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Sub. : Addendum No.2 to the revised delegation of administrative powers (DoP) that was
issued vide office order no. P&T/01/003/05/697 dt. 31.10.2022.
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Please find enclosed herewith Addendum No.2 to the revised delegation of administrative
powers (DoP) that was issued vide office order no. P&T/01/003/05/697 dt. 31.10.2022. The
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ADDENDUM NO.2
TO

REVISED DELEGATION OF ADMINISTRATIVE POWERS- PART A, WHICH WAS
ISSUED VIDE OFFICE ORDER NO. P&T/01/003/05/697 dtd. 31.10.2022.

Sr Nature of Power | Extent of Powers & designated authority Remarks
No.
Head Office Regional/Branch
Office

New Insertion : Clause 64
64 | Work on CMD - upto Rs 10 lacs Nomination  work

nomination basis allotted upto

Rs10lacs need

not be required to
bring before the
board of directors.

Amendment to Cls 33

33

All  above work
including

maintenance and
upkeep and

services of
recurring nature
and consumable
items including

carriage freight

CMD - full powers.

Head of Administration - Rs
2,50,000 in each case/order.

Officer in Admin Deptt. -
Rs.30,000/- in each case

RM/BM- Rs.
50,000/- in each
case/order

Powers to be
exercised with
financial

concurrence within
approved budget.

Director
Commercial : Up to
Rs.5,00,000/- in

each case for
RO/BO.
Amendment to Cis 18
18 Empanelment  of | Head of P&A : Actuals as per | RM/BM: Actuals as | Powers to be
Agency and its | minimum per minimum | exercised subject
Payment for | wages and agency commission | wages and agency | to financial
outsourcing from 3.85% to 7%. | commission from | concurrence.
manpower However, in case of agency | 3.85% to 7%.
including  security | commission above 3.85%, the | However, in case of | No. of manpowers
service for | proper justification should be | agency commission | to be kept from

approved numbers
as per tender, Govt.
portal

provided on file.

above 3.85%, the
proper justification
should be provided
on file.

outside Agency in
any office is

to be approved by
CMD.

If

procurement/hiring
is not done through
GeM, then in




Principle approval
to be taken from
CMD.

In case of DGR
empanelled
agencies, threshold
of commission

may be taken as
specified in GeM.

In case of some
limit for minimum
service charge is
specified in

GeM, same can be
taken.

Amendment to Cls 63

63

Mode of
procurement  for
purchase outside
GeM for

Goods/Services if
intended

Goods/Services are
not available on
GeM portal or GeM
procurement is not
feasible.

i) Order up to Rs.10,000/- without quotation

*ii) Order from Rs.10,000/- to Rs.50,000/- with
minimum 3 quotations

i) Order above Rs.50,000/- and upto Rs.10,00,000/-
through committee of 3 members

Note : a) Above order values are inclusive of taxes.
*b) Minimum three quotations are not
required, where supply of parts or services are
taken from Original Equipment Manufacturer
(OEM)/authorized agent or store after purchase
of asset.

i) Extent of powers
and designated
authority at HO
and RO/BO shall be
as per  other
relevant paras in
DoP.

i) CMD’s approval
is not required for
such outside GeM
purchase provided
criteria  mentioned
in this clause are
fulfilled.

iii) For Purchase
from Govt.
Emporiums
/outlets,
Committee
Quotations is not
mandatory.

iv) Initial approval
for estimated
amount from
sanctioning
authority as per
DoP  shall be
necessary for
initiating any

procurement.
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ADDENDUM NO.1
TO

OFFICE ORDER NO. P&T/01/003/05/697 dtd. 31.10.2022.

REVISED DELEGATION OF ADMINISTRATIVE POWERS- PART A, WHICH WAS ISSUED VIDE

Sr

No.

Nature of Power

Extent of Powers & designated authority

Remarks

Head Office

Regional/Branch
Office

Existing Sr No. 38

38 To sanction purchase RM/BM - upto Rs. | Powers to  be
of 50,000/- per | exercised with
) month and single | financial

;)CIUding ps:i:::;ezc Concerned HOD: Rs.2,50,000/- item ; not concurrer;'ceb v;i'rhi:
forms, registers, | Pe" month and not exceeding :xieoeogg/ ;p;:;ove.t vaget.
visiting cards. | Rs-50,000/- in each case. 4% N ne ems are
! available in the
greeting cards, Nominated Officer in Admin GeM , the same
periodicals, files, Deptt — upto Rs.70,000/- per are to be
registers and | onth and  not exceeding Rs. purchased through
binding  of books, 20,000/- in each case. GeM portal.
etc. Orders upto
b) Banners, Flex, Rs.10,000/-  may
Standees, Brochure, be procured/hired
Hands outs & locally. Minimum 3
Bulletins  including quotations to be
contents etc. obtained  where
the cost involved is
Rs.10,000/- to
Rs.20,000/-  for
each order for
purchase made
outside Govt.
portal. No
separate approval
of CMD is required
for such

procurement

outside GeM.

Amendment to Sr No. 38

38 To sanction Powers to be

purchase of

exercised with




a) stationery
including printing
of forms, registers,

visiting cards,
greeting cards,
periodicals, files,
registers and

binding of books,
etc.

b)Banners, Flex,
Standees, Brochure,

Hands outs,
Bulletins, goody
bags, publicity

materials, etc.

Concerned HOD: Rs.2,50,000/-
per month and not exceeding
Rs.50,000/- in each case.
Nominated Officer in Admin
Deptt — upto Rs.70,000/- per
month and not exceeding Rs.
20,000/- in each case.

RM/BM - upto Rs.
50,000/- per
month and single
item not

exceeding
Rs.40,000/-.

financial
concurrence
within approved
budget.

Existing Sr No. 39B

39B | Postage, Couriers Full powers to HOD(P&A) upto Rs. | Full powers to | Powers to be
2,00,000/- per annum. RM/BMs upto | exercised with
Rs.50,000/- per | financial
annum. concurrence
Amendment to Sr No. 39B
39B | Postage, Couriers Full powers to HOD(P&A) upto | Full powers to | Powers to be

Rs. 6,00,000/- per annum.

RM/BMs upto

exercised with

Rs.1,00,000/- financial
per annum, | concurrence
above
Rs1,00,000/- -
approval of
concerned
director.
Existing Sr No. 56
56 Empanelment of Powers to be
Contractors exercised with
a) for repair and | Head of Admn-Full powers RM/BM - full | financial
renovation, powers concurrence.

electrical job,
plumbing work,
motor repdairing

work, car hiring
agency, etc.

Air Ticket Booking
Agency will be
finalized by HO
with CMD




b)advertising

CMD

approval. Services
to be taken from

agencies GeM wherever
available. The

c) Travel Agency for | HoD (P&A): Full Powers for Train | RW/BM -  full | empanelment  of

air  tickets/  rail | Tickets powers for train | agencies will be

tickets tickets processed through
etender.
NOTE For
monthly Car
services where the
limits are given,
then the concerned
RM/BM is the
approving
avthority in  such
cases.

Amendment to Sr No. 56

Empanelment  of Powers to be

Contractors exercised with
financial

a)for repair and | Head of Admn-Full powers RM/BM - full | concurrence.

renovation, powers

electrical iob, Air Ticket Booking

plumbing work, Agency will be

motor repairing finalised by HO

work, etc. with CMD
approval.

b) advertising | CMD - Services to be

agencies taken from GeM
wherever

c) Travel Agency | HoD (P&A): Full Powers for | RM/BM - full | 9vailable.  The

Train Tickets empanelment  of

for air tickets/ rail
tickets

d) Monthly Car Hire
Service
e) For stationary
and miscellaneous
computer
hardware/software
(peripherals)

HoD (P&A)

HoD (P&A) - for Stationary
HoD(Systems) -
miscellaneous

hardware/software(peripherals)

for
compvuter

powers for train
tickets

RM/BM

RM/BM

agencies will be
processed
through e-tender.




