
II.FunctionsofAccountsDepartment

FUNCTIONALGROUP        :: ACTIVITYCENTERS

 (i).SECTIONS:   
1.FINANCE

         2.BUDGET
  

(ii).GENERALACCOUNTS:    
1.ADMINISTRATION      

        2.PENSION&NEW PENSION
        3.PROVIDENTFUND
        4.ESTABLISHMENT&SUSPENSE
        5.EXPENDITURE
        6.BOOKS
        7.INSPECTION&AUDIT

8.EFFICIENCY
9.BILLSRECOVERABLE

III.CASH&PAY:   
1.DISBURSEMENTOFSALARYTOSTAFFTHROUGHNEFT/RTGS
2.PAYMENTTOOUTSIDERSANDMISC.PAYMENT
3.SHROFFING&ACCOUNTALOFSTATION EARNINGSOF2DIVISIONS(KUR&SBP)

ACTIVITIESCENTRE
FINANCE:

 Dealingwithproposalsforfinancialconcurrence;tocreationofnewposts,extension&up-gradationofexistingposts
andothermisc.establishmentcases.

 Dealingwithproposaloffinancialconcurrencetopurchaseofstores,vettingoftheirquantities,certificationoffunds,
vettingofpurchaseordersandmisc.caseworkpertainingthereto.

 FinancialscrutinyofproposalstobeincludedintheWorks,Machinery&Plant,andRollingstockprogram.
 Scrutinyofestimatesincludingcheckofincidenceandallocationofexpenditure.
 Vettingoftenderdocumentsandspecialconditionofcontracts.
 Vettingofbriefingnotesandcomparativestatements.
 Attendingtender-opening,vettingofAgreementsetc.
 DealingwithproposalsforfinancialconcurrencetoMiscellaneousitemsconcerningworkssuchasspecialrates,

variationinquantities,closingdownofcontract,terminationofcontractrecoveryofpenalties,damages,scrutinyof
writeoffproposalsetc.

 Vettingofproductivitytestsandreview;
 Vetting ofMiscellaneous proposals such as cash imprest,contingentexpenditure,Extra orTemporaryLabour

RequisitionsunderRevenue,Awardstostaff,etc.

BUDGET:

 ReviewsandrevisionofBudget-AugustReview,preparationofRevisedEstimatesforthecurrentyearandBudget
Estimatesfortheeveryyear(inNovember),FinalModifications,SubmissionofAppropriationAccounts.

 DistributionoffundstovariousExecutivedepartmentsonreceiptofBudgetallotmentfrom Headquarters.
 Advisingthespendingauthoritiesofre-appropriationswhenevernecessary.
 DealingwithauditobservationsandmattersrelatingtoPublicAccountsCommittee,ConventionCommittee.
 Reviewsofexpenditurevis-à-visperformance.
 Certificationoffundcontrolofexpenditurevis-à-visbudgetallotment.



ADMINISTRATION:
 PreparationofSalarybills,supplementarybills,educationalassistancebills,travellingallowancebills,LPCsetc.

 Posting,transfers,promotions,deputations,confirmations,administrationofServiceConductRules,Discipline&
AppealcasesofAccountsstaff,dealingwithstaffrepresentations.

 MaintenanceandReviewofServiceRecords,senioritylists,IncrementsRegistersandleaveaccounts.
 Grantofincrements,fixationofpayonpromotionandonchangesinrulesconcerningPay&Allowances(generally)as

aresultofrecommendationofPaycommissions.
 IssueofPasses,PTOsetc.
 Issue& DispatchoflettersandmaintenanceofImprest&postageA/Cs.
 Procurementofstoresfrom BBS.
 ArrangingTrainings&DepartmentalexaminationofAccountsStaff.
 Arrangingpaymentofsettlementduesofdepartmentalstaffontheirretirement,deathorresignationetc.
 SanctionofadvancessuchasTransfer,Sickness,Marriage,Educationetc.

  ESTABLISHMENT:GazettedSection:-
 PassingofmonthlySalaryBills,Supplementarybills,CTGbills,LeaveEncashment,EducationalAssistance,Traveling

AllowanceBillsetc.inrespectofGaz.OfficersinIPAS(IntegratedPayrollAccountingSystem)Modules.

 MaintenanceofSalaryAuditRegistersandCadreCheckRegisters.
 CertificationofeligibilityofleaveandmaintenanceofPersonalFilesofOfficers.CompilationofserviceCardsforthe

Officers.
 PreparationofServicedocumentsandtransferofthesametodifferentA/Cunits.

VettingofLastPayCertificatesandasdrawnparticulars.
 Collectionofservicedocumentsfrom differentA/Cunitsinrespectofin-comingofficers.
 IssueofAnnualLeavebalancealongwithservicecardstoGaz.Officers.
 MaintenanceofsuspenseRegisterslikeDepositOrdy.E-NG,Misc.AdvE-NGandvariousadvancessanctionedtostaff.

ESTABLISHMENT:Non-Gazetted:-
 PassingofmonthlyPaybills,Supplementarybills,T.A.bills,EducationalAssistanceBills,OvertimeandRunning

Allowance&otherpaymentsetc.inrespectofNon-GazettedstaffinIPASModules.

 MaintenanceofScaleCheckRegisters.
 Certificationofproposalsforfixationofpay,allowances,steppingupofpay,etc.
 CertificationofHouseRentduesondeath/retirementoftheemployee.
 CertificationofAsdrawnparticulars,LPCintransfer,retirementetc.

PROVIDENTFUND:
 FullyComputerisedofPFModulesinIPAS.

