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[b)Quality Plan for processing of Staff bills

(a) Procedure for recovery of Debits / Outstanding dues' 'fujo="iii il'ioiieio; -of,,debirii"ntffidi ii ,,,,"",, , ;1':' ,ii,

INTERNAT AUDIT

I;i T;&d9 ;o.ndy;n s iniAinaiNAudii .u'.;,',- 
.-. .1"'(b) Quality Plan for Internal Audit

*:bliHilpA i', -.'t- '- ,i' I ," .i'--' 
-' ..-'=,,'.: ,-, "- '-

[aJ Procedure for preparation of monthly pay riii ina aeauiiioni-
(bj'qilffi'$ifu 1o-;S.iebai;tioil',of'fioilthii. i :blri Jnaaaa"l-6f ,,s:i'l,,:,.;

(a) Procedure for passing of outside bills and aeauitio"s
tbl'(} iiii, ffi iift ii iiCing'or'o u*ift , bi fi d daducfi o"i-:, I =2. PASSING OF STAFF BILL

5,

1. 1.0 Purpose: To establish and operate a procedure for payment of outside
bills.

Scope : Allthe items centralty purchased including Certification, packing
and rreatment Materials, plant & Machinery and-ottrer miscellaneous
purchases.

Overall responsibility: GM (Fin.)

2.02.

3. 3.0
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1G06-2018
4. 4.0 Procedure:

s.
No

Activity Description Responsibility Ref. Doc./
record

1. Processing/Exam ination-f the bills
w. r.t. Purchase Order/Supply
OrderMork Order/Budget etc.

Ao (Fin.) File (from other
Divisions through
GM (Fin.)/ JM
(Fin.))

2. Sending it to originating Division if
further clarifications/information is
required.

Ao(Fin) File

3. Originating Divisions clarifications
will be re-examined in finance and
sent to Competent Authority.

Concerned
Division/AO(Fin)

File

4. Sending to the Competent
Authority with recommendation for
approval/disapproval as case may
be.

Ao(Fin) File

5. Receipt of the sanction orders
along with supporting vouchers
from other Divisions duly certified.

AO(Cash) Sanction orders
alongwith
supporting
vouchers.

6. Passing of the bills and record in
Control Register and preparation of
payment vouchers after deduction
of taxes as applicable.

Dealing
Asstt./MO/AO(
Cash)

Sanction orders
along with
supporting
vouchers.

7. Preparation of cheques / DDs for
payment and issues of the same to
the parties after recording in the
cheques register and cash and
bank book.

AO(Cash)/Cashi
er

Sanction orders
alongwith
supporting
vouchers.
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Procedure for passing of staffbills and deductions

lssue No:
Page:
PAge Rev. No.
Effeclive:date;

10.0&2019
1.

bifls.
2.
3.
4.

1'0 Purpose: To estabrish and imprement a procedure for processing or stJ
2.0 Scope : All employees of NSC.3.0 overail responsi6iritv, crr,riFin.l
4.0 Procedure:

Activity DGscripmn

Receipt ot
concerned Divisions.
Process
Competent Authority inrorgh Tin;;;as per efigibility of the
Re.eipt
Finance Division
SuOmissio
Competent Authority fil;prd;of theproposals or returned the !i*"io tn"
@Qlvisions for 

"r"rin."tiJn.'.

Bills/Fites.

Rgc.eint o

:l,g1r!ls Divisions and review in" oirr,based on ctarifications jiven'Ino'.iirit
tO the COfiloefenf arrrha,!r., r^- ----

Bills/Files.

Rrte.rappr@
originating Divisions suOmission of-sanction orders afong witn suppoiing
documents to Casn section for

ConcernE Bilfs/Sanctlbns

Receipt

Passin

l?ltl:f l:sister a nd p ut ;ti; nt."", n,,officer for approvat 
"i p"iir[..