New Insertion: Clause 63

63

Mode of procurement

for purchase outside
GeM for
Goods/Services if

intended
Goods/Services _are
not available on GeM
portal or GeM
procurement _is not
feasible.

i) Order up to Rs.10,000/- without
quotation

ii) Order from Rs.10,000 to Rs.50,000/-
with minimum 3 quotations

iii) Order above Rs.50,000/- and upto
Rs.10,00,000/- through committee of 3

members

Note : Above order values are inclusive of
taxes.

i) Extent of powers
and designated
authority at HO and
RO/BO shall be as
per other

paras in DoP.

relevant

ii) CMD’s approval is
not required for such
outside GeM
purchase  provided
criteria mentioned in
this clause are
fulfilled.

iii) For Purchase from
Govt. Emporiums
[outlets, Committee
Quotations is not
mandatory.

v) Initial approval for
estimated amount
from sanctioning
authority as per DoP
shall be necessary for
initiating any
procurement.




Existing Annexure A

TC MEMBERS CONSTITUTION

Annexure-A

Refer Sr. No.59 of Delegation of Administrative Powers

I. Order upto Rs.10,000/- without quotation

Il. Order from Rs.10,000 to Rs.20,000/- with minimum 3 quotations

lll. Order above Rs.20,000/- and upto Rs.2,00,000/- through commitiee of Three members if
purchase is not feasible through GeM.
IV. For Purchase from Govt. Emporiums/outlets, Committee/Quotations is not mandatory in case of
Point no. I, Il & 1ll.
V. The values specified in the Table below should be taken as total tender value.

FOR HEAD OFFICE

SL. Approving
NO. Value of the tender TC MEMBERS Authority
1 Upto Rs. 10 lakh i. Executive of the concerned Dept. below HOD
HOD
ii. Executive of F&A
iii. Executive of other Dept
2 above Rs. 10 lakh & Rs. 30 Lakh HOD of the concerned Dept FL{nchonaI
Director
HOD of the F&A Dept
HOD of the other Dept
3 above Rs.30 Lakh HOD of the concerned Dept CMD
HOD of the F&A Dept
HOD of the other Dept
FOR RO/BO
1 Upto Rs. 10 lakh i.Concerned Executive RM/BM
ii. Executive of F&A
iii. Executive below the RM/ BM
2 above Rs. 10 lakh & Rs. 30 Lakh RM/ BM D-C
Finance Head
Concerned Officer
3 above Rs. 30 Lakh RM/ BM CMD
Finance Head
Concerned Officer
Note : TC to be constituted as detailed above and fresh approval is not required for TC constitution.




Amendment to Annexure A

TC MEMBERS CONSTITUTION

Annexure-A

Refer Sr No. 55 and 63 of delegation of administrative powers — Part A

FOR HEAD OFFICE

SL. NO. Value of the tender

upto Rs. 20 lakh

TC MEMBERS

i. Executive of the concerned
Dept. below HOD

ii. Executive of F&A

iii. Executive of other Dept

Approving Authority

HOD

above Rs. 20 lakh & upto Rs. 30 Lakh

HOD of the concerned Dept
HOD of the F&A Dept
HOD of the other Dept

Functional Director

above Rs.30 Lakh

HOD of the concerned Dept
HOD of the F&A Dept
HOD of the other Dept

CMD

FOR RO/BO

1

upto Rs. 15 lakh

|. Concerned Executive
ii. Executive of F&A
iii. Executive below the RM/ BM

RM/BM

above Rs. 15 lakh & upto Rs. 30 Lakh

RM/ BM
Finance Head
Concerned Officer

above Rs. 30 Lakh

RM/ BM
Finance Head
Concerned Officer

CMD

Note :

1.
2.
3.

TC to be constituted as detailed above and fresh approval is not required for TC constitution.

The values specified in the table above should be taken as total tender value including taxes.
Any increase in the final price beyond 10% of initial approved estimated amount shall be
subject to approval of sanctioning authority with proper justification by TC.

4. Mode of procurement for purchase through GeM portal shall be as per prevailing guidelines of

GeM.

skeksk
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has been revised with immediate effect. Henceforth the Administrative Delegation will be known as
“DOP-Part A” and Financial Delegation will be known as “DOP-Part B".

Folfer semafes AfFaat 1 earer T Horee § W g Tl WHIE § oA B

¥ | 7g =¥ Tey # Ugd & Welr o 3meRit F 3FAHHCT FAT & 1/ The revised Delegation

of Administrative Powers is annexed herein and the same takes effect immediately. This supersedes
all earlier office orders in this regard.

aE T WY & He[Ared & S fRar SAr §1/ This is issued with the approval of
the Competent Authority.

L
% l - lei_l 3 ‘_"._.0_— .
37019 ARAIATSH / Arnab Mahalanabis? %
YT AEGEh(F1. 3R )/ Addl. GM(P&A)

fdazu1/Distribution:

- SO A L o

it aifrasTRRAl / Al Executives

e @oas),/ fe e (o) /Ao gadar @R/ Director(Coml)/Director (Fin)/CVO
Hrefir(fen)/caM (Systems) ‘

Sfrow /i EETST)/GM(CC/CP) /GM(F&A)

ARSI /TTHR I /TH R /A CH (& TR/ T TR /AT o/ R R/
memmﬂmmﬁﬁwm@mmdm&m/m (WRO/NR
OfSRO/ERO}/BM(B'lnre/Patna/GuwahatifVizagfl—lyderabad,’Bhubaneswar;’RanchifRaipurf
Lucknnw/}aipur/Bhopal,’\-’adcdara/Trivandrum/Chandigarh][CM(Hyderabad]/SM[ERO]

USSUd  GIUHE-FIN)/UssuE s (@r)Aee- s Eiew/ FfterERh E/z=rs-
THUSY,  STHEST/AddLGM (e-Comm)/AddLGM(Law)/CES  to  CMD/CS/DGM(Mktg-1/C-
F&A)/DGM(P&A)

feht Ta/mradan Sa/RReH/3M$T ¥d/Hindi Cell/Vig. Cell/Systems/1A Cell



DELEGATION OF ADMINISTRATIVE POWERS- PART A

. AUTHORITY
Sl Extent of powers and designated authorit
Nature of Powers X - pow 18 ‘u i - Remarks
No. Head Office Regional / Branch Office
1 2 3 4
PERSONNEL & HR
1 |Grant of Leave
A |CL/OH For sanction of leave of executives not reporting to HOD/
RM/BM/DIRECTORS/CMD beyond 7 consecutive days, approval
For Executives / Non-Executives of RM/BM /respective HOD / DIRECTORS/CMD is required
a) for all employees except (b) One Calender week - Reporting Officer. One Calender week - Reporting Officer.
More than a week - HOD on routing More than a week - RM/BM on routing
through the Reporting Officer through the Reporting Officer AllRM/BM/HoD's proceeding on leave to keep CMD secretariat
informed.
b) HODs/ RMs/ BMs Respective Directors Respective Directors
B |Special Disability Leave, Special Casual Leave/Quarantine CMD CMD
Leave, Leave not due of Executives & Non- executives
C |EL/Com.L/HPL/Extra Ordinary Leave of Executives & Non-
executives -
i) Upto 10 days Reporting Officer Reporting Officer
i) Beyond 10 days & upto 3 month HOD concerned RM/BM
iil) Beyond 3 months & up to 6 months Functional Directors / CMD Functional Directors / CMD
iv) Beyond 6 months CMD CMD
v) For RM/BM / HOD Functional Directors / CMD Functional Directors / CMD
D ([Study Leave -
For Executives Functional Directors / CMD Functional Directors / CMD
For Non-executives HOD of Personnel Deptt with concurrence |HOD of Personnel Deptt with concurrence
of HOD concerned. of RM/BM.
E |Sabbatical Leave CMD CMD As per Board approved policy
2. |Grant of Leave Encashment Online application to be submitted by Online application to be submitted by After validation by P&A on the online application, disbursement

