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Compendium of Circulars : Estt. :":-"_ Navodaya Vidyalaya Samiti

No. F. 7-4/91-NVS(Estt.) Dated: May 6, 1991

To
The Deputy Directors
All Regional offices of the
Navodaya Vidyalaya Samiti

Sub. : Duties and Responsibilities of the Various Non-Teaching Posts of the
Navodaya Vidyalayas — reg.

Sir,

We have been receiving a number of references from the Regional Offices as well as from the
Navodaya Vidyalayas about the duties and responsibilities of the various posts of non teaching staff
of Navodaya Vidyalayas. The problems being faced by the Regional Offices as well as by the
Navodaya Vidyalayas in the absence of any defined duties and responsibilities of the various posts
in the Vidyalayas have been appreciated by the Samiti and it has been decided in consultation with
the Administration and Finance & Accounts Wings of the Samiti to list out the detailed duties and
responsibilities of the various posts of non teaching staff. The duties and responsibilities so formulated
were also discussed during Deputy Director's Conference held on 20th April, 1991 at New Delhi.
Taking all aspects into consideration the duties and responsibilities attached to the various posts of
non teaching staff of the Vidyalayas have been listed out and is forwarded herewith for ready reference
and records.

The Director, Navodaya Vidyalaya Samiti has desired that the concerned employees may
please be suitably informed about the duties and responsibilities assigned to them.

Yours faithfully,

f :
|L’(j~l_£fcj£_’_a
(S.S. GAURI)
DEPUTY DIRECTOR(PERS.)
Copy for information to :
1. All the Principals of the Navodaya Vidyalayas
2. All the Officers of the Headquarters office of the Samiti
3.  Finance & Accounts Wing of the Samiti
4.  Guard file

Encl : ala
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Compendium of Circulars : Estt. Navodaya Vidyalaya Samiti

DUTIES & RESPONSIBILITIES OF NON-TEACHING POSTS

OFFICE SUPERINTENDENT

1.

The Office Superintendent is basically the Incharge of the Vidyalaya Office and will be
responsible mainly for its proper organisation and smooth and efficient functioning under the
overall guidance of the Principal concerned.

He will work directly under the Principal, to ensure smooth and efficient functioning of the main
office and for quick disposal of cases, files and correspondence, he will also work as a co-
ordinator of duties.

He will be broadly responsible for the following :

(a) For proper organisation of the office, correct delegation and balanced distribution of
work amongst Group ‘D’ and clerical staff of the Vidyalaya.

) To maintain strict discipline in the office.

(c) To supervise the work of the office staff under him.

(d) To keep all confidential files and documents under the safe custody.
(e)

To issue necessary orders and instructions w.r.t. the directives from Hars./Regional
Office.

(f) To maintain personal files of the school staff and of the students.
(9) To keep office files, registers, records etc. properly and in safe custody.

(h) Proper filing, indexing and updating of Rules and of orders issued by the Samiti and
its Regional Offices.

(i) To ensure compliance over timely submission of accounts, audit observation, reports
and returns prescribed by the Hars./Regional office.

) To ensure that subsequent orders and instructions, or amplifications issued by the
Principal from time to time, are kept in a separate file, and amendments to office
orders are issued as and when necessary.

(k) To maintain stock and account register in respect of all the stores, furniture and
equipments of the Vidyalaya.

U] To make arrangements for proper security of the Vidyalaya building and its assets.

(m) To observe proper procedure in the matter of purchase, accounts, maintenance of
record etc.

(n) To ensure prompt and timely action towards correspondence pertaining to
administrative arrangements made for dispersal of students, proceeding on vacation
and for their reception in the school on return from vacation.

(o) To arrange bulk purchase of office stationery and ensure that the stationery purchased
is correctly received and accounted for in the stationery ledger. He will also maintain
proper record of the issue of stationery to various branches.

(p) Proper and regular maintenance of accounts of the Vidyalayas in the manner prescribed
and to get them audited.
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(1)

(10)

(1)
()

(Q)
(r)
(s)
(t)

(u)

(v)

(w)

To assist the Principal in procurement and purchase of furniture, Hostel equipment
etc.

To maintain and supervise telephone bills and trunk call register/payment of outstanding
bills.

To assist the Principal in preparation of quarterly reports pertaining to court cases etc.

