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  ACCOUNTS

Do’s

 Ensure that the expenditure limits are 
sanctioned as per the limits prescribed by 
Model SOP to the Officers concerned.

 All the Contract bills must bear the details of 
PAN and authorized approved NEFT details 
of the Contractor.

 Ensure that the levy of GST with appropriate 
rates according to the nature of expenditure.

 Ensure the currency of the agreement and 
Bank Guarantee while passing the contract 
bills.

 Ensure the mandatory deductions at the 
prescribed rates like Income-Tax deduction, 
Labour Welfare Cess etc.

 Before making final payment, ensure that a 
certificate has been furnished by the 
Executives that the railway properties if 
issued for temporary use of the contractors 
have been returned in good condition or 
appropriate amount is recovered in lieu 
thereof.
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 Every support ing documents v iz. ,  
Appointment Order, Transfer O.O., DAR 
penalty, Absentees statements, MOD, Scale 
Check statement, etc., should be verified 
before passing the salary bill.

 Ensure that the recovery of installments of 
the advances taken by the staff is 
commenced promptly & continued till the full 
amount along with interest is recovered.

 Ensure that Centralized Integrated payment 
system(CIPS)rejection cases in salary 
passing are attended to immediately.

 Ensure the timely submission of Test Check 
done on the regular work of subordinate 
staff.

 Ensure that deactivate password in IPAS if 
the employee gets retired/removed/ 
suspended/transferred etc.

 Ensure that Accounts Inspection and Stock 

    Verification are planned in advance and 
conducted as per the prescribed schedule. 

 Ensure the receipt of cash remittance notes 
in regular intervals or without a lot of period 
gaps.
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 Ensure that change the password in IPAS 
immediately done after the same assigned 
by Admn. User.

DON’Ts

 Do not share the IPAS password allotted to 
an employee in order to execute the allotted 
works.

 Do not pass the Imprest bill unless it is 
supported by bills/vouchers duly endorsed 
by the Officers concerned.

 Do not pass the bills for the expenditure 
falling out of scope for which that relevant 
agreement is executed.

 Do not pass the EMD for unsuccessful 
tenderers without verifying the original       
E-receipt details to avoid double payment.

 Do not pass the SD and EMD amount 
without the certificate issued by the 
Executive for the completion of work 
satisfactorily, duly collecting dues like 
ground rent, water charges etc.

 Do not pass 90% or more advance payment 
to any supplier unless it is specified in the 
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Purchase Order/authorized by the 
Competent  Authority.

 Do not delay refund of EMD to the 
unsuccessful tenderers after the tender is 
finalized  as per the guidelines.

 Do not allow special credits without 
authenticated vouchers duly signed by 
competent authorities.

 Do not close the traffic balance sheet without 
verifying the balances from the individual 
stations.

 Do not allow disputed debits to remain more 
than 03 months without reasonable 
explanation.

 Do not pass Pay Orders without required 
enclosures and signature of competent 
authorities.  

 Do not leave your computer open with your 
user ID and do not keep your name, PF 
number, Section name, Designation, etc., as 
your password. 


