheet roll is to be checked and if PANK of 16-05-99 now rejected stands as the final promote DO II the following action needs to be taken

· Initiate PIRM C-1 to initialize (to make zeros) PA rank field and corresponding date field by feeding 88 and 88888888 respectively in those fields. Also through  the same PIRM C-1 make the SB rank field as 20 and SB rank date  as  either the attestation date or muster date depending upon its first occurrence to make it match with the pay details of AT cage.

· Feed a ATCORR DO II as on 01-01-1999 to activate all the promotion and cancel DOs II lying in DOON from 04-04-199 afresh.

· Recycle the rejected DO II.
8
Acting/Sub Rank in PIRM = 40/20
: DO II rejected - SBHAV from 01-08-99

This reason indicates that as per the IRLA the PA rank is Hav and SB rank is SEPOY. Details in IRLA are the following.

Line 01 information



Basic Pay details in AT cage 

--------------------------------                              -----------------------

Pay GP   : Y



 
23-08-98: 4000 (HAV) 

PA Rank: HAV: 01-09-95 


01-05-99: 4100 

SB Rank: SEP   : 23-03-83 


01-05-00: 4200


DNI        : 01-05-03


01-05-01: 4300






01-05-02: 4400


It will be seen from the above that pay drawn is that of HAV rank and it is now a question of updating the SB Rank field and its Date field as that of SBHAV rank information. Solutions recommended are the following

· Initiate a PIRM C-1 for modifying the SB Rank field as 40 and corresponding SB Rank Date field with that of HAV rank date available in the rejected DO II. after verifying the correct position from IRLA/Sheet Roll etc.

· The rejected DO II there after can be deleted from the re-cycle batch.     

· Check the hard copy of the IRLA and sheet roll to see any discrepancy in fixation of pay and if so correct it through adjustment voucher up to 31-08-98 and the error situation thereafter through an AB audit cage as on 31-08-1998 with a supporting ATCORR DO II as on 31-08-1998.

· Check the Increments drawn after 01-09-1998 and if the same is not correct determine the first INCR due after 01-09-1998 and feed it thru PIRM C-1 as the fresh DNI and in that event cancel all existing INCRs existed in IRLA after 01-09-1998.

9
Acting/Sub Rank in PIRM = 40/25: DO II rejected –SBHAV from 01-04-01
This reason indicates that as per the IRLA the PA rank is Hav and SB rank is TSNK, which means some thing wrong with SB rank field and its Date. Details in the IRLA are as under.
Line 01 information



Basic Pay details in AT cage 

--------------------------------                             -----------------------

Pay GP   : Y



 
01-08-98: 3765 (NK) 

PA Rank: HAV   :  01-04-01 


01-08-99: 3850 

SB Rank: TSNK:  12-04-97 


01-08-00: 3935


DNI: 01-04-03


01-04-01: 4100 (HAV)







01-04-02: 4200


As the pay drawn is that of HAV rank from 01-04-01, the task now remains is to update the SB Rank field and its date to match with the rejected DO II. Rectifications suggested are the following.

· Obtain the correct SBNK date from RO/Unit and initiate a PIRM C-1 to fill SB rank field as NK and SB rank date field as the NK date. Also obtain correct PANK date and use it to fill the NCO date field in PIRM thru PIRM C-1.
· Recycle the rejected DO II.
10
Acting/Sub Rank in PIRM = 40/30
: DO II rejected PAHAV from 16-11-01


The reason indicates that as per IRLA paid acting rank is HAV and substantive rank NK. Particulars of IRLA are the following

Line 01 information



Basic pay details in at cage 

 --------------------------------                            -----------------------

Pay GP   : Y




01-07-98: 3800

PAHAV: 02-03-98 



01-03-99: 3900

SBNK    : 19-03-97



01-03-00: 4000


DNI        : 01-03-03



01-03-01: 4100







01-03-02: 4200 


 Pay of PAHAV with increments is found already being admitted in IRLA from a date different other than the from date of the rejected DO II. This is to be referred to RO/Unit to check correctness of both DO II and cancel the irregular one the current DO II is to be recycled till a clarification is received. 

11.     Acting/Sub Rank in PIRM = 40/40
: DO II rejected - SBHAV from 01-08-99 


This reason indicates that as per the IRLA the paid acting rank is Hav and substantive rank is also Hav. Particulars of IRLA are the following

Line 01 information



Basic pay details in AT cage 

--------------------------------                              -----------------------

Pay GP   : Y




01-07-98: 3850 this is NK Pay

PAHAV: 01-05-96 



01-04-02: 3850 (NK PAY)

SBHAV: 16-07-83






DNI        : 01-10-02



INCR on 01-10-98, 01-10-99

Date of NK: 01-05-96



01-10-00, 01-10-01 not adjusted

Date of attestation: 16-07-83

 
It will be seen from the above particulars, although the rank of the PBOR got updated in advertantly as 40 (HAV) at some stage through PIRM C-1  the dates of rank are  that of old NK ranks and the pay drawn is that of NK pay stage with out any increments. Increments not found adjusted due to the mismatch in rank and pay. Follow up action required are the following:

· Initiate PIRM C-1 for making PA rank field as 30 and SB rank field as 20 to match with the pay and the concerned dates. No change in Rank Dates is necessary as they are found correct. 

· Determine first INCR due after 31-08-98 in NK rank taking into account the migration to new pay and if it is different from that of existing INCRs make it  DNI through PIRM C-1. Cancel the existing INCRs occurred after this new DNI through DO II insertion format.         

· If the basic pay as on 31-08-98 needs to be corrected in NK rank the same is to be done through an AB audit cage and supporting DO II with description “ATCORR” as on 31-08-1998. 

· Recycle the rejected DO II.

· Feed Adjustment voucher for any difference in pay, INCR up to 31-08-98.

12. 
Acting/Sub Rank in PIRM = 60/50
: DO II rejected -PASUB from 09-10-01 

Particulars of IRLA are the following


Line 01 information



Basic pay details in AT cage 

            --------------------------------                              -----------------------

Pay GP   : Y




01-07-98: 5620 NBSUB

PASUB: 01-07-99 



01-10-98: 5760

NSUB    : 01-08-96



01-07-99: 6600 PASUB


DNI        : 01-07-02



01-07-00: 6770








01-07-01: 6940



Pay of PASUB is found adjusted in IRLA from 01-07-99. Thus the issue of another Promotion DO II to PASUB rank from 09-10-01 needs clarification from RO/Unit and therefore to be taken up with them to cancel the wrong one. Till such time this is to be re cycled.

13
Acting/Sub Rank in PIRM = 60/60
: DO II rejected- PASUB from 01-07-01 

Particulars of IRLA are the following.

Line 01 information



Basic pay details in AT cage 

--------------------------------                            -----------------------

Pay GP   : Y




19-08-98: 6600 PASUB

PASUB: 30-01-91 



01-10-98: 6770

SBSUB: 01-04-93



01-10-99: 6940 


DNI        : 01-10-02



01-10-00: 7110








           01-10-01: 7280




Pay of PASUB is found to be adjusted from the beginning in IRLA. Thus the issue of second Promotion DO II to PASUB rank from 01-07-01 needs clarification from RO/Unit and therefore to be taken up with them to cancel the wrong one. Till such time this is to be re cycled.

14.
Substantive rank in PIRM = 50
:   DO II rejected 
- NBSUB from 01- 12-01

Particulars of IRLA are the following.
Line 01 information



Basic pay details in AT cage 

--------------------------------                              -----------------------

Pay GP   : Y




01-07-98: 4200 (HAV)

PA Rank field Zero 



01-11-98: 4300

SB Rank: NBSUB: 13-11-01


01-11-99: 4400  


DNI        : 01-11-02



01-11-00: 4500 








           
01-11-01: 4600







13-11-01: 5620 (NBSUB)



Pay of NSUB is found adjusted in IRLA from 13-11-01. Thus the issue of second Promotion DO II to NBSUB rank from 01-12-01 needs clarification from RO/Unit and therefore to be taken up with them to cancel the wrong one. Till such time this is to be re cycled.

15. 

DESERTER CASE: DO II rejected - All Promotion DOs II 

Promotion DOs II gets rejected if the status of IRLA is Deserter. Matter is to be referred to RO/unit to ascertain the existence of any casualty for rejoining from Desertion is notified and if so the same is to be obtained and fed through DO II insertion format. The rejected DO II is then to be re-cycled. 

* end of Annexure – 1 *











   Annexure- 2
Illustrations on APPOINTMENT DOs II REJECTIONS against standard rejection reasons

1
Irregular APPT-PIRM-SRANK/ARANK = 
20/00
Rejected DO II:   APPT as L/HAV from 01-09-01


Details in IRLA are the following

Line 01 details
Pay details in audit cage

--------------------                                                ----------------------------------

GP – Y                                                               Date        BP     APPT Pay

SB Rank: Sep from 26-12-96
01-07-98: 3250 + 0



PA Rank: 00     : 00000000
01-10-98: 3320 + 0

ATTEST
   : 26121996


   01-10-99 : 3390 + 0

DNI: 10-10-02



   
   01-10-00: 3460 + 0

                                                                           01-10-01: 3530 + 0


It will be seen from the above that the rank in PIRM is SEP and Pay received is that of Sep rank. For admitting L/HAV appointment, the PBOR should have the rank of NK, which means the availability of promotion DO II to NK rank is to be ascertained from the Record Office. Thus solutions recommended are the following.

· Call for the NK promotion DO II and feed through DO II insertion format. 

· Recycle the rejected L/HAV DO II. as it is matching now with the rank 

2
Irregular APPT-PIRM-SRANK/ARANK = 
30/00 

Rejected DO II:   APPT as CHM from 15-07-01


Details in IRLA are the following

Line 01 details
Pay details in audit cage

--------------------                                                ----------------------------------

GP – Y                                                                Date        BP      APPT Pay

SB Rank: NK from 01-07-90
31-08-98: 3935 + 50



PA Rank: 00     : 00000000
27-09-98: 3935 + 0

ATTEST            : 20-12-1980

   
   01-05-99: 4020 + 0 


DNI                    : 27-05-03


   01-05-00: 4105 + 0

NCO Date          : 01-07-90                               01-05-01: 4190 + 0

                                                                           01-05-02: 4275 + 0

It will be seen from the above that the rank in PIRM is NK and Pay received is also that of NK. How ever the APPT granted is CHM which can be given to those holding the rank of HAV only.   Accordingly solutions recommended are the following.

· Get the DO II for HAV promotion and feed. 

· Recycle the rejected CHM DO II which will be now matching with the rank.

3
Irregular APPT-PIRM-SRANK/ARANK =
30/40
Rejected DO II: APPT L/HAV from 01-08-01

Details in IRLA are the following

Line 01 details


Pay details in audit cage

-------------------                                  ----------------------------------

GP: Y




Date               BP   + APPT
SB Rank: NK from 01-05-98

05-08-98    :  3700 + 0 

PA Rank: HAV from 13-4-97           01-10-98    :  3800 + 0

NCO Date: Zero


01-10-99    :  3900 + 0  


DNI        : 10-10-02 


01-10-00    :  4000 + 0






01-10-01    :  4100 + 0







From the above details it is evident that PBOR is receiving the HAV pay and is PAHAV from 13-04-97. Thus grant of L/HAV APPT is to be rejected under intimation to RO/Unit for further clarification and action.  

4
Irregular APPT-PIRM-SRANK/ARANK =
40/40

Rejected DO II: APPT L/HAV from 21-09-01

Details in IRLA are the following

Line 01 details


Pay details in audit cage

--------------------                                 ----------------------------------

GP: Y




Date               BP   + APPT
SB Rank: HAV from 01-08-00
13-07-98    :  3765 + 0 

PA Rank: HAV from 01-08-00          01-10-98    :  3850 + 0

NCO Date: 26-03-96


01-10-99    :  3935 + 0  


DNI           : 01-08-02 


01-08-00    :  4100 + 0

01-10-00    :  4200 + 0







01-10-01    :  4300 + 0


From the above particulars, it is clear that the PBOR is having from 01-08-00 as per PIRM and AT cage. The issue is to be referred to RO for verification and cancellation of the wrong publication.

 Further from the AT cages it is seen that two INCRs adjusted on 01-10-00 & 01-10-01 in Hav rank. In case the promotion to HAV rank is correct then the INCRs on 01-10-00 and 01-10-01 is to be cancelled and the DNI in PIRM is to be modified as 01-08-01 thru PIRM C-1.






* end of Annexure – 2 *











Annexure-3


Illustrations on GS PAY DOs II Rejections against standard reasons 

1
Date of Promot to NCO < 3 Years, NCO Date = 010801
Rejected DO II:  Grant of GSPAY First rate from 12-08-01


Details in IRLA are the following

Line 01 details
Pay details in audit cage

--------------------                                                ----------------------------------

GP - Y

SB Rank: NK   : 01-04-99
04-07-99: 3510 (TFRIN)- First AT



PA Rank HAV: 01-08-01
01-08-99: 3595 (REFIXP- NK Pay)

NCO Date (NK): 00000000

   
   12-08-99: 3680 (REFIXP)


DNI                    : 01-04-00


   01-01-00: 3680 (REFIXP)

GS Pay Code      : Zero


   01-08-00: 3765 

GS Pay Date       : Zero


   01-08-01: 4000 (PAHAV)


From the above particulars it will be seen that the IRLA is a transfer-in IRLA and is a manually created one with insufficient information and pay has been corrected using the REFIXP DO II thrice with the result PIRM line 01 information is not correctly developed. And in the “NCO” date field in PIRM zero is found. Again the DNI (01-04-00) is also appears to be wrong. Follow up action proposed are as under

· Get the PA NK date and update the NK Date field in PIRM with that date thru PIRM C-1.

· Recycle the rejected GS Pay DO II

· Modify the DNI thru PIRM C-1 as 01-08-02 as pay has been found fixed in Hav rank on 01-08-2001. If any INCR is found printed in IRLA on after 01-08-2001 it should be canceled.     

2         Date of Promot to NCO < 6 Years NCO Date = 01-02-1996


Rejected DO II:  Grant of GSPAY second rate from 01-01-02


Details in IRLA are the following

Line 01 details
Pay details in audit cage

--------------------                                                ----------------------------------

GP - Y





GS pay Rs 32 reflected in 

SB Rank: HAV   : 23-08-98


Audit cages from 01-02-99 


PA Rank HAV       : 23-08-98


onwards

NCO Date (NK)   : 01-02-96  

GS Pay code: 1 from 01-02-1999
From the above details, it is evident that grant of second GS pay is with in 6 years  of the NCO Date and is not in conformity with the first rate. Hence DO II should be rejected citing the appropriate reason to RO/Unit for cancellation.   


Note:  It appears that if the date in the rejected DO II is 01-02-02, it will match with the NCO date as well as the date of first rate of GS Pay grant. This has to be looked into by the RO for further action.  .

3 Drawing Zero rate as per PIRM


Rejected DO II: Grant of GS Pay Third rate from 01-01-02

Details in IRLA are the following

Line 01 information 



Pay details in AT cage

------------------------



----------------------------

SB NK   : 01-03-94



      BP     GS

PAHAV: 16-07-00                           
01-07-98: 3850 + 0 (NK)

NCO Date: Zeros


01-01-99: 3920 + 0

GS Pay Code: zero


01-01-00: 3990 + 0


GS Pay Date: Zero


16-07-00: 4100 + 0 (HAV)

Pay Gp           : Z


01-07-01: 4185 + 0

It will be seen from the above details that GS pay first & second rate is not adjusted in the IRLA so far, which is a pre-condition for adjusting third rate. Follow up action are as under

· Obtain  and feed GS Pay grant DO II for first & second rate from RO/Unit 

· Obtain the PANK date and initiate PIRM C-1 for inserting it as NCO date   in PIRM. The field is zero at present.

· If the First GS Pay is a back dated one which most probably may be in this case, prepare an AB audit cage as 31-08-1998 incorporating the Fist GS pay element therein. Also prepare an adjustment voucher for the arrear for First GS pay from its date to 31-08-1998.

· Recycle the rejected DO II.   

4 Drawing First rate as per PIRM


Rejected DO II: Grant of GS Pay Third rate from 10-05-01

Details in IRLA are the following

Line 01 information 



Pay details in AT cage

------------------------



----------------------------

SB HAV   : 01-04-97




       BP     GS

PAHAV    : 25-04-97                         
            01-09-98: 4000 + 32

NCO Date: 10-05-92



01-10-98: 4100 + 32

GS Pay Code: 1



01-10-99: 4200 + 32


GSPay Date: 10-05-95


01-10-00: 4300 + 32

DNI: 01-10-02




01-10-01: 4400 + 32

It will be seen from the above details that GS pay second rate is missing in the IRLA, which is a pre-condition for adjusting third rate. Follow up action are as under

· Obtain and feed GS Pay grant DO II for second rate from RO/Unit.

· If the second GS Pay is a back dated one which most probably may be in this case, prepare an AB audit cage as 31-08-1998 incorporating the Second GS pay element therein. Also prepare an adjustment voucher for the arrear for second GS pay from its date to 31-08-1998.

· Recycle the rejected DO II.   

· It will see from the Line 01 information that the date of SB Hav is prior to PA Hav, which is an error situation. Accordingly a PIRM C-1 is to be initiated to rectify this error situation after verifying the correct dates from the RO.  

5 Already Drawing First rate as per PIRM

Rejected DO II: Grant of GS Pay first rate from 06-01-01

Service and pay particulars in the IRLA are as under:

Line 01 information 



Pay details in AT cage 

---------------------------------                            ----------------------------

GP – Y




Rs 32 reflected in AT cage 


SBHAV: 01-04-01



from 01-02-01



PAHAV: 01-04-01 

NCO Date: 01-02-98

GS Pay Code: 1

GS Pay Date: 01-02-01

From the IRLA, it will be seen that GS pay first rate of Rs32 is being drawn from 01-02-01, i.e. from a different date, which incidentally is found in conformity with the NCO date. Accordingly the rejected DO II is to be intimated to RO/Unit for verification and cancellation. And till that this is to be kept pending.   

6 Already Drawing second rate as per PIRM

Rejected DO II: Grant of GS pay First rate from 01-06-98

Service and pay particulars in the IRLA are as under:

Line 01 information 



Pay details in AT cage 

---------------------------------                             ----------------------------

GP – Y




Rs 64 reflected in AT cage

SBHAV: 01-07-98



from 01-06-01
as GS Pay. 


PAHAV   : 04-07-98 





NCO date: 01-06-95

GS Pay code: 2 


GS Pay Date: 01-06-01


Since GS pay second rate (Rs 64) is being paid in the IRLA from 01-06-01 and the GS Pay code in PIRM is 2, the issue to be tackled is non- payment of  First rate up to 31-05-01. A review of the computerized IRLA reveals that first rate is missing from 31-08-1998 due to some reason or other. After verifying the Adjustment Vouchers etc to see that the first rate has not been paid earlier the solution recommended are the following.

· Feed an AB audit cage as on 31-08-98 incorporating GS Pay element of 32 apart from other pay elements already available and due on 31-08-1998.

· Feed an insertion DO II with description “ATCORR’ and date “31081998”

· Feed Adjustment voucher for arrears of GS pay from 01-06-98 up to 31-08-98 with description GSPAY.

· Delete the rejected DO II from the recycle batch as this has been taken care thru AB Audit cage etc. 
7
Already Drawing Third rate as per PIRM
Rejected DO II: Grant of GS pay Third rate from 02-03-95

Service and pay particulars in the IRLA are as under:

Line 01 information 



Pay details in AT cage 

---------------------------------                                  ----------------------------

GP – Y





Rs 96 reflected in AT cage

 
      SBHAV: 01-07-91



on 31-08-1998 but from  


PARank : 00 




01-09-1998 GS Pay is Zero 


      NCO date: 02-03-86



in audit cage 





      GS Pay code: 3 from 02-03-95 


                  GS Pay Date: 02-03-95



This is a case where a back dated GS Pay DO II fed for adjustment of GS Pay but no corresponding AB Audit cage fed. As the line 01 information is already updated with the GS Pay third rate, the same if fed again will be rejected. Hence the following suggested:

· Feed an AB audit cage as on 31-08-98 incorporating GS Pay element of 96 apart from other pay elements already available and due on that date.

· Feed an insertion DO II with description “ATCORR’ and date “31081998”

· Feed Adjustment voucher for arrears of GS pay from 02-03-95 up to 31-08-98 with description GSPAY, if not already fed in the earlier occasion..

· Delete the rejected DO II from the recycle batch as this has been taken care thru AB Audit cage etc and ATCORR DO II. 

8
Rank Code in PIRM Not 30 or 40

Rejected DO II: Grant of GS pay First   rate from 01-02-01

Service and pay particulars in the IRLA are as under:

Line 01 information 



Pay details in AT cage 

---------------------------------                                  ----------------------------

GP – Z






       BP     GS 

SB Rank       : SEP: 18-08-83


 31-08-98: 3490 + 0


PA Rank       : 00 




 01-10-98: 3545 + 0


      NCO date      : Zero


 
 01-10-99: 3600 + 0




      GS Pay Code: zero



 01-10-00: 3655 + 0

                  GS Pay Date: zero                                                 01-10-01: 3710 + 0

                  DNI                : 01-10-02


IRLA details given above indicate that the rank and pay are that of SEP and hence the GS Pay grant has been rejected as GS Pay is admissible to only NCOs. Follow up action recommended are the following:
· Obtain the DO II for promotion to NK rank from RO/Unit and feed.

· If the NK DO II is a back dated DO II, feed an AB audit cage as on 31-08-1998 reflecting NK pay and allces as on 31-08-1998. Also feed an adjustment voucher for the arrears due on fixation of NK pay from its date up to 31-08-1998. 

· Recycle the rejected DO II.  

9
Invalid Date of becoming NCO in PIRM
Rejected DO II: Grant of GS pay First   rate from 11-09-01
Service and pay particulars in the IRLA are as under

Line 01 information 



Pay details in AT cage 

---------------------------------                                  ----------------------------

GP – Y





  

BP GS 

SB Rank  : NK : 01-06-99


 24-05-99  : 3510 + 0


PA Rank  : NK : 11-09-98


 01-09-99  : 3595 + 0

NCO date : Zero




 01-09-00  : 3680 + 0


GS Pay Code : zero



 01-09-01  : 3765 + 0

GS Pay Date : zero

The IRLA is a transfer in IRLA and while creating the PIRM the NCO (NK) date is filled with Zeroes. This is the reason with which the DO II rejected. Solution will be as under:

· Initiate PIRM C-1 to insert the NCO (NK) date field with the date of PA NK, i.e. in this case 11-09-1998.

· Recycle the rejected DO II.  

* end of Annexure – 3 *

Annexure - 4
Illustrations on UPCLAS DO II rejections 






1
Class in PIRM = Class in DO II

Rejected DO II  : 
UPCLAS  To CLAS-2 in GP-Y from 01-09-98 

Service and pay particulars in the IRLA  are as under:

Line 01 information 



Pay details in AT cage 

---------------------------------                             ----------------------------

GP – Z         : COOKU


           BP +  Cl pay

SB RANK: SEP: 01-09-92

 01-08-98  : 3545 + 20


PA Rank: HAV  : 01-11-99 

 01-10-98  : 3600 + 20

Class Pay code: 2 from 06-03-98
 01-10-99  : 3655 + 20 
    






 01-10-
00  : 3710 + 20







 
 01-10-01  : 3765 + 20



As per the IRLA, the PBOR is in Pay GP-Z and clas-2 pay is already getting. Hence, the rejected DO II which is for UPCLAS 2 in a different Pay GP- Y needs to be referred to RO/Unit for action and can be deleted from the recycle batch.

2
Invalid Class date in PIRM
Rejected DO II  : 
UPCLAS  To CLAS-1 in GP-Y from 02-08-01 

Service and pay particulars in the IRLA are as under:

Line 01 information 



Pay details in AT cage 

---------------------------------                        ----------------------------

GP – Y : INFSOL



           BP + Cl pay

SB RANK : SEP  : 27-08-97

 30-08-98  : 3250 + 0


PA Rank    : Zero: 
 

 01-10-98  : 3320 + 0

Class Pay code : Zero  

 01-10-99  : 3390 + 0 
    

Class date          : Zero 

 01-10-
00  : 3460 + 0



ATTEST date    : 27-08-97

 01-10-01  : 3530 + 0


Since the class pay code and Class pay date in PIRM is Zero, it is evident that the   master has not been updated properly with the initial muster stage and subsequent up class stage. Hence subsequent up classification is getting rejected. Follow up action are as under.

· Obtain initial muster class and date and update the Class pay code and class pay date with that through PIRM C-1

· Obtain the DO II of  UPCLAS to Class- 2 and feed.

· Recycle the rejected DO II.

3
Invalid DN Classification. Class in PIRM = 1

Rejected DO II: DNCLAS, GP-Y, CL-1 from 11-10-00

Service and pay particulars in the IRLA  are as under:

Line 01 information 



Pay details in AT cage 

---------------------------------                                  ----------------------------

GP – Y 





          BP + Cl pay

 
      SB RANK : SEP  : 26-04-94

 01-07-98  : 3250 + 150


PA Rank    : Zero  : 
 

 01-10-98  : 3320 + 150


      Class Pay code: 1   


 01-10-99  : 3390 + 150 
    

      Class Pay date : 22-02-98


 01-10-
00  : 3460 + 150






             01-10-01  : 3530 + 150


The classification achieved by the PBOR as per the IRLA is “one” from 22-02-98. Thus Down classification in DO II should have been “Two”. The DO II is there fore to be rejected to the RO/Unit for action. 

4         Invalid UP Classification.   Class in PIRM =3

Rejected DO II  : UPCLAS, GP-Z, CL-1 from 07-12-01

Service and pay particulars in the IRLA  are as under:

Line 01 information 



Pay details in AT cage 

---------------------------------                                  ----------------------------

GP – Z , Category : Barber 



BP + Cl pay 

SB RANK : SEP  : 20-05-85

 01-07-98  : 3435 + 40


PA Rank    : Zero  : 
 

 01-10-98  : 3490 + 40

Class Pay code : 2   


 01-10-99  : 3545 + 40 
    

Class Pay date : 10-12-01

 01-10-
00  : 3600 + 40

                                                 20-06-01  : 3600 + 0





 01-10-01  : 3655 + 0





 10-12-01  : 3655 + 20





As per the IRLA, Class is 2 from 10-12-01 and class pay of Rs 20 found paid from 10-12-01. Again the IRLA shows that class pay of Rs 40 paid up to 19-06-01. This is incorrect and has to be corrected (cl pay 40 to be removed in AB ) through an AB AT cage  and supporting ATCORR DO II. 


Again the Upclas DO II  to class 1 from 07-12-01 is rejected by the computer as on that date class is not 2. This  can be a date error either in the current DO II or in the earlier DO II. Thus this is to  be referred to RO for necessary action.    

5
UPCLAS to Another Group impossible. PIRM GP - Z

Rejected DO II: UPCLAS, GP-Y, CL-2 from 01-09-98

Service and pay particulars in the IRLA are as under:

Line 01 information 



Pay details in AT cage 

---------------------------------                            ----------------------------

GP – Z, category : COOKU


 Date from     BP + Cl pay

SB RANK : NK  : 01-08-01


 31-08-98  : 3380 + 20


PA Rank    : NK  : 01-08-01
 

 01-10-98  : 3435 + 20

Class Pay code : 3   



 01-10-99  : 3590 + 20 
    

Class Pay date : 30-11-94


 01-10-
00  : 3545 + 20








 01-08-01  : 3640 + 20

As per the IRLA the Pay group is Z and accordingly the Upclas  in Pay GP Y is irregular. Original DO II to be checked to ensure that there is no error in Data Entry of GP information. Solutions are as under:
· If the GP in rejected DO II is found as a Data Entry Error, the same to be corrected and recycled otherwise to be rejected to RO/Unit.