To forecast the requirement of Vidyalayas for purchase of catering items, store fixed
asset items and arrange to procure in a logical manner to avoid waste of expenditure
at the close of the year.

To make arrangement for proper storage and safe custody of all cash, stores and
equipments as well as other valuable documents.

To carry out periodical checks, including surprise check and verification of cash, stores
and accounts.

To rectify accounting mistakes and procedural irregularities, if any, detected in the
Vidyalaya accounts.

To ensure preparation and submission of monthly reconciliation of bank statement,
Annual Account Statement etc. to the Principal for his approval.

To maintain all relevant registers and accounting documents auditable or otherwise,
in the Vidyalaya.

To assist and advise to the Principal in the matters connected with cash, accounts,
stores, administration etc.

Besides exercising supervisory control of the Vidyalayas Offices and sending necessary advice
to the Principal in Admn./Financial matters, the Office Supdt. will also be responsible for the
preparations, proper maintenance and upkeep of the following office/accounts records :

Service Books, personal files and leave accounts of the Vidyalaya staff.

Maintenance of all correspondence files on administrative matters as well as purchases etc.

Preparation of Vidyalaya budget.

Preparation of Vidyalaya monthly and annual accounts.

All accounts registers required to be maintained including Asset Register and Property
Register.

Stamp and despatch account.

Timely remittance of all deductions, with schedules to Samiti, various departments.

Payment of L.S./P.C. and obtain refund of salary paid to deputationists.

Timely submission of all returns prescribed by Regional Offices/Hgrs.

Maintenance of log book of the vehicle and maintenance and repairs of the vehicles.
UPPER DIVISION CLERK

UDC will be responsible to handle cash and to maintain the ledgers and cash book

Cash book of the Vidyalaya Accounts (Main and Petty) and vouchers files and reconciliations
of entries i.e. Cash Book with the Bank.
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(8)

©)

Yearly ledger accounts of the Vidyalaya.

Mess Account of the Vidyalaya

Stock registers and submission of annual verification report to RO
Pay bills etc.

They will provide necessary assistance—administrative, secretarial and typing — to the
Principal and Office Superintendent in discharge of their duties.

UDC will also keep and maintain the office records viz. files, registers etc. properly in the
manner, as directed by the Office Superintendent/Principal.

UDC will work under the direct guidance and supervision of the Office Superintendent.

LOWER DIVISION CLERK

(1)  Typing

(2)  Filing work and maintenance of files and records

(3) Diary and dispatch

NURSE

(1) Nurse shall be incharge of first aid and sick room of the Vidyalaya and shall look after its
maintenance.

(2) He/she will assist the Medical Officer during his/her visit to the Vidyalaya and carry out
instructions given by him/her with regard to the treatment of the patients, if any.

(3)  He/she will maintain a record of all the children who report sick and the treatment given to
them, if any.

(4) Inthe event of a child requiring specialised medical treatment, the Nurse shall immediately
inform the Principal.

(5)  Nurse shall keep a record of medicine purchased and administered to the children/employees
of the Vidyalaya. For this purpose, a register containing the details of medicines purchased
and issued shall be maintained by him/her which should be counter-signed by the Principal
at least once in a fortnight.

(6)  Nurse shall also visit the Vidyalaya Mess daily to guide Catering Assistant to maintain proper
hygienic conditions in and around the dining hall and dormitories and to give suitable dietary
instructions in case of sick students.

(7)  Hefshe shall be the ex-officio member of the Mess Committee of the Vidyalaya.

(8) To take care of all cleanliness in the vidyalaya premises.

(9)  Helshe shall carry out any other duty assigned by the Principal.

(10)  He /she shall maintain a regular clinic with necessary first aid.
CATERING ASSISTANT
(1)  To manage the Mess of the Vidyalaya under strict hygienic conditions.
(2)  To formulate daily menu considering local conditions/customs/tastes/availability.

()

To provide special diet (as recommended by Nurse/MO) to sick children.
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Sub:- Guidelines and Procedure for payments to sellers/suppliers at JNV level.

It has come to thel natice of the Samiti that most of the Vidyalaya's are making payment
without adepting proper procedure and without following the Central Vigilance Commission's
guidelines for timely payments to the contractors/suppliers/service providers. The celay
payments has been treated as malafide practice as per CVC guidelines.