 MaintenanceofProvidentFundLedgers ReconciliationwithGeneralBooksperiodically,Calculationofinterest.
 Comparisonofbalances,ofP.F.annualclosingofP.F.accounts.
 IssueofcomputergeneratedPFPassBookstosubscribers.
 Reviewofun-posteditemsofAccountsandclosedaccounts.
 Advancereviewofsuperannuationcasesandcheckagainstdelaysinpaymentof settlementdues,withdrawalsfrom

P.F.
 MaintenanceofPFsuspenseregisterinregardtoun-paidPFandDepositPF.
 MaintenanceofPFnominationregister.
 TransferofPFbalancesInwardandOutwardthroughe-modules.

PENSION:
 Implementationsandrevisionofpensionetc.asaresultofpolicydecisionofRlyBoard.

 Periodicalreports.
 Recordkeepingofpensioncases.
 Paymentofgratuity,leavesalary,CGEGIS,LifeTimeArrear,Commutedvalueofpension.



 PaymentofUnpaidofGratuity,Leavesalary,CGEGIS,etc..
 MaintenanceofrelatedsuspenseAccountslikeDep.DCRGandUnpaidDCRG.
 ReviewofServiceRecordspriortopaymentofsettlementdues/pension/Servicegratuityetc.
 Checkandcertificationofqualifyingservice&Averageemolumentincaseofpension.
 Checkoftherateofmonthlypension,amountofcommutedpension,issueofPensionPaymentOrders,Commutation

order.
 AuthorisingtransferpensionAccountsfrom onebanktoother.
 CheckandauthorizationofEx-gratiapayment.
 New Pension Scheme (NPS)implemented from 01.01.2004 and related transactions with otherGovt.Depts,

ReconciliationofNPSdetailsetc.

EXPENDITURE-I&II:
 Passingof contractors’billsandmaintenanceofContractors’LedgersandLiabilityRegisters.

 ReviewofcompletionReports.
 MaintainingtheregistersforDepositWorks,Misc.Advance-‘x’,DepositOrdinary-‘X’,DepositOrdinaryElectrical&Day

books.
 PassingofbillsofMiscellaneousstores,Advertisements,medicalstores,Phonebills,electricitybills,RatesandTaxes

billspayabletoMunicipalities.
 Postauditofpaidvouchersforpaymentsfrom stationearnings.
 Custodyofpapersecurities.
 InternalcheckofcontingentexpenditureofvariousdepartmentsofRailways.
 Reviewofthesanctionedexpenditureandreviewofexpenditureheldunderobjection.
 CompilationofCapitalAccountCurrent.

BOOKS AND POSTAUDIT:
 MaintenanceoffullycomputerizedGeneralCashBook,JournalandLedger &othersubsidiaryregisters,e-transfer

transactionande-reconciliation.

 MaintenanceofRegistersofTransferTransactionsandchasingthedelayedadjustments.
 CompilationofMonthlyApproximateAccountCurrent,ProvisionalAccountCurrent andFinalAccountandother

returns.
 Checkingmonthlyreconciliationofvarioussuspenseheadsviz.MiscellaneousAdvancesDemandspayable,Deposits

Miscellaneousetc.
 Postauditofpaidvouchers&issueofGovt.cheques,arrangingpaymentthroughNEFT/RTGS.
 Exchequercontrol&FingerPrintexamination.
 PaymentofUnpaidwages&SBF.
 MaintenanceofSecurityDepositAccountsofsub-Rlyemployees&CertificationofDivisionalCashier’sCashbook.
 Arrangingsurprisecheckofcashofthecashiers.
 Compilationofvariousreturnsforthepurposeofstatisticalcompilations.

INSPECTION&AUDIT: 
 CheckoforiginalrecordsofsubordinateExecutiveOffices.

 DisposalofAccountsInspectionReportsPartsI&II.
 DisposalofPartI&IIofAuditInspectionReports,AuditNotes,Spl.Letters&DraftParaetc.
 DisposalofinspectionconductedbySr.Divl.FinanceManager,Divl.FinanceManagerandotherFinanceManagers.
 Drawalofannualprogram ofinspections.

EFFICIENCY:
 Collection,Compilation&presentationofaccountinginformationtoHeadquarters&DivisionOffice.
 ArrangingmaterialsforUnionmeeting.MondayMeetings,Wednesdaymeetings&compilationofmiscinformationof

theoffice.



BILLSRECOVERABLE:
 Raisingbillsagainstsidingownerstowardscostofstaff,damageanddeficiency&restorationcharges,WagonHiring

charges,etc.

 RaisingElectricitybillstooutsiders&Govt.departmentsandwatchingtheirrecovery.
RecoveryofForeignServiceContribution.

 MaintenanceofsuspenseA/Cs(Dep.OrdyXPT,DemandsRecoverable,.
 RaisingbillsagainstlettingoutofRailwayQuarterstoGovt.&otherdepartmentswatchingtheirrentrecovery.

***

DivisionalCash&PayOfficeisundertheadministrativecontrolof
Sr.DivisionalFinanceManager.Thefunctionsaregivenindetail.

CASH DEPARTMENT:

 AcceptlocalchequesandcashinpaymentofGovt.dues.
 Handlingofcashreceivedfrom stationearnings.
 Remittanceofstationreceiptstobanks.
 MaintenanceofTreasuryRemittanceinAIMSModule.
 Maintenanceofcashier’scashbooks(Cash).

PAY DEPARTMENT:

 DisbursementofallpaymentsonbehalfoftheRly.
 MaintenanceofCashier’scashbook(Payment)andCashier’sLedgerA/C.
 ReturnofallpaidbillstoAccountsdepartmentalongwithUn-paidwageslist,ifany,andUn-paidamounts.
 KeepingliaisonwithbanksforNEFT/RTGS/STEPSpayments.

***

DivisionalCash&PayOffice