· As the class pay code in IRLA is three, payment of Class pay of Rs 20 is incorrect. This has to be corrected through an AB Audit cage and supporting ATCORR DO II, after verifying the status.

* end of Annexure-4 *







Annexure- 5

Illustrations on MUSTER/ATTEST DOs II Rejections



1
Already attested as per PIRM

Rejected DO II  : ATTSAM, GP-Y, INFSOL from 01-03-02

Service and pay particulars in the IRLA are as under:

Line 01 information 


Pay details in AT cage

-------------------------------     
 
------------------------------

GP- Z, category- WTRM

01-07-98 : 3050

SB Rank : SEP : 20-03-98

01-03-99 : 3105

Attested : 20-04-98


01-03-00 : 3160


Muster   : 20-03-98


01-03-01 : 3215

                                                            01-03-02 : 3270


From the IRLA particulars, it will be clear that attestation already taken place on 20-04-98 in Pay GP- Z and pay drawl is taking place in pay Gp-Z. The DO rejected is for attestation in Pay GP-Y from 01-03-02, i.e. after four years of earlier attestation. The DO II is to be rejected to RO/Unit for reconciliation and to decide to cancel the wrong one.

2
Attested earlier as per PIRM

Rejected DO II  : ATTSBM, GP-Y from 07-11-01

Service and pay particulars in the IRLA are as under:

Line 01 information 


Pay details in AT cage

-------------------------------      

------------------------------

GP- Y

 


23-04-00 : 3250

SB Rank : SEP : 23-01-01

01-01-02 : 3320

Attested : 23-01-01





Muster   : 23-04-01




DNI       : 23-01-03



The IRLA reveals that attestation already effected in the IRLA from a different date other than the rejected DO II. Thus the rejected DO II is to be referred to RO for canceling the wrong one.


3
Mustered earlier as per PIRM
Rejected DO II  : MUSTER - GP-Y – CL-3 – INFSOL  from 31-01-02

Service and pay particulars in the IRLA are as under:

Line 01 information 


Pay details in AT cage

-------------------------------      
              ------------------------------

GP- Z, Category WTRM

31-01-01 : 3250 - Enrol

SB Rank : Sep : 30-03-01

30-03-01 : 3050 – Muster GP-Z

Attest GP-Y: 11-09-01

11-09-01 : 3250 – Attest GP-Y

Muster GP-Z: 30-03-01

DNI : 30-03-03

Class : 3 from 30-03-01           


This is a case where muster took place in GP-Z and attestation in GP-Y , due to which pay drawl is not correct in  IRLA. Course of action suggested is to get  the correct Pay GP from RO/Unit and update all PIRM information including DNI and pay details manually as a special case.  

4
NOT yet initially Mustered
Rejected DO II: OWNMST - GP-Z – CL-2 – WTRM 09-01-02

Service and pay particulars in the IRLA are as under:

Line 01 information 



Pay details in AT cage

-------------------------------      
              
------------------------------

SB Rank : Recruit : 26-03-01

26-03-01 : 2440 – Enroll


As per the IRLA no attestation and normal mustering received and adjusted. Hence the DO II for “OWNMST” is to be rejected to RO/Unit and the DOs II for ATTEST and MUSTER is to be called for and fed.  

* end of chapter - 7 *

SECTION-8

DO II-RJC Rejections
AUDIT CAGE GENERATION REJECTIONS (RJC)
1          DO II rejected at the   Audit cage generation stage of the processing is called as RJC rejections. Lists of these DO II rejections are listed to the PAO by the EDP Centre in every quarter for follow up action.   As the Part II order rejected at this stage is accepted by the System in audit, the same gets printed in the IRLA/QSA with out any financial effect. Thus it may be stated that in the case of Promotion/Appointment DO II rejected as RJC, PIRM Line 01 information also gets updated with out giving any financial effect in the IRLA. Thus it is most important on the part of the PAO to go thru the RJC rejections and take steps to adjust the RJC DO II in the immediate subsequent quarter so that the inconsistency in the IRLA between financial element in the Audit cage and the PIRM Line 01 information can be eliminated and complaints from the PBOR avoided. This will also eliminate chances of further rejections of DOs. 

2  In the recently held workshops on the Pay System of JCOs/ORs, a demand for circulating specific solutions for the RJC rejections were raised by many PAOs representatives for easy reference. Accordingly, a broad guideline for clearance of the RJC rejections is prescribed in the Annexure-A to J enclosed for the following main RJC rejections. The solutions given in these cases are very simple and there are no calculations of the arrear on the part of the Ledger GPs for any correction initiated by them for the period for which history file is maintained on Computer, i.e. from 01-09-1998. What matters most important in clearance of RJC rejection is to find out the root cause of the error situation and when it occurred. It will be evident from the examples cited that if more than one RJC rejection exists for an Army NO, then action is warranted only generally on the oldest DO II after an analysis of the IRLA and the rest of the cases for that Army NO will be automatically settled. 
2.1 Base Audit cage not in ATON file


-
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2.2 Pay wrong – No Stage



-
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Corresponding Audit cage not found in ATON
-
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2.3 Pay Less than slab
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2.4 Pay greater than slab
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2.5 Error in generation of Audit Cage
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2.6 PIRM  GROUP – X or Y or Z / Rank 10 not in Table
Annexure-G

2.7 NON-ZERO Audit cage not found in ATON  

Annexure-H

2.8 AB Audit cage not found in ATON
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2.9        Pay reached maximum




Annexure-J

3 As the RJC rejections are related to the Audit cage items, hundred percent checking by the SO (A)/AAO of the Ledger Group is mandatory as a post audit while clearing these cases.  Sample checking of the IRLAs by the AO/SAO is also prescribed as a post audit so as to ensure that RJC rejections are cleared by the Ledger GPs promptly and correctly. 

4 In the illustrations given in this book, a dummy DO II with description “ATCORR” has been introduced for handling the RJC rejections with a view  to limit the drawl of audit cage to beginning stage error so as avoid the existing practice of feeding of all audit cages manually and working out arrears manually for the period for which DO II history file is maintained on Computer. It is stressed that ATCORR DO II can be given only for an existing audit cage in IRLA and essential information to be furnished for this  DO are  the following.

4.1 Description 

: ATCORR

4.2 Date of effect

: As explained in the illustrations

4.3 DO2 Number

: 08888888

4.4 DO2 year

: Year in which fed

4.5 DO2 Date

: Date of effect 

4.6 Other fields

: To be left blank   

 Annexure -A

Base Audit cage not in ATON file    : RJC Rejection Illustration

Audit cage DOs and some accounting cage DO II that are to be admitted with reference to the Pay status will be getting rejected with this reason, if there is no Audit cage in the IRLA maintained on computer prior to the date of effect of the concerned DO II. This situation occurs mainly due to the following factors.
1.1 Opening of new IRLAs consequent on transfer from other PAOs with an Audit cage having date of effect from the first day of the quarter beginning date in which it was opened instead of the actual Transfer-in Date.
1.2 Opening of an erroneously dropped IRLA from Computer afresh on Computer with Audit cage having quarter beginning date, due to which all past Audit cages lost.  

Note : In order to avoid the above types of situations, Ledger GPs should always give the AR audit cage from the Transfer-in date of the PBOR in respect of the IRLAs received from the other accounting offices. The pay status in such AR audit cages also should be the pay status of the Transfer-in date. For further details please refer to EDP instruction no details
2
An example of the above types of rejections and solutions are given below.

Army No : 08030200H Sep is having Audit cage on Computer from 01-09-1999 with the following details. 

	Date
	BP
	CA
	DA
	PMHA
	LRA
	
	

	01-09-99
	3460
	50
	1299
	30 
	159
	
	

	01-10-99
	3530
	50
	1325
	30
	159
	
	

	01-12-99
	3530
	50
	1325
	30
	159
	HAUCL 270
	

	01-01-00
	3530
	50
	1360
	30
	159
	HAUCL 270
	SCCIA 1500

	01-04-00
	3530
	50
	1360
	30
	179
	HAUCL 270
	SCCIA 1500

	01-05-00
	3530
	50
	1360
	30
	179
	HAUCL 270
	SCCIA 1500

	01-07-00
	3530
	50
	1468
	30
	179
	HAUCL 270
	SCCIA 1500

	29-07-00
	3530
	50
	1468
	30
	179
	CILQ 450
	0

	27-09-00
	3530
	50
	1468
	30
	179
	HAUCL 270
	SCCIA 1500

	01-10-00
	3600
	50
	1497
	30
	179
	HAUCL 270
	SCCIA 1500

	01-01-01
	3600
	50
	1570
	30
	179
	HAUCL 270
	SCCIA 1500

	01-04-01
	3600
	50
	1468
	30
	178
	HAUCL 270
	SCCIA 1500

	01-07-01
	3600
	50
	1570
	30
	178
	HAUCL 270
	SCCIA 1500


RJ C Rejections reported in the above IRLA in QE 08/2001 are the following:

SCCIA  of CFAA area  grant from 01-05-99


 
ALWREV    from 01-05-1999

CILQ Cessation from 01-07-1999

DA Grant from 01-07-1999

SCCIA of CFAA area Cessation from 15-07-1999

CFAA grant from 16-07-1999

SCCIA of CFAA area Cessation from 16-07-1999

CHFAA grant from 16-07-1999

HAUCL grant from 16-07-1999


It may be noted from the above that all the above DOs are getting rejected, as there is no base audit cage prior to 01-05-1999 in the IRLA maintained on computer, the first being available is from 01-09-1999. Solution prescribed for adjusting the above  RJC DO II  is as under.

2.1
Determine pay elements already accounted in the hard copy of the IRLA as on the oldest date of RJC DO II (in this case 01-05-1999) and feed an AR audit cage on that date. In the above example this AR Audit cage will be as under
AR Audit Cage

	Army No
	Date
	BP
	EDA
	CA
	DA
	PMHA
	LRA

	
	01-05-99
	3460
	0
	50
	112399
	30 
	159


2.2.1 Prepare a dummy DO II with description “ATCORR” having date affect same as the AR Audit cage now fed. In the above example, this DO II will be as under. 

	Army No
	Description
	Date
	Rate
	SRA/NRA
	79a, 7b, 7c
	Ref DO 

	
	ATCORR
	01051999
	0
	0
	
	0


2.3 The steps prescribed above will adjust all the nine RJC DO II mentioned in para 2 above.
2.4 The arrears drawn in this example for the period 1-05-1999 to 31-12-1999 on account of SCCIA, HAUCL, DA and CHFAA will be found reflected against the DO II “ATCORR “.  CILQ Cessation DO II from 01-07-1999 will be ignored as there is no CILQ grant.  

Annexure- B


Pay wrong – No Stage: RJC Rejection illustration 

INCR and Promotion DO II get rejected due to this reason. As the reason itself reveals, the pay stage available in the IRLA before the date of effect of the rejected DO will not be available in the standard Pay scale prescribed for PBOR, pay Group. Hence, pay fixation on Increment/Promotion gets rejected.  In order to get adjust such rejected DO II, PAO has to first correct the Audit cages from the date, the error situation occurred in the IRLA, which means Ledger GP has to consult the hard copy of the IRLA and then initiate corrective action. An illustration in this respect is furnished below:

Army No 02585096 L/NK,  Group – Z, Class –2 is found drawing pay from 1-7-1998 as under. Pay scale admissible is 3050-55-3875.

RJC reported in QE 08/2001 is an Increment DO II due on 01-05-2000


	Date
	BP
	ED
	CA
	DA
	PMHA
	LRA
	CODE

	01-07-98
	3450
	0
	20
	763
	30
	148
	

	14-10-98
	3450
	0
	20
	763
	30
	148
	SCCIA 500

	01-01-99
	3450
	0
	20
	1110
	30
	148
	SCCIA 500

	05-01-99
	3450
	0
	20
	1110
	30
	148
	

	27-02-99
	3450
	0
	20
	1110
	30
	148
	SCCIA 500

	01-04-99
	3450
	0
	20
	1110
	30
	159
	SCCIA 500

	01-05-99
	3450
	0
	20
	1110
	30
	159
	SCCIA 1500

	01-07-99
	3450
	0
	20
	1284
	30
	159
	SCCIA 1500

	12-07-99
	3450
	50
	20
	1284
	30
	159
	SCCIA 1500

	01-01-00
	3450
	50
	20
	1319
	30
	159
	SCCIA 1500

	03-01-00
	3450
	50
	20
	1319
	30
	159
	

	16-02-00
	3450
	50
	20
	1319
	30
	159
	SCCIA 1500

	29-02-00
	3450
	50
	20
	1319
	30
	159
	SCCIA 1500

	01-03-00
	3450
	50
	20
	1319
	30
	159
	SCCIA 1150

	11-03-00
	3450
	50
	20
	1319
	30
	159
	SCCIA 1150

	01-04-00
	3450
	50
	20
	1319
	30
	179
	SCCIA 1150

	01-07-00
	3450
	50
	20
	1319
	30
	179
	SCCIA 1150

	01-01-01
	3600
	50
	20
	1557
	30
	179
	SCCIA 1150

	03-01-01
	3600
	50
	20
	1557
	30
	179
	

	12-03-01
	3600
	50
	20
	1557
	30
	179
	SCCIA 1150

	01-04-01
	3600
	50
	20
	1557
	30
	178
	SCCIA 1150

	01-05-01
	3655
	50
	20
	1580
	30
	178
	SCCIA 1150

	20-06-01
	3655
	50
	20
	1580
	30
	178
	CCA 95

	01-07-01
	3655
	50
	20
	1580
	30
	178
	



It will be seen from the above details that the pay stage as on 01-01-01 and 01-05-01 are valid stages available in the pay scale 3050- 55- 3875, where as the pay stage 3450 drawn from 01-07-1998  to 31-12-2000 is not available in the pay scale. Accordingly the Increment due on 01-05-2000 is rejected, where as Increment due on 01-05-2001 got adjusted. Incidentally, it is stated that pay stage as on 01-1-01 was corrected by the PAO by feeding a REFIXP DO II with pay Rs 3600 on 01-01-01. This means the corrective action taken by the PAO was not comprehensive and not covered the period up to           31-12-2000. Thus in any error situations, it is important that Ledger GP Auditor verify the date from which the error occurred and then initiate corrective action from the beginning and not in an adhoc manner. Now in the present case Ledger GP Auditor can give the following documents for rectifying the error situation. 

1.1 An AB Audit cage as on 31-08-1998 showing the correct pay stage as on 31-08-1998. Here, the correct stage pay has been assumed as Rs 3490 based on the IRLA maintained on Computer and with reference to the correction already made by the PAO on 01-01-01 and the increment already adjusted on 01-05-01.

AB Audit Cage

	Army No
	Date
	BP
	EDA
	CA
	DA
	PMHA
	LRA
	CILQ

	02585096X
	31-08-98
	3490
	0
	20
	772
	30 
	148
	450


1.2 A DO II with description “ATCORR” having date of effect as 31-08-1998

	A No
	Desc
	Date
	Rate
	SRA/NRA
	79a, 7b, 7c
	Ref DO 

	
	ATCORR
	31081998
	0
	0
	0
	0


1.3
An Adjustment Vr for the arrears due on correction of basic pay from the date of error to 31-08-1998 with description “BASIC”. 

1.4
The steps prescribed above will adjust the Increment DO II due on01-05-2000 (also INCR due on 01-05-1999) and draw arrears on Basic pay and DA from 01-09-1998 to 31-12-2000, which was the error drawl period in this sample case. The arrears for this period will be found reflected against the DO II “ATCORR “.











  Annexure- C
Corresponding Audit cage not found in ATON: RJC Rejection illustration


DO II with description “ REFIXP” and “ATCORR” fed by the PAO to rectify audit cage elements in the IRLA maintained on computer from a given date are rejected with the above reason, as it is found by the Computer that there exists no audit cage on the date on which  “REFIXP/ATCORR“ DO II is given.  Ledger GP auditor should therefore ensure that such DO II is fed on a date for which an audit cage already exists on Computer in the IRLA held by them.  An illustration for this type of rejection is given below.

1.1
Army NO 02877063W CHM of GP- Y, Class- I is found to be drawing pay as under. 

	Date
	BP
	ED
	CA
	DA
	PMHA
	LRA
	
	

	08-08-98
	3800
	0
	100
	858
	30
	148
	CILQ 510
	GS 96

	01-09-98
	3800
	0
	100
	858
	30
	148
	CILQ 510
	GS 96

	01-10-98
	3900
	0
	100
	880
	30
	148
	CILQ 510
	GS 96

	01-01-99
	3900
	0
	100
	1280
	30
	148
	CILQ 510
	GS 96

	01-04-99
	3900
	0
	100
	1280
	30
	159
	CILQ 510
	GS 96

	01-05-99
	3900
	0
	100
	1280
	30
	159
	CILQ 510
	GS 96

	01-07-99
	3900
	0
	100
	1480
	30
	159
	CILQ 510
	GS 96

	01-10-99
	4000
	0
	100
	1517
	30
	159
	CILQ 510
	GS 96

	01-01-00
	4000
	0
	100
	1558
	30
	159
	CILQ 510
	GS 96

	01-04-00
	4000
	0
	100
	1558
	30
	179
	CILQ 510
	GS 96

	23-04-00
	4000
	0
	100
	1558
	30
	179
	
	GS 96

	22-06-00
	4000
	0
	100
	1558
	30
	179
	SCCIA 1800
	GS 96

	01-07-00
	4000
	0
	100
	1681
	30
	179
	SCCIA 1800
	GS 96

	15-07-00
	4000
	50
	100
	1681
	30
	179
	SCCIA 1800
	GS 96

	01-10-00
	4100
	50
	100
	1722
	30
	179
	SCCIA 1800
	GS 96

	01-01-01
	4100
	50
	100
	1806
	30
	179
	SCCIA 1800
	GS 96

	01-04-01
	4100
	50
	100
	1806
	30
	178
	SCCIA 1800
	GS 96

	01-07-01
	4100
	50
	100
	1806
	30
	178
	SCCIA 1800
	GS 96


1.2
PAO fed following DO II, which is rejected as it will be seen from the above Audit cage that on 12-01-1999, no audit cage available in the IRLA. 
	Army No
	Description
	Date
	Rate
	SRA/NRA
	79a, 7b, 7c
	Ref DO 

	
	REFIXP
	12011999
	4100
	0
	0
	0


1.3
In the first instance, it is stated that pay fixation on 12-01-1999 appears to be wrong as no logic is found for supporting that. However, if at all,  PAO  wants to correct the pay, a fresh DO II having date of effect as 01-04-1999, which is the nearest Audit cage available is to be fed with description “REFIXP”, after ensuring its correctness as under.    
	Army No
	Description
	Date
	Rate
	SRA/NRA
	79a, 7b, 7c
	Ref DO 

	
	REFIXP
	01041999
	4100
	0
	0
	0


1.4
The above action will redraw pay & allces from 01-04-1999 and draw arrear from 01-04-1999 and show it against the DO II “REFIXP”
 Annexure - D
Pay Less than Slab: RJC Rejection Illustration


INCR, PROMOTION DOs gets rejected with the reason “Pay Less than slab”, if the pay stages are being drawn in the IRLA is not matching to the rank available in IRLA. The corrective follow up action in these cases depends upon the error situation. The error may be either in Audit cages or in the Rank information available in the IRLA or a combination of both. Thus in order to take corrective action, the Ledger GP Auditor has to review IRLA in such cases carefully and find out actual ranks of the PBOR and the dates from which the error occurred. As an illustration of this type of case, a sample case study is furnished below.

IRLA of  Army No  02884717X Mohinder Singh shows the following particulars

Date of Enrolment : 14-05-1987

Attestation             : 23-02-1988

Pay Group             : Z    

SBHAV                 : 23-06-1988

Naik                       : 01-08-1997. 
           Pay drawn in IRLA : Given in the table below

	Date
	BP
	ED
	CA
	DA
	
	
	

	01-07-98
	3215
	50
	20
	712
	CFAA 500
	HAUCL 185
	

	01-10-98
	3215
	50
	20
	712
	CFAA 500
	HAUCL 185
	STRINC 185

	23-10-98
	3215
	50
	20
	712
	CFAA 500
	
	STRINC 185

	24-10-98
	3215
	50
	20
	712
	CFAA 500
	SIACHN 4667 
	STRINC 185

	01-01-99
	3215
	50
	20
	1035
	CFAA 500
	SIACHN 4667
	STRINC 185

	01-04-99
	3215
	50
	20
	1035
	CFAA 500
	SIACHN 4667
	STRINC 185

	01-05-99
	3215
	50
	20
	1035
	CFAA 1000
	SIACHN 4667
	STRINC 185

	01-07-99
	3215
	50
	20
	1197
	CFAA 1000
	SIACHN 4667
	STRINC 185

	11-07-99
	3215
	50
	20
	1197
	CFAA 1000
	HAUCH  560
	STRINC 185

	28-09-99
	3215
	50
	20
	1197
	
	
	STRINC 185

	01-01-00
	3215
	50
	20
	1229
	CILQ 510
	STRINC 185
	

	08-01-00
	3215
	50
	20
	1229
	CILQ 510
	STRINC 185
	

	14-01-00
	3215
	50
	20
	1229
	CILQ 510
	STRINC 185
	

	01-04-00
	3215
	50
	20
	1229
	CILQ 510
	STRINC 185
	

	14-05-00
	3215
	50
	20
	1229
	CILQ 510
	CFAA 1000
	STRINC 185

	10-06-00
	3215
	50
	20
	1229
	CILQ 510
	STRINC 185
	

	01-07-00
	3215
	50
	20
	1326
	CILQ 510
	STRINC 185
	

	07-12-00
	3215
	50
	20
	1326
	CILQ 510
	SCCIA 1200
	STRINC 185

	01-01-01
	3215
	50
	20
	1391
	SCCIA 1200
	STRINC 185
	

	01-04-01
	3215
	50
	20
	1391
	SCCIA 1200
	STRINC 185
	

	12-05-01
	3215
	50
	20
	1391
	SCCIA 1200
	HAUCL 370
	STRINC 185

	08-06-01
	3215
	0
	20
	1391
	CILQ 510
	STRINC 185
	

	24-06-01
	3215
	0
	20
	1391
	CFAA 1000
	HAUCL  370
	STRINC 185

	01-07-01
	3215
	0
	20
	1391
	CFAA 1000
	HAUCL 370
	STRINC 185


RJC Rejection Reported  is INCR due on 01-10-2000 with the reason Pay Less than Slab

2
On verification of the IRLA, it will be clear that the PBOR is drawing the pay of the Sepoy Rank, where as IRLA shows the rank as HAV from 23-06-1988. The PBOR  can not be SBHAV rank on 23-06-1988 in the normal circumstances having been attested only on 23-02-1988. This appears to be a case of wrong updation of rank in IRLA thru PIRM C-1. However the promotion to NAIK rank on 01-08-1997 available in the IRLA appears to be correct, where as Naik Pay drawl is not taken place. After getting these facts confirmed from the Record office the following follow up action is to be taken. 

2.1 If the PBOR is not holding the rank of HAV, initiate a PIRM C-1 to make the SBRank code of the PBOR as 30  and its date as 01-08-19997. 

2.2 Fix the Pay of Naik from the date of error in Pay Group-Z  and arrive it as on cut-of –date (31-08-1998). In this case, it is assumed as 3290. Accordingly an AB Audit cage as on 31-08-1998 and DO II with description “ATCORR” as per details below is to be prepared.  From the AB Audit cage the element pertaining  EDA ( Rs 50 )  has been withdrawn, as it is also doubtful. The rates of CFAA and HAUCL has been reduced so as to conform to the rank holding on the date. 

AB Audit Cage

	Army No
	Date
	BP
	EDA
	CA
	DA
	PMHA
	LRA
	CFAA
	HAUCL

	02884717X
	31081998
	3290
	0
	20
	728
	30
	148
	417
	135


DO II 

	Army No
	Description
	Date
	Rate
	SRA/NRA
	79a, 7b, 7c
	Ref DO 

	02884717X
	ATCORR
	31081998
	
	0
	0
	0


3        The three documents mentioned at para 2.2 will redraw the pay as given in the table below from 01-09-1998 adjusting the INCR of 01-10-2000 originally rejected as RJC. In fact, the INCR due on 01-10-1999 and the correct drawl of STRINC is also ensured in this case by the above action. Thus the arrear due from 01-09-1998 consequent to the re-drawl representing the INCR, STRINC, DA, CILQ, HAUCH, HAUCL, CFAA and SCCIA will be found reflected against the DO II “ATCORR”. It may be mentioned that arrear due up to 31-08-1998 in this case is to be fed by the PAO separately as an Adjustment Voucher with appropriate description and period as this has not been taken care by the Computer.











Annexure- E

Pay greater than slab: RJC Rejection illustration


INCR, PROMOTION DOs gets rejected with the reason “Pay greater than slab”, if the pay stages being drawn in the IRLA is not matching to the rank available in IRLA. The corrective follow up action in these cases depends upon the error situation. The error may be either in Audit cages or in the Rank information available in the IRLA or a combination of both. Thus in order to take corrective action, the Ledger GP Auditor has to review IRLA in such cases carefully and find out actual ranks of the PBOR and the dates from which the error occurred. As an illustration of this type case, a sample case study is furnished below.

IRLA of Army No 03176953N Ram Singh shows the following particulars

Date of Enrolment : 23-08-1984

Pay group              : Y    

SBHAV                 : 23-04-1999

PAHAV                : 23-04-1999

NAIK                    : 26-06-1996 

The RJC Rejection reported is INCR due on 01-04-2001.  
            Pay drawn in IRLA: Given in the table below
	Date
	BP
	CA
	DA
	PMHA
	LRA
	
	
	
	
	

	31-08-98
	3765
	100
	850
	30
	148
	STRINC 70
	CILQ 450
	
	
	

	01-01-99
	7110
	100
	2275
	30
	148
	STRINC 170
	CILQ 450
	
	
	

	01-03-99
	7110
	100
	2275
	30
	148
	STRINC 170
	CILQ 450
	HCA 150
	
	

	01-04-99
	7110
	100
	2275
	30
	159
	STRINC 170
	CILQ 450
	HCA 150
	
	

	28-04-99
	7110
	100
	2275
	30
	159
	STRINC 170
	CILQ 450
	
	
	

	01-05-99
	7110
	100
	2275
	30
	159
	STRINC 170
	CILQ 450
	
	
	

	31-05-99
	7110
	100
	2275
	30
	159
	STRINC 170
	
	
	
	

	26-06-99
	7110
	100
	2275
	30
	159
	STRINC 170
	GSPAY 32
	
	
	

	27-06-99
	7110
	100
	2275
	30
	159
	STRINC 170
	GSPAY 32
	HAUCL 370
	SCCIA 1800
	

	01-07-99
	7110
	100
	2631
	30
	159
	STRINC 170
	CILQ 510
	GS 32
	HAUCL 370
	SCCIA 1800

	01-01-00
	7110
	100
	2702
	30
	159
	STRINC 170
	CILQ 510
	GSPAY 32
	HAUCL 370
	SCCIA 1800

	01-04-00
	7110
	100
	2702
	30
	179
	STRINC 170
	CILQ 510
	GSPAY 32
	HAUCL 370
	SCCIA 1800

	01-07-00
	7110
	100
	2915
	60
	179
	STRINC 170
	CILQ 510
	GSPAY 32
	HAUCL 370
	SCCIA 1800

	10-07-00
	7110
	100
	2915
	60
	179
	STRINC 170
	CILQ 510
	GS 32
	SCCIA 1380
	

	22-07-00
	7110
	100
	2915
	30
	179
	STRINC 170
	GS 32
	
	
	

	23-07-00
	7110
	100
	2915
	30
	179
	STRINC 170
	GS 32
	
	
	

	31-07-00
	7110
	100
	2915
	30
	179
	STRINC 170
	GS 32
	
	
	

	01-10-00
	7110
	100
	2915
	30
	179
	STRINC 170
	GSPAY 32
	TPTL 75
	
	

	01-01-01
	7110
	100
	3057
	30
	179
	STRINC 170
	GSPAY 32
	TPTL 75
	
	

	01-04-01
	7110
	100
	3057
	30
	178
	STRINC 170
	GSPAY 32
	TPTL 75
	
	


2          On verification of the IRLA, it will be clear that the Pay drawn in the IRLA from 1-1-1999 is not matching to the pay scales of NK/Hav rank. This has happened due to the initial AR Audit cage fed on opening of the IRLA. Again an attempt was made to correct the Pay subsequently by feeding an AB Audit cage on 31-08-1998, but this has failed to correct the Pay as no supporting DO II was fed. Thus, follow up action prescribed are the following.