employees

employees

by Finance




3. |[TOUR
A |For HODs, RM/BMs Approval by the concerned Director - Applicable for All- Tour program to be undertaken after approval
of the same by the Reporting Officer online. In case of any
emergency/exigency tour can be undertaken and later approved
by Reporting Officer after recording of justification.
CMD to be kept informed of tour for HODs/RM/BM.
If any Employee(s) is accompanying RM/BM/HOD on tour, same
should be shown while seeking approval for tour.
B |For employees other than A above
i) To approve tour programmes HODs-full powers for all employees under |RMs/BMs-full powers for all employees Tour reports to be submitted by all employees including
their control. under their control RM/BM/HOD and staff unless accompanying HOD/RM/BM/
Director / CMD, as the case may be.
N.B.
CMD's approval is necessary when -
i) travel on tour is by non-entitled higher class. Such approval
should be sought only in emergency cases.
i) tour programme exceeds 10 days’ halt in the same station
i) Approval & Withdrawal of Tour Advance, settlement of |HODs- full powers RM/BM- full powers Settlement of Tour Bills should be done after submission of Tour
Tour Bills Report.
HODs will be their own self-controlling RM/BMs will be their own self-controlling
officers. officers.
C |To sanction withdrawal of advance for LTC/LLTC for Non- Officer in Personnel Deptt. RM/BM - full powers Powers to be exercised with financial concurrence and
executive employees after leave has been granted by disbursement from HO Finance Deptt.
approving authority
4 [For all employees : Advance and settlement of Transfer HOD concerned- full powers RM/BM- full powers with financial Disbursement and settlement from HO Finance Deptt.
Benefits concurrence
5. |To approve reimbursement of
i) Telephone / Mobile Expenses Officer in Admin Deptt- online process RFM/BFM-Full powers Mobile/ Landline no. will be validated by P&A
i) Conveyance and other expenses HOD in the respective department - Full  |RM/BM-Full powers
Powers
iii) Children Education Allowance for Non-executive Finance Officer in the Central Accounts To be recommended by RM/BM Processing and disbursement will be from HO Finance Deptt.
6. |To Sanction :

i) Advance of Pay

HOD in P&A

To be recommended by RM/BM to HOD in
P&A

Powers to be exercised with financial concurrence. Disbursement
by HO Cental Accounts

ii) Festival Advance for Non-executive

HOD in respective Department

To be recommended by RM/BM to HO
Central Accounts

Disbursement by HO Cental Accounts




iii) Medical Advance HOD in P&A To be recommended by RM/BM to HOD in|Powers to be exercised with financial concurrence
P&A
iv) Laptop Advance HOD in P&A To be recommended by RM/BM to HO Disbursement by HO Cental Accounts

Central Accounts

v)
a. Advance for purchase of Conveyance
(Vehicle) for Executives & Non- Executives

Full powers to nominated Officer in P&A |Full Powers to RM/BM

Deptt

Powers to be exercised with financial concurrence within budget
limits.
Disbursement from HO Central Accounts

b. Reimbursement of LTE for non-
executive as per LTE rules

Full powers to nominated Officer in P&A |Full Powers to RM/BM

Deptt

Powers to be exercised with financial concurrence. Disbursement
from HO Central Accounts

vi) House Building Advance

a. House Building Advance on the
recommendation of House Building Advance
Committee.

Head of Personnel Dept. — Full powers

Powers to be exercised subject to budget provision and with
financial concurrence.

b. Extension of time limit for completion of
construction of the house for which advance
has been taken by Employee from the Company

Upto 6 months - House Building Committee.

Beyond 6 months & upto 12 months - Head of Personnel Dept.

Beyond 12 months-CMD

Extension of time limit may be allowed when the work is delayed
due to circumstances beyond the control of the employee
depending upon the merit of each case

7. |To sanction expenditure on cancellation of Rail/Air tickets in [HODs-full power for normal cancellation. |RM/BM-full power for normal Powers to be exercised with financial concurrence Approval of
respect of Executives & Non-Executives cancellation. Functional Directors required for "No Show" or 100% charges
FORWARDING OF APPLICATION

8A. [Non-Executives: Full Powers to the Head of Personnel Full Powers to the Head of Personnel
Forwarding of application of Non- Executives for outside Dept. with the concurrence of the Dept. with the concurrence of the RM/BM
employment and granting permission to study concerned HOD
8B. |Executives :
Forwarding of application for outside employment of CMD CMD
Executives or granting permission for Study
CONFIRMATION
9A. [Non-Executives : Full Powers to the Head of Personnel Full Powers to the Head of Personnel
To confirm or extend probationary period of Non-Executives | Dept. with the concurrence of the Dept. with the concurrence of the RM/BM
concerned HOD
9B. |Executives : CMD CMD
To confirm or extend probationary period of Executives
10. |Constitute Selection Committee for appointment of Non-
executive / DPC for Promotions within Non-Executives cadre Full powers to the Head of the Personnel Deptt . . . i X
Appointment will be subject to rules and against post sanctioned
- - and approved by CMD
11. |Appointment to Non- Executive posts

Full powers to the Head of the Personnel Deptt




12.

Posting of Non- Executives from one department to another

Full powers to the Head of the Personnel
Department in consultation with the HOD
concerned

Full powers to RM/BM

All Officers and staff, on being transferred, should formally hand
over charge by signing a “Handing Over Report” as prescribed and
attached. HODs are to ensure that this report is submitted before
the release of the employee concerned. In the prescribed format
(Charge relinquish report), the items A2 and E will apply only to
Executives and the rest of the items are common for both
Executives and non-executives.

13.

Grant of incentives for acquiring professional qualifications

Full powers to the Head of

the Personnel Department

Disbursement from HO Central Accounts. Powers to be exercised
within laid down rules / policy.

14.

To sanction Company Leased / allotment of Company
Accommodation for Executives

Full powers to the Head of P&A Deptt
within the approval norms

Full powers to RM/BM within the
approved norms.

Leased Accomodation for RM/BM with the
approval of HOD of P&A Deptt.

Powers to be exercised with financial concurrence. Approved
Lease Hold Agreements may be executed by HOD P&A and
RM/BMs as applicable

For deviation and/or relaxation, if any, proposal to be sent to P&A
Deptt.,H.O. for approval by CMD

15.

Pay fixation on promotion/initial appointment etc. for
Executives & Non- Executives

Full powers to the Head of

the Personnel Department

Powers to be exercised with financial concurrence

16.

To draw and to sanction advance for meeting Company's
expenses

Full powers to HODs and Officer in Admn
Deptt

Full powers to RM/BM

To the extent they are competent to sanction the expenditure.
Powers to be exercised with financial concurrence.

17.

To sanction purchase of liveries for Class-D staff including
shoes, Umbrella, Raincoat etc. as per rules/entitlement

Full powers to Officer in Admin Deptt

Full powers to RM/BM

Powers to be exercised with financial concurrence

18.