10-0&2018
$ coNrRoLLED

9. l After ap
payment vouchers are sent to Castrierfor necessary payment.eayments&w@
Book.

AO(Cash) Concerned-
RegistertBill/pa
yment Voucher.10.

Cashier uash Book.
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l;oo,lo,?g.lJJili?JH,il:3[',T,'il"':"#::' monitorins or recovery or debts and.. z.u scope : Applicabte to all regional OfR."..3. 3.0 Overatf responsibilig: CM (Fin.)4. 4.0 procedure:

Approved By:

Procedure for recovery of
Debls i Outstinding dues

DOC No:
lssue No:
Page:
PageRev-No.
Effective date:

Activity OeGCri[Uon Responsibffi
neceipt@
srarement from allthe Regional
Offices / concerned SectiJns.

JM (A/cs) iMo

Checking@
consolidation of aff the statements
regetygglrorn_lFegiqna 

r o*i""r.
lYllP tn
GM(F/MD for review.
MD/cM(F@
communicated to RMs/conc"rn"J -
sections for foflow u
Ouarterly
of Govt. and private parties to Oe-p;iup to Audit Committee I eoaid oiDirectors.

JM (A/cs) / AAO
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Approved fy:

Procedure forInternarAudit conducting

fSsue No: Az
!age: olofg2P1geR9v.No. 00
Effective date:

IO{62s1
1.

2.
3.
4.

Rctivity DGCripEon

Preparation
year concerned.
nppointm

ctA/GM-(F MD
Handing
Auditors.
gxecuti

Internaf Auditors

Receipt of RuOit p!ffi

l3oing a
RMs for furnisning or reptyl 

-' r \v vv' 
'

neceip@

Distriblio
concerned Divisional Heads for turnisning theircomments.
Consolidati
and Divisionat Heads ,noprfrp io"bnr frland MD for aooroval

AM (Audit) /ctA

After rece

fi:f:*t Authority iMbj, ; Ht;;; preparedin the name of the co.ncerned RM for i#,ffi'*necessary action and asked tor iciion taken

AM (Audit)7ejA

ReporU Fite



tOO6'2018

O,rganizi
of Divisions under th" ;h;;"rJio""r nro.

Receipt o
same with reference to ar'Oit rp"rtl" AM (Audrt)

Put up th

:!fj:".1t, :p_lygy to.the .on."r.n"jHu anoasked for classification, t;;t.
AM (AuoigTcrA

Put up
reports before the Audit cd;iti;;.- AM (Audit) /CtA-
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Approve"d By:

lroc.3{ur:e for pre-paration ofrnonthly pay bitl anai'drdr.iionl'

lssue'No:
Page;
Fage Rev. No.
Effective date;

1000'2018

l"v oir/aLoljllf.".l": To establish and operate a procedure for preparation of monthrypay bill & deductions.

3 i:l l:,:f ,,-lll_"_-".T.fjove_e9 of NSc at Ho i Ro2 ll g:::jj t-""e;;J;iffi;iLT,?ilj4. 4.0 procedure:

Activity DesdiFtion

I^e^T,'g 9
:lffillllorder, Joinins n"po.t, 

'

deduction Orders, nnn r"i in"rH'"rts etc.from personnet sectiot ird;;iiilil: scate
g-f_P.rY, pface of posrrng, deduction to bemade etc..

Ao(Cash) Appointnrent
fetter,
joining
report, LpC,
deduction
orders.Preparation

::::.".1"^1of 
Income rt;; nli ilj.r."tioncf g.avings and.other retateJ i"orJt-ionr.

levigw or
sending it to Cashier Dealing A-stt/
Preparatb
gs SnnplgyqggJor bisor n"r 

"ii ;; ;;;.''-nemittan
mgg" from the salary to the .on""rn"O
authorities by cheques /DDs..

Deating AGtt.
/AAO
/AO(Cash) /
CashierJo-urnal

different Heads of Accounts.
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