2.1 Feed an AB Audit cage as on 31-08-1998 showing the Pay elements as Naik as on 31-08-1998. 

    AB Audit Cage

	Army No
	Date
	BP
	EDA
	CA
	DA
	PMHA
	LRA
	STRINC
	CILQ

	03176953N
	31081998
	3765
	0
	100
	850
	30
	148
	70
	450


2.2 Feed a DO II with description ATCORR as on 31-08-1998


DO II 

	Army No
	Description
	Date
	Rate
	SRA/NRA
	79a, 7b, 7c
	Ref DO 

	03176953N
	ATCORR
	31081998
	
	0
	0
	0


3      The two documents mentioned at para 2.1 and 2.2 above will redraw the pay from 
01-09-1998 and adjust the pay of the promotion of Havildar rank due on 23-04-1999 
and INCR due on 23-04-2000 and 23-04-2001 and the arrear to be recovered on 
account of difference in Basic Pay, and DA will be noted in the IRLA against 
the DO II “ATCORR” 









  Annexure- F 

Error in generation of Audit Cage : RJC Rejection Illustration


INCR, PROMOT, UPCLAS and any other Audit cage allce DOs get rejected 
with this reason in the following circumstances.

1.1 If the date on which the relevant grant of DO II  falls during the OSL or AWL or
DESN period.

1.2 In the case of INCR, PROMOT etc, the rejection can also be due to the mismatch 
in basic pay and the rank information available in the IRLA. 

2 An example for the situation mentioned at para 1.1 is furnished below.

2.1 02890093M SEP Rajesh

Date of attestation
: 23-11-1995

Date of muster        
: 23-11-1995

Date of Migration     
: 10-10-1997

RJC Rejection reported : UPCLAS to Pay Group-Y,  Class-1 from 07-12-1999


Pay drawn in the IRLA from 01-7-1998 are given below in the table

	Date
	BP
	ED
	CA
	DA
	PMHA
	LRA
	

	01-07-98
	3250
	0
	0
	715
	60
	148
	CMFAA 167

	01-10-98
	3320
	0
	0
	730
	60
	148
	CMFAA 167

	01-12-98
	3320
	0
	0
	741
	60
	148
	CMFAA 167

	22-12-98
	3320
	0
	50
	741
	30
	148
	

	01-01-99
	3320
	0
	50
	1078
	30
	148
	

	15-02-99
	3320
	0
	50
	1078
	30
	148
	SCCIA 500

	01-04-99
	3320
	0
	50
	1078
	30
	159
	SCCIA 500

	01-05-99
	3320
	0
	50
	1078
	30
	159
	SCCIA 500

	14-05-99
	3320
	0
	50
	1078
	30
	159
	

	01-07-99
	3320
	0
	50
	1247
	30
	159
	

	13-07-99
	3320
	0
	50
	1247
	30
	159
	SCCIA 1500

	01-10-99
	3390
	0
	50
	1273
	30
	159
	SCCIA 1500

	05-12-99
	0
	0
	0
	0
	0
	0
	0

	12-12-99
	3390
	0
	50
	1273
	30
	159
	SCCIA 1500

	01-01-00
	3390
	0
	50
	1307
	30
	159
	SCCIA 1500

	20-03-00
	3390
	0
	50
	1307
	30
	159
	SCCIA 1500

	01-04-00
	3390
	0
	50
	1307
	30
	179
	SCCIA 1500

	09-06-00
	3390
	0
	50
	1307
	30
	179
	CILQ 450

	01-07-00
	3390
	0
	50
	1410
	30
	179
	

	29-07-00
	3390
	0
	50
	1410
	30
	179
	SCCIA 1500

	01-10-00
	3460
	0
	50
	1439
	30
	179
	SCCIA 1500

	21-12-00
	3460
	0
	50
	1439
	30
	179
	

	01-01-01
	3460
	0
	50
	1509
	30
	179
	

	17-01-01
	3460
	0
	50
	1509
	30
	179
	SCCIA 1150

	01-04-01
	3460
	0
	50
	1509
	30
	178
	SCCIA 1150

	20-04-01
	3460
	0
	50
	1509
	30
	178
	HAUCL 270

	01-07-01
	3460
	0
	50
	1509
	30
	178
	HAUCL 270


2.2 From the above pay details, it will be clear that the Upclas pay drawl can not be 
effected from 07-12-1999 as pay is Zero from 05-12-1999, being on OSL. Accordingly
unit should be told to verify the correctness of the notification of both OSL and UPCLAS 
DO II and then cancel the wrong one as a corrective action.
2.3 Incidentally, a review of the IRLA reveals that the Class pay of 50 drawn from 
1-12-1998 for class-2 is wrong. This has to be corrected by calling for the date from which 
Class-3 pay due to the individual and by taking the following action. Assuming the date of 
effect of the Class-3 is prior to the cut-off date (say 01-12-1997), the corrective action 
suggested in this case will be as under.

2.3.1 Feed an AB Audit cage as on 31-08-1998 showing the Pay elements as Sepoy as 
on 31-08-1998. 

   AB Audit Cage

	Army No
	Date
	BP
	EDA
	CA
	DA
	PMHA
	LRA
	CMFAA
	

	02890093M
	31081998
	3250
	0
	50
	726
	60
	148
	167
	


2.3.3 Feed a DO II with description ATCORR as on 31-08-1998

DO II 

	Army No
	Description
	Date
	Rate
	SRA/NRA
	79a, 7b, 7c
	Ref DO 

	02890093M
	ATCORR
	31081998
	
	0
	0
	0


2.3.4 Feed an adjustment voucher for the Class pay + DA arrear from  01-12-1997 to 
31-12-1998 .

2.4
The action indicated in para 2.3.1 and 2.3.2 will result in redraw of pay from 
01–09-1998 and the arrear due representing Class pay and DA from 01-09-1998 will be 
reflected against the DO II “ATCORR”.  











Annexure- G

PIRM  GROUP – Y / Rank 10 not in Table : RJC Rejection Illustration  

PIRM GROUP- X/Rank 10 not in table

PIRM GROUP –Z/Rank 10 not in table

System generated INCR DOs will be getting rejected with the above reason. 
This rejection is occurring due to cancellation of promoted NK/TSNK, by which although 
lower rank Sepoy and its pay correctly got updated in the IRLA, the date of the current 
rank remains with that of the cancelled higher rank. An example to illustrate the case is 
furnished below.

Army No              : 02884793   
Date of Enrol       : 19-01-1987

Date of Muster      : 10-10-1987    

Date of Attest        : 15-04-1988

Appt rank Code     : 20 (L/NK) ,   
Acting rank Date  : 08-11-1998

Sub rank Code       : 20 (Sep) , 

Sub rank Date        : 01-02-2001, which is actually NK date

RJC DO II             
INCR      on 01-10-1999
 



        
INCR      on 01-10-2000



         
STRINC on 01-10-2000

Existing Pay details drawn is given in the table below

	Date
	BP
	ED
	CA
	DA
	PMHA
	LRA
	

	01-07-99
	3530
	50
	100
	1343
	30
	159
	SCCIA 1500

	01-10-99
	3600
	50
	100
	1369
	30
	159
	SCCIA 1500

	01-01-00
	3530
	50
	100
	1379
	30
	159
	SCCIA 1500

	29-02-00
	3530
	50
	100
	1379
	30
	159
	SCCIA 1500

	01-03-00
	3530
	50
	100
	1379
	30
	159
	SCCIA 1500

	01-04-00
	3530
	50
	100
	1379
	30
	179
	SCCIA 1500

	01-07-00
	3530
	50
	100
	1488
	30
	179
	SCCIA 1500

	14-08-00
	3530
	50
	100
	1488
	30
	179
	

	13-09-00
	3530
	50
	100
	1488
	30
	179
	SCCIA 1150

	01-01-01
	3530
	50
	100
	1561
	30
	179
	SCCIA 1150

	01-02-01
	3530
	50
	100
	1561
	30
	179
	SCCIA 1150

	05-03-01
	3530
	50
	100
	1561
	30
	179
	CCA  95

	01-04-01
	3530
	50
	100
	1561
	30
	178
	CCA  95

	21-04-01
	3530
	50
	100
	1561
	30
	178
	CCA  95

	01-07-01
	3530
	50
	100
	1634
	30
	178
	CCA  95


2 On Verification of the IRLA, it is found that the PBOR was promoted to the rank 
of NK from 01-02-2001 and the same subsequently canceled. However, although the 
cancellation has restored the pay and rank of the old rank in the IRLA, corresponding 
date of effect of the old rank could not be restored due its non-availability. This has 
resulted in a situation, where the rank in the IRLA is old rank (Sepoy) but its date 
of effect is pertaining to the cancelled rank (NK). Thus the INCR due on 01-10-1999 and 
01-10-2000 and STRING due on 01-10-2000 rejected as the assumed rank as per the IRLA
prior to 01-02-2001 is Recruit. The solution in this case is as under.
2.1 Feed a PIRM C1 for substituting the existing sub rank date 01-02-2001 with correct 
sub rank date. Here it is taken as the attestation date 15-04-1988. 

2.2 Feed a DO II with description “ATCOR”   having date of effect as 01-07-1999, i.e. 
date of first audit cage available prior to the oldest RJC DO II .   
 


DO II.

	Army No
	Description
	Date
	Rate
	SRA/NRA
	79a, 7b, 7c
	Ref DO 

	02884793
	ATCORR
	01071999
	
	0
	0
	0


3 The above transaction will result in the adjustment of all RJC DOs such as INCR 
due on 01-10-1999,  01-10-2000 and the STRINC due on 01-10-2000 and the 
arrear representing the Basic Pay, DA and STRINC from 01-10-1999 will 
be found reflected against the new DO II  “ ATCORR”. 











  Annexure -H

NON-ZERO Audit cage not found in ATON  : RJC Rejection Illustration

DO part II orders, which affects the  Audit cage drawl gets rejected, if the pay
in the IRLA prior to the date of effect of such DOs is Zero for any reason say being on 
OSL, AWL, MILRI, etc. Apart from the normal DOs such as APPT, PROMOT, Grant/
Cessation of CCA/Field Allce, POSOUT/POSIN, UPCALS, MILRI, OSL, AWL, AL  etc, 
the system generated DOs such as INCR, DA, LRA etc also gets rejected  with this 
reason. Follow up action depends upon the actual status of the pay drawl due to the 
individual found after verification of the  DO II which caused the Zero pay, preferably 
with the sheet roll etc as explained below.

1.1 If the REJOSL/REJAWL  has been found notified prior to the date of effect of 
the rejected DOs, the relevant DOs can be obtained and fed straight away, in which case the 
same as well as the rejected DOs will be got adjusted. 

1.2 If the Zero pay in the audit cage is found to be due to any erroneous DO notification 
by the Unit, the same should be got cancelled from the unit and the cancelled DO II should 
be fed, in which case also the rejected DOs will get adjusted automatically.

1.3 If the Zero pay in IRLA is due to any lapse in Date Entry or Edit list checking, the 
same should be reversed by the PAO with an insertion cancel DO II. The responsibility for 
the error in this case also should be investigated and reported to the Head of the PAO for 
suitable action.

1.4 If the Zero pay in the IRLA is factually correct, all the rejected DOs except the 
system generated DOs such as INCR, DA, LRA etc. should be intimated to the Unit 
for cancellation,  duly indicating the reason for rejection. 

  Annexure -I 

AB Audit Cage not found in ATON : RJC Rejection Illustration

Any DO II having date of effect prior to cut-off-date (i.e. 31-08-1998) will be rejected, 
if no AB Audit cage as on cut-off-date (31-08-1998) is fed by the Ledger GPs. The follow

up action prescribed in this context is given below.

1.1     Feed an AB Audit cage as on 31-08-1998 showing the Pay elements as on 
31-08-1998  taking into account the original Back dated DO II rejected as RJC.

1.2    Feed a fresh DO II with description “ATCORR” as the Back dated DO II already 
fed already got updated in PIRM line 01  and hence recycling that original DO II is not 
advisable.

1.3 Feed an Adjustment Voucher for the Pay arrear due up to the cut-off-date ie. up to 
31-08-1998,  if the same already not adjusted in the previous quarter. 











Annexure-J

Pay reached  maximum  : RJC Rejection Illustration


INCR DOs gets rejected with this reason, if the Pay being drawn in the IRLA is
maximum of the pay scale of the rank, which the PBOR is currently holding. This is 
a valid rejection and hence no follow up action is necessary on the part of the PAO. 
A sample case is furnished below.

Army No        : 02882270M SEP Bhanwarlal

Pay Group      : Z

Pay Scale        : 3050-55-3875

Date of Enrol  : 28-08-1984

Date of Attest : 30-08-1985

Basic pay from 01-10-2000: Rs 3875


It will be seen from the above that basic pay Rs 3875 drawn from 01-10-2000 for 
the PBOR  is the maximum of the pay scale for the SEP of GP- Z . Hence the rejection. 
No follow up action is warranted on this rejection.  

SECTION-9
ACR MODULE

(Acquittance Rolls) 

1.  Preparation of Data :-  Payments to Jawans are made in the form of advance taking 
into account the credit balance in the IRLA and entitlement, monthly or while proceeding 
on leave etc.  Imprest holders pay all such advances on ACRs and ACRs scheduled to the 
PAOs for debiting in the IRLA.  In the PAO in addition to the ACRs received from 
Imprest holder of the unit audited by the PAOs, ACRs are received from other PAOs 
and miscellaneous units like AF Unit & Navy Units.  Following points are to be seen in 
the preliminary scrutiny of the ACRs :-
(i) Total amount paid on each ACR is entered both in words and figures by paying officer 
in his own hand writing.

(ii) The name of the PAO responsible for maintenance of pay accounts of the payee is 
noted on the top.

(iii) Separate ACRs are prepared for JCOs/ORs unit wise.

(iv) There is no delay in the transmission of ACRs.

(v) The imprest holder has maintained continuity in serial numbers allotted to ACRs.

(vi) The relevant columns in the ACRs have been completed.

(vii) Page totals are given & correct. 

All the ACRs received and audited after tallying and noting the amount in the ledger 
and summary are batched in convenient size of not more than 1000 items.  Before 
sending the batch to EDP/DDP , Imprest section will note the total number of items 
and total amount of batch and then allot batch number.  Imprest section will ensure 
that batches are page numbered and unit code is written on the sheet legibly.  
All the batches prepared are sent to the EDP Centre through a control register 
prescribed.  The total of register will be arrived at monthly and tallied.  At the end of 
the quarter after cleaning of all the batches, the EDP gives batch totals for tallying. 
This amount should be confirmed by the PAO to the EDP Section, before final closing 
is commenced. 

2.  Data Cleaning: - The batches sent to EDP Centre will be data entered and edit list of the 
same with error fields marked as “* “will be received back in the Imprest section.  Checking 
of the edit list and procedure for proposing corrections is same as for DOsII.  Some 
additional checks, which are relevant with ACRs edit list checking, are as follows.
(i) If any army number is in error check the army number with the number written 
by individual below his signature in the original ACR.

(ii) Check page total amount wherever not matching with computer total and 
individual amount even if the page totals are tallying with original ACRs.

After carrying out all the checks, the edit list duly indicating the total number 
of modifications, deletion and insertion and endorsing a reconciliation of amounts involved
 is sent to EDP Centre for updation through the control register.

The cycle of proposing corrections on validation/updation list continues till it is error 
free.  Normally ACR batches should be error free duly tallied with amount in 
maximum two cycles.  Cases going beyond second run should be examined and
corrective measures taken. 

1. Level Checks:-
ACRs original  batches
Initial of Auditor


Top Sheet





Initial of SO/AAO


Top Sheet

ACR Adjust
original 
Initial of Auditor


Each Item





Initial of SO/AAO


Top Sheet




Initial of AO



Top Sheet




Initial of Head of the PAO

Top Sheet


ACRs edit list


Initial of Auditor


Each Batch





Initial of SO/AAO


Each Batch 

4.  Control Check :-  The top sheet of each batch will contain the following controls.

(i)

(a) Batch No.

(b) Month/QE

(c) Total No. of Items

(d) Amount of the Batch

(ii)
Similar controls will be generated by the computer and printed in the edit list. 
These controls will be compared with the manual controls.

(iii) At the end of the edit list checking, a the summary of the corrections proposed will be 
prepared and endorsed in the last page of the edit list under the dated initials of 
the Auditor and SO(A)/AAO.
(a) No. of Input records & amount.

(b) No. of records inserted & amount.

(c) No. of records deleted & amount.

(d) No. of output records & amount.

(e) No. of records modified & net Amount.

(v)
The updation control printed by computer will be checked with reference to the no. of corrections proposed in the edit list and the effect amount.


5
ACR – REJECTIONS 


Following are the main reasons for ACR rejections.  These rejections are classified as master missing cases and invalid cases.  List of details of master missing cases sorted on task, unit, Army No. will be handed over to the ledger group for taking follow up action with reference to the reasons given below.
	Reasons
	Action

	
	

	Non – receipt of Enrolment DOII
	Call for the Enrollment DOII from the Centre and send to EDP/DDP Centre for creation of IRLA.  ACRs pertaining to these Nos. will be allowed to continue in the ACR MM Batch for recycling in the next quarter for adjustment. 

	
	

	Non – receipt of IRLA from other PAOs
	Furnish particulars of IRLAs to CC Section, if not already done for obtaining IRLA from other PAOs.  In cases the details already furnished and IRLA still not received, CC section should be approached to report the case in detail to CDA for taking up with the PAO/CDA concerned.  ACRs will be recycled in the next quarter.  On receipt of IRLA from other PAOs, prepare all masters and send it to EDP/DDP Centre for opening IRLA on Computer.

	
	

	JC No not allotted
	Verify the records held in the PAO/Record office and feed JC No. allotment DO II to EDP/DDP Centre for updation of IRLA with JC No.  Recycle the ACRs for adjustment. 



	PIRM dropped from Computer being Non – effective or Transferred out case.
	Verify the NE/TOUT IRLA and confirm that the adjustment of concerned ACRs with reference to PAY Book has already been made.  Then link the particulars of ACR in the FS IRLA and delete the items, which are found adjusted in the FS cases from the Recycle Batch and intimate particulars to the Imprest GP as items adjusted already with reference to Pay Book for clearance with out debit after linking in the schedule maintained at their end.

	ACRs wrongly received.
	Verify the original ACR and find out the PAO to which the ACRs pertains and then extract the ACRs to Imprest Group for rescheduling to the correct PAO.  Delete the items from the recycle batch.

	Wrong Army No. in ACR list due to error in publication/data entry
	Verify the original ACR & check the Army No. written by PBOR under his signature and modify the Army No. shown in the recycle batch for adjustment by the Computer.  In case correct Army No. is not available refer to the unit/imprest holder for correct particulars.

	Army No. pertaining to manually maintained IRLA.
	Extract the ACR items to the Imprest Group for rescheduling to the Ledger Groups for adjustment manually.






Annexure

ACR INPUT FORMAT FOR DATA ENTRY 


Record length       88

	Sl No.
	Field Name 
	Length
	Remarks 

	01
	Sl NO
	9(05)
	To be filled in only for correction, otherwise leave blank 

	02
	Adj QE
	9(06)
	Fill  quarter in MMYYYY

	03
	PAO Code
	9(02)
	Write relevant PAO code 

	04
	Trans Type
	X(02)
	Fill  “AC” always

	05
	Record Type
	X(01)
	Fill “T” if transcribed by PAO. For direct data entry from original document “R” is to be used by the DEOs.

	06
	Month
	9(02)
	Fill month in mm format

	07
	Batch No
	9(03)
	Fill batch No in three digits

	08
	Unit Code
	X(06)
	Fill  unit code of the Unit

	09
	Imprest Ac No
	9(05)
	Fill with Imprest Ac No.

	10
	ACR serial No
	9(04)
	Fill  ACR serial No allotted by  Imprest holder

	11
	ACR Page No
	9(03)
	Fill the page number allotted by the PAO

	12
	Out PAO 
	9(02)
	Leave Blank

	13
	ARMY NO
	X(08)
	Fill  Army No in eight digits

	14
	Check Digit
	X(01)
	Write check digit in Block letter

	15
	Pay Book Sl No
	9(03)
	Fill the latest PB No from ACR

	16
	Transion Code
	9(03)
	Valid codes to be filled are 501 to 510  Code

501 is for Pay & allowance advance, 502 for leave advance, 503 for festival advance etc. & 509 is for recovery wit IAB-64

	17
	Amount paid
	9(07)
	Fill the amount paid 

	18
	Credit/Debit  indication
	9(01)
	Normally  Fill with 1. In case an ACR wrong debit is to be refunded then write 2 

	19
	Date of payment
	9(08)
	Fill the date of payment given on the ACR

	20
	Val/Inval Ind
	X(01)
	To be filled only for correction proposal other wise leave  blank

	21
	Filler 
	X(15)
	Leave Blank


SECTION-10

FAMO MODULE

1. Data Preparation: - FAMO list will be received in the Imprest Section from record office in respect of all Jawans serving in field/operational areas, which have authorised the Record Office to send monthly remittance to their families. The list received from record office is distributed to the Ledger Groups after noting in the FAMO register.  Ledger Groups will take the following actions on it.

(i) The certificates are in order.

(ii) Ensure existence effective IRLA and notes the debit in the IRLA 

(iii) M.O. commission due on the total amount of the list is calculated.

(iv) Not more than two remittances have been made in respect of an individual in a month.  

(v) M.O. commission is charged if the Unit is located in peace area. 

(vi) Return the list to the Imprest Section with certificate of recovery.

Imprest Section will issue cheque for the sum total of the amount noted in the part II of the IRLAs.

Imprest Section will mark unit code and task No. before sending the list to Ledger Groups for noting in the IRLA.  The lists after receipt back from the Ledger Group and issue of cheque are then batched with Batch No. and item No. The total amount of the Batch and item is written on the top sheet of the batch. For checking with the computer generated controls.  These batches are then sent to EDP through Control Register. 

2. Data Cleaning :-  In EDP these items are data entered and listed 100% with error marked on each field in error.  While listing on computer, amount total are also developed and compared with manual totals.  This list is checked with original items in the batch and corrections are proposed on the edit list itself in the same manner as for DO II. The cycle of proposing corrections on validation and validation/updation list continues till it is error free.

3. Control check: - The top sheet of each batch will contain the following controls/information.

Batch No.

Month/QE

Total No. of Items

Total Amount of the Batch


The above controls will also be generated by the computer and printed in the edit list.  These controls will be compared by the Auditors with the manual controls. 

At the end of edit list checking, a summary of the proposed corrections will be endorsed on the edit list  under the dated initials of the Auditor and SO(A)/AAO. 

(a) No. of  Input Records.

(b) No. of  Records Inserted.

(c) No. of Records Deleted.

(d) No. of output Records.

(e) No. of Records modified.

(v)
The updation controls printed by computer will be checked with reference to the No. of correction proposed in the edit list.

FAMO MASTER MISSING – REJECTIONS  

No master missing will be occurring in the FAMO module as this is pre-audited item.  If, however, a master missing is reported, it should be seen as a failure of pre-audit and action taken.  In the case of NE cases reported, Ledger Group will verify the FS cases to see that the item has already been debited at the time of Final Settlement and accounted.  Invalid cases rejected will be re-fed after correction through the Imprest Group.  An account of the cases rejected will be prepared by the Imprest Group based on the actions of the Ledger Groups as follows to reconcile the rejections.

 
Total items and amount rejected.


Total items and amount re-fed.


Total items and amount already debited at the time of FS.


Balance items and amount under research.









Annexure

FAMO INPUT FORMAT FOR DATA ENTRY 

Record length       65

	Sl No
	Field Name 
	Length
	Remarks 

	01
	Sl NO
	9(05)
	To be filled in only for correction, otherwise leave blank 

	02
	Adj QE
	9(06)
	Fill  quarter in MMYYYY

	03
	PAO Code
	9(02)
	Write relevant PAO code 

	04
	Trans Type
	X(02)
	Fill  “FA” always

	05
	Record Type
	X(01)
	Fill “F” for normal FAMO. Fill “M” for Maintenance Allowance 

In addition DEOs will use “P” for Page total line.

	06
	Month
	9(02)
	Fill month in mm format

	07
	Batch No
	9(03)
	Fill batch No in three digits

	08
	Unit Code
	X(06)
	Fill  unit code of the Unit

	09
	Task Holder No
	9(03)
	Fill Task holder no of the unit

	10
	ARMY NO
	X(08)
	Fill  Army No in eight digits

	11
	Check Digit
	X(01)
	Write check digit in Block letter

	12
	Amount 
	9(06)
	Fill the Amount of FAMO

	13
	Roll ID No
	9(05)
	 Fill the Roll Identification No

	14
	Item No
	9(04
	 Fill the Item No 

	15
	Val/Inval Ind
	X(01)
	To be filled only for correction proposal other wise leave  blank

	16
	Filler 
	X(10)
	Leave Blank


SECTION-11

AUDIT CAGE Module

Introduction: - Audit cage in the IRLA System reflects the pay and allowance rates due from time to time at which pay has been drawn in the IRLA.  These are stored in a history file . The history file for the present is from 31-08-1998.  This date is called the cut-off-date and will not change until further orders. The Audit cages are drawn in the IRLA with reference to Part II orders fed to the computer.  

2.
The two different types of audit cages currently being operated manually are the following. 

2.1     AB Audit Cages: - AB Audit cages are required to be prepared by the ledger groups to take back dated DOsII into the system,.  This is found necessary as the information on pay & allowances, that would have been drawn in the IRLA on or before the current DO II date are not available in the history files maintained in the system for comparing and drawing the pay and allowance from the date of effect of the current back dated DO II.  The Pay and allowances details thus re-drawn as on the cut off date will then be transcribed as an AB Audit Cage for admitting the Back dated DO II by the system from the date following the cut – off – date.  The arrears due to be paid or recovered on such DOII from the date of effect to the cut off date will also be worked out by the PAO manually and fed as an adjustment voucher with appropriate description depending upon the DOII actioned. 