Empanelment of Agency and its Payment for outsourcing
manpower including security service for approved numbers
as per tender, Govt. portal

Head of P&A :Actuals as per minimum
wages and agency commission from 5 %
to 10%

RM/BM: Actuals as per minimum wages
and agency commission from 5% to 10%

Powers to be exercised subject to financial concurrence.

No. of manpowers to be kept from outside Agency in any office is
to be approved by CMD.

If procurement/hiring is not done through GeM, then in Principle
approval to be taken from CMD.

In case of DGR empanelled agencies, threshold of commission
may be taken as specified in GeM

In case of some limit for minimum service charge is specified in
GeM, same can be taken.

19.

Engagement of CMA / CS Trainee/ Interns

Respective Director : Full powers through
proper channel

Respective Director : Full powers through
proper channel

20.

Cost for First Aid items including medicine at Office
premises and Payment to Doctors on exigencies at Office /
outside for Office work

Head of P&A - full powers including Panel
Doctor Fee

RM/BM - full powers

Powers to be exercised with financial concurrence

21A.|Emplanelment of Hospitals CMD -Full powers
21B.|To approve hospitalization bills of employees and their Finance Officer handling Hospitalization  |Finance Officer handling Hospitalization ~ |Hospitalisation letter issued by Admin Dept. and periodic
dependants Bills Bills updates of in-patients as required. Bills to be settled as per
approved Rates
21C.|To approve reimbursement of medical bills of employees Finance Officer handling Medical Bills Finance Officer handling Medical Bills As per policy approved

and their dependants




22. [Emplanelment of Consultant (other than Tax Consultant) Respective HOD- UPTO Rs.1,00,000/- per case/per annum. Powers to be exercised with financial concurrence. Initial hiring
and its Fees payment will be approved by CMD.

23. [To approve issue of “No Objection Certificate” for applying
for international passport / Visa. Full powers to Head of Personnel Dept. routed through HOD/RM/BM concerned.
For HODs/RM/BM, approval of CMD required

24. [Empanelment of Recruitment Agency and its payment for Powers to be exercised with financial concurrence.
P it R c ency pay Head of P&A : Full powers for payment after empanelment.
recruitment worl

25. [Driver's Overtime SO to CMD/ CES to CMD- Full Powers |RM, NRO-Full Powers Monthly statement to be submitted to CMD sectt.

26. [To sanction / incur expenditure related to training of Head of P&A : Full powers upto Rs.50,000/- each occasion. Powers to be exercised with financial concurrence.
employees

27. |Honorarium for Trainers (Internal / External), for External Head of P&A : Full powers upto Rs.10,000/{RM/BM - full powers upto Rs.10,000/-per [Powers to be exercised with financial concurrence.
Members of DPC / Selection Committee / ICC / Hindi per person per session for external person per session for external trainers
Rajbhasa, etc. trainers

HOD(CC/CP)-For Hindi / Rajbhasa upto
Rs.10,000/- for external trainers and for
IEM per meeting up to Rs.15,000/- .
For internal Trainers: (HOD-P&A and
HOD-CC/CP)

A. In the grade E2/E3/E4 for a session of
minimum 2 hours-Rs.2,500/-.

B. In the grade E5/E6 for a session of
minimum 2 hours-Rs.5,000/-.

C. In the grade E7/ES for a session of
minimum 2 hours-Rs.7,500/-.

28. |Prize / Award Money to employees CMD : Full powers
Functional Director: Up to Rs.20,000/- per group / Rs.5,000/- per person
29. |Gift for retiring person to be arranged by office Head of P&A : Value up to Rs. 12,000/- per|RM/BM-Value up to Rs. 12,000/- per
person person

ADMINISTRATION & SYSTEMS ETC.

| 30. |Ofﬁce Lease (both New & Renewal) CMD CMD




31. [To sanction purchase of Capital Asset Head of Admn: within sanctioned budget|RM/BM - As per limit of Capex approved [Powers to be exercised with financial concurrence and within
(a) Furniture and Fixtures, etc. & single purchase order not exceeding within sanctioned budget :- sanctioned budget.
(b) Computer peripherals, Server, Printer, Laptop, etc. Rs.3,00,000/- (excluding Taxes) i) Under replacement :- Single order not | The items are to be procured through GeM portal , if available (or
(c) Air - Conditioners, Photo-Copiers, Office- equipments, excedding Rs.1,00,000/-. (excluding as per Govt. directive from time to time). Purchases with CMD's
etc. Head of System: - within sanctioned Taxes) approval can be done outside Gem .
budget & single purchase order not li) For New item:- single order not
exceeding Rs.3,00,000/-(excluding Taxes) |exceeding Rs.50,000/-.(excluding Taxes) |For any item, approval of HO required except in case of
i) new item up to Rs.25,000/- (excluding taxes)
ii) replacement after 5 years of purchase and beyond economic
repair within the limits specified. In case of replacement, before 5
year use, HO approval is required. Normally for Furniturres, the
useful life to be considered as 10 years and for Chairs it should be
considered as 5 years.
Director Commercial: for single purchase order exceeding the
prescribed limit but up to Rs.5,00,000/- for RO/BO .
Note : Approval of HO means the next higher authority in line of
reporting.
32. |To incur expenditure on repairs, maintenance of furniture, |Head of Admn- Rs.1,00,000/-in each case |RM/BM- Rs.40,000/- in each case and not |Powers to be exercised with financial concurrence within
i) [fixture, fitting and Office equipments etc. and not exceeding Rs.10,00,000/-per exceeding RS.2,00,000/- per annum. approved budget.
annum.
Nominated Officer in Admn Deptt.-
Rs.40,000/-in each case and not exceeding
RS.2,00,000/- per annum.
32. |Petty Works and Repairs including Renovation, Water & Powers to be exercised with financial concurrence within
ii) [Sanitary fittings, Electrical installations in Office building and approved budget
Company owned residential houses/flats of non-recurring -do- -do-
nature. Director Commercial: Up to Rs.5,00,000/- in each case for
RO/BO.
33. |All above work including maintenance and upkeep and CMD - full powers. RM/BM- Rs. 50,000/- in each case Powers to be exercised with financial concurrence within
services of recurring nature and consumable items including approved budget.
carriage freight Head of Administration Rs. 1,50,000/-in Director Commercial: Up to Rs.5,00,000/- in each case for RO/BO.
each case.
Officer in Admn Deptt. - Rs.30,000/- in
each case
34. |Entering into Annual Maintenance Contract Concerned HOD (Admn/ Systems)- upto  |RM/BM- upto Rs. 1,00,000/- for each Powers to be exercised with financial concurrence.
Rs. 5,00,000/- for each contract contract Director Commercial- Up to Rs. 10 lakh for each contract for
CMD: Full powers RO/BO
35. [Generator / Equipments Hiring Head of P&A : Full powers RM/BM: Full Powers Powers to be exercised with financial concurrence




36. [Declaration and Sale of any item of Fixed Assest as Respective HOD - Sale Value up toRs. 5 |RM- Sale Value up to Rs.1 lakh 1. Subject to the completion of useful life as per Company policy.

unserviceable lakhs BM- Sale Value up to Rs.50,000/-. 2. If sold below Written Down Value (WDV), then justification to
be recorded in writing and approval to be taken from Diretor /
CMD.
For Sale below WDV and beyond above limit.
Functional Directors-upto sale value of Rs.5 lakh
Powers to be exercised with financial concurrence

37. [Loss on sale / Write off assets in case of damaged not Functional Director: Up to Rs.5 lakhs of loss. Powers to be exercised with financial concurrence and only after 5
repairable having short / no value as per technical report years of purchase.