In this connection, the specific guidelines and instructions, as given below, for payment
procedure, in the light of CVC guidelines as well as the instructions already issued by NVS
Headquarters hasbean reviewead and to be followed strictly, as given below:-

.

(1) As soon as the material is received in accordance to the'purchase/werk order, the
challan/bill is to be marked by principal and should be given to store keeper/stock
in charge, who in turn will put up the matter to the OS for ensuring receipt of
material in goed condition. Receipt Entry should be done on same day.

(2) Before physical verification, the OS should arrange to make entry of bill /challan
through the LDC, who is dealing with Dak/Diary. Entry is to be made in z separate
bill register on the same day.

(3) The principal should develop a system and condition is to be incorporated in the
tender form (on line/off line) that the approvedsupplier/service provider will also
send their bills through email also so as to make a confirmation about actual date of
receipt of bill in the Vidyalaya to avoid any controversy for delay etc.

(4) The OS and store keeper/stock in charge will make liaison with the member of
physical verification committee for proper physical and technical verification
material received in JNV. It will be the duty of OS JUDC to provid

_documents i.e. copy of approved specification with term and
purchase order and supply order approved sample etc ta verifi
verification,

(5) The ‘ Qun;hase. order should have complete details about qualin, antii
specification, rates and all other related terms and conditions and co ’J,_ Quantity,

should in variably be given to the related stock in charge wh -?)\J Of the same

materials. AL 15 rece

of
e the related
.conditions, copy of

cafion committee for

i\fing the

(6) A check list is to be prepared by the office for documents to b
arifieatl S i1 e
verification  cormmittee so as to proper verification ® submitted to
ACCordance with the

\ 0
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(8)

&)

-

5

SPecifications, O delivery of material, the documents for submission o‘f \'.Uﬂﬂjlnr-\’:;
final bill, 5 separate check list should be prepared for receipt it mawhn [‘ l‘m

bill and final bil| along with check list should be made available with verification
committee as well as to office. : ;

The verifization is to be cornpleted within 3 days of the receipts of material through
duly constituted committee. : i
In case quantity received in bulk by JNV, the verification comrnittee may checked
the material on sampling basis. The sampling verification should not be less than
20% of total quantity received.

The delay in vérification of material (in accordance to the approved specification and
samples etc) will not be accépted and the following officials will be directly held
responsible for delay.

(a) Office Superintendent
(b) Store Keeper
(c) Members of Verification Committee

The Verification Committee will submittheir proper and concrete report within a
period of three days about rejection or acceptance of material and any delay on this
part will not be acceptable.

In case of rejection or partly rejections, the concerned firm should be conveyed in
writing within three days of receipt of verification report. Itis the duty of office staff,
i.e, the Office Superintendent and/or UDC of the JNV for conveying of rejection
within two days to the concerned firm in writing

In case of acceptance of material, the Store’ Keeper/Store In-charge will ensure to
make proper stack entry on the same day after receipt of verification report.

After making the stock entry, the stock in chargewill endorse the bill/challan to the
concerned office staff (through the principal) for processing the payment.

The Office Superintendent will examine the bill(s) on each point of correctness of
rates charged by the supplier/firm as per approved rates of tender, MRP of
iterns,quantity etc.  The O.S. will also examine the following aspects before approval
of payment and for this purpose a check list will also be Prepared. Everypoint
dulychecked, will be submitted on note by OS for decision of principal

a)  Whether the bill is in proper form with the name of the firm, address, bill
number and date, GST Registration Number, amount clearly mentioned in
figure and words and signature. All documents as per check list should be
attached.

b)  Whether the rates charged are as per the accepted and approved rates n

accordance to tender/quotations/Gem etc. (for this PUrpase, the pyrchase

file/sanction register to be referred);

Whether the number of items in each category are as per the order placed:

LA

i




(13)

I

.d} Whether certificate of entry in the Stock Register has been recorded giving
reference to page number etc. and signed by the Officer-in-Charge of stores,
the principal should also actually verify the entry in the register;

e)  Whether the verification report/certificate of the Verification Committee duly
signed by all the rnembers has been recorded/subritted.

f) Whether budget provision exists; expenditure control register to be verified;

g) Whether the amount charged as GST is in accordance with the prescribed
rates and whether the items are exempted from GST.