Generally for preparation of AB audit cages, a draft audit cage is generated by the computer, based on the Back dated DO II of a quarter and furnished to the PAO along with a list of the concerned back dated DO II for verification with IRLA and action.  PAO will ensure that each and every AB Audit Cage is prepared correctly and fed hundred percent.  All the AB audit cages are to be prepared very carefully by the Auditors and checked by the SO(A)/AAO of Ledger Group hundred percent.

2.2
AR Audit Cages: -  AR Audit Cages are prepared by the PAO’s on the following contingencies.

(a) In respect of a PBOR transferred in from the other Corps/Regiment for whom an IRLA is to be opened on computer or for an  IRLA inadvertently dropped from the computer due to wrong feeding of Discharge etc by the PAO.

(b) In order to adjust the Audit Cage DOsII which is accepted by the program but rejected by the computer at the time of Audit Cage generation program due to mismatch with the existing pay details.

(c) In order to rectify discrepancy in the existing audit cages, which can not be, rectified through DO II.

AR Audit Cages should be initiated as a last resort and as far as possible; the revision of pay & allowances should be made by feeding correct DOII information after making existing master information compatible for accepting such DO II.


Transcription sheets are prepared by the task holder on a prescribed format and fed to EDP/DDP Centre in batches.

2.3
Batch Making: -  A separate batch is prepared for AB Audit Cages and AR Audit Cages by the PAO for action in the EDP.  The controls for No. of items and amount are developed manually and written on the top sheet of the batch and then forwarded to EDP/DDP Centre for Data Entry.

2.4
Data Entry and Validation: - On receipt of batches, the data will be data entered and validated through the computer program.  The edit list printed by the computer will be sent to I/O group for checking and proposing the corrections.

2.5
Edit List Checking:-   On receipt of the edit list in the I/O group it should be checked 100%   and following action is taken to update.

(i)       Tally manual developed control total with computer total.

(ii)       Following steps taken to modify any item.

(a) Round off the Generated Serial Number (GSN).

(b) Write ‘M’ on left side of GSN.

(c) Round off the field to be modified.

(d) Write the correct value of the field above the field rounded off.

(e) Write 9’s equal to number of digits of the numeric field.  If it is to be blanked out.

(f) Write ‘ * ’s  equal to number of digits of the alpha numeric fields if it is to be blanked out. 

(g)
Update total amount if required.

(iii)       If any item is found left in the edit list insert this as follows.

(a)  Prepare a transcription sheet for the same.

(b)  Write GSN as 9’s equal to number of digits of the GSN field.

(c)  Send transcription sheet along with edit list.

(iv)
For any item to be deleted round off the GSN and write ‘D’ on the left side

           of GSN.

The cycle of edit list checking of batches and proposing correction continues till it is made error free.  However, effort should be made to clean the batches by second round and in any case not beyond third round.

2.6
Level Check :-  

(i) Batch preparation of original batches.




Auditor/Clerk



Each Item





SO(A)/AAO



Selective Bases

(ii) Edit List.

SO(A)/AAO



Each Batch

AO




Each Batch

2.7
Control Checks :-  

(i) The top sheet of each batch will contain the following controls.

(a)       Batch No.

(b)      Month/QE

(c)      Total No. of Items

(ii) The computer in the edit list will generate the same control.  These controls will be compared with the manual controls.  

(iii) In the end of the edit list the summary of the proposed updation will be prepared          as under. 

(a)       No. of Input Records & amount.

(b)       No. of Records Inserted.
(c)       No. of Records Deleted 

(d)       No. of output Records.
(e)       No. of Records  modified 

(iv) The auditors will put his/her dated initials in token of having checked the edit list and controls.

(v) The updation controls printed by computer will be checked with reference to the No. of correction proposed & amount in the edit list.

2.8
AUDIT CAGE – REJECTIONS  

Audit cage cases are initiated by the Ledger Groups after verifying the IRLA physically to set right some error conditions in the existing Audit cages or to activate a Back dated DO II or to furnish as initial audit cage for a new IRLA opened in the current quarter based on the PIRM L1 cases.  Accordingly, no master missing cases should occur normally in this module, if the PAO has physically verified the IRLA and prepared the Audit cages cases correctly.  Rejection on account of Master Missing and Invalid status should therefore be viewed seriously by the Head of the PAO and it will be ensured that the same is promptly corrected and re-fed in the next quarter after checking the IRLA physically. 

Annexure
Data Entry format for Audit Cage  Transcription  


Record length-300

	SlNo
	Field Name 
	Length
	Instructions for filling 

	01
	SL No
	9(05)
	To be filled  by the PAO only for correction at edit list checking stage, otherwise leave blank 

	02
	Adjustment Quarter
	9(06)
	Fill the quarter in which the transcription sheet initiated for adjustment in MMYYYY format. 

	03
	PAO Code
	9(02)
	Write relevant PAO code 

	04
	Trans Type
	X(02)
	Fill   “AR” , if the date of effect of the audit cage is after cut-off- date. 

Fill “AB” if the audit cage is in support of the BDT DO Iiv

	05
	Record Type
	X(01)
	Fill “T”always as At Cage is always transcribed.

	06
	Month
	9(02)
	Fill month in which the transcription initiated in MM format

	07
	Batch No
	9(03)
	Fill batch No in three digits – to be filled by the PAO

	08
	Unit Code
	X(06)
	Fill  unit code of the Unit     - to be filled by the PAO

	09
	Task No
	9(03)
	Fill task code of the unit.      – to be filled by the PAO 

	10
	ARMY NO
	X(08)
	Fill  Army No in eight digits

	11
	Check Digit
	X(01)
	Write check digit of Army No in Block letter

	12
	DO II Date 
	9(08)
	Fill date of issue of Do in DDMMYYYY format.

	13
	Do II No 
	9(08)
	Fill DO II No 

	14
	DO II Date effect  
	9(08)
	Fill date of effect 

	15
	Basic Pay
	9(06)
	Fill basic pay due

	16
	EDA
	9(06)
	Fill EDA due on the date otherwise leave blank

	17
	Class- Allce
	9(06)
	Fill Class Allce due on the date , otherwise leave blank

	18
	DA 
	9(06)
	Fill DA due on the date

	19
	PMHA
	9(06)
	Fill PMHA due on the date 

	20
	LRA 
	9(06)
	Fill LRA due on the date

	21
	Code-1
	X(06)
	Fill Abbreviated code of the allce due otherwise leave blank

	22
	Amount-1
	9(06)
	Fill Amount due, other wise leave blank 

	23
	Code-2
	X(06)
	Fill Abbreviated code of the allce due otherwise leave blank

	24
	Amount-2
	9(06)
	Fill Amount due, other wise leave blank

	25
	Code-3
	X(06)
	Fill Abbreviated code of the allce due otherwise leave blank

	26
	Amount-3
	9(06)
	Fill Amount due, other wise leave blank

	27
	Code-4
	X(06)
	Fill Abbreviated code of the allce due otherwise leave blank

	28
	Amount-4
	9(06)
	Fill Amount due, other wise leave blank

	29
	Code-5
	X(06)
	Fill Abbreviated code of the allce due otherwise leave blank

	30
	Amount-5
	9(06)
	Fill Amount due, other wise leave blank

	31
	Code-6
	X(06)
	Fill Abbreviated code of the allce due otherwise leave blank

	32
	Amount-6
	9(06)
	Fill Amount due, other wise leave blank

	33
	Code-7
	X(06)
	Fill Abbreviated code of the allce due otherwise leave blank

	34
	Amount-7
	9(06)
	Fill Amount due, other wise leave blank

	35
	Code-8
	X(06)
	Fill Abbreviated code of the allce due otherwise leave blank

	36
	Amount-8
	9(06)
	Fill Amount due, other wise leave blank

	37
	Code-9
	X(06)
	Fill Abbreviated code of the allce due otherwise leave blank

	38
	Amount-9
	9(06)
	Fill Amount due, other wise leave blank

	39
	Code-10
	X(06)
	Fill Abbreviated code of the allce due otherwise leave blank

	40
	Amount-10
	9(06)
	Fill Amount due, other wise leave blank

	41
	Code-11
	X(06)
	Fill Abbreviated code of the allce due otherwise leave blank

	42
	Amount-11
	9(06)
	Fill Amount due, other wise leave blank

	43
	Code-12
	X(06)
	Fill Abbreviated code of the allce due otherwise leave blank

	44
	Amount-12
	9(06)
	Fill Amount due, other wise leave blank

	45
	Code-13
	X(06)
	Fill Abbreviated code of the allce due otherwise leave blank

	46
	Amount-13
	9(06)
	Fill Amount due, other wise leave blank

	47
	Code-14
	X(06)
	Fill Abbreviated code of the allce due otherwise leave blank

	48
	Amount-14
	9(06)
	Fill Amount due, other wise leave blank

	49
	Total Amt
	9(06)
	Fill Total pay and allce due 

	50
	Val/Inval Ind
	X(01)
	Leave blank

	51
	Org-Srlno.
	9(05)
	For FS run after extraction original batch srl no is kept for reference purpose

	52
	Org-batch
	9(03)
	For FS run after extraction original batch no is kept for reference purpose

	53
	Filler
	X(18)
	Leave blank


SECTION-12
PLI – MODULE

1.
PLI Module is the medium through which PLI Master is created in the system for regulating the recovery of PLI premium through IRLA.  PLI Master is to be opened in respect of new subscriber or in respect of transfer in cases who were already a subscriber to PLI. 

2.
Preparation of Transcription Sheets :-  This will be initiated by the C.C. Group w.r.t. the PLI policy information received from the PLI Directorate on prescribed format for initial creation and its updation. The procedure to be followed is given in HQrs EDP Instruction no. 92 dated 28-9-99 and should be strictly followed.

3.
Batch Making :-  Transcription sheets so initiated by the PLI Directorate (PLI Cell) will be checked by the C.C. Group of the PAO w.r.t. PLI proposal received in support of them so as to ensure that the data furnished there in are correct in all respect and then batched/diarised before sending to EDP/DDP Centres for data entry.

4.
Edit List Checking :-  Edit list received from EDP/DDP Centre will be checked thoroughly by the C.C. Group.  After checking, suitable clear endorsement on the backside of the edit list will be made by the C.C. Group so as to indicate the total no. of corrections under modification, deletion & insertion therein.

The cycle of edit list checking of batches and proposing correction continue till it is made error free.  However, effort should be made to clean the batches by second round and in any case not beyond third round.

5.
Level Check :-  

(i)
Batch preparation of original batches. 




Auditor/Clerk



Each Item





SO(A)/AAO



Each Item





AO/SAO



Each Item


Head of the PAO
Top List of the batch

(ii) Edit List Checking 

Auditor/Clerk



Each Item

SO(A)/AAO



Each Item

AO/SAO



Each Batch

6.
Control Checks :-  

(i) Each page should contain the following controls at the end of each page.

(a)       Number of Items

(b)       Total sum assured

(c)       Total of premium rate

(a)       Total No. of Items

(ii) Top sheet will contain the following controls.

(a) Batch No.

(b) Month/QE.

(c) No. of Items

(d) Total of amount, rate & arrears.

(iii) The same control will be generated by the computer in the edit list.  These controls will be compared with the manual controls.  

(iv) The total no. of corrections under modification, deletion & insertion there in will be endorsed on the reverse side of edit list with dated initials of the Auditors SO(A)/AAO and checking the list.

(v) The controls printed by the computer in the updation list will be compared with reference to the proposed updation controls. 

7.
PLI – REJECTIONS  


Rejected PLI items will be listed to the CC Section.  Verification and follow up action on the rejected items will be done by the CC Group directly.  An account of  the follow up action will be prepared by the CC Group based on the action of the Ledger Group on the following lines.


Total items and amount reported as rejected.


Total items and amount re-fed in the current QE under intimation to APS.


Total items and amount adjusted in FS cases in current QE


Balance items and amount pending item.









      Annexure
Data Entry format for initial  PLI Proposal and its updation 
      Record length-130 

	SN
	Field Name 
	Length
	Instructions for filling 

	01
	SL No
	9(05)
	To be filled  by the PAO only for correction at edit list checking stage, otherwise leave blank 

	02
	Adjustment Quarter
	9(06)
	Fill the quarter in which the transcription sheet initiated for adjustment in MMYYYY format. 

	03
	PAO Code
	9(02)
	Write relevant PAO code 

	04
	Trans Type
	X(02)
	Fill   “PL” if fresh PLI Proposal to be introduced in the System.

Fill  “PC” if Updation to an existing master is to be made. Generally this will be used for recovery/refund of PLI premium less/excess made during the past period. This will also be used to update Last Premium Month and Year information with an aim to cease the recovery of premium, so as to make the policy in-operative with reference to the direction of PLI Cell. “PC “ will also be used for adding the PLI Policy No in the masters.

	05
	Record Type
	X(01)
	Fill “T”always as PLI information is always transcribed .

	06
	Month
	9(02)
	Fill month in which the transcription initiated in MM format

	07
	Batch No
	9(03)
	Fill batch No in three digits – to be filled by the PAO

	08
	Unit Code
	X(06)
	Fill  unit code of the Unit     - to be filled by the PAO

	09
	Task No
	9(03)
	Fill task code of the unit.      – to be filled by the PAO 

	10
	ARMY NO
	X(08)
	Fill  Army No in eight digits

	11
	Check Digit
	X(01)
	Write check digit of Army No in Block letter

	12
	Proposal No
	9(10)
	Write Proposal No in ten digits.

	13
	Policy No 
	X(20)
	Write policy No. This column is to be filled for intimating the Policy No for updation of an existing PLI proposal for which recovery is being effected. This means this column may be blank in the case of initial new proposal.

	14
	Policy- Commencement month and year 
	9(06)
	Fill month and year from which PLI premium recovery is to commence in MMYYYY format

	15
	Last Premium- Month and  Year 
	9(06)
	Fill last month and year up to which premium is to be recovered so as achieve maturity of policy.

	16
	Policy  Amount
	9(06)
	Write amount of policy in Rupees

	17
	Premium Rate
	9(05)
	Write monthly premium rate of policy at which recovery is to be effected in Rupees.

	18
	Sign of Arrear Amount 
	X(01)
	Fill plus (+) if the arrear is for recovery from the account of the PBOR or Minus (-) if the arrear is a refund to the PBOR. as an adjustment of excess recovery of past period. __

	19
	Total Arrear Amount
	9(06)
	Write the Total arrear amount in Rupees to be recovered/refunded 

	20
	Period from which arrear worked out 
	9(06)
	Fill period from  which arrear is worked out for  recovery/refund  in MMYYYY format

	21
	Period up to which arrear worked out
	9(06)
	Fill period up to which arrear is worked out for recover/refund in MMYYYY format

	22
	Val/Inval Ind
	X(01)
	To be filled in by the PAO only in  the case of correction stage 

	23
	Filler
	X(18)
	Leave Blank


NOTE  ..1):  Serial Nos 1, 7  to 9  and 22 are to be filled by the PAO. only

2            Information given in all the columns by the APS PLI Cell is to be checked by the PAO so as to ensure that the arrear amount shown against serial No 19 is correct with reference to the period shown against serial No 20 & 21 as well as the premium rate given against serial No 17 so as to ensure that no omission in recovery of premium is caused. 

3
In case, the Transcription sheet prepared by the PLI Cell could not be fed into the Computer in a quarter in which it was meant, for any reason , the arrear worked out and period shown by the PLI Cell is to be reassessed, so as to be in line with the quarter in which the same is fed again under intimation to the PLI Cell, by suitably modifying the affected columns such as 2, 6,,7,  19, 20 and 21 

4
In case, the format is used for adding PLI policy No, to an existing PLI proposal, then columns 2 to  13 only need to be filled and the rest can be left as blank.

5
Original Proposals and Updations / initiated by the PLI  Cell, if rejected manually or by Computer should be intimated to the PLI Cell promptly indicating the reasons there of and their acknowledge obtained and recorded.

SECTION-13

PIRM LI & CI Module

1.
Data preparation:-   

1.1
Pay IRLA master (PIRM) is created when an IRLA /LPC is received as a result of transfer of a PBOR from another accounting authority. The information for this purpose will be transcribed from the original IRLA/Sheet Roll/LPC etc. on transcription sheet as per specimen enclosed at Annexure to this Section and fed to the EDP through C.C section. It must be understood that whenever a PIRM is created through PIRM L1 module with option L1 an audit cage showing the rate of Pay & Allce should also be created through the audit cage module. Batches of PIRM will be routed through the CC section to the EDP/DDP Centre. C.C. Section will make a note of IRLA creation in the register maintained at their end.

1.2
It is seen that PIRM Line 01 module is some times being used to modify the existing master information also. In this case the option C1 should be used against the transaction Code column of transcription sheet as the format prescribed for master creation and modification is the same. No change is to be proposed through PIRM C1 for modifying the unit code of the present Unit. This has always to be done through appropriate POSIN DO II only. 

1.3
The information is to be transcribed in the transcription sheet prescribed for this purpose. The task holder will make unit /group wise batches in respect of  each type of transcription sheets. The task holders will complete the top sheet except batch no. The batch No. will be allotted   by the input/output Group of the PAO.

2.
Data Cleaning:- These batches will be sent to EDP/DDP Centre for data entry under a work order No. The data of these batches will be data entered in magnetic media and edit lists of the same will be generated by the computer through computer program .The EDP will return the batches to the I/O Group of PAO along with the edit lists. After data entry and validation, these will be distributed to respective task holders for checking the edit lists hundred percent.

3.
Edit List Checking:-   On receipt of the edit list in the I/O group it should be checked 100%   and following action is taken to update.

(a) Tally manually developed control total with computer total.

(b) Following steps taken to modify any item.

(i) Round off the GSN.

(ii) Write ‘M’ on left side of GSN.

(iii) Round off the field to be modified.

(iv) Write the correct value of the field above the field rounded off.

(c) If any item is found left in the edit list insert this as follows.

(i) Prepare a transcription sheet for the same.

(ii) Write GSN as 9’s equal to number of digits of the GSN field.

(iii) Send transcription sheet along with edit list.

(d) For any item to be deleted round off the GSN and write ‘D’ on the left side of GSN.

The cycle of edit list checking of batches and proposing correction continues till it is made error free.  However, effort should be made to clean the batches by second round and in any case not beyond third round.

4.
Level Check:-  

(i)
Batch preparation of original batches. 




Auditor/Clerk



Each Item





SO(A)/AAO



Each Item





AO/SAO



Each Item





Head of the PAO


Top List of the batch

5.
Control Checks :-  

(j)       The top sheet of each batch will contain the following controls.

(b)       Batch No.

(c)       Month/QE

(d)       Total No. of Items

(e)       Opening Debit Balance

(f)       Opening Credit Balance

(ii) The same control will be generated by the computer in the edit list.  These controls will be compared with the manual controls.  

(iii) At the end of the edit list the summary of the proposed updation will be prepared by the auditor checking the edit list as under. 

(a)      No. of Input Records.

(b)      No. of Records Proposed to be inserted.

(c)      No. of Records Proposed to be Deleted.

(d)      No. of output Records.

(e)      No. of Records Proposed to be modified.

(iv)
The auditor/SO(A)/AAO will put his/her dated initials in token of having checked the edit list and controls. 

(v)
The updation controls printed by computer will be checked with reference to the No. of corrections proposed in the edit list.

6.
PIRM L1 – REJECTIONS  


PIRM L1 cases are initiated by the Ledger Group for opening new IRLAs on Computer.  It must be ensured that no invalid case occur in this module also as in the cases of Enrolment DO II as that will lead to delay in opening of IRLA on Computer.  The invalid cases reported should be viewed very seriously by the Head of the PAO and who will ensure that it is re-fed correctly in the next quarter. 

7.
PIRM C1 – REJECTIONS  

Prim C1 cases are initiated by the ledger GPs after verifying the IRLA to set right some error conditions in the master information.  Accordingly, no master missing cases should occur in this module, if the PAO had physically verified the IRLA and prepared the PIRM C1 cases correctly.  Rejection on account of Master Missing and Invalid status should therefore be viewed seriously by the Head of the PAO and it will be ensured that the same is promptly corrected and re-fed in the next quarter after checking the IRLA physically.

Annexure

PIRM Line-01 Input Format for Master Creation and Modification – Record length 350

	Sl No
	Field Name
	Length
	Remarks 

	01
	Sl No
	9(5)
	To be keyed in for correction, otherwise Leave Blank

	02
	ADJ –QE
	9(6)
	Write the quarter in MMYYYY format

	03
	PAO Code
	9(2)
	Write PAO code in two digits as per the OM part X

	04
	Trans-Type
	X(2)
	Write “L1” for new master creation and “C1” for Changes to an existing master

	05
	Record Type
	X(1)
	Write “ T” always . T stands for transcription

	06
	Month
	9(2)
	Write month in MM format

	07
	Batch No
	9(3)
	Write Batch No in three digits.

	08
	Army No
	X(8)
	Write Army No in 8 digits.

	09
	Check digit
	X(1)
	Write correct check digit. In Capital letters 

	10
	Status code
	X(1)
	Write “E” always.  E means effective status

	11
	Old Army No
	9(8)
	Write old Army No of the JCOs.

	12
	Gorkha-Sikh Code
	9(1)
	Write 2  for Sikhs  and 3 for Gorkhas and 1 for Others.

	13
	Date of Birth
	9(8)
	Write Date of Birth in DDMMYYYY 

	14
	Current unit code
	X(6)
	Write unit code of current unit.

	15
	Previous unit code
	X(6)
	Write unit code of previous unit.

	16
	Present taskholder No
	9(3)
	Writ in three digits. First two digit represent Ledger Gp No and third digit task No. 

	17
	Previous task holder
	9(3)
	 - do - 

	18
	Date joining current unit
	9(8)
	Write in DDMMYYYY.  

	19
	Date of Joining previous unit
	9(8)
	Write in DDMMYYYY. This should be a date prior to current unit date.

	20
	Pay Group
	X(1)
	Write  valid pay group X, Y, Z as the case may be

	21
	Category
	X(9)
	Write appropriate category abbreviation as given in Appendix- J.

	22
	Classification pay status held
	9(1)
	Write 1, 2 , 3 or 4 as the case may be. This is not required for Recruits and JCOs.

	23
	Sub rank code
	9(2)
	Write 10 for Recruits, 20 for Sepoy, 25  for TSNK , 30 for Nk  , 40 for  Hav, 50 for NBSUB, 60  for  Subedar and 70 for Subedar Major, as the case may be .

	24
	Acting rank code
	9(2)
	Write 30 for PANK, 40 for PAHAV, 60 for PASUB and 70 for PASUBMAJ, as the case may be.

	25
	Appointment code
	9(2)
	Write  20 for LNK, 30 for LHAV, 40 for CHM, 41 for BHM, 42 for RHM, 43 for CQMH, 44 for RQMH, 45 for  BQMH, 52 for offtg CAPT and 53 for Offtg MAJ.

	26
	Terms of engagement
	9(4)
	Fill the first two digits with the fixed term of the rank in Year and next two digits the age limit prescribed for the ranks i.e. Sep 1942 or 2248, Naik 2449, Hav 2649, NbSub 2852, Sub 3052, SubMaj 3454.

	27
	Hony rank code
	9(2)
	Write 50 for Hony Lt and 51 for Hony Captain.

	28
	Date of  opening IRLA
	9(8)
	Write in ddmmyyyy. Should be later than enrolment date.

	29
	Date of Enrolment
	9(8)
	Write in ddmmyyyy actual date of Enrolment. 

	30
	Date of Attestation
	9(8)
	Write in ddmmyyyy actual date of Attestation. For Recruits and JCOs not a must. 

	31
	Date of Mustering
	9(8)
	Write in ddmmyyyy actual date of Mustering. For recruits and JCOs not a must.

	32
	Date of  current classification
	9(8)
	Write in ddmmyyyy the actual date of latest classification held. For Recruits and JCOs nil.

	33
	Date of substantive rank
	9(8)
	Write in ddmmyyyy the  date of latest Sub Rank  held.  

	34
	Date of paid Acting rank
	9(8)
	Write in ddmmyyyy the date of latest paid acting rank held.

	35
	Date  of Appointment
	9(8)
	Write in ddmmyyyy the date of Appointment held. 

	36
	Date of TSNK
	9(8)
	Write in ddmmyyyy, the date of TSNK 

	37
	Date of NK 
	9(8)
	Write in ddmmyyyy the date of promotion to the rank of NK.

	38
	Date of Havildar
	9(8)
	Write in ddmmyyyy the date of promotion to the rank of Havildar

	39
	Date of NBSUB
	9(8)
	Write in ddmmyyyy the date of promotion to the rank of NBSUB.

	40
	Date of Subedar
	9(8)
	Write in ddmmyyyy the date of promotion to the rank of Subedar

	41
	Date of Subedar Major
	9(8)
	Write in ddmmyyyy, the date of promotion to the rank of Subedar Major

	42
	Date of HON- Rank
	9(8)
	Write in ddmmyyyy the date of Honorary Rank promotion

	43
	Date of next Increment
	9(8)
	Write in ddmmyyyy the DNI. Should not be earlier to cut off date. The date should be the date from which computer is to draw next increment in present  rank held. 

	44
	Current GS pay code
	9(1)
	Write 1 for first rate, 2 for two rates, and 3 for third rates. Third rate is  valid for Hav only. 

	45
	Higest GS pay Code
	9(1)
	Write code for the highest rate, similarly as above.

	46
	Date current GS pay
	9(8)
	Write in ddmmyyyy the date from which latest rate granted.

	47
	Red Ink Entry 1
	9(8)
	Write  First Date of Red ink entry in ddmmyyyy. If no red ink entry leave the column as  blank

	48
	Red Ink entry 2
	9(8)
	Write  Date of Red ink entry in ddmmyyyy. If no red ink entry, leave the column as blank. 

	49
	NQS service for GS pay
	9(4)
	Write the non-qualifying service for GS Pay in days 

	50
	NQS  service for Pen
	9(4)
	Write the total Non-qualifying service accrued  for pension in days.

	51
	Temporary postponement of Increment
	9(3)
	Write the number of days, by which the increment postponed temporarily in days.

	52
	Downward Classification  
	X(1)
	Write “Y” if downward classification occurred , else Write “N”.

	53
	TB Flag
	X(1)
	Write “T” for TB and “L” for Leprosy and  “N” for others.  

	54
	Date of Final diagnosis
	9(8)
	Write the date of final diagnosis of disease  in ddmmyyyy.

	55
	No of Pending loan
	9(1)
	Write the number of loan cases pending to be recovered..

	56
	No of PLI policy
	9(1)
	Write the number of policy for which recovery initiated. 

	57
	Outfit/Mufty/cloth Allce
	9(1)
	Write the number of allces paid so far. Valid values are 0, 1, 2, 3.

	58
	Former service code
	X(1)
	Write “Y” if former service available else  write  “N”.

	59
	Award code
	9(4)
	Write relevant codes of Awards PVC-121, AC-127, MVC-123, KC-129, VRC-125, SC-131 as the case may be, being paid,  otherwise leave blank.

	60
	Bar code
	9(4)
	Write relevant codes of Bar to awards 122, 128, 124, 130, 126, 132 as the case may be , being paid, otherwise leave blank

	61
	No of bars
	9(1)
	Write the number of bar available.

	62
	Opening balance code
	X(2)
	Write “CR” for credit balance and “DB” for debit balance.

	63
	Op Balance
	9(7)
	Write the amount in Rupees. No paise.

	64
	Name
	X(25)
	Write Name in Full in Capital Letters

	65
	Val/Inval Flag
	X(1)
	Leave Blank in original transcription.  

	66
	Filler
	X(22)
	Leave Blank


SECTION-14

AFPP FUND MODULE

1
Use of AFPP Fund Module 

AFPP Fund module is used for the following purpose by the PAOs

· To create AFPP Fund  master in respect a new IRLA being taken on computer either on transfer from other PAOs or on transfer from manual maintenance stream of the PAO or to bring back an account physically dropped erroneously from computer due to an error in the FS list rendered by the CC Section in the previous quarter.