38 |To sanction purchase of Concerned HOD: Rs.2,50,000/- per month [RM/BM - upto Rs. 50,000/- per month and[Powers to be exercised with financial concurrence within
a)stationery including printing of forms, registers, visiting and not exceeding Rs.50,000/- in each single item not exceeding Rs.40,000/-. approved budget. If the items are available in the GeM, the
cards, greeting cards, periodicals, files, registers and binding [case. same are to be purchased through GeM portal.
of books, etc. Orders upto Rs.10,000/- may be procured/hired locally.
b)Banners, Flex, Standees, Brochure, Hands outs & Bulletins |Nominated Officer in Admin Deptt - upto Minimum 3 quotations to be obtained where the cost involved is
including contents, etc Rs.70,000/- per month and not exceeding Rs.10,000/- to Rs.20,000/- for each order for purchase made

Rs. 20,000/- in each case. outside Govt. portal .
No separate approval of CMD is required for such procurement
outside GeM.
39A.|To sanction purchase of books and periodicals/ magazines [Full powers to HODs upto Rs. 50,000/- per |Full powers to RM/BMs upto Rs.50,000/- [Powers to be exercised subject to budget provision and with
(printed & CDs), Newspaper, Journal / indices for market annum. per annum. financial concurrence.
analysis. However, for individual items beyond Rs.5,000/- but up to
Rs.25,000/- approval of respective Director will be necessary.
39B.|Postage, Couriers Full powers to HOD(P&A) upto Rs. Full powers to RM/BMs upto Rs.50,000/- |Powers to be exercised with financial concurrence
2,00,000/- per annum. per annum.
39C.[Bulk SMS Full powers to HODs upto Rs. 50,000/- per |Full powers to RM/BMs upto Rs.50,000/- |Powers to be exercised with financial concurrence
annum. per annum.
40. |To incur/approve Electric & Water charges, Municipal Full powers to Officer in Admn Deptt. Full Powers to RM/BM Powers to be exercised with financial concurrence
Taxes/Levies, Govt. duties etc.
41A.|New Line / Shifting of P&T Telephones/cost of Telephone [Head of Admn.-full powers RM/BM: Full Powers.
instruments/ payment of bills
41B.|Sanction of Leased Line /Broad Band / Internet/WiFi HOD-Systems: full powers RM/BM: Full Powers except for leased For leased line beyond Rs. 2.5 lakh and upto Rs.5 lakh p.a. -
except DC/DR Site. line, which can be approved upto Rs.2,50, |Director Commercial in respect of RO/BO.
000/- p.a.
42. |To incur/sanction expenditure on entertainment CMD/Directors/CVO- full powers. RM/BM up to Rs. 20,000/- per occasion
HODs upto Rs. 8,000/- in each case. Above
Rs.8,000/- Concerned Director will
approve.
43. |To sanction Petty expenditure Full powers to HODs upto Rs. 20,000/- per |Full powers to RM/BM upto Rs. 20,000/- |For Purchase above RS.10,000/-, the same is to be done as per

instance

per instance

clause 38.




44. |Engagement of hired car Head of Admn — full powers. RM/BM - full powers Tenders to be floated through GeM.
For individual vehicle requirement, if hired-Selected vendor is not
able to provide the vehicle, same can be obtained from other local
agencies.
45. |Repairs and maintenance of Company's own cars Head of Administration - Rs.50,000/- per |RM, NRO- Rs.50,000/- per car per month |Powers to be exercised with financial concurrence
car per month at a time. at a time.
Officer in Admn Deptt.-upto Rs.25,000/-
per car per month
46. |Purchase of fuel for cars/ generators Officer in Admn Deptt.-full powers RM/BM - full powers
47. |Leased Line for DC & DR sites CMD- Proposal to be put up by Systems dept.
48. |Systems Expense (including RAM, LAN, HDD, Cabling, HOD-System- Rs.2,00,000/- per case RM/BM- Rs.25,000/- per case Powers to be exercised with financial concurrence
Antivirus, Domain, SSL certificate, Code signer certificate,
Software Licence, misc. electrical work, repairs, system
hardware, etc.)
49. |Expenditure on purchase / renewal of Software, DSC, HOD-System- Full powers RM/BM- Full powers Powers to be exercised with financial concurrence
Pendrive, Portable Hard Disk, etc. or part of any other
Computer pheripheral not included above.
50. [Cloud Server charges CMD : Full powers -
51. [Membership fees, Annual / Periodical Fees and Statutory Full powers to HODs in case of renewal. RM/BM - full powers as required Powers to be exercised subject to budget provision and with
Levies and annual subscription of Journals and membership |For new case- CMD's approval is requied financial concurrence.
of some Institute/professional body
52 |To sanction payment of customs duty and Airport charges as|Full powers to HODs. Full powers to RM/BM Powers to be exercised with financial concurrence
per rules
53. |Insertion of advertisement / publication / publicity in HOD-CC/CP upto Rs. 1,00,000/- per RM/BM upto Rs. 50,000/- per insertion for|Powers to be exercised subject to budget provision and with
respect of company matters & tenders/e-auction insertion for Company matters. tender/e-auction. financial concurrence.
For Tenders/e-auction-Respective HOD-
upto Rs. 1,00,000/- per insertion
Concerned Directors- Rs. 5 Lakh
54. [Insurance coverage of Company's assets & properties HOD (Admn/ Systems)— full powers. RM/BM - full powers Powers to be exercised with financial concurrence
55. [Formation of Tender Committee, Tender due Date, all HOD — powers upto estimated job value of [RM/BM — powers upto estimated job Powers to be exercised with financial concurrence.
associate actions , Extension, Opening of tenders & allied Rs.10,00,000/- per contract. value of Rs.10,00,000/- per contract.
activities for purchase of goods / services Functional Director- Above Rs.10,00,000/- [Above Rs.10,00,000/- upto Rs.30,00,000/- |For any deviation in technical bid before opening of Price Bid as
& below Rs.30,00,000/- DC approval is required. per prescribed limit - Approval of respective Director required.
CMD- Full Power CMD Full Power The TC members are prescribed as given at Annexure- A
Approval of final bid / price for procuring Goods / Services coming
from Tender will be done as per Power delegated in other clauses
of DOP related to nature of Goods / Services.
56. |Empanelment of Contractors -




a)for repair and renovation, electrical job, plumbing work,
motor repairing work, car hiring agency, etc.
b)advertising agencies

c) Travel Agency for air tickets/ rail tickets

Head of Admn-Full powers

CMD

HoD (P&A): Full Powers for Train Tickets

RM/BM - full powers

RM/BM - full powers for train tickets

Powers to be exercised with financial concurrence. Air Ticket
Booking Agency will be finalised by HO with CMD approval.
Services to be taken from GeM wherever available.

The empanelment of agencies will be processed through e-
tender=

NOTE : For monthly Car services where the limits are given, then
the concerned RM/BM is the approving authority in such cases.

57. [Filing Statutory Forms, Returns, etc. And its statutory fees  |Respective HOD- full powers RM/BM - full powers

58. |[AGM / BM and other Directors Meeting Expenses including |Company Secretary-Full Powers To be recommended by RM/BM to Powers to be exercised with financial concurrence. Irrespective of
Board approved Directors sitting fee Company Secretary place of meeting, Accomodation and transportation will be

arranged by HO, P&A/RM/BM in consultation with CS.