The payment processed by the Office Superintendent has to be completed case to
case within seven days of receipt of the bill from the Store Keeper and delay beyond
seven days should be recorded by the O.S. with reason and justification for delay
and submit to Principalfor recording his/her decision. In the absence of 0.5, the
UDC or the dealing hand will complete the above task.

While piocessing the payment, if objection is raised in accordance to the
above points along with other related points, the office should subrnit all
discrepancies in documents and any other observations in ona time in writing on
note. The piece meal objections should not be advised and conveyed tc

supplier/firm.

Whilz processing the payment if every thig found in order in accidence to check list,
the-OS should submit the bill with note for approval of principal and in accidence to
the approval the sanction order for payment should be issued for payment by
dealing hand through PFMS. The OS should monitor that dealing hand should
further process the payment correctly in time. '

In case of material is accepted partly, the full payment should not be hold and partly
payment should be processed.

The payment must be processed preferably by FIFO system of “first come - first service

basis” only.

The principal, being the Controlling autharity has to exercise the method of pre-
checking and proper cross-checking process every time.
. x\
AN e




1‘6\/ ; e for rocessing any payiHiSiiL R S T e
\ ) (19 The maximum time-schedule forP .
/ ’_.—‘___‘____.-H_‘_H
g ar _I_lmg_umit —\
/ ' Pamcu a S e =
; 1 Da
“Receipt of Bill ot Bill and dlﬂ@wﬂ—-; SE] g;?ﬁe day on
Receipt of Material and PrOPEr® i the receipt of . e

(21)

M M s
et of matenai hy

el Bape
| Acceptance/Rejections oy e |1 Day (ame day on

before verification rgterial s
e e |
the | 3 Days

-3, | Verification

Committee (non perishable iterns )

4. | Verification of material

(perishable items) the receipt of the

Committee
Acceptance/Rejections f__,____‘_rﬁéﬁ?_f.@ﬂ_-——-w———“‘
5. | Stock entry j10ay
6. | Pre-check and processing of payment 7 Days
and approval of principal g e
7.. | Payment to the Supplier/Firm | 2days e
|

Maximum Days 13 Daxs/lz days

In case of material is accepted the maximum days for processing the bill up to payment will

be 15 days (Non perishable items).

In this regard, the Central Vigilance Commission has also issued directions that
inordinate delay in payments/non-settlement of bills to the suppliers/service
providers is an unhealthy practice and affording scope for mal practice and has
issued specific instructions with preventive measures (copy of said O.M. enclosed for
ready reference). The direction of the CVC issued from {i ime i

_ time to time in thi
should be followed. Ll

4 monthly compliance report will be prepared by each R.O. on 25th of every month
to monitor pending payments for abnormal delay. Such monitoring shouI;y alsoﬂb

done by each Cluster In-charge Assistant Commissioner- of JNVs. D ti
Commissioner should take suitable action for any abnormal delay of paym-ent \E«'Fr)xu h
bring to it noti_ce by Assistant Commissioner or otherwise. “The Cluster In-char l;i o
will get the monthly details of hills processed in accordance with the time s gj :
to check and judge the delay in processing of payment and following det 'lCl :dUl@
obtained from the JNVs by the Cluster ACs in a compiled manner e

e
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{H Bills Recejveq
: During lo

(from contractor/suppliors
Total number of bills
(1) Total amount involved
{ty  out of these:
{) Bilts paid in 15 days
Number of bills
Amount involved
i) Bills paidin 15 to 30 days
Number of bills
Total amount invelved
Reasons for delay
(iii) Out of these
Bills could not be settled
Number of bills
Total amount involved
Reason for non-settlement
of bills.

ole.)

(22)  After completion of satisfactory supply, the EM&SD should be releasad to th? supplier as
per terms and condition of cantracl. For this purpose, there is no need to wait for receipt
of application from the supplier/Firm. It is the duty of 05 /UDC to put up the case of
released of EM&SD in time and should not create the outstanding liability for years

together

(23)  ltis the duty of the principal'being the DDO to implement these guidelines in Toto. Al later
stage, if any delay practice etc. is noticed, the Samiti will take action under the CCS (CCA)
Rules, as deemed fit against the defaulters including the DDO.

These guidelines are applicable at par for RO(s) and NLI(s).
These guidelines are approve by the Cammissioner NVS.

W

( SAMEER PANDEY )
Joint Cnmmissioner(i\dmn.}