· To account the  Final withdrawal and Ty advance availed by the PBOR in the Fund accounts.

· To revise the rate of subscription with reference to the option received from the PBOR from time to time.

· To make any readjustment in Fund accounts on account of wrong debit of advance/withdrawal which can not be made by normal method?
· To make any readjustment on account of excess/less interest and any other item pertaining to previous years, which can not be made by normal method.

Note-1 : The Excess/Less/Non  recovery of Subscription made in the IRLA for the previous quarters should be fed through Adjustment Voucher module with the description “PFSUB”.  As this transaction will account both in the Pay accounts and Fund accounts, this can be used by the PAO for readjustment of following simple errors related to Subscriptions and there is no need of floating another Fund Adjustment Voucher module for this. 

- Less/Non Recovery of Fund Subscription from Pay in IRLA. The sign of the amount in this case will be plus (+).  

- Excess Recovery of Fund Subscription from Pay in IRLA. The sign of the amount in this case will be minus (-).      

Note-2 :   The use of description “PFRFD” in Adjustment Voucher module for refund of instalmental recovery of Ty advance already made based on the erroneous debit of Ty advance has been withdrawn as such refund will be made by the Computer with reference to the minus Debit correction floated by the PAO. For details see  item 4 of the table given in Annexure-6

2.
Fund Accounting Quarter.

The fund accounting quarter corresponding to the Pay accounting quarter

are furnished below for information.

	Pay accounting QE 
	Fund Accounting QE
	Months in Fund accounting QE

	         05
	06
	04, 05, 06

	         08 
	09
	07, 08, 09

	         11
	12
	10, 11, 12

	         02
	03
	01, 02, 03


3
Preparation of Transcription sheets 

As the information required for the different transactions coming under the Fund Module are distinct, four different transcription sheet has been prescribed under this module as per the specimen enclosed as Annexure-1 to 4 to this chapter.  The circumstances under which these are initiated are detailed below. Group wise Batches of TS will be prepared separately by the PAO legibly and correctly for each type of transaction and passed on to the EDP/DDP through the Fund Cell / CC Cell for Data Entry.  Data preparation is to be done by the Auditors and checked by the Supervisory Officers very care fully in such a manner that no unauthorised insertions/modifications are possible.  All alterations/modifications in the original documents should be attested over the dated initials of the Auditor and SO(A)/AAO concerned. The top list of the batch of every module should contain all the controls developed, including the No of items and Amount involved etc, apart from other details and should bear the dated signature/initial of the appropriate authority prescribed. Each page controls also should be developed where ever prescribed and initialed by the authorised signatory. Level checks prescribed for this purpose are given in Annexure- 5

3.1
For new Master creation

The format for the master creation is given in Annexure-1. This will be initiated by the Ledger groups, if a new IRLA (PIRM) is to be opened by the PAO on the computer and if that IRLA is having Fund balance and Fund transactions. The opening and transfer- in balances in these cases will be correctly reflected in the TS. The opening balance will be the closing balance of the previous year’s fund account, where as the Transfer-in balance will be the closing balance of the immediately previous quarter closing balance. The difference between the opening balance and transfer-in balance will be the transactions occurred in the current years fund account either manually or on computer upto the previous quarter and this has to be reflected in the TS appropriately in the Fund Subscription/Refund columns and other columns as the case may be. The transfer-in balance fed through the TS will be a control figure because this will be found reflected in the Fund one line figure generated for the quarter and supplied by the EDP Center to the PAO.  All the PAOs shall therefore check this figure to see that the Fund accounts fed is correctly accounted by the Computer. The difference, if any will be either pertaining to the rejected records or due to the error in data entry/edit list checking. This will  be checked and reconciled and action will be taken to rectify these errors in the next quarter positively. The TS on master transcription should be test checked by the SO(A)/AAO hundred percent. For a case study of master opening refer para 7.1 below  and Annexure-7 referred in that para.

3.2
For accounting Fund Debits (Paid Vouchers of Final withdrawal and Ty Advance) 

3.2.1.
The format prescribed for Fund Debits is given in Annexure-2. This will be initiated by the Imprest group or Fund Cell with reference to the Fund Debit Vouchers received from the imprest holders  and other PAOs and batched after developing controls  such as item No and Amount and then passed on to EDP/DDP Centre for data entry and validation. The Amount Control developed manually by the PAO should be firm and in the edit list checking its correctness will be cross checked by the Imprest/Fund Cell. The amount involved in the Fund debits is a control figure as the same is reflected in the Fund one line figure supplied by the EDP Centre for the quarter. All the PAOs shall therefore check this figure to see that the Fund Debit fed is correctly accounted by the Computer. The difference, if any will be either pertaining to the rejected records or due to the error in data entry/edit list checking. This will  be checked and reconciled and action will be taken to rectify these errors in the next quarter positively. The TS on Fund Debits should be test checked by the SO(A)/AAO.  One of the main complaints received in the PAO relating to Fund account is the debiting of Final withdrawal and Ty advances in the wrong IRLAs. It is therefore essential that the SO(A)/AAO of the Imprest/Fund Cell should  ensure that edit list checking done by the Auditors are hundred percent in all respects and the check digit correction is done with due care.

3.2.2.
This format will also be used by the PAO for feeding the Payment Authorities of Final withdrawal and Ty advances issued by them for recording and watching the receipt of Paid Vouchers. The batch for this will be prepared separately and should not be mixed with Paid debit vouchers or other transactions and will be marked boldly on the top list  “ Payment Authority”. For a case study relating to the Fund Debit Vouchers and Payment Authorities please refer para 7.2 below and Annexure-8 referred in that para.

3.2.3.
The above format  will also be used for rectification of wrong debits made in an IRLA in which case the Debit Amount will be transcribed as minus (-). However, a contra transcription with plus amount should be ensured simultaneously for the correct IRLA to which the debit pertains. 

3.3
Change in rate of subscription
3.3.1.
This will be prepared by the ledger GPs based on the letters received from the Units in the specimen format given in Annexure-3 and then batched to EDP/DDP Centre through the Fund Cell for data entry and validation. While preparing the data, Ledger GPs will ensure that the date of effect of the revised subscription is subject to the following parameters.

3.3.2.
Commence from the first day of the month within the current Fund accounting year.

3.3.3.
Date of effect is not after the current quarter.  

For a case study relating to Change in rate of subscription please refer para 7.3 below and Annexure-9 referred in that para.

3.4
Adjustment on Fund accounts


Adjustment on Fund accounts are initiated by the Ledger Groups to bring into account any excess/less credit erroneously occurred in the AFPP Fund accounts during the past period, which could not be rectified in any other manner. The adjustment fed through this format will affect only AFPP Fund accounts and not the Pay accounts of the PBOR. This should be initiated very rarely only if the rectification through other modes are not possible and then again with utmost care, as errors in the preparation will be further damaging the status of accounts. The format prescribed for this purpose is given in Annexure-4. The adjustments in Fund accounts are classified into four categories as detailed below. Accordingly these are to be initiated with appropriate adjustment code and sign as shown below.

	No
	Nature of Adjustment
	Adjustment code prescribed
	Usage of sign with Amount of adjustment proposed 

	1
	Adjustment on Interest excess paid 
	      1
	     Minus (-)

	2
	Adjustment on interest less paid 
	      1
	     Plus   (+)

	3
	Adjustment on Other credits excess paid 
	      2
	     Minus (-)

	4
	Adjustment on Other credits less paid 
	      2
	     Plus   (+)


Note : 1 - Adjustment on account of excess/less subscription made in the past quarters is to be made through the normal Adjustment Voucher module  with subscription “PFSUB” as explained in the Note under para 1 above.


2-   The month to be given in the Fund Adjustment should be the month of the Fund quarter in which the Adjustment is proposed. For example in pay accounting QE 11/2000, the valid months for Fund adjustment are 10, 11 and 12.


3 – All the Adjustments initiated should be recorded in detail in the manual IRLA under the dated initials of the Auditor and SO(A)/AAO before feeding to EDP Centre.

4– All the Adjustment fed in a quarter are to be re-checked with reference to the IRLA of that quarter to see that adjustment has been effected correctly as desired.


For a case study relating to Adjustment on Fund please refer para 7.4 below and Annexure-10 referred in that para.

4
Edit list Checking and feeding corrections


Edit lists received from the EDP/DDP Centre will be checked thoroughly by the Ledger Group (Imprest/Fund Cell in the case of Debit Vouchers) concerned. General guidelines for checking the edit list is given below.

4.1
Edit list are the medium through which the data entered by the DEOs are listed by  the EDP/DDP  Centre to the PAO for verification with the source documents. With a view to ensure that the Data  prepared by the EDP Centre and taken for final processing are correct, this should be subjected to cent percent checking by the PAOs. A register will be maintained in the Sections (I.O Cell/CC Section/Imprest GP/Ledger GP), dealing the edit list checking for distribution of edit list checking to the Auditors/Clerks. Separate pages will be allotted for different types of documents in this register and the name of the Auditor/Clerks will be noted in this register against the batch given for checking and his dated initials will be obtained there in. The date on which the Checking completed will also recorded in this register.  Some of the important points to be ensured in this respect are the following.

4.1.1

Prompt action in checking.

4.1.2 
Data cleaning by the second round of edit list checking. Checking going beyond second round should be examined to sort out the bottlenecks and in case this is due to the EDP/DDP Centre related problems, this should be brought to the notice of the EDP & Systems Manager for remedial action. 

4.1.3

Correctness of Army NO, which is the main Key for maintenance of accounts.

4.1.4
Correctness of Subject dealt with,. with reference to the format/codes  prescribed for the module.

4.1.5

Marking  “ M ’ for modification,  “ D “ for Deletion and “ I “ for insertion clearly  against the items on the left margin close to the serial No concerned after encircling it with pen , depending upon the action initiated/proposed by the Auditors.

4.1.6

Developing controls on the data after checking, including that of amounts, where amounts are control figures (e.g.  ACR, FAMO, Fund Debit Vouchers  etc) and making  suitable clear  brief endorsement quantifying  the corrective action taken  on the reverse side of the edit list under the dated initials of the Auditor and SO(A)/AAO. 

4.1.7
Preservation of edit lists and original documents as laid down in the Manual/Instructions. While the retention period for the different records dealt with in the PAOs are laid down in Appendix-A to para 6 of OM Part X, the retention period prescribed for the new documents in the Computer environment are the following.


All kinds of Transcription Sheets
: Six Years

Computer print-outs – Edit List     : For a further period of two Quarters after dispatch of QSA

5
Transfer of PF Transactions  to PIRM


After cleaning and tallying the AFPPF Transactions initiated by the PAOs, they will be merged monthwise/quarterwise lots (Transactionwise) and then transferred to PIRM by EDP Centre using the prescribed programs. The items rejected, while transferring to PIRM will be segregated and listed to the PAO for examination and clearance. The EDP Centre will check the following control figures with the Fund One line figure generated at the end of quarter closing. and then print sufficient copies for supply to the PAO.  It may be noted that Fund one figure should be sent to the PAO immediately on closing of accounts after checking the control figures with out waiting the complete printing of IRLA/QSA.. The PAO will also cross check the following control figures afresh with the controls developed manually at their end and satisfy them selves its correctness and then include the same in the consolidate one line figure of the PAO for preparation of Punching Media. 
5.1 Fund Debit and Transfer-in balance of Fund

5.2 Fund Transfer out balance of NE/TOUT cases 

5.3 Opening balance with the previous quarter closing balance.
6 AFPPF Rejections

All the Rejected transactions will be listed to the PAO for verification and follow up action. Out of the rejections, invalid cases will be refer to the EDP/DDP Centre after verifying the connected original documents and correcting the record, wherever necessary. In fact the existence of invalid case should be treated by the PAO as a serious lapse on the part of the Auditor and dealt with accordingly.  Master missing cases will be kept under research and refer after ensuring the creation of concerned masters (PIRM, APFM, AT cage and PLI masters).  In the case of NE cases follow up action is warranted on Fund Debits and Fund adjustments and therefore FS cases already settled will be rechecked to see that these are accounted properly at the time of FS. In case further adjustment is warranted, then the case will be reopened and submitted to the head of the PAO for orders. Action taken on the Rejections will be suitably endorsed on the rejection listing under the dated initials of Auditor and SO(A)/AAO concerned and submitted to the AO/SAO  before recorded for future reference.
7 Case studies 

7.1
For re-opening  of AFPP Fund Master for an IRLA No 02573472N of 62B002 (task 021) of PAO XXXX maintained up to QE 05/2000 on Computer, which was dropped from Computer in QE 08/2000 due to an erroneous feeding in  NE list by the PAO.  Following are the transactions already accounted  in the IRLA up to QE 08/2000 are to be included in the Fund master to be opened say in QE 02/2001.- For illustration of the case given below see  Annexure- 7.  details given below.

- Closing balance for the year 1999- 2000 



5,00,000

- Fund Subscription made in QE 05/2000 

  @ of 1200/pm   
                             


     
3, 600

- Fund Refund made in QE 05/2000 @

  of 1000/pm from 12/99 based on a Ty advance 

  paid in 11/1999 and debited in QE 05/2000 

    
7, 000


- Fund debit paid in 11/99 and debited in QE 05/2000     

25, 000


- Fund Adjustment made in QE 05/2000 to rectify 

  a past error in debits occurred in an old previous year(+) 5, 000


- Fund Interest Adjustment made in QE 05/2000            (-)     250

Note : The above case study holds good for an IRLA received from other PAOs on Transfer out from other Corps also.
7.2 Creation of TS for Fund paid Vr, Payment Authority and Cancellation of

Payment Authority etc .
7.2.1 Creation of a TS for debiting a Fund  voucher with details given below.

Paid Voucher for Rs 30,000 paid in the month of 11/1999 towards Final Withdrawal from AFPP Fund in respect of Army NO 02882153F of unit 62B008 – Task 022. To be scheduled to EDP Centre in QE 02/2001.
7.2.2 Creation of a TS for debiting a Fund  voucher with details given below.

Paid Voucher for Rs 25,000 paid in the month of 10/1999 towards Ty Advance from AFPP Fund in respect of Army NO 02888915A of unit 62B008 – Task 022. Rate of recover fixed is 1000/pm and No of installments 25. To be scheduled to EDP Centre in QE 02/2001.
7.2.3
Creation of a TS for recording the Payment Authority with details given below.

Payment Authority issued by the PAO for Rs 15,000 in the month of 12/2000 towards Ty advance from AFPP Fund in respect of Army NO 02888916H of unit 62B008 – Task 022. The rate of recovery fixed is 1000/pm and No of installments 10. To be scheduled to EDP Centre in QE 02/2001.
7.2.4
Creation of a TS for Cancellation of Payment Authority with details given below.

Information for cancellation of Payment Authority for Rs 15,000 issued by the PAO in the month of 01/2000 for a Ty advance from AFPP Fund in respect of Army NO 02888917L of unit 62B008 – Task 022. The rate of recovery fixed was  1500/pm and No of installments 10. To be scheduled in QE 02/2001. 

For illustration of the above data of 7.2.1 to 7.2-4 in Transcription Sheet  please see  Annexure-8..
7.3 Creation of TS for Change in rate of Subscription with the following Data in QE 02/2001.

Letter from unit 62B017 (task 036) for increasing the rate of AFPP Fund subscription from the month of 08/2000 to Rs 2000/Pm from the existing rate of 1000/pm. For Army No 02893102N.  

For illustration please see Annexure- 9

7.4
Creation of a TS for Adjustment with details given below in QE 02/2001.


On review of the PAO, it was found in the IRLA of Army No 02882153F of unit 62B008, Task No 022 that a sum of Rs 250 excess paid towards interest up to the last fund year 

For illustration see Annexure-10.

Annexure-1

Provident Fund Master Input Format for Data Entry

 Record length –285

	Sl No
	Field Name 
	Length
	Remarks 

	01
	Sl No
	9(05)
	To be filled in only for correction, otherwise leave blank 

	02
	Adj QE
	9(06)
	Fill  current quarter in MMYYYY format

	03
	PAO Code
	9(02)
	Write relevant PAO code 

	04
	Trans Type
	X(02)
	Fill  “PF” always

	05
	Record Type
	X(01)
	Fill “T”always.

	06
	Month
	9(02)
	Fill month in MM format

	07
	Batch No
	9(03)
	Fill batch No in three digits

	08
	Page No
	9(03)
	Fill the page no of the sheet

	09
	Unit Code
	X(06)
	Fill  unit code of the Unit

	10
	Task No
	9(03)
	Fill task code of the unit.

	11
	ARMY NO
	X(08)
	Fill  Army No in eight digits clearly

	12
	Check Digit
	X(01)
	Write check digit in Block letter clearly

	13
	Subscription Rate
	9(05)
	Fill the rate of PF subscription to be recovered 

	14
	Month  of Subscription
	9(06)
	Fill the month in MMYYYY from which recovery is to be made

	
	Withdrawal details 
	
	 Columns 15 to 21 repeated three times for feeding the existing withdrawal details already accounted  in the IRLA during the current Fund year before the IRLA being re-opened on Computer. In case no withdrawal leave the columns 15 to 35 blank. 

	15
	Withdrawal –Dc-1
	X(01)
	Fill “V”, if transcribed with reference to paid Voucher. Fill “A” if transcribed with Payment Authority. Fill “C” if the entry is on account of cancellation of Payment authority. 

	16
	Withdrawal- Code-1
	X(01)
	Fill “T” if Ty advance. Fill “F” if Final withdrawal 

	17
	Sign of Amt + or -
	X(01)
	Fill “+” for all the normal debits. Fill “—“ if the debit is a refund 

	18
	Withdrawal Amount-1 
	9(08)
	Fill the Amount of withdrawal 

	19
	Withdrawal MMYYYY-1
	9(06)
	Fill the  month and year of payment of withdrawal

	20
	Month of Adjustment-1
	9(02)
	Fill current Fund quarter

	21
	Year of Adjustment-1
	9(04)
	Fill the  year of current QE

	22
	Withdrawal –Dc-2
	X(01)
	Fill “V”, if transcribed with reference to paid Voucher. Fill “A” if transcribed with Payment Authority. Fill “C” if the entry is on account of cancellation of Payment authority. 

	23
	Withdrawal- Code-2
	X(01)
	Fill “T” if Ty advance. Fill “F” if Final withdrawal 

	24
	Sign of Amt + or -
	X(01)
	Fill “+” for all the normal debits. Fill “—“ if debit is a refund. 

	25
	Withdrawal Amount-2 
	9(08)
	Fill the Amount of withdrawal 

	26
	Withdrawal MMYYYY-2
	9(06)
	Fill the  month and year of payment of withdrawal

	27
	Month of Adjustment-2
	9(02)
	Fill the month of  adjustment of withdrawal

	28
	Year of Adjustment-2
	9(04)
	Fill the year of  adjustment of withdrawal

	
	
	
	

	29
	Withdrawal –Dc-3
	X(01)
	Fill “V”, if transcribed with reference to paid Voucher. Fill “A” if transcribed with Payment Authority. Fill “C” if the entry is on account of cancellation of Payment authority. 

	30
	Withdrawal- Code-3
	X(01)
	Fill “T” if Ty advance. Fill “F” if Final withdrawal 

	31
	Sign of Amt + or -
	X(01)
	Fill “+” for all the normal debits. Fill “—“ if the debit is a refund 

	32
	Withdrawal Amount-3 
	9(08)
	Fill the Amount of withdrawal 

	33
	Withdrawal MMYYYY-3
	9(06)
	Fill the  month and year of payment of withdrawal

	34
	Month of Adjustment-3
	9(02)
	Fill the month of  adjustment of withdrawal

	35
	Year of Adjustment-3
	9(04)
	Fill the year of  adjustment of withdrawal

	
	Details of Out standing Ty advance 
	
	Column 36 to 38 are to be filled only if any Ty advance is outstanding to be recovered as reflected in columns 15 to 35.  

	36
	Outstanding Amt
	9(06)
	Fill the consolidated Ty withdrawal amounts remaining outstanding to be recovered.

	37
	Recovery Rate
	9(05)
	Fill the rate of recovery of the outstanding amount 

	38
	Balance Instalments
	9(02)
	Fill the No of instalments for recovery of outstanding amount.

	
	Details of Adjustments in fund
	
	Columns 39 to 42 repeated three times for feeding any adjustments already accounted in the current Fund Account Year in Fund account before IRLA being re-opened on Computer now. In case no adjustments, leave these columns 39 to 50 blank 

Note : Only adjustment on Fund debits and interest on it  accounted already in the current fund year and before the current QE  can be furnished in these columns ( 39 to 50 ).    

	39
	Adjustment Code
	9(01)
	Fill “1” if adjustment is on account of Interest. Fill “2” if the adjustment is on account of other adjustments. If no adjustment leave blank

	40
	Adj-sign
	X(01)
	Fill  “+ “ if the adjustment amounts to a credit to fund account. Fill “-“ if the adjustment is debit to fund account . If no adjustment leave blank.

	41
	Adj-Amt
	9(06)
	Fill the amount of adjustment in Rupees. 

	42
	Adj-Month-
	9(02)
	Fill  the month of adjustment in  MM format. This will be the original  month of the quarter in which adjustment was made. If no adjustment leave this column blank

	
	
	
	

	43
	Adjustment Code 
	9(01)
	Fill “1” if adjustment is on account of Interest. Fill “2” if the adjustment is on account of other adjustments. If no adjustment leave blank

	44
	Adj-sign
	X(01)
	Fill  “+ “ if the adjustment amounts to a credit to fund account. Fill “-“ if the adjustment is debit to fund account . If no adjustment leave blank.

	45
	Adj-Amt-
	9(06)
	Fill the amount of adjustment in Rupees. If no adjustment leave column blank. 

	46
	Adj-Month-
	9(02)
	Fill  the month of adjustment in  MM format. This will be the original  month of the quarter in which adjustment was made. If no adjustment leave this column blank

	47
	Adjustment Code 
	9(01)
	Fill “1” if adjustment is on account of Interest. Fill “2” if the adjustment is on account of other adjustments. If no adjustment leave blank

	48
	Adj-sign
	X(01)
	Fill  “+ “ if the adjustment amounts to a credit to fund account. Fill “-“ if the adjustment is debit to fund account . If no adjustment leave blank.

	49
	Adj-Amt
	9(06)
	Fill the amount of adjustment in Rupees. 

	50
	Adj-Month-
	9(02)
	Fill  the month of adjustment in  MM format. This will be the original  month of the quarter in which adjustment was made. If no adjustment leave this column blank

	
	Details of Year opening –balance to be taken in the accounts
	
	Columns 51 to 52 to be filled only if fund account has some balance at the end of previous financial year.

	51
	Sign
	X(01)
	Fill “+”, if the Closing balance of the previous year is positive. Fill “-“, if the closing balance is negative

	52
	Amount
	9(07)V99
	Fill the Closing Fund Balance of the previous year in Rupees & Paise.

	
	Transfer- balance for the current quarter 
	
	This will be equal to Year opening bal + the following transactions if any already made during the current Fund year in the Fund account, before the master is re-opened on computer now in current quarter. 

1- subscription & refund already made during the current year as reflected in column 56 to 73 below.

2 –Adjustments on Fund debits and interest if any made as reflected in column 39 to 50 above. 

3 –Withdrawal if any accounted  and reflected in column 15 to 35 above.

	53
	Sign
	X(01)
	Fill “+”, if the Closing balance of the previous quarter is positive. Fill “-“, if the closing balance is negative.

	54
	Transfer –in  Amount
	9(07)V99
	Fill the Closing Fund Balance of the previous quarter in Rupees & Paise.

	55
	Nomination Flag
	X(01)
	Fill “Y”, if nomination exists,otherwise fill “N” 

	
	Sub/Refund already made in the current year by the accounting authorities before transfer  
	
	Columns 56 to 73 is to be filled to the extend necessary only if transaction exists. If no transactions exists in the previous quarters of the current year , then leave the columns 56 to 73 blank to that extent 

	56
	Subscription made-in Mar
	9(05)
	Fill  amt already recovered other wise leave blank

	57
	Refund made-in Mar
	9(05)
	Fill  amt already refunded other wise leave blank

	58
	Subscription made-in Apr
	9(05)
	Fill  amt already recovered other wise leave blank

	59
	Refund made-in Apr
	9(05)
	Fill  amt already refunded other wise leave blank

	60
	Subscription made-in May
	9(05)
	Fill  amt already recovered other wise leave blank

	61
	Refund made-in May
	9(05)
	Fill  amt already refunded other wise leave blank

	62
	Subscription made-in Jun
	9(05)
	Fill  amt already recovered other wise leave blank

	63
	Refund made-in June
	9(05)
	Fill  amt already refunded other wise leave blank

	64
	Subscription made-in Jul
	9(05)
	Fill  amt already recovered other wise leave blank

	65
	Refund made-in Jul
	9(05)
	Fill  amt already refunded other wise leave blank

	66
	Subscription made-in Aug
	9(05)
	Fill  amt already recovered other wise leave blank

	67
	Refund made-in Aug
	9(05)
	Fill  amt already refunded other wise leave blank

	68
	Subscription made-in Sep
	9(05)
	Fill  amt already recovered other wise leave blank

	69
	Refund made-in Sep
	9(05)
	Fill  amt already refunded other wise leave blank

	70
	Subscription made-in Oct
	9(05)
	Fill  amt already recovered other wise leave blank

	71
	Refund made-in Oct
	9(05)
	Fill  amt already refunded other wise leave blank

	72
	Subscription made-in Nov
	9(05)
	Fill  amt already recovered other wise leave blank

	73
	Refund made-in Nov
	9(05)
	Fill  amt already refunded other wise leave blank

	74
	Val/Inval Ind
	X(01)
	To be filled in the case of correction stage only 

	75
	Org-Srl no
	9(05)
	Leave Blank

	76
	Org-batch 
	9(03)
	Leave Blank


Annexure-2
INPUT FORMAT FOR DATA ENTRY of  Provident Fund Debits (Withdrawal) - Record length –285

	Sl No
	Field Name 
	Length
	Remarks 

	01
	Sl No
	9(05)
	To be filled in only for correction, otherwise leave blank 

	02
	Adj QE
	9(06)
	Fill  quarter in MMYYYY

	03
	PAO Code
	9(02)
	Write relevant PAO code 

	04
	Trans Type
	X(02)
	Fill  “PF” always

	05
	Record Type
	X(01)
	Fill “W”always.

	06
	Month
	9(02)
	Fill month in MM format

	07
	Batch No
	9(03)
	Fill batch No in three digits

	08
	Page No
	9(03)
	Fill the page no of the sheet

	09
	Unit Code
	X(06)
	Fill  unit code of the Unit

	10
	Task No
	9(03)
	Fill task code of the unit.

	11
	ARMY NO
	X(08)
	Fill  Army No in eight digits

	12
	Check Digit
	X(01)
	Write check digit in Block letter

	13
	Withdrawal Document Nature
	X(01)
	Fill “ V” if transcribed from Paid Voucher. Fill “A”. if transcribed from Payment Authority. Fill “C” if transaction is a Cancellation  

	14
	Withdrawal type
	X(01)
	Fill “T” if Ty Advance . Fill “F”if Final Withdrawal.

	
	Withdrawal  details
	
	 

	15
	Sign
	X(01)
	Fill “+”  in the case of normal withdrawal. Fill “--“ if the transaction is a refund of erroneous debit adjustment made. 