59. [Payment to Registrar and Share Transfer agent at approved |Company Secretary-Full Powers Powers to be exercised with financial concurrence.
rates

60. Periodic Meeting/Events related to Raj Bhasha including HOD-Raj Bhasha- Rs.10,000/- per instance [RM/BM- Rs.5,000/- per instance Powers to be exercised with financial concurrence
external faculty

61. [TOLIC (Town Official Languange Implementation HOD-Raj Bhasha- Rs.10,000/- per annum |RM/BM- Rs.10,000/- per annum Powers to be exercised with financial concurrence
Committee) Payment

62. |RM/BM meeting, Training programmes, Get Together for RM/BM Meeting, HOD Concerned Up |For Training / Official functions / Powers to be exercised with financial concurrence.

Functions, Other Meetings / Occasions/Farewell, etc

to Rs2,000/- per person per meal.

For Training programs / Meeting /
Functions, etc. - Up to Rs.500/- per
person per meal-HOD Concerned

For Other occassions - Up to Rs.250/- per
packet per person-HOD P&A.

Miscellaneous expenses - Rs.25,000/-:
HOD Concerned

Maximum Rs.80,000/- per occassion
including Food & Miscellaneous: HOD
Concerned

Meetings:- RM/BM-Rs.2 lac over all Limit
in a Financial Year.

For Training programs / Meetin
Functions- Up to Rs.500/- per person per

meal- RM/BM

For Other occassions - Up to Rs.250/- per
packet per person- RM/BM.

Miscellaneous expenses - Rs.5,000/- :

RM/BM

Maximum Rs.20,000/- per occassion

including Food & Miscellaneous: RM/BM




Note : 1) All expenditure is subject to budget provision.

2) Powers delegated to an Officer can be exercised by a senior officer.

3) Wherever concurrence of finance is necessary and there is a difference of opinion, the matter should be referred by HOD/RM/BM to the next higherAuthority for sanction.

4) Drawing and disbursing authority will be the Designated Officer of Finance & Accounts as determined by Head of Finance Deptt.

5) In absence of HODs/ RM/BM:s, the Senior most Executive (either in operations or Finance) in the concerned in concerned Dept/Region/Branch shall exercise routine administrative powers delegated to HODs/RM/BM:s.
In the event of absence of such Executives, the Executive in the next below rank shall exercise such powers with concerned Associate Finance if necessary. Such delegation of power is also subject to other conditions
mentioned.

6) Exercise of all powers are subject to rules, regulations, procedures, norms, administrative decisions, etc.

7) These delegation of powers supercede all other orders/circulars in this respect.
8) This Delegation of Powers are given with understanding that the same is to be exercised with due diligence. Any deviation, unless approved by the Competent Authority will be viewed very seriously.




DELEGATION OF FINANCIAL

POWERS- PART B

AUTHORITY

Sl Extent of powers and designated authority
Nature of Powers Remarks
No. Head Office | Regional / Branch Office
1 2 3 4
1 |Empanelment of consultant for statutory compliances of HOD Finance : RM/BM: Powers to be exercised with financial concurrence
Taxes a) Upto Rs. 5,00,000/- per consultant per a) Upto Rs. 50,000/- per consultant per year |by Finance Head at RO/BO
year. b) For opinion on any tax issues, up to
Rs.10,000/- per opinion Any empanelment of consultant / seeking opinion
b)For opinion on any tax issues, up to from consultant at RO/BO to be intimated to HOD
Rs.50,000/- per opinion Proposal exceeding above limit(s) - to be sent [Finance.
to HO Finance for approval Administrative approval of CMD is required for any
Director (Finance) - Full Powers such proposal.
2 |To sanction payment of tax/ interest/ penalty as per Notice [HOD Finance - Upto Rs. 10,00,000/- for each |RM/BM - upto Rs. 3,00,000/- for each Powers to be exercised with financial concurrence
of Demands arising out statutory assessments of VAT/ asessment/ demand order assessment/demand order by Finance Head at RO/BO
Service Tax/ GST / Professional Tax / Income Tax TDS Any case any interest/penalty is to be paid, the
Director (Finance) - Full Powers Proposal exceeding above limit(s) - to be sent |same is to be put upto CMD for information.
to HO Finance for approval
3 |To sanction payment of tax/ interest/ penalty as per Notice |HOD Finance - Upto Rs. 25,00,000/- for each | -
of Demands arising out statutory assessments of Income  |asessment/ demand order -
Tax
Director (Finance) - Full Powers
4 |To sanction filing of appeal with higher authority / court Director (Finance) - Full Powers HOD Finance |HOD Finance at HO
including Tribunal under Tax Laws including deposit at HO up todisputes of Rs.25 lakhs
5 |To sanction filing of appeal with higher authority including |HOD Finance RM/BM - Full powers Powers to be exercised with financial concurrence
Tribunal under VAT/ Service Tax/ GST / Professional Tax by Finance Head at RO/BO.
Laws including deposit
Any appeal filed at RO/BO to be intimated to HOD
Finance
6 |[To file case with High Court / Supreme Court for statutory |Director (Finance) - Full Powers Director (Finance) - Full Powers Advocate / Consultant opinion should be obtained
tax matters in writing
7 |To sanction payment of Certification / Special Work HOD Finance: Up to Rs.30,000/ per certificate [RM/BM: Up to Rs.10,000/- per certificate Powers to be exercised with financial concurrence
Charges payable to Chartered Accountant, etc. including / special work instance by Finance Head at RO/BO.
Auditor
Director (Finance) - Full Powers
8 |Appointment of any other auditor as required under Director (Finance) - Full Powers -

Direct/Indirect Tax Laws
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DELEGATION OF FINANCIAL POWERS- PART B

AUTHORITY

Sl. Extent of powers and designated authority
Nature of Powers Remarks
No. Head Office | Regional / Branch Office
1 2 3 4
9 |[Toincur/sanction out of pocket expenditure on Auditors HOD Finance RM/BM
10 |Create / Break Fixed / Flexi Deposit of Surplus Funds-Short |HOD of Finance at HO HOD Finance at HO
term upto 3 months.
11 |Opening of LC/BG/Performance Gaurantee as per HOD of Finance at HO RM/BM - upto Rs. 2,00,000/- in each case Powers to be exercised with financial concurrence
requirement and creation of fixed deposit for the same by Finance Head at RO/BO.
Proposal exceeding above limit(s) - to be sent
to HO Finance for approval
12 |Appointment of Actuary Director (Finance) - Full Powers - Appointment through Tender
13 |Appointment of Rating Agency Director (Finance) - Full Powers -
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APPROVAL OF EXPENDITURE AND SIGNING OF PAYMENT VOUCHER W.R.T. DELEGATION OF ADMINISTRATIVE POWERS