	16
	Amount
	9(08)
	Fill the amount of withdrawal

	17
	Payment Month and  &Year 
	9(06)
	Fill the month and year in which the withdrawal paid in MMYYYY

	18
	Adj QE 
	9(06)
	Fill the Pf current  Quarter in which withdrawal fed for debit in the IRLA in MMYYYY format . Valid QE   031999, 061999, 091999  121999. For cancellation of Payment Authority leave the column blank.

	19
	Outstanding Amt
	9(06)
	Fill the amount of ty advance to be recovered. In case the advance is a consolidated advance, the gross amount to be recovered to be written. Leave the  column blank in the case of final withdrawal 

	20
	Rate of recovery
	9(05)
	Fill the rate at which recovery of ty advance to be made. Leave the column blank in the case of final withdrawal 

	21
	Balance Installments
	9(02)
	Fill the No of installments at which the ty advance is to be recovered. Leave the column blank in the case of final withdrawal.

	23
	Val/Inval Ind
	X(01)
	To be filled in the case of correction stage only 

	26
	Filler
	X(206
	Leave Blank


    Annexure-3

INPUT FORMAT FOR DATA ENTRY of 
Change in rate of subscription of PF  - Record length –285

	Sl No
	Field Name 
	Length
	Remarks 

	01
	Sl No
	9(05)
	To be filled in only for correction, otherwise leave blank 

	02
	Adj QE
	9(06)
	Fill  quarter in MMYYYY

	03
	PAO Code
	9(02)
	Write relevant PAO code 

	04
	Trans Type
	X(02)
	Fill  “PF” always

	05
	Record Type
	X(01)
	Fill “S”always.

	06
	Month
	9(02)
	Fill month of the quarter in mm format

	07
	Batch No
	9(03)
	Fill batch No in three digits

	08
	Page No
	9(03)
	Fill the page no of the sheet

	09
	Unit Code
	X(06)
	Fill  unit code of the Unit

	10
	Task No
	9(03)
	Fill task code of the unit.

	11
	ARMY NO
	X(08)
	Fill  Army No in eight digits

	12
	Check Digit
	X(01)
	Write check digit in Block letter

	13
	Subscription rate per month
	9(05)
	Fill the revised rate of subscription

	14
	Month from which to be effected
	9(06)
	Fill in MMYYYY the month and year from which the revised subscription to be recovered. This should not be before the start of the current Fund Year and after the current Quarter 

	15
	Val/Inval Ind
	X(01)
	To be filled in the case of correction stage only 

	16
	Filler
	X(231)
	Leave Blank


   Annexure-4

INPUT FORMAT FOR DATA ENTRY of  PF Adjustments  - 
   Record length –285

	Field Name 
	Length
	Remarks 

	Sl No
	9(05)
	To be filled in only for correction, otherwise leave blank 

	Adj QE
	9(06)
	Fill  quarter in MMYYYY

	PAO Code
	9(02)
	Write relevant PAO code 

	Trans Type
	X(02)
	Fill  “PF” always

	Record Type
	X(01)
	Fill “A”always.

	Month
	9(02)
	Fill month of the quarter in MM format

	Batch No
	9(03)
	Fill batch No in three digits

	Page No
	9(03)
	Fill the page no of the sheet

	Unit Code
	X(06)
	Fill  unit code of the Unit

	Task No
	9(03)
	Fill task code of the unit.

	ARMY NO
	X(08)
	Fill  Army No in eight digits

	Check Digit
	X(01)
	Write check digit in Block letter

	Adjustment Code
	9(01)
	Fill “1” if adjustment is on account of Interest. Fill “2” if the adjustment is on account of other adjustments

	Sign of amount
	X(01)
	Fill  “+ “ if the adjustment amounts to a credit to fund account. Fill “-“ if the adjustment is debit to fund account .

	Amount of adjustment
	9(06)
	Fill the amount of adjustment in Rupees. 

	Month in which  effected
	9(02)
	Fill in the month of adjustment in  MM format. This will be any  month of the current fund quarter in which adjustment is floated.

	Val/Inval Ind
	X(01)
	To be filled in the case of correction stage only 

	Filler
	X(232)
	Leave Blank


Note : 1-Appendix-4 is to be used only when the rectification of an error is not possible with other means.

2- The erroneous debit occurred and readjustment of interest on it can be rectified by feeding the reversal entry of the original debit entry in the affected IRLA by using the format at Annexure-2. However a contra entry is also to be fed for such cases for the correct Army No through the same format – Annexure-2 simultaneously to  make the debit amount tallied.  


  Annexure-5

Level Checks prescribed for batch preparation of AFPPF Transactions Original Batches

	Nature of Documents
	Level at which  dated initial is to be endorsed  for having prepared/checked the batches for processing.  

	
	Auditor/Clerk
	SO(A)/AAO
	AO/SAO
	Head of the PAO

	
	
	
	
	

	PF Sub Change  
	Each sheet
	Top list
	
	

	PF Debits
	Each item
	Each item
	Each sheet 
	Top list

	PF Adjustments
	Each item
	Each item
	Each item 
	Top list

	PF Payment Authority
	Each item
	Each item
	Top list 
	

	PF Master 
	Each item
	Each item
	Each item 
	Top list

	Adjustment Vouchers
	Each item
	Each item
	Each item
	Top list


Note 1
 Page numbering of each sheet of all batches and its recording on the top list to be ensured by the SO(A)/AAO.

         2
 Blank spaces in the Transcription Sheets should be neatly scored through.

:        3
 In the case of Adjustment Voucher, Auditor should write his full name in capital letter    on each sheet and affix his dated initial against each item.

Level Checks prescribed for Edit List Checking of AFPPF Transactions

	Nature of Documents
	Authority  by whom check is to be exercised and endorse dated initial  

	
	Auditor/Clerk
	SO(A)/AAO
	AO/SAO
	Head of the PAO

	
	
	
	
	

	PF Sub Change  
	Each Batch
	Each Batch
	
	

	PF Debits
	Each Item
	Each sheet
	Each Batch
	

	PF Adjustments
	Each Item
	Each item
	Each Batch
	

	PF Payment Authority
	Each sheet
	Each Batch
	
	

	Adjustment Vr
	Each item
	Each item
	Each Batch
	












  Annexure - 6

Sample error situations and Recommended Rectification action 

	No 
	Details of error 
	Recommended Rectification action and Module to be used and sign of Amount

	01
	Less/Non Recovery of Fund Subscription from Pay in IRLA for certain period  
	Feed the Amount involved through the normal Pay Adj Vr module with description “PFSUB” with Sign Plus and relevant period. No separate Fund adjustment Vr is needed.  

	02
	Excess Recovery of Fund Subscription from Pay in IRLA for certain period.     
	Feed the Amount involved through normal Pay Adj Vr module with description “PFSUB” with Sign Minus and relevant period. No separate Fund adjustment Vr is needed.

	03
	Erroneous debiting of Final withdrawal in an IRLA instead of another IRLA
	1-Feed the amount as a minus debit for existing IRLA for reversing the amount already debited through Fund Module format prescribed at Appendix- 2. The particulars to be fed should be the same original  entry, ie to say the Amount, month of payment, Nature of Payment  (except the sign of the amount, which will be minus and quarter adjusted, which will be the current quarter in which the correction is proposed). 

Note : No adjustment on interest is to be made manually by the PAO , if the particulars of the reversal entry match with the original erroneous entry such as  the Army No,  amount and month of payment and if the amount is minus. 

2-Locate the correct Army No to which the debit pertains and float plus debit for that Army No through Fund Module format at Anexure-2 with all the original particulars, treating it as  an original debit.

Note : The above transactions should be recorded suitably in both the IRLA and cross linked while preparing the TS.   

	04
	Erroneous debiting of Ty advance in an IRLA instead of another IRLA
	1-Feed the Ty advance amount in question  as a minus debit for existing IRLA for reversing the amount already debited through Fund Module format at Annexure- 2. The particulars to be fed should be the same original  entry,  ie to say the Amount, Month of payment, Nature of Payment   (except the sign of the amount , which will be minus and quarter adjusted, which will be the current quarter in which the correction is proposed). 

Note : No adjustment on interest is to be made  manually by the PAO , if the particulars of the reversal entry match with the original erroneous entry such as  the Army No,  amount and month of payment and if the amount is minus.  The recovery of Ty advance already made by the System  based on the wrong debit need not be refunded manually by the PAO, as the same will be made by the System with reference to the minus debit floated by the PAO.   

3- Locate the correct Army No to which the debit pertains and float plus debit for that Army No through Fund module format at Appendix-2 with the original particulars, treating it as an original  debit.

Note : The above transactions should be recorded suitably in both the IRLA and cross linked while preparing the TS.

	05 
	Erroneous dropping of IRLA from Computer with reference to the error occurred in  CC Section Final Settlement / NE list
	Feed the Fund master information (along with the PIRM Line 01 – L1 )  through the Fund module master format at Annexure-1 with the Fund balance shown in the NE list supplied by the EDP Centre. The previous  Fund year end balance and the transfer –in balance for the quarter in which the master is proposed to be recreated is to be furnished in the TS format. Details of Subscription and Refund rates due to be recovered are also to given in the format. For further details see Annexure-1 and the case study illustrated in  Annexure-7.    

	06
	Erroneous notification of Discharge DO II by Units and consequent  IRLA as Non – Effective 
	Obtain cancel Do II for the erroneous Discharge DO II with correct particulars there in,  including reference DO II of original DO II etc and feed through  DO II module for activating the IRLA.  This will work only if the  IRLA is not dropped from Computer with reference to NE list of CC SECTION 


  Annexure- 7
Sample Fund Master  Transcription  Sheet for creation of a master in QE 02/2001 based on the details given in the Case study given in para 7.1 above.

	Sl No
	Field Name 
	Data 
	 

	01
	Sl No
	
	 

	02
	Adj QE
	022001
	

	03
	PAO Code
	62
	 

	04
	Trans Type
	PF
	

	05
	Record Type
	T
	

	06
	Month
	02
	

	07
	Batch No
	001
	

	08
	Page No
	001
	

	09
	Unit Code
	62B002
	

	10
	Task No
	021
	.

	11
	ARMY NO
	02573472
	

	12
	Check Digit
	N
	

	13
	Subscription Rate
	1200
	 

	14
	Month of Subscription
	072000
	

	15
	Withdrawal –Dc-1
	V
	

	16
	Withdrawal- Code-1
	T
	 

	17
	Sign of Amt + or -
	+
	

	18
	Withdrawal Amount-1 
	25000
	 

	19
	Withdrawal MMYYYY-1
	111999
	

	20
	Month of Adjustment-1
	06
	

	21
	Year of Adjustment-1
	2000
	

	22
	Withdrawal –Dc-2
	
	 

	23
	Withdrawal- Code-2
	
	

	24
	Sign of Amt + or -
	
	 

	25
	Withdrawal Amount-2 
	
	

	26
	Withdrawal MMYYYY-2
	
	

	27
	Month of Adjustment-2
	
	

	28
	Year of Adjustment-2
	
	

	29
	Withdrawal –Dc-3
	
	 

	30
	Withdrawal- Code-3
	
	 

	31
	Sign of Amt + or -
	
	 

	32
	Withdrawal Amount-3 
	
	 

	33
	Withdrawal MMYYYY-3
	
	

	34
	Month of Adjustment-3
	
	

	35
	Year of Adjustment-3
	
	

	
	Details of Out standing Ty advance 
	
	  

	36
	Outstanding Amt
	018000
	

	37
	Recovery Rate
	01000
	

	38
	Balance Instalments
	18
	

	
	Details of Adjustments in fund
	
	    

	39
	Adjustment Code
	2
	

	40
	Adj-sign
	+
	

	41
	Adj-Amt
	005000
	 

	42
	Adj-Month-
	06
	

	43
	Adjustment Code 
	1
	

	44
	Adj-sign
	(-)
	

	45
	Adj-Amt-
	000250
	 

	46
	Adj-Month-
	06
	

	47
	Adjustment Code 
	
	

	48
	Adj-sign
	
	

	49
	Adj-Amt
	
	

	50
	Adj-Month-
	
	

	
	Details of Year opening –balance to be taken in the accounts
	
	

	51
	Sign
	+
	

	52
	Amount
	500000.00
	

	
	Transfer- balance for the current quarter 
	
	

	53
	Sign
	+
	

	54
	Transfer –in  Amount
	490350.00
	Net effect of Amounts of transactions reflected in  Col 52,  15 to 35, 39 to 50  and 56 to 73. 

	55
	Nomination Flag
	Y
	 

	
	Sub/Refund already made in the current year   
	
	 

	56
	Subscription made-in Apr
	01200
	

	57
	Refund made-in Apr
	05000
	

	58
	Subscription made-in May
	01200
	 

	59
	Refund made-in May
	01000
	

	60
	Subscription made-in Jun
	01200
	

	61
	Refund made-in Jun
	01000
	

	62
	Subscription made-in Jul
	
	

	63
	Refund made-in Jul
	
	

	64
	Subscription made-in Aug
	
	

	65
	Refund made-in Aug
	
	

	66
	Subscription made-in Sep
	
	

	67
	Refund made-in  Sep
	
	

	68
	Subscription made-in Oct
	
	

	69
	Refund made-in Oct
	
	

	70
	Subscription made-in Nov
	
	

	71
	Refund made-in Nov
	
	

	72
	Subscription made-in Dec
	
	

	73
	Refund made-in Dec
	
	

	74
	Val/Inval Ind
	
	 

	75
	Filler
	
	


Annexure-8
Sample Transcription Sheet for Provident Fund Debits (Withdrawal) prepared based on the case study given in para 7.2 above.

	Sl No
	Field Name 
	Final Withdrawal case 
	Ty Advance Withdrawal 
	Payment Authority intimation  
	Cancellation of Payment Authority already fed

	01
	Sl No
	
	       
	
	

	02
	Adj QE
	022001
	 022001
	022001
	022001

	03
	PAO Code
	62
	 62
	62
	62

	04
	Trans Type
	PF
	 PF
	PF
	PF

	05
	Record Type
	W
	 W 
	W
	W

	06
	Month
	02
	 02
	02
	02

	07
	Batch No
	321
	 321
	322
	323

	08
	Page No
	001
	 001
	001
	001

	09
	Unit Code
	62B008
	 6B008
	62B008
	62B008

	10
	Task No
	022
	 022
	022
	022

	11
	ARMY NO
	02882153
	02888915


	02888916
	02888917

	12
	Check Digit
	F
	  A
	H
	L

	13
	Withdrawal Document Nature
	V
	  V
	P
	C

	14
	Withdrawal type
	F
	   T
	T
	T

	
	Withdrawal  details
	
	
	
	

	15
	Sign
	+
	    +
	+
	+

	16
	Amount
	00030000
	 00025000
	00015000
	00015000

	17
	Payment Month and  &Year 
	111999
	  101999
	
	

	18
	Adj QE 
	032001
	 032001
	032001
	Blank

	19
	Outstanding Amt
	
	 025000
	
	

	20
	Rate of recovery
	
	 01000
	
	

	21
	Balance Instalments
	
	 25
	
	

	23
	Val/Inval Ind
	
	
	
	

	26
	Filler
	
	
	
	


   Annexure-9

Sample TS for Change in rate of subscription of AFPPF
Based on the data given in case study given in para 7.3 above.

	Sl No
	Field Name 
	Length
	Remarks 

	01
	Sl No
	
	

	02
	Adj QE
	022001
	

	03
	PAO Code
	62
	

	04
	Trans Type
	PF
	

	05
	Record Type
	S
	

	06
	Month
	02
	

	07
	Batch No
	331
	

	08
	Page No
	001
	

	09
	Unit Code
	62B017
	

	10
	Task No
	036
	

	11
	ARMY NO
	02893102
	

	12
	Check Digit
	N
	

	13
	Subscription rate per month
	02000
	

	14
	Month from which to be effected
	082000
	This should not be before the start of the current Fund Year and after the current Quarter 

	15
	Val/Inval Ind
	
	 

	16
	Filler
	
	







Annexure-10

Sample TS for PF Adjustments based on the data given in case study  given in para 7.4 above. 

	Field Name 
	Length
	Remarks 

	Sl No
	
	 

	Adj QE
	022001
	

	PAO Code
	62
	

	Trans Type
	PF
	

	Record Type
	A
	

	Month
	02
	

	Batch No
	324
	

	Page No
	001
	

	Unit Code
	62B008
	

	Task No
	022
	

	ARMY NO
	02882153
	

	Check Digit
	F
	

	Adjustment Code
	1
	Code 1 is for interest adjustment

	Sign of amount
	(-)
	

	Amount of adjustment
	000250
	

	Month in which  effected
	12
	

	Val/Inval Ind
	
	

	Filler
	
	


Note : All the adjustments floated should be noted  in the IRLA concerned  with all  details including the details of its calculation. 

SECTION -15

LOAN & ADVANCE MODULE

1.
Introduction: - Loan & Advances module is the medium through which loan master is created & updated in the system for regulating the recovery of various loans and advances made to the PBOR.  The master record is created in respect of cases of following types.

(i) In respect of transfer in cases against whom some amount is to be recovered on account of loans/advances.

(ii) As and when a Jawan is paid any advance the same to be taken for recovery by creation of loan master. 

2.
Data Preparation: -  Loan code prescribed for transcription are as under :-

Loan Type






Loan Code
Fan Advance







1

Cycle Advance






2

Scooter Advance






3

Car Advance







4

HBA from Govt.






5

Cadet Advance






6

AGIF – Scooter Advance





8

AGIF – HBA Advance





9

Gratuity Refund – DSC





G

Commuted Value of Pension – DSC 




P

AGIF – PC ADVANCE





C


Data is transcribed on the prescribed transcription sheet for feeding data to EDP/DDP Centre.

3.
Batch making:-  Transcription sheets initiated in the appropriate format by the Ledger Gp. from the loan Vouchers received will be batched/ diarised before sending to EDP/DDP Centre for data entry. 

4.
Edit List Checking:-  Edit list received from EDP/DDP Centre will be checked thoroughly by the I.O. Gr.  After checking suitable clear endorsement on the backside of the edit list will be made by the I.O. Gr. so as to indicate the total no. of corrections under modification, deletion & insertion therein.  The endorsement so made should be initialed by the Auditor and SO(A)/AAO I/c of the Group.

The cycle of edit list checking of batches and proposing correction continue, till it is made error free.  However, effort should be made to clean the batches by second round and in any case not beyond third round.

5.
Level Check :-  
(i)
Batch preparation of original batches. 


Auditor/Clerk



Each Item




SO(A)/AAO



Each Item




AO/SAO



Top List

(iii) Edit List Checking 

Auditor/Clerk



Each Item

SO(A)/AAO



One item per Sheet

AO/SAO



Each Batch

6.
Control Checks:-  

(i) Top sheet will contain the following controls.

(a)       Batch No.

(b)      Month/QE.

(c)      No. of Items

(ii) The same control will be generated by the computer in the edit list.  These controls will be compared with the manual controls.  

(iii) In the end of the edit list the summary of the proposed updation will be prepared as under. 

(a)       No. of  Input Records 

(b)       No. of  Records  Inserted 

(c)       No. of Records  Deleted 

(d)       No. of output Records 

(e)       No. of Records modified 

(iv) The auditor is SO(A)/AAO will put his/her dated initials in token of having checked the edit list and controls.

(v) The updation controls printed by computer will be checked with reference to the No. of correction proposed & amount in the edit list.

Amount shown, if any, on the top list of the batch should be tallied with the amount shown in the validation.

7.
Loans and advances Rejections

Rejected Loans and Advances items will be listed to the CC Section. In case, the original TS are prepared by the Ledger GPs, verification and follow up action on the rejected items will be got done from the Ledger GPs, other wise this will be done by the CC GP directly. An account of the follow up action will be prepared by the CC GP based on the action of the Ledger GPs on the following lines.

Total items  reported as rejected

Total items  refed in the current QE  

Total items adjusted in FS cases in current  QE 

Total  items rejected to the Units

Balance items pending for action








           













                Annexure-1

INPUT FORMAT FOR DATA ENTRY of

Loans & Advances - Record length –160

	Sl No
	Field Name 
	Length
	Remarks 

	01
	Sl No
	9(05)
	To be filled in only for correction, otherwise leave blank 

	02
	Adj QE
	9(06)
	Fill  quarter in MMYYYY format

	03
	PAO Code
	9(02)
	Write relevant PAO code 

	04
	Trans Type
	X(02)
	Fill  “LN” always

	05
	Record Type
	X(01)
	Fill “N” for fresh cases and “ O” for  old cases for which recovery partly made manually.   “C” can be used for cessation of recovery of all AGIF loans and for change in rate of recovery in the case of loans other than AGIF. 

	06
	Month
	9(02)
	Fill month in which transcribed in MM format

	07
	Batch No
	9(03)
	Fill batch No in three digits

	08
	Unit Code
	X(06)
	Fill  unit code of the Unit

	09
	Task No
	9(03)
	Fill task code of the unit.

	10
	ARMY NO
	X(08)
	Fill  Army No in eight digits

	11
	Check Digit
	X(01)
	Write check digit in Block letter

	12
	Unit of sanction
	X(06)
	Fill unitcode of unit sanctioned the advance

	13
	Loan Code
	X(01)
	Fill the correct loan code of the loan availed.  See note below

	14
	Month of Sanction
	9(06)
	Fill the month in which the loan sanctioned in MMYYYY format

	15
	Month of Payment
	9(06)
	Fill the month in which Payment made

	16
	Loan Amount
	9(06)
	 Fill the total amount of loan paid 

	17
	Rate of Interest
	9(03)V99
	Fill the interest rate in the case of interest bearing Loans. Otherwise leave blank. 

	18
	Month of recovery 
	9(06)
	Fill Month and Year from which recovery to commence in MMYYYY format

	19
	  Recovery Rate
	9(04)
	Fill rate at which  loan is to be recovered 

	20
	Total  Instalments
	9(03)
	Fill the number of installments at which  recovery to be made

	21
	Voucher No
	X(10)
	Fill the Voucher No in six digits  to identify the loan details

	22
	Progressive recovered Principal Amount
	9(09)
	In case recovery of advance already made on this account  manually or otherwise, work out the progressive total of recovery made till the end of previous quarter and indicate in this column. 

	23
	Balance Installments
	9(03)
	Fill the balance No of Installments to be recovered.

	24
	Balance Principal Amt
	9(06)
	Fill the Net Principal amt to be recovered. 

	25
	Total Interest
	9(06)
	Fill the total interest to be recovered

	26
	Balance Interest  Amt
	9(06)
	Fill the Balance Interest to be recovered 

	27
	Nature of HBA
	X(01)
	This is applicable only for HBA from Govt source. Fill “O” if loan is for outright purchase. Fill “R” if loan is regular instalment based  one.

	28
	Total Instalment of loan payment
	9(01)
	Fill total  No of instalments in which the loan is disbursed by govt. Applicable only for HBA  

	29
	Instalment No of current payment 
	X(01)
	Fill “1” for first instalment payment , “2” for second “3” for third and “E” for enhancement.

	30
	HBA Amount of current instalment  paid
	9(06)
	Fill the amount of current instalment paid 

	31
	Val/Inval Indication
	X(01)
	To be filled in by the PAO only in  the case of correction stage

	32
	Filler
	X(28)
	Leave  Blank


Note : 1-Valid loan codes are the following

Fan Advance 

1

Cycle advance

2

Scooter advance
3

Car Advance

4

HBA – Govt              
5

Cadet      

6

Flood


7
AGIF –Scooter advance
8


AGIF- HBA

9
Refund of Gratuity

G


Commuted value of Pension




P

AGIF-PC Advance 





C

Note : 2 – Columns 27 to 30 are to be filled only for HBA received from Govt. For other types of these columns are to be left blank

Note : 3 – For the advances received from govt sources such as Cycle, Scooter, Motor car, HBA etc, the interest  rate with which the interest is to be calculated to be ascertained and given.

Note: 4 – In the case of loans received from AGIF authority for purchase of Conveyance/PC and house building etc, interest rate column will be zero and the total interest amount to be recovered will be reflected in the column meant for total interest.

Note : 5 – In the case of all AGIF loans, the sum of loan and total interest (col 16 + col 25)  should be equal to the product of recovery rate and total installments (col 19 *  col 20) 

SECTION-16
INCOME TAX MODULE

1 Introduction

For income tax assessment, a summary of taxable income is prepared by the system for every quarter of the year through the program. The summary is prepared in such a manner that the pay allce pertaining to the previous year is segregated from the current year and shown separately. Although this income pertaining to the previous year is taken for assessment of tax by the computer, the income so taken will be printed in the Form-16 so as to help the PBOR to claim refund from the IT Authorities. The correctness of the assessment of IT depends on the correct classification of the pay allces adjusted by the Ledger GPs though the Adjustment Vouchers. Accordingly Ledger GPs should strictly prepare the Adjustment vouchers based on DO II etc, element wise and financial year wise.

2 Income Tax Saving 

In order to take into account the various saving element other than Fund and AGIS, as a rebate from the IT assessed, the details of such transactions are to be furnished by the Ledger GPs though a Transcription sheet prescribed in the Annexure enclosed. Details of such transactions and its corresponding abbreviations are given below for information  

3 Correction of IT Summary

As the parameters by which IT summary is prepared by the Computer are strict, a chance for manual checking of the IT summary has been introduced from the year 2000- 2001, in order to eliminate errors. As per this procedure draft form-16 and draft IRLA for the last quarter of the year will be prepared and furnished to the PAO for checking. The Ledger GP on checking the summary can float modifications to the summary, in case pay allces are found wrongly taken for assessment of IT. The transactions in this case should be fed element wise and financial year wise as reflected in the IT Summary. The format prescribed for this purpose is enclosed as Annexure to this chapter. 
4 Form-16 

Two copies of the final Form- 16 is printed by EDP after checking the draft Form-16 and taking into account any modifications initiated by the PAO based on the draft form-16. The form-16 printed in this manner will be only for those cases where IT has been recovered through IRLA by the Computer.  One copy of the form-16 will be forwarded to the unit thru Record Office duly signed with a nominal roll for handing over to the PBOR for rendering IT return to the IT authorities. The second copy of Form-16 will be kept by the Ledger In case form-16 is required for cases other than IT recovered cases, PAO may get it from EDP on a required basis. 

5
Form-24


Form-24 is also printed by the EDP in duplicate after printing the final Form-16. One copy of form-24 will be furnished by the PAO to the local IT authorities duly signed after ensuring that the amount reflected in the Form-24 tallies with the amount reflected in the abstract under IT head of accounts.  Second copy of the Form-24 will be kept under custody in the CC Section as an office copy. 
6
Rejections 

Rejected Income Tax saving details will be listed to the CC Section. As the Saving details are to be accounted in the same financial year for rebate in IT, the rejections should be avoided by the PAO as the alternative for getting rebate after the close of the IRLA for QE Feb rests with the IT authorities only











    Annexure-1

INPUT FORMAT FOR DATA ENTRY of I.T saving & Earnings
   Record length - 101

	Sl No
	Field Name 
	Length
	Remarks 

	01
	Sl No
	9(05)
	To be filled in only for correction, otherwise leave blank 

	02
	Adj QE
	9(06)
	Fill  Quarter in MMYYYY format

	03
	PAO Code
	9(02)
	Write relevant PAO code 

	04
	Trans Type
	X(02)
	Fill  “IT” always

	05
	Record Type
	X(01)
	Fill “S” for saving and “E” for earning

	06
	Month
	9(02)
	Fill month in MM format

	07
	Batch No
	9(03)
	Fill batch No in three digits

	08
	Page No
	9(03)
	Fill the page no of the sheet

	09
	Unit Code
	X(06)
	Fill  unit code of the Unit

	10
	Task No
	9(03)
	Fill task code of the unit.

	11
	ARMY NO
	X(08)
	Fill  Army No in eight digits

	12
	Check Digit
	X(01)
	Write check digit in Block letter

	13
	Ref No 
	9(12)
	

	14
	Description
	X(06)
	Fill the valid description given in  Annexure – II

	15
	From date
	9(08)
	Fill the actual date of saving in ddmmyyyy format. 

	16
	To date
	9(08)
	In case Earnings fill it other wise blank.

	17
	Sign of amt
	X(01)
	Fill minus if deduction  from earning other wise Leave blank   

	18
	Amount
	9(06)
	Fill the amount saved/earning deducted

	19
	Sign of Pro.Amt
	X(01)
	Fill appropriate sign

	20
	Progressive Amount
	9(07)
	Fill the progressive total of the page up to the current entry

	21
	Val/Inval Ind
	X(01)
	To be used at correction  stage only

	22
	Filler
	X(09)
	Leave blank












    Annexure-2

1
Valid recoveries made thru IRLA for which Income Tax Rebate allowed thru Computer 

	Description
	Nature of Savings for which recovery made thru IRLA

	PFSUB
	APFF Fund Subscription

	AGIS
	AGIS Subscription

	PLI
	PLI Premium recovery

	HOUSAD
	Recover of HBA from Govt

	AGIHBA
	Recovery of HBA from AGIS


2 Valid Personnel Savings of PBORs for which IT rebate can be allowed by PAO based on proof of payment through Transcription Sheet.

	Description
	Nature of saving

	LIC
	Life Insurance Premium

	PF
	Public Provident Fund

	ULIP
	Unit Linked Insurance

	CTD
	Depositsin 10/15 yr Post Office savings Bank

	NSC
	National Savings Certificate VIII issue

	MUTUAL 
	Mutual Fund

	PENFND
	Pension Fund

	HBA
	HBA repayments to LIC, HDFC etc 

	SHARES
	Investment in Infrastructure shares approved by CBDT


3 Valid Donations  made by the PBOR for which 50% rebate can be allowed by PAO based on proof of payment through Transcription sheet  

	Description
	Nature of Donations 

	NDF
	National Defence Fund

	JNMF
	Jawaharlal Nehru Memorial Fund

	PMDRF
	PM’s Drought relief fund

	NCF
	National Childrens Fund

	IGMT
	Indira Gandhi Memorial Trust

	RGF
	Rajiv Gandhi Foundation

	
	

	
	


4
Valid Donations made by the PBOR for which 100% rebate can be allowed by PAO based on proof of payment through Transcription sheet  

	Description
	Nature of Donations

	PMNRF
	PM’s National Relief Fund

	PMAERF
	PM’s Armenia Earthquake Relief fund 

	AFRICA
	Africa Fund

	NFCH
	National Foundation for Communal harmony

	EDINST
	University or any Educational Institution

	ZSS
	Zilla Parishat samiti

	NBTC
	National Blood Transfusion Council

	MEDFND
	Medical Fund to the Poor

	ACWF
	Army Central Welfare Fund

	APCYCL
	AP CM’s Cyclone relief Fund

	NIAF
	National Illness Assistance Fund

	CMFND
	CM,s Relief Fund

	NSF
	National Sports Fund

	
	

	
	


SECTION-17

ADJUSTMENT VOUCHER MODULE
1.
Introduction 

Adjustment Vouchers are generally used by the PAOs for the following purposes.

To adjust the arrear due upto the cut-off-date on back dated DO II 

To adjust the Pay & Allce excess/ less accounted during the previous Quarters.

To debit advance paid  to the recruits by Recruiting Offices.

To readjust the AFPPF subscription less/excess accounted in previous quarters.

To adjust any allce not included for payment through other module 

2.
Data Preparation :-  The format for transcription sheet for adjustment vouchers will be used for transcribing data relating to adjustment vouchers.  The description of the adj. should be as per the abbreviation prescribed in Appendix – J.  All the column should be filled in each page of the transcription sheet and the amount totaled and indicated in the space provided. The blank lines in the transcription sheet will be scored through neatly to avoid any interpolation.  The details of adjustments floated through adjustment sheet should be recorded in the latest IRLA sheet with the details of authority.  Task Holder should initial all the entries on the transcription sheet as well as IRLA and his name should be recorded on the top of the Transcription Sheet.  SO(A)/AAO and AO/SAO shall check all the items and put dated initial against every item and the page.  Top list for the batch will indicate the total no. of items and total amount involved in that batch  and this has to be signed by the PAOI/c. The batch preparation will be Ledger Gr. wise and batches transmitted to EDP Centre through transit register maintained in the DOII cell.

3.
Data Cleaning:-  

3.1.
Edit list received in the PAO from EDP Centre are subjected to cent percent checking with reference to source document.  A register will be maintained by the section dealing with the edit list checking for distribution to the concerned auditor/clerk. Separate pages will be allotted for different types of documents and the name of the Auditor/Clerk will be noted there in against the batch given for checking and dated initial will be obtained.  The date of completion of checking will also be recorded.  The checking of edit list of this module is also done in the same manner as for other modules.

3.2.
After completion of checking, make suitable clear endorsement on the backside of the edit list so as to indicate the total number of corrections under modification, deletion and insertion.  The revised amount of the edit list worked out after corrections should also be indicated as a part of the endorsement on the reverse side of the edit list, after ensuring that the same tallies with the scheduled amount of the batch.   The Auditor and SO(A)/AAO of the Ledger Group should initial the endorsement so made.

3.3.
The cycle of edit list checking of batches and proposing correction will continue, till it is made error free.


4.
Level Checks:-

(i)
Batch preparation of original batches. 




Auditor/Clerk



Each Item





SO(A)/AAO



Each Item





AO/SAO



Each Item





Head of the PAO


Top Sheet

(ii) Edit List Checking 

Auditor/Clerk



Each Item

SO(A)/AAO



Each Item

AO/SAO



Each Item


In adjustment batch making, the Auditor/Clerk should write his full name in capital letters on each sheet along with the dated initials against each item.

5.
Control Checks:-  

(i) Each page of Adjustment batch should contain the following controls.

(a) No. of Items.

(b) Total amount of page

(c) Total progressive amount of page.

(ii) The top sheet of each batch will contain the following controls.

(a)       Batch No.

(b)       Month/QE

(c)       Total No. of Items

(d)       Amount of the Batch

(iii) The computer in the edit list will generate the same controls.  These controls will be compared with the manual controls.  

(iv) In the end of the edit list a summary of the proposed updation will be prepared as under. 

(a) No. of  Input Records.

(b) No. of  Records Proposed to be Inserted.

(c) No. of Records proposed to be deleted.

(d) No. of output Records.

(e) No. of Records proposed to be modified.

(v)
Dated initials will be put by the Auditor and SO(A)/AAO in token of having checked the edit list and controls.

(vi)
The updation controls printed by computer will be checked with reference to the No. of corrections proposed in the edit list.

6.
ADJUSTMENT VOUCHERS – REJECTION & M.M 

There should not be any rejection/master missing in the file as it is fed after due noting in the IRLA.  Any such item should be investigated and fed in the next quarter if required.










Annexure- 1

Adjustment Voucher input format for Data Entry

Record length –101

	Sl No
	Field Name 
	Length
	Remarks 

	01
	Sl NO
	9(05)
	Fill  only for correction otherwise leave blank 

	02
	Adj QE
	9(06)
	Fill  quarter in mmyyyy

	03
	PAO Code
	9(02)
	Write relevant PAO code 

	04
	Trans Type
	X(02)
	Fill  “AD” always

	05
	Record Type
	X(01)
	Fill “T” by the  PAO. For page total line “ P “ is to be used by DEOs.

	06
	Month
	9(02)
	Fill month in mm format

	07
	Batch No
	9(03)
	Fill batch No in three digits

	08
	Unit Code
	X(06)
	Fill  unit code of the Unit

	09
	Task No
	9(03)
	Fill task code of the unit.

	10
	Page No
	9(03)
	Fill the page number allotted by the PAO

	11
	ARMY NO
	X(08)
	Fill  Army No in eight digits

	12
	Check Digit
	X(01)
	Write check digit in Block letter

	13
	DO  Source No
	9(01)
	Fill  details of DO II  which caused the Adjustment  

	14
	DO  Serial No
	9(03)
	-  do- 

	15
	DO  Item No
	9(04)
	 - do-

	16
	DO II Year
	9(04)
	 - do -

	17
	Description
	X(06)
	Fill the appropriate Description of the Pay & allces adjusted. See note below

	18
	From date
	9(08)
	Fill the Date from which Adjustment arrear worked out in DDMMYYYY.

	19
	To date
	9(08)
	Fill the Date to which Adjustment arrear worked out in DDMMYYYY.

	20
	Sign 
	X(01)
	Fill plus (+) if the arrear worked out is plus.or fill minus (-), if the arrear worked out amounts to a recovery from IRLA..  

	21
	Amount
	9(06)
	Fill the Arrear amount due to be paid/recovered

	22
	Progressive Amt Sign
	X(01)
	Fill Plus (+), if the progressive amt of adjustments in a page upto the current amt is positive, else fill Minus (-)r 

	23
	Progressive Amount
	9(07)
	Work out the progressive amt of all adjustments in a page up to the current entry and fill that amt

	24
	Val/Inval Ind
	X(01)
	To be filled only for correction proposal other wise leave  blank

	25
	Filler 
	X(09)
	Leave Blank


Note : Valid  Description for floating Adjustment Vouchers are given in Annexure-2











Annexure -2

Authorised Descriptions that can be used by the PAOs to feed Adjustment of Pay and Allces through Adjustment Voucher Module

	ABF
	AC
	ACTGA
	ADPAY
	APTPAY
	AVLAL

	AVLPAY
	AVPAY
	BARAC
	BARKC
	BARMVC
	BARPVC

	BARSC
	BARVC
	BASIC
	BHUTAN
	BHUTDA
	BONUS

	CCA
	CCA1
	CCB1
	CCB2
	CCOTH
	CEA

	CFAA
	CILQ
	CLOA
	CLSPAY
	CMFAA
	COMNDO

	CONA
	CONAHB
	DA
	DAILY
	DEPA
	DEPSAG

	DEPSPF
	DEPSRG
	FINE
	FORLAG
	FRA
	GRMA

	GSRA
	HAUCH
	HAUCL
	HPAY
	HPINC
	HRA

	HSINC
	HTINC
	INCMT
	ISFRA
	ISHRA
	ISNRA

	KC
	LAWARD
	LRA
	LSGCM
	LTC
	LUGAG

	MCA
	MSM
	MVC
	NRA
	PARA
	PARAR

	PCA
	PERPAY
	PERSRM
	PLBON
	PMHAH
	PMHAL

	PPHIND
	PVC
	RMA
	RMC
	RORC
	RTF

	SC
	SCAGN
	SCCIA
	SHORT
	SIACHN
	SNLQ

	SPCLA
	SPINC
	SRA
	STGINC
	STRINC
	SUBST

	TCA
	TJRA
	CHAFAA
	VRC
	AGIPCA
	AGIHBA

	AGIADV
	MTDADV
	BICYLE
	SCTADV
	HOUSAD
	FANADV

	CADET
	
	
	
	
	


SECTION-18
CONTINGENT BILLS & Miscellaneous VOUCHERS module

1.
Data Preparation:-  

1.1.
All C. Bills, Misc. Vouchers and Debit vouchers will be centrally received in the Central Control Group of PAO.

1.2.
Each of the above documents will be allotted a running serial number starting with 1 for the quarter.

These documents will be entered in a Register against the serial number allotted to each and distributed to the respective Ledger GP. for further action.

1.3.
After audit, the respective task holders will prepare in the transcription sheets. The number of items and total of amount for each page of the transcription sheet will be worked out and entered at the bottom.  The Ledger Group will send these transcribed sheets to the Central Control Group.

1.4.
Central Control Group will collect all the transcribed sheets from the Ledger Group and make them into batches of convenient size.  Total number of items and total of amount for the batch will also be worked out and entered in the top sheet.

1.5.
All the transcribed sheets for the batch will be tied together alongwith the top sheet and sent to EDP Centre as per time schedule issued by the EDP Centre.

2.
Data Cleaning: - Edit list received from the DDP Centre will be checked thoroughly by the CC Group.  After completing the checking, suitable clear endorsement on the backside of edit list will be made by the C.C. Group, so as to indicate the total number of corrections proposed under modification, deletion and insertion. The endorsement so made should be initialed by the Auditor and SO(A)/AAO I/c of the Group.  The rejections if any will be promptly communicated to the unit concerned from which the vouchers are received.

The cycle of edit list checking of batches and proposing correction will continue, till it is made error free.


3.
Level Checks:-

(i)
Batch preparation of original batches. 

Auditor/Clerk

Each Sheet 
 SO/AAO

Each Sheet


AO/SAO

Each Sheet

Head of the PAO
Top Sheet

(ii) Edit List Checking 

Auditor/Clerk



Each Batch

SO(A)/AAO



Each Batch

AO/SAO



Each Batch

The AOs will be personally responsible for ensuring that the control figures generated manually are correct and the control figures generated and printed on computer are tallied with manual figures.  The AAO/SO(A) is responsible for the correctness of data prepared and the corrections proposed.

4.
Control Checks:-  

(i) Each page of C. Bill & Misc. Vrs. batch should contain the following controls.

(a)       No. of Items.

(b)       Total amount of valid records & invalid records separately. 

(ii) The top sheet of each batch will contain the following controls.

(a)       Batch No.

(b)       Month/QE

(c)       Total No. of Items

(d)       Amount of the Batch

(iii) The control generated by the computer in the edit list should be tallied with the manual controls. 

(iv) In the end of the edit list a summary of the proposed updation will be prepared as under. 

(a)      No. of  Input Records.

(b)      No. of  Records Proposed to be Inserted.

(c)      No. of Records proposed to be deleted.

(d)      No. of output Records.

(e)      No. of Records proposed to be modified.

     The Auditor and the  SO(A)/AAO will put their dated initials in token of having checked the edit list and controls. 

(v) The updation controls printed by computer will be checked with reference to the No. of corrections proposed in the edit list.

(vii)    Amount shown on the top sheet of the batch should be tallied with the amount shown in the validation lists. 

5.
C.Bill Rejections


Rejected C. Bill will be listed to the CC Section.  In case, the original TS are prepared by the Ledger GPs, verification and follow up action on the rejected items will be got done from the Ledger Groups, other wise this will be done by the CC Group centrally.  An account of the follow up action will be prepared by the CC Group based on the action of the Ledger Groups on the following lines.


Total items and amount reported as rejected.


Total items and amount re-fed in the current QE.


Total items and amount adjusted in FS cases in current QE.


Balance items and amount.










Annexure

INPUT FORMAT FOR DATA ENTRY of Contingent Bills        - Record length – 110

	Sl No.
	Field Name 
	Length
	Remarks 

	01
	Sl No
	9(05)
	To be filled in only for correction, otherwise leave blank 

	02
	Adj QE
	9(06)
	Fill  quarter in MMYYYY

	03
	PAO Code
	9(02)
	Write relevant PAO code 

	04
	Trans Type
	X(02)
	Fill  “CB” always

	05
	Record Type
	X(01)
	Fill “T always. For data entry “L” to be used for Lot total and “P” for page total.

	06
	Month
	9(02)
	Fill month in mm format

	07
	Batch No
	9(03)
	Fill batch No in three digits

	08
	Unit Code
	X(06)
	Fill  unit code of the Unit

	09
	Task No
	9(03)
	Fill task code of the unit.

	10
	Page No
	9(03)
	Fill the Page of the batch in three digits 

	11
	Ref No Group
	12
	Fill the Bill No / Payment authority No  

	12
	ARMY No
	X(08)
	Fill  Army No in eight digits

	13
	Check Digit
	X(01)
	Write check digit in Block letter

	14
	Description
	X(06)
	Fill the valid description of the C.Bill item – see note below 

	15
	From Date
	9(08)
	Fill the date from/on  which the allce authorised in DDMMYYYY format.

	16
	To Date
	9(08)
	Field is optional. If not required to be left blank 

	17
	Nature
	X(02)
	Fill “CR” if credit item. Fill :”DB” if debit item – see note below 

	18
	Sign of Amount
	X(01)
	Fill “+”  if the item is a credit  or “-“ if the item is a debit. 

	19
	Amount
	9(07)
	Fill the amount to be credited/debited

	20
	Control Items
	9(04)
	Leave  blank

	21
	Control Sign
	X(01)
	Leave Blank 

	22
	Control Amt
	9(09)
	Leave Blank

	23
	Val/Inval Ind
	X(01)
	To be filled in the case of correction stage only 

	24
	Filler
	X(09)
	Leave Blank


Note : List of various authorised descriptions of C.Bill and Misc Vr items given in Annexure-2.

              Annexure- 2

Authorised Descriptions of  C.Bill and Misc Voucher Items that can be fed through the C.Bill Module  by the PAOs
Contingent Bill and Misc vouchers – Credit items
	Sl No
	Code
	Nature

	1
	RMC
	Reimbursement of Medical Expenses

	2
	OUTFIT
	Outfit Allowance

	3
	CONA
	Conveyance allowance

	4
	RLWAR
	Cost of Railway Warrant

	5
	MSM
	Meritorious Service Medal.

	6
	HOSSUB
	Hostel subsidy

	7
	BHUTAN
	Bhutan allowance

	8
	LAWARD
	Language award

	9
	TRYRST
	Treasury Receipt 

	10
	UDFAMO
	Undelivered FAMO

	11
	BKSUB
	Subsidy for purchase of books 

	12
	CPHTC
	Cash Prize Hindi Type Writing

	13
	NEPAL
	Nepal allowance

	14
	BHUTDA
	Bhutan DA

	15
	BUS
	Conveyance Allowance – Public TPT

	16
	LTC
	Leave travel concession

	17
	PCA
	Pedal Cycle Allowance

	18
	TOOL
	Tool carrying allowance

	19
	OVSEAS
	

	20
	LUGGAG
	Luggage charges

	21
	SEAPAS
	Sea passage allowance

	22
	MISCVR
	Miscellaneous voucher

	23
	CONVR
	Concession Voucher

	24
	NSGEWC
	NSG-water charge reimbursement

	25
	NSGFUR
	NSG- furniture charge reimbursement

	26
	DIETCH
	Diet charge

	27
	DIPMNY
	Dip money

	28
	COMDIS
	Disability element of pension


Contingent Bill and Misc vouchers – Debit items

	Sl No
	Code
	Nature

	1
	HSR
	Hospital stoppage rate 

	2
	LST
	Loss Statement

	3
	RENARM
	License Fee – Army 

	4
	FURARM
	Hire of Furniture – Army

	5
	FANARM
	Hire of Fan – Army

	6
	WATARM
	Excess consumption of Water – Army

	7
	ELARM
	Excess consumption of Electricity –Army

	8
	RENNAV
	License Fee – Navy

	9
	RENAF
	License Fee – Air Force

	10
	WEAF
	Excess consumption Water & Electricity (Air Force)

	11
	WENAV
	Excess consumption of Water & Electricity (Navy)

	12
	BARACK
	Barrack charges


SECTION-19

REPORTS & RETURNS
IMPORTANT REPORTS & RETURNS Generated by EDP
	Sl No
	Name of the Report
	Brief Details
	Follow up action

	01
	Abstract of receipt & charges
	Shows the amount compilable under the various heads of accounts for an accounting quarter in respect of the effective IRLAs maintained on computer.
	To be used by the CC Section of the PAO for preparation of class 4 PM of the PAO for the accounting quarter along with the corresponding figures of the manually maintained and finally settled cases  

	02
	IRLAs/Quarterly Statement of accounts
	IRLAs /QSA reflects due drawn details of pay accounts and Fund account of the PBORs for a quarter
	IRLAs to be maintained by the respective Ledger Group Task holder  QSAs to be sent to the units through the Record Office  for supply to the individual concerned.. QSAs with Debit balance to be sent separately after a general scrutiny on the status of accounts and for ascertaining full facts that lead to Debit for restricting payments for liquidation of debit balance.  QSAs of Deserters also to be taken up with Record Office for ascertaining the latest status of prolonged desertion 

	03
	Nominal Roll
	Shows the Army No and Name and pay/fund balance for whom QSA being furnished.
	One copy to be handed over to Record Office and another held by the task holder as a proof for sending the QSA.

	04
	PLI Recovery Schedules
	Shows the amount (premium) recovered during the quarter in respect of all live policy/proposal maintained on computer. 
	To be checked by PAO, so as to ensure that recoveries are correctly made. The recoveries made in the manually maintained IRLAs and Non-Effective cases are to be accounted properly and included in the schedule before supplying to the PLI Cell of Army. The amount reflected in the schedule should tally with the figures shown in the Class 4 PM, prepared with reference to the consolidated abstract of receipts and charges of the PAO as a whole..  

	05
	Loan Schedule
	Shows the details of Loan recoveries effected in the IRLA
	To be checked by the CC Group of the PAO so as to ensure that recoveries are being done correctly and tallies with the abstract figure. The recoveries made in the manually maintained IRLAs and Non effective cases are to be accounted properly and included in the schedule before  sending to CDA 

	06
	CCIM Listing
	Serves the purpose of Central card index for the IRLA for the PAO for locating the IRLA
	To be maintained in the CC Section  for reference by all.

	07
	Debit Balance Report<200
	Lists, details of debit balance cases of less than Rs 200
	List to be given to Ledger Groups for scrutiny and follow up action-  identification of the reason for debit balance cases, Debtor card preparation for the real debit balance cases, taking up such cases with the units for regulating payments and preparation of  standard Debit balance report for furnishing to the CDA through the CC Section of the PAO.

	08
	Debit Balance report>200<1000
	Lists, details of debit balance cases of more that Rs200 but less that Rs.1000.
	                     - do -

	09
	Debit Balance Report >1000
	Lists, details of debit balance cases of more than Rs. 1000. 
	                       - do -

	10
	Debit Balance statistical report
	Statistical report on debit balance 
	- do -

	11.
	Heavy debit/credit balance report
	Lists the details of IRLAs closed with heavy credit/debit balance during the quarter
	Helps the ledger Groups for scrutiny of such cases to identify the reason and for  taking follow up action.

	12
	Expenditure Report on HQrs Est. No 22 and other SPL Units
	This reflects the Pay & allowances of Army personnel attached with certain units.
	Used for booking expenditure against the respective organisation. 

	13
	DOs II Manual rejections
	Gives details of DOsII rejected manually by the PAOs
	Helps Ledger Groups in pursuing such rejections with the unit authorities in a consolidated form

	14
	DOs II Invalid rejections
	This is a sorted list of DOs II not cleaned in the quarter by the PAO. In a PAO, where cleaning is done systematically this will be nil.
	This is to be checked by the Ledger Groups with reference to the original DOs II and corresponding DO II batch prepared by the EDP Centre should be recycled after rectifying the errors .in the next quarter. 

	15
	DOs II Invalid rejections - (batch)
	This contains all the DOs II not cleaned in the quarter by the PAO in DO II batch form. 
	This is to be recycled by the EDP Centre after getting it verified and corrected  by the PAO with the help of DO II listing mentioned at serial No 14 above and the original DO II batch concerned.‘

	16
	DOs II MM Unit wise
	Unit wise list of DO II rejected as no master exists on computer.
	List to be given to ledger groups for follow up action. .MM batch to be returned to EDP after action for recycling in the next quarter

	17
	DOs II MM Batch
	This contains all the master missing DO II rejected in batch form. 
	This is to be recycled by the EDP Centre after getting it verified and corrective action taken for creation of masters by the PAO with the help of DO II listing mentioned at serial No 15. Items for which masters could not be created are to be pursued by the PAO vigorously.  Rejections on account of NE cases are to be verified with the Final Settlement cases, so as to ensure that these are adjusted at the time of FS or else to adjust it manually and release the Tender memo to the Record Office.

	18
	DOs II rejection increment
	Unitwise list of System generated Increment DOs II rejected in audit..  
	Increment DOs II gets rejected, if a promotion DO II with an effective date prior to the Increment due date is received and thereby becoming redundant. Normally no follow up action on the part of the PAO. However a sample check is to be exercised to confirm that these rejections are genuine and there are no system problems. 

	19
	DOs II rejection Duplicate
	Unit wise list of DOs II rejected being duplicate/overlapping with another DO II that has been adjusted.
	If the Duplication is found to be a duplicate notification by the unite, the same to be taken up with the unit as an audit objection. If the Duplication is as a result of scheduling DOs II repeatedly by the PAO,  steps to be initiated to avoid such  recurrence.

	20
	DOs II cancel cases
	Unitwise list of DOs II with description CANCEL, which are rejected in audit due to the non availability of reference DOs II, which is to be cancelled but not available in the System history file. 
	

	21
	DOsII Audit rejection 
	These reports are the result of audit done by computer. Unit wise list is generated 
	Items rejected are to be verified with reference to the IRLA. If the rejection is genuine, this must be communicated to the unit for information of the PBOR. If the rejection is due to the inconsistency in the masters, then the master information to be corrected by feeding appropriate DO II or other modification prescribed and then feed again the rejected DO II acceptance. 

	22
	BDT DO listing (Account cage items)
	This list is generated Task/Unitwise/Army No. wise for post audit by PAO
	BDT accounting cage DOs II are being adjusted by the Computer with out any audit and hence post audit is a must. This list helps in rectifying errors noticed in the post Audit which is to be readjusted through adjustment vouchers. 

	23
	DOsII Age analysis report
	Gives at a glance the delay occurring in publishing the DOII by the Units
	Delay to be taken up with Units/Record office. 

	24
	Enrolment transfer details
	Lists the cases of New Enrolment cases for which IRLA opened during the quarter.
	This list is for rechecking by PAO the enrolled cases..

	25
	Transfer of PIRM L1 cases
	Lists the new PIRM created based on PIRM Transcription initiated by PAO
	To be checked by the PAO that information fed is taken correctly for creation of IRLA.

	26
	Transfer of PIRM C1 cases
	Lists the changes made to PIRM with reference to the C1 cases fed by PAO for the quarter.
	To be checked by the PAO that information fed is taken correctly for correction of IRLA

	
	
	
	

	27
	List of opening CR/DB balance(NE/Tout cases)
	Task Unit wise lists reflects details of IRLAs dropped from computer during the QE being NE/Tout cases
	To be compared with the FS cases and Tout cases already settled and readjust pay allces excess/less booked through FS IRLA/Summary.  

	28
	List of DOs II Transfer out cases within PAO 
	This reflects the details of IRLAs transferred from a Unit for repositioning the IRLA in the PAO.
	To be used for repositioning of IRLA with in PAO. 

	29
	List of DOs II Transfer in cases within PAO 
	This reflects the details of IRLAs transferred to a Unit for repositioning the IRLA in the PAO.
	     - do- 

	30
	Nil Audit cage report
	Gives the particulars of IRLAs in which no audit cage is present to be looked into by the PAO.
	Appropriate Audit cage to be fed.  

	31
	JCNO not allotted
	Lists the old Army No. of JCOs
	To be used for calling for the DO II in which the JC NO allotted from Record office and feed them for updation of IRLA.