Sl A'dmlnlstrat Financial concurrence to the proposal to be accorded by officer in below| Signature of payment vouchers by officer in below mentioned grade in
ive Power Nature of Powers . - .
No. Sl. No. mentioned grade in Finance Cadre Finance Cadre
Head Office | Regional/ Branch Office Head Office | Regional/ Branch Office
1 2 3 4 5
1 2 Disbursement after grant of Leave Encashment Finance Officer handling Payroll - Any Finance Officer
function
2 3C Payment of LTC/LLTC claims for non-executive Finance Officer handling Payroll - Any Finance Officer -
function
3 4 Advance disbursement and settlement of Transfer Benefits Finance Officer handling Payroll Finance Head Any Finance Officer -
function
4 6 (i) Payment of Advance of Pay HOD Finance - Any Finance Officer -
5 6 (iii) Payment of Medical Advance HOD Finance - Any Finance Officer -
6 6(v)a [To sanction advance for purchase of Conveyance (Vehicle) for |HOD Finance Finance Head Any Finance Officer -
Executives & Non- Executives Payment by HO Finance Officer Payment by HO Finance Officer
handling Payroll function handling Payroll function
7 6 (v) b |Reimbursement of LTE for non-executive as per LTE rules Finance Officer handling Payroll Finance Head Any Finance Officer -
function Payment by HO Finance Officer
Payment by HO Finance Officer handling Payroll function
handling Payroll function
8 6 (vi)a |To sanction House Building Advance on the recommendation |HOD Finance - Any Finance Officer -
of House Building Advance Committee.
9 7 To sanction expenditure on cancellation of Rail/Air tickets in  [Finance Officer handling payments |Finance Head Any Finance Officer Any Finance Officer
respect of Executives & Non-Executives in Central Accounts
10 14 To sanction Company Leased / allotment of Company HOD Finance Finance Head Any Finance Officer Any Finance Officer
Accommodation for Executives
11 15 Pay fixation on promotion/initial appointment etc. for Finance Officer handling Payroll - - -
Executives & Non- Executives function
12 16 Payment of advance for meeting Company's expenses Finance Officer handling payments |Finance Head Any Finance Officer Any Finance Officer
in Central Accounts
13 17 Purchase of liveries for Class-D staff including shoes, Umbrella,|Finance Officer handling payments |Finance Head Any Finance Officer Any Finance Officer
Raincoat etc. in Central Accounts
14 18 Empanelment of Agency and its Payment for outsourcing HOD Finance Finance Head Any Finance Officer Any Finance Officer
manpower including security service for approved numbers as
per tender, Govt. portal
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APPROVAL OF EXPENDITURE AND SIGNING OF PAYMENT VOUCHER W.R.T. DELEGATION OF ADMINISTRATIVE POWERS

Sl A'dmlnlstrat Financial concurrence to the proposal to be accorded by officer in below| Signature of payment vouchers by officer in below mentioned grade in
ive Power Nature of Powers . - .
No. Sl. No. mentioned grade in Finance Cadre Finance Cadre
Head Office Regional/ Branch Office Head Office | Regional/ Branch Office
1 2 3 4 5
15 20 Cost for First Aid items including medicine at Office premises [HOD Finance Finance Head Any Finance Officer Any Finance Officer
and Payment to Doctors on exigencies at Office / outside for
Office work
16 22 Emplanelment of Consultant (other than Tax Consultant) and |HOD Finance - Any Finance Officer Any Finance Officer
its Fees payment
17 24 Payment to Recruitment Agency for recruitment work HOD Finance - Any Finance Officer -
18 25 Driver's Overtime Payment by Finance Officer handling| - Any Finance Officer -
Payroll function
19 26 To sanction / incur expenditure related to training of HOD Finance - Any Finance Officer -
employees
20 27 Payment of Honorarium for Trainers (Internal / External), for |HOD Finance Finance Head Any Finance Officer Any Finance Officer
External Members of DPC / Selection Committee / ICC / Hindi
/ Rajbhasa etc.
21 31 Purchase of Capital Asset HOD Finance or DF Finance Head Any Finance Officer Any Finance Officer
as per D.O.P of Admin
22 32(i) [Toincur expenditure on repairs, maintenance of furniture, Finance Officer handling payments |Finance Head Any Finance Officer Any Finance Officer
fixture, fitting and Office equipments etc. in Central Accounts in case of
proposal put up by Officer in Admin
Deptt.
HOD Finance in all other cases
DF if approval to be given by CMD
23 32 (ii) [Petty Works and Repairs including Renovation, Water & Finance Officer handling payments |Finance Head Any Finance Officer Any Finance Officer

Sanitary fittings, Electrical installations in Office building and
Company owned residential houses/flats of non-recurring
nature.

in Central Accounts in case of
proposal put up by Officer in Admin
Deptt.

HOD Finance in all other cases

DF if approval to be given by CMD
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APPROVAL OF EXPENDITURE AND SIGNING OF PAYMENT VOUCHER W.R.T. DELEGATION OF ADMINISTRATIVE POWERS

Sl A'dmlnlstrat Financial concurrence to the proposal to be accorded by officer in below| Signature of payment vouchers by officer in below mentioned grade in
ive Power Nature of Powers . - .
No. Sl. No. mentioned grade in Finance Cadre Finance Cadre
Head Office | Regional/ Branch Office Head Office | Regional/ Branch Office
1 2 3 4 5
24 33 All above work including maintenance and upkeep and Finance Officer handling payments |Finance Head Any Finance Officer Any Finance Officer
services of recurring nature and consumable items including |in Central Accounts in case of
carriage freight proposal put up by Officer in Admin
Deptt.
HOD Finance in all other cases
DF if approval to be given by CMD
25 34 Entering into Annual Maintenance Contract HOD Finance Finance Head - -
Director Finance in case of approval
from CMD
26 35 Generator / Equipments Hiring HOD Finance Finance Head Any Finance Officer Any Finance Officer
27 36 Declaration and Sale of any item of Fixed Assest as HOD Finance Finance Head Any Finance Officer Any Finance Officer
unserviceable
28 37 Loss on sale / Write off assets in case of damaged not HOD Finance - Any Finance Officer -
repairable having short / no value as per technical report
29 38 Purchase of stationery including printing of forms, registers, |Finance Officer handling payments |Finance Head Any Finance Officer Any Finance Officer
visiting cards, greeting cards, periodicals, files, registers and  [in Central Accounts in case of
binding of books, Banners, Flex, Standees, Brochure, Hands |proposal put up by Officer in Admin
outs & Bulletins including contents, etc. Deptt.
HOD Finance in all other cases
DF if approval to be given by CMD
30 39A To sanction purchase of books and periodicals/ magazines HOD Finance Finance Head Any Finance Officer Any Finance Officer
(printed & CDs), Newspaper, Journal / indices for market
analysis.
31 39B Postage, Couriers HOD Finance Finance Head Any Finance Officer Any Finance Officer
32 39C Bulk SMS HOD Finance Finance Head Any Finance Officer Any Finance Officer
33 40 To incur/approve Electric & Water charges, Municipal Finance Officer handling payments |Finance Head Any Finance Officer Any Finance Officer
Taxes/Levies, Govt. duties etc. in Central Accounts
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APPROVAL OF EXPENDITURE AND SIGNING OF PAYMENT VOUCHER W.R.T. DELEGATION OF ADMINISTRATIVE POWERS

Sl A'dmlnlstrat Financial concurrence to the proposal to be accorded by officer in below| Signature of payment vouchers by officer in below mentioned grade in
ive Power Nature of Powers . - .
No. Sl. No. mentioned grade in Finance Cadre Finance Cadre
Head Office | Regional/ Branch Office Head Office | Regional/ Branch Office
1 2 3 4 5
34 45 Payment of Repairs and maintenance of Company's own cars |HOD Finance in case of approval by |Finance Head Any Finance Officer Any Finance Officer
HOD Admin. Finance Officer
handling payments in Central
Accounts in case of proposal put up
by any other Officer in Admin
Deptt.
35 48 Systems Expense (including RAM, LAN, HDD, Cabling, HOD Finance Finance Head Any Finance Officer Any Finance Officer
Antivirus, Domain, SSL certificate, Code signer certificate,
Software Licence, misc. electrical work, repairs, system
hardware etc.)
36 49 Expenditure on purchase / renewal of Software, DSC, HOD Finance Finance Head Any Finance Officer Any Finance Officer
Pendrive, Portable Hard Disk, etc. or part of any other
Computer pheripheral not included above.
37 51 Membership fees, Annual / Periodical Fees and Statutory HOD Finance Finance Head Any Finance Officer Any Finance Officer
Levies and annual subscription of Journals and membership of
some Institute/professional body Director Finance in case of approval
from CMD
38 52 Payment of customs duty and Airport charges as per rules HOD Finance Finance Head Any Finance Officer Any Finance Officer
39 53 Insertion and payment of advertisement / publication / HOD Finance Finance Head Any Finance Officer Any Finance Officer
publicity in respect of company matters & tenders/e-auction
Director Finance in case of approval
from CMD
40 54 Insurance coverage of Company's assets & properties HOD Finance Finance Head Any Finance Officer Any Finance Officer
41 55 Formation of Tender Committee, Tender due Date, all HOD Finance Finance Head - -
associate actions, Extension, Opening of tenders & allied
activities for purchase of goods / services Director Finance in case of approval
from CMD
42 56 (a) [Empanelment of Contractors for repair and renovation, HOD Finance Finance Head - -
electrical job, plumbing work, motor repairing work, car hiring
agency, etc.
43 56 (b) |Empanelment of advertising agencies Director Finance - - -
a4 56 (c) Empanelment of Contractors for Travel Agency for air tickets/ |HOD Finance Finance Head in case of Train tickets | - -
rail tickets
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APPROVAL OF EXPENDITURE AND SIGNING OF PAYMENT VOUCHER W.R.T. DELEGATION OF ADMINISTRATIVE POWERS