	32
	List of rejection during audit cage transfer
	This shows the rejections of audit cages
	The rejections indicate that Audit cage prepared by PAO has not been cleaned properly. This is a lapse and is needed to be looked into . Feed again the Audit cage after verifying the IRLA. 

	33
	Fund rejections
	Listing of rejected AFPPF Fund transactions(change in rate, debit Vrs etc)
	This list facilitates in taking necessary action

	34
	ACRMM rejection-   Unit/Army number wise
	This list shows master missing cases 
	This list helps the PAO to locate the reason for master missing and take action ACRs pertaining to other PAOs are to be extracted and passed on to other PAOs. ACRs with wrong number to be modified and recycled 

	35
	ACRMM rejection batch 888 
	This is a combined batch of ACR MM cases  corresponding to the list given Unit/Army No wise 
	This batch is to be recycled after checking and carrying out modification as required by the Ledger GPs checking.

	36
	ACR Analysis report
	Statistical information on ACRMM for highlighting the pending cases.
	.The list is meant for assessing the ACR MM pending for clearance. To be furnished to CDA/CGDA AT Section. 

	37
	ACR Batch wise Total
	Shows batch wise amount of ACR scheduled during a quarter for reconciliation Grand total amount also furnished
	Helps in reconciliation of ACR batches scheduled by the Imprest GP.

	38
	FAMO Rejection
	FA transaction rejection is shown Normally no rejection except cases pertaining to NE.
	Imprest GP should send the list to Ledger GPs for verification of rejected cases and for taking follow up action to ensure recovery from the IRLA concerned.

	39
	Audit cage review report
	Lists the audit cage information which is found not compatible with the PIRM 01 information
	Ledger GP to find out the reason for the non compatibility and initiate action for rectifying the errors.

	40
	PIRM review report
	Lists the PIRM line 01 information which is found not compatible or warranting additional information.


	Ledger GP to find out the reason for the non compatibility and initiate action for rectifying the errors.

	41
	Adjustment Vrs Report-I
	Lists heavy amounts say more than Rs 2000/-
	This is meant for a super review of adjustment fed, so as to have a check on the misuse of adjustment vr module.

	42
	Adjustment Vrs Report-II
	Lists Duplicate cases  based on four quarters transacted
	This is meant for a super review of adjustment fed, so as to have a check on the misuse of adjustment vr module.

	43
	High value DO II rejected  
	Lists the Promotion/Appointment /Up class DO II rejected 
	This list is meant for monitoring by the AO/SAO, the clearance of high value DO II rejected 

	44
	PIRM-L1 rejection 
	List of cases rejected being duplicate/invalid
	To find out reasons for rejection and take follow up action depending upon the actual reason/error.  

	45
	PIRM-C1 rejection
	List of cases rejected being Master Missing/Invalid/Non Effective
	To find out reasons for rejection and take follow up action depending upon the actual reason/error.

	46
	Enrolment Do II rejection
	List of cases rejected being duplicate/Invalid
	To find out reasons for rejection and take follow up action depending upon the actual reason/error.

	47
	At Cage rejection
	List of cases rejected being Master Missing/Invalid/Non effective
	To find out reasons for rejection and reefed, if necessary after corrective action in the next quarter

	48
	Adj Voucher rejection 
	List of cases rejected being Master Missing/Invalid/Non effective
	To find out reasons for rejection and take follow up action depending upon the actual reason/error. In the case of NE cases, the FS case to be checked for authorising further credit 

	49
	C. Bill rejection
	List of cases rejected being Master Missing/Invalid/Non effective
	To find out reasons for rejection and take follow up action depending upon the actual reason/error.In the case of NE Cases, further credit to be released to Record office. 

	50
	PLI rejection
	List of cases rejected being Master Missing/Invalid/Non effective
	To find out reasons for rejection and take follow up action depending upon the actual reason/error.in the case of NE, FS case to be checked.  

	51
	Loan rejection
	List of cases rejected being Master Missing/Invalid/Non effective
	To find out reasons for rejection and take follow up action depending upon the actual reason/error.


SECTION-20

CHECK POINTS ON ABSRTACT OF RECEIPTS & CHARGES OF A QUARTER

	Sl No 
	Head of Account
	Check point

	
	
	

	01 
	Opening credit Balance
	Should tally with closing credit balance of previous quarter

	02
	Opening Debit Balance
	Should tally with closing debit balance of previous quarter

	03
	Transfer IN Credit

Balance
	Should tally with the credit balances of all Line-01 cases prepared during the current quarter

	04
	Transfer in debit balance
	Should tally with the Debit balances of all Line-01 cases prepared during the current quarter

	05 
	Transfer Out /NE Credit balance
	Should tally with NE List credit balances

	06
	Transfer OUT / NE Debit balance
	Should tally with NE List debit balances

	07
	ACR
	(Total ACR scheduled in current quarter by Imprest Gp + Total ACR MM recycled in current quarter)

Less

( ACR MM list amount of current quarter + ACR NE List amount of  current quarter)

	08
	FAMO
	(Total FAMO scheduled in current quarter by Imprest Gp + Total FAMO MM recycled in current quarter)

 Less

(FAMO rejected in the current quarter)

	09
	AFPP Fund Recovery 
	Equal to AFPPF Subscription + AFPPF Refund - 

Reflected in the AFPP Fund one line figure of the corresponding Quarter

	10
	AGIF Recovery
	Should be  approximately equal to

Number of effective IRLA * Three times of the applicable monthly rate  

	11
	Loan Recovery
	Should tally with the total amount reflected in the loan Schedules 

	12
	PLI Recovery
	Should tally with the total amount reflected in the PLI Schedule 

	13
	IT Recovery
	Tallies with the total amount reflected in Form-24

	
	
	


Note-1 : The figures under various Heads of accounts especially that of Pay & Allces including the Ration, CEA, CILQ, Field allce should be compared with the corresponding figures of the previous quarter abstract to ensure that the variation in figures are not abnormal.

Note-2 : A statement namely Code wise Amount is also furnished to the PAO by the EDP Centres. This statement reflects the amount compiled in the abstract under the various detailed heads.  

CHECK POINTS ON AFPP FUND ONE LINE FIGURE OF A QUARTER 

	Sl No 
	Head of Account
	Check point

	
	
	

	01 
	Opening  Balance
	Should tally with closing  balance of previous quarter

	03
	Transfer In Fund balance
	Should tally with the opening  balances of all PF Masters prepared during the current quarter

	04 
	Transfer Out Fund balance
	Should tally with Total Fund balance shown in the NE List 

	05
	Fund Debits Amt
	Should tally with the Total Fund Debits scheduled by Imprest/Fund Cell

    Less

Fund Debits rejected by the Computer during the current quarter. 

	06
	AFPPF Subscription + AFPPF Refund


	Equal to the AFPP Fund recovery reflected in the Abstract of Receipts & Charges.

	07
	Interest Amount
	Compare with the previous year interest to ensure that no abnormal variation 


SECTION-21

General Processing Steps FOR QUARTER CLOSING
	Sl 
No
	Programme 
	Details

	001
	Orqtrop
	Quarter opening programs – Report file “qtrop.lst”  

	002
	Ordoonop
	Doon opening program- Cut-off date . Apart from the normal opening and weeding out of old records, this program also writes the old DOs II of PACKAL/FAMDA/POSDA beyond the cut-off-date in a new isam file called “PACKAL” for recovery purpose as and when corresponding lumpsum grant claimed and admitted. (Report file “doonop.rpt”)

	003
	Oratonop
	Aton opening program – Cut-off-date –Report file “atop1.rpt”

	004
	Orpfmop
	PF opening program. (Report file “pfmop.lst”)

	009
	Or01tfr
	Transfer of L1 & C1 clean files

	010
	Orentfr
	Transfer of Enrolment DOs II

	011
	Ord2split
	Segregation of cleaned DOs II files of the quarter. Manual rejection file segregated to be named as “Idfrej”

	012
	Sort
	Sorting of “dox” file on Army No and From date Keys

	013
	Ormsmnt
	Master maintenance using the sorted dox file

	
	Backup
	Back up of all master files and connected transaction/report files 

	014
	Ord2fin
	Financial calculation using the valid DO II file generated at ord2split stage

	015
	Tfrcmprt
	Printing of details of transfer out /commision IRLAs . Input for this is the TFROUT file created at ord2fin stage

	016
	Orcqtfr
	Transfer  of financial  calculated file to CQ line of Doon 

	
	Backup
	Back up of Doon, ctrl files 

	017
	Orbdttask
	Task adding for the BDT audit cage DO II file and accounting cage  created at orcqtfr program

	018
	Sort
	Sorting bdt audit cage and accounting DO II file after orbdttask program. Sort key is Task/Unit/Army No.

	019
	Ord2list
	Listing of the sorted bdt audit cage and accounting cages DO II files separately for furnishing to the PAOs

	020
	Orbdtatgen
	Generation of draft AB audit cages  based on the sorted bdt audit cage file

	021
	Sort
	Sort the POSIN Do II file created at ord2fin stage on Army NO and From Date Keys

	022
	Ord2trl
	Updates the PIRM and CCIM files using the sorted POSIN DO II file . Also generates a list showing the IRLAs transferred with in the PAO for relocation of IRLAS in the PAO.

	023
	Or01ext
	Extraction of PIRM effective Keys  and non-effective Keys

	024
	Sort
	Sort the non-effective key file on task/unit/Army No Keys 

	025
	Ornebal
	Print the details of Non-effective IRLAs dropped from computer to be furnished to PAO. Control figures generated by this program to be linked in the abstract.

	026
	Oratval
	Validation of the AB audit cage files of BDT audit cage DOs II to be taken for transfer in current quarter 

	027
	Abcheck
	Compare using the sorted audit cage DO II file and corresponding AB audit cage file on Army No key, after action by PAO, so as to ensure that a DO II exists for an AB audit cage prepared by the PAO.

	028
	Orcqtfr
	Transfer the matched BDT DO II file generated by the ABCHECK program to DOON file with appropriate option.

	029
	Ordocan
	Processing of cancel DOs II using the Cancel Key file (EXC) generated by the ORCQTFR program

	030
	Ordosys
	Generation of System DOs II with the option for Increment in all QEs. DA and PLBON whenever due. 

	031
	Lrado2sy
	Creation of dummy LRA DO II for admitting increased Leave ration allce. from first April   This program is to be run only in QE May

	032
	Orlcyca
	Creation of adjustment voucher  for adjusting the cash allce in lieu of life cycle clothing for the period 1st April to 31st March in arrear  This program is to be used only in QE May. Adjustment voucher

 File generated is to be transferred to PIRM using the normal adjustment transfer program ORADTFR. 

	033
	Oradbtchng
	Adding transfer batch No for the adjustment voucher file created by the above program orlcca.

	034
	Oradtfr
	Transfer of adjustment voucher file created by the program orlcca after adding batch no as above.  Option “S”

	036
	Orattfr
	Transfer of normal manual audit cages and the AB auditcages to ATON file with the option “MAN”

	037
	Ordnext
	Extraction of Doon CQ line keys 

	038
	Ordodup
	Duplicate/Overlapping checking

	
	Backup
	Back up of all master files and connected transaction/report files 

	039
	Ordoaud
	Audit of Audit/Hybrid DOs II. Audited DO II file meant for Audit cage generation to be named as “ida” and that  for transfer to Doon PQ line and Pirm D2 line to be named as “Idfaud”.

	
	Backup
	Back up of all master files and connected transaction/report files

 

	040
	Oratgen
	Audit cage generation  using the IDA file created by the program ordoaud. Audit cage file created to be named as “iaf” . DO II file created to be named as “idfatg”

	041
	Orattfr
	Transfer of IAF file created by the program oracgen.to ATON file using the option “SYS”

	 
	Backup
	Back up of all master files and connected transaction files /report files to be kept

	042
	Ordoact
	Audit of accounting cage DOs II . Audited DO s II file created to be named as “idfact”

	043
	Orpqtfr
	Audited DOs II file generated at programs ordoaud, oratgen and ordoact (ie, idfaud, idfatg and idfact ) to be merged and transferred to PIRM D2 line and Doon PQ line 

	044
	Mrd2tfr
	Transfer of manual rejection DO II file (idfrej) created at ORD2SPLIT program stage to PIRM D2 line 

	045
	Packrec
	This program is to be run after loading the IDF file taken for the program Orpqtfr of current quarter and the isam file PACKAL updated by the program CBTODO2 in the beginning of the current quarter. This program creates an adjustment vr file for recovering the PACKAL, FAMDA, POSDA and CATFR items in case TFRGTL/TFRGTH is admitted in the current quarter ( ie present if the IDF file) This adjustment vr file is to be transferred to PIRM using the program ORADBTCHNG and ORADTFR  

	046
	Oradbtchng
	Add transfer batch No to the adjustment vr file created by the above program PACKREC

	047
	Oradtfr
	Transfer the adjustment vr file created at above program to PIRM with option “S” 

	
	Backup
	Back up of all master files/transaction files /report files 

	048
	Oractot
	Batch total of all cleaned/merged ACR files and adding batch No. 

	049
	Oractfr
	Transfer of ACR file created by the program oractot to PIRM

	050
	Oractfr
	Transfer of ACR Recycle batch after oractot program

	051
	Orfatfr
	Transfer of cleaned  FAMO files to PIRM 

	052
	Orcbtfr
	Transfer of cleaned CB files to PIRM

	053
	Orlntfr
	Transfer of cleaned Loans & advances file to PIRM

	054
	Orpltfr
	Transfer of cleaned PLI files to PIRM

	055
	Orpftfr
	Transfer of cleaned AFPPF files to PIRM 

	056
	Merg
	Merge all adjustment vr files manually created by the PAO for adding batch No  

	057
	Oradbtchng
	Adding of transfer batch No to the cleaned/merged normal adjustment voucher files floated by the PAO mentioned at step above.

	058
	Oradtfr
	Transfer of adjustment vr file created by the program oradbtchng  with option as “M”  to PIRM. This is to be done after the program orpftfr is executed so as to take care of any PFSUB cases floated by the PAO through Adjustment voucher module.

	
	Backup
	Back up all master files connected transaction files/report files  

	059
	Oredcal
	Earning and deduction calculation

	060
	Orqtrcl
	Quarter closing

	061
	Orpfmcl
	PF closing

	
	Backup
	Back up of all master files/report files  

	062
	Oritsum
	Creation of initial summary record for the financial year 1999-2000 by loading PIRM file of QE 05/1999 quarter closing status. This initial file will be preserved along with main master files and taken for processing of summary records for the next quarter. 

	063
	Orittfr
	This program is for transfer of validated IT savings details   and is to be run only in QE Feb 

	064
	Oritjco
	Updation of summary record with JC NOs This program is to be  run in QE Aug, November and February only, using the summary files updated in these quarters by the program oritsum. 

	065
	Oritcal
	Calculation of IT and posting  the same in the PIRM involving the reclosing the IRLA. This program is to be run annually only in QE Feb.

	066
	Orabst
	Generation of abstract of receipts and charges. Copies of the Abstract and connected Schedules required to prepare PM to be furnished to the  PAO on a priority basis.

	067
	Orrrabst
	Generation of abstract of receipts and charges of Rashtriya rifles units.

	
	Backup
	Two Final back ups of all master files and report files  

	068
	Orplsch
	Generation of PLI recovery schedule. PLIEXT file generated by the program orabst to be used as the key file 

	069
	Orlnsch
	Generation Loans and advances schedule SCHEXT file generated by the program orabst to be used as the key file.

	070
	Orcrdrext
	Ext file updation with Credit/Debit/Deserter indication for printing IRLA/QSA separately  for Credit, Debit and Deserter cases. 

	071
	Ordbalrpt
	Debit balance report based on amounts

	072
	Ordbsumry
	Debit balance summary statistics – Task/Unit/Army No Key

	073
	Orcdamt
	Report on expenditure booked against each code used in the system.is generated by this program.  Hard copy of the report to be furnished to the PAO.for statistical purpose and watching expenditure. Disk file of this report to be furnished to EDP Centre Delhi for consolidation as soon as closing is over. This program also creates a report of JCOs holding Acting Rank of CAPT/MAJOR for watching confirmation of vacancy from CDA(O) Pune, which is to be furnished to PAO. Option exist in the program for generating split expenditure reports also. . 

	074
	Sort
	Sorting the ext file created by the program on Task/Unit/Army No Keys for printing IRLA etc

	075
	Ornmprt
	Printing of nominal roll  for QSA despatch 

	076
	Orirprt
	Printing of IRLA/QSA

	077
	Orjcnot
	Listing of JCOs awaiting JC NO

	078
	Orpfpvm
	Listing of Fund payment cases, where Paid vouchers awaited 

	079
	Orpfori
	Extraction of information on AFPPF advances for checking by PAO and purification.

	080
	Orpforivu
	To validate the out put of orpfori program after checking/updation by PAO. This program is also used to update the APFM and PIRM files also with reference to the updated out put of orpfori program.

	081
	Orexorbal
	Listing of IRLAs closed with heavy balance.

	082
	Orexprpt
	Expenditure reports on Est No 22 etc

	083
	Oradrev
	Listing of heavy adjustment cases etc

	084
	Oradjspl
	Listing of adjustment cases of more that Rs 2000.

	085
	Ordupadj
	Listing of duplicate adjustment cases

	086
	Ccimprt
	Printing of CCIM listing for supply to PAO

	087
	Oratrev
	Generation of Audit cage review  for supply to PAO

	088
	Or01rev
	Generation of PIRM Line 01 review for supply to PAO

	089
	Oritrpt
	Printing of Form 16 for supply to PAO This program is to be run only in QE Feb

	090
	Ordostat
	Consolidated Agewise analysis of  merged clean DO II file of a QE

	091
	Ordountstat
	Unitwise agewise analysis of merged clean file of a QE. The report is  to be given only  on request from PAO. 

	092
	Doonstat
	DO II statistics report generated using the DOON file

	
	
	

	093
	Migcheck
	Generation of  statistics and list  on non-migration to new pay group to be furnished to PAO. Copy of statistics alone  to be furnished to EDP Centre Delhi direct as soon as closing is over.


03       Rejection reports on ACR, DO II, CB, FA, PF, PLI   etc

All the rejection and misc reports prescribed on all modules to be printed using the programs/steps already prescribed

SECTION – 22
MASTER FILES AND TRANSACTION FILES
A.   -   Master Files maintained by the EDP Centres for the maintenance of IRLAs on Computer

	Sl No
	Name of File
	Brief Details of the file
	Source documents from which created/updated.

	01
	PIRM
	Pay IRLA Master Contains permanent and semi-permanent information of the PBOR such as Details of Enrolment, Rank, Appointment, latest rates of pay and its dates as well as standard recoveries to be made and the carried over pay and Fund  balance. 
	Enrolment DO II or  PIRM Line 01 information .

	02
	ATON
	 This consists all the Audit cages operated during past period covering generally 21 months including current quarter.. 
	Enrolment Do II, Audit cage DO II as well as Audit cages fed manually by the PAO. 

	03
	DOON
	This is known as DO II history file and contains all DOs II received and actioned for the past period from the cut of date. Generally the period of retention is 21 months including current quarter.
	Enrolment DO II, all Audit cage and Accounting cage DOs II. 

	04
	AFPPM
	This is known as AFPP Fund Master and contains details of Fund subscription/refund of Advances, Debits and balances.  
	Fresh records are generally created automatically for Recruits on completion of one year service.  In the case of Transfer-in cases, however this is done based on the master information fed by the PAO.  

	05
	PLIM
	This file contains all information regarding Postal Life Insurance policy taken by the PBOR. 
	Created based on the information supplied by the PAO through transcription sheets based on the PLI policy. 

	06
	LAMS
	This file is known as Loans and Advance master file and contains all information relating to the Loans and Advances taken by the PBOR.
	Created with reference to the information fed by the PAO through transcription sheet extracted from the paid loan vouchers. 

	07
	CCIM
	This is called the Central card index master and shows the unit code of the unit to which the PBOR belongs and the task no of the PAO where the IRLA maintained.  It also shows the status of the record, whether it is effective or Non effective etc.
	Created based on the Enrolment Dos II. Updated with reference to the POSIN, Disch, Death, TFROUT etc DOs II received from the PAO.  

	08
	UNTK
	Untk file is the list of unit names and corresponding Unit Codes, for which IRLA is maintained by the PAO. It also shows the  Group and Task No of the PAO to which it pertains. 
	Compiled from the information received from Record Office.

	09
	JCON
	This file shows old Army No of the JCOs for the purpose of  accepting old transactions of JCOs.
	Created generally by the system automatically during processing stage based on the JC NO allotted through the DOs II. 

	10
	CODE
	Numeric codes for the Pay and Allowances are laid down in this file. This is basically a matter for the system and is not for the PAOs.
	As and when new allowances are introduced this file is updated centrally and informed to all other EDP Centers through System circular. 

	11
	PARAM
	This is replica of the Appendix-J lay out of each DO II description and is used mainly to validate DO II so as to ensure that it conforms to the Appendix-J. 
	Updated when ever new DOs II Descriptions are introduced and intimated to all EDP Centers through System circulars.  

	12
	DEAD
	This file  is created and updated by the System. Basically the file contains the information pertaining to the audit cages of the previous rank of a PBOR.   
	Nil

	13
	ITSUM
	This is created on an yearly basis by the System for recording the quarterly summary of pay allces booked so as to assess the Income Tax. 
	PIRM of four quarters of a year.


B.      -     Transaction files created by EDP Centres from the inputs received from the PAOs
	Sl No
	Transaction file
	Brief Details
	Programs  used  for cleaning and transfer to masters

	01
	ENCLN
	Prepared from the original enrolment DOs II batches received from the PAO.
	ORENVAL  ORENUPD

ORENTFR

	02
	L1CLN

C1CLN
	Prepared from the batches of transcription sheets containing PIRM Line 01 information collected from the IRLAs received from other Accounting areas by the PAO for the purpose of adding a new master on computer.

Prepared from the batches of transcription sheets of master information  for the purpose of modifying existing PIRM line01master information 
	OR01VAL OR01UPD

OR01TFR



	03
	DOCLN


	This file is created by merging all the DOs II batches received in a quarter after validation/updation.. Normally no error records are allowed to be in this file. DOs II files created from the Master Missing and  Rejected records of previous quarter and invalid records of previous quarter, if on any account existed will also be merged  into this file after checking and making them error free by the PAO. 
	ORDOVAL

ORDOUPD

ORCQTFR 

  

	04
	ACRCLN
	This file is build up by merging all cleaned ACR batches received from the PAO during the quarter. No error records are allowed in the files taken for creation of this file. After creation of this file the same will be used to generate a control for each individual component batches and grand total as a whole. These controls will be checked by the Imprest Gp of the PAO with the scheduled amount of ACR batches and certified its correctness.  Master Missing cases of the previous quarter will be taken as a second lot for processing after checking and clearance by the PAO.  
	ORACVAL ORACUPD ORACTOT ORACTFR

	05
	FAMOCLN
	Normally three batches, one batch per month will be prepared by the PAO for a quarter. After cleaning, these batches will be processed with out merging.  No error records should present in the files. As FAMOs are pre-audited, incidence of master missing not expected. However if present for any reason, this will be recycled after checking by the PAO as a separate batch in the next quarter.
	ORFAVAL ORFAUPD ORFATFR

	06
	LOANCLN
	PAO transcribes the loan information from the paid vouchers and based on which clean data files are created for processing.
	ORLAVAL  ORLAUPD ORLATFR

	08
	PLICLN
	Created with reference to the batches containing transcription sheets of PLI information received from the PAO. 
	ORPLVAL ORPLUPD ORPLTFR



	09
	CBCLN
	Created based on the batches containing the transcription sheets of   information relating to Contingent Bills,and  Misc Debit/Credit Vouchers such as Outfit allce, HSR, Loss statement, Rent Bills etc.
	ORCBVAL ORCBUPD ORCBTFR

	10
	PFCLN
	This is prepared from the pf transcription batches given by the PAO. There are Four types of transactions under this module. They are Fund Debit voucher information for the Fund withdrawals, Adjustment on interest or readjustment of any excess/less credit made in an existing Fund account, Change in subscription rates intimation received from PBORs and Fresh pf master information corresponding to  the PIRM L1 cases fed in a quarter. 
	ORPFVAL ORPFUPD ORPFTFR

	11
	ADJCLN
	Prepared from the Adjustment voucher batches fed by the PAO during a quarter. 
	ORADVAL ORADUPD

ORADTFR

	12
	ITCLN
	Prepared from the IT Saving intimations fed by the PAO
	ORITVAL

ORITUPD

ORITTFR


SECTION – 23
LEVEL CHECKS FOR ALL MODULES

Level Checks prescribed for batch preparation of various modules

Original Batches

	Nature of Documents
	Level at which dated initial is to be endorsed for having prepared/checked the batches for processing.

	
	Auditor/Clerk
	SO(A)/AAO
	AO/SAO
	Head of the PAO

	DOs II
	Each page & top list 
	Top list
	
	

	ACRs
	Top list
	Top list
	
	

	DOII- TS 
	Each sheet
	Each sheet
	Top list
	

	ACR ADJ 
	Each item
	Each item
	Each sheet
	Top list

	C.Bill/Misc Vr
	Each sheet
	Each sheet
	Top list
	

	PF Sub   
	Each sheet
	Top list
	
	

	PF Debits
	Each item
	Each item
	Each sheet 
	Top list

	PF ADJ 
	Each item
	Each item
	Each item 
	Top list

	PF Payment Authority
	Each item
	Each item
	Top list 
	

	PF Master 
	Each item
	Each item
	Each item 
	Top list

	PIRM  L1
	Each item
	Each item
	Each itemt 
	Top list

	PIRM C1
	Each item 
	Each item
	Top list
	

	Adj  Vr
	Each item
	Each item
	Each item 
	Top list

	PLI
	Each item
	Each item
	Each item 
	Top list

	Loans & Advances
	Each item
	Each item
	Top list 
	

	Audit cages
	Each item
	SO(A)/AAO will check on a selective basis At cages depending upon the quality of work of the task holders.


Note 1.
Page numbering of each sheet of all batches and its recording on the top  list to be  ensured by the SO(A)/AAO.

         2.
Blank spaces in the Transcription Sheets should be neatly scored through.

         3.
In the case of Adjustment Voucher, Auditor should write his full name in capital letter on each sheet and affix his dated initial against each item.

Level Checks prescribed for various modules

Edit List Checking
	Nature of Documents
	Authority  by whom check is to be exercised and endorse dated initial

	
	Auditor/Clerk
	SO(A)/AAO
	AO/SAO
	Head of the PAO

	DOs II
	Each Batch 
	Each Batch
	
	

	Enrolment DO II
	Each Batch
	Each Batch
	Each batch
	

	ACRs
	Each Batch
	Each Batch
	
	

	DO II TS
	Each Batch 
	Each Batch
	
	

	C.Bill/Misc Vr
	Each Batch
	Each Batch
	
	

	PF Sub Change  
	Each Batch
	Each Batch
	
	

	PF Debits
	Each Item
	Each sheet
	Each Batch
	

	PF Adj Vr
	Each Item
	Each item
	Each Batch
	

	PF Payment Authority
	Each sheet
	Each Batch
	
	

	PF Master 
	Each item
	Each item
	Each item 
	

	PIRM  L1
	Each item
	Each item
	Each item 
	

	PIRM C1
	Each item 
	Each item
	Each Batch
	

	Adj Vr
	Each item
	Each item
	Each Batch
	

	PLI
	Each item
	Each item
	Each Batch
	

	Loans & Advances
	Each item
	Each sheet
	Each batch 
	

	Audit cages
	Each batch
	Each batch


********* last Page ***********
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