Sl A'dmlnlstrat Financial concurrence to the proposal to be accorded by officer in below| Signature of payment vouchers by officer in below mentioned grade in
ive Power Nature of Powers . - .
No. Sl. No. mentioned grade in Finance Cadre Finance Cadre
Head Office | Regional/ Branch Office Head Office | Regional/ Branch Office
1 2 3 4 5
45 58 Payment of AGM / BM and other Directors Meeting Expenses |HOD Finance Finance Head Any Finance Officer Any Finance Officer
including Board approved Directors sitting fee
46 59 Payment to Registrar and Share Transfer agent at approved  |HOD Finance - Any Finance Officer
rates
47 60 Periodic Meeting/Events related to Raj Bhasha including HOD Finance Finance Head Any Finance Officer Any Finance Officer
external faculty
48 61 TOLIC (Town Official Languange Implementation Committee) [HOD Finance Finance Head Any Finance Officer Any Finance Officer
Payment
49 62 RM/BM meeting, Training programmes, Get Together HOD Finance Finance Head Any Finance Officer Any Finance Officer
Functions, Other Meetings / Occasions/ Farewell, etc
50 To act as Drawing & disbursing Officer for payment of salary/ |Finance Officer handling Payroll Head of Finance-for Trainees Any Finance Officer Any Finance Officer-for Trainees
wages of employees, CMA / CS Trainees function
51 To act as Drawing & disbursing Officer for Tour Advance / Finance Officer handling payments |Any Finance Officer as per approved |Any Finance Officer Any Finance Officer
Expense Claims, Transfer Benefits, Medical, Telephone / in Central Accounts as per approved [policy, notes, letters, etc.
Mobile, Conveyance, Children Education Allowance and other |policy, notes, letters, etc.
expense reimbursement, Festival Advance, PLI / PRP Advance, Some Payments are centralized as
Laptop Advance, Incentives for acquiring professional mentioned in Administrative powers
qualifications, Purchase of fuel of cars, hospitalization bills of which are to be made from HO
employees, Office Rent, Audit fees for Internal Central Accounts Deptt. Only and
Auditor/Statutory Auditor, Certification / special work Fees to not by RO / BO
Statutory / Internal Auditors, Actuary Fees, Rating Agency Fee
and all other approved expenditure, etc.
52 Payment of daily allowance at full rate for halt not exceeding |Finance Officer handling Payroll Any Finance Officer Any Finance Officer Any Finance Officer
the prescribed limit of 30 days subject to approval by CMD for |function
halt exceeding 10 days at same station
Note :
1 Proposal involving financial matters requiring RM / BM/HOD's approval will require concurrence of respective Finance Head.
2 In the event of absence for any reason of any specified Officer for according financial concurrence, the same, however, shall be exercised by any other Officer just below their rank in F&A Division.
3 Powers delegated to an Officer can be exercised by a senior officer.
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TC MEMBERS CONSTITUTION

Annexure-A

Refer Sr. No.59 of Delegation of Administrative Powers

l. Order upto Rs.10,000/- without quotation

Il. Order from Rs.10,,000 to Rs.20000/- with minimum 3 quotations
lll. Order above Rs.20,000/- and upto Rs.2,00,000/- through committee of Three members if purchase is not feasible through GeM.

IV. For Purchase from Govt. Emporiums/outlets, Committee/Quotations is not mandatory in case of Point no. I, Il & llI.

V. The values specified in the Table below should be taken as total tender value.

FOR HEAD OFFICE

SL. NO. Value of the tender

1 Upto Rs. 10 lakh

TC MEMBERS

i.Executive of the concerenced Dept. below

HOD
ii. Executive of F&A
iii. Executive of other Dept

Approving Authority

HOD

2 above Rs. 10 lakh & Rs. 30 Lakh

HOD of the concerned Dept
HOD of the F&A Dept
HOD of the other Dept

Functional Director

3 above Rs.30 Lakh HOD of the concerned Dept CMD
HOD of the F&A Dept
HOD of the other Dept

FOR RO/BO

1 Upto Rs. 10 lakh i.Concerned Executive RM/BM
ii. Executive of F&A
iii. Executive below the RM/ BM

2 above Rs. 10 lakh & Rs. 30 Lakh RM/ BM D-C
Finance Head
Concerned Officer

3 above Rs. 30 Lakh RM/ BM CMD

Finance Head
Concerned Officer

Note : TC to be constituted as detailed above and fresh approval is not required for TC constitution.
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DELEGATION OF COMMERCIAL POWER: FOR e-COMMERCE BUSINESS

1. For any New Business Model/ New Associate, in principle approval of CMD is
required.

2. Service Charge Rate for e-commerce business:

E-Auction CMD: Below 1.75%
DC: 1.75% and below 2.5%
HOD/RM/BM: 2.5% or Above

E-Sale CMD: Below 0.5%
DC: 0.5% and below 1%
HOD/RM/BM: 1% or Above

E- 1. Transaction fee @0.05% of
Procurement estimated value subject to
minimum of Rs. 1000/ -
and maximum of

Rs. 25000/-: HOD/RM/BM

2. Any deviation: CMD

Any other e-commerce business proposal not falling under the above categories
will require approval of CMD

3. Registration Fees for e-commerce business:

Nil CMD approval

Existing Full power to concerned deptt.
Provisions in | /office

Portals

DC In between

4. Signing of contracts including amendments as per offers made —

Any Officer with the approval of Original Approving Authority

S. Submission of bid bonds / Performance Guarantee in respect of contracts /
offers approved by competent authority:

HOD/RM/BM Full powers

6.Claim of insurance by MSTC:
HOD/RM/BM Full powers

7. Waiver of liquidated damages provided for in the contract:

DC For waving on MSTC account
HOD For Recovery from principal as per
agreement




4)

5)

8. Technical and marketing collaboration not requiring Govt. approval:

CMD Full powers

9. Appointment of consultants, experts, designers etc.

CMD Full powers

10. Agreement with principals:

Procedure to be followed as per e-Commerce manual. Any other agreement not
covered under the e-Commerce manual will require the approval of CMD.

11. Refund of EMD/SD against NOC as per contract terms:

Dealing officer Full powers

12. Closure of business transaction/Final settlement with the existing customers:

CMD Full powers

Powers to be exercised with financial concurrence.

In absence of a particular Sanctioning Authority, the next higher level of Sanctioning
Authority will be the Approving Authority in such cases.

Wherever concurrence of finance is necessary and there is a difference of opinion between
Approving Authority and concurring Authority, the matter should be referred to the next
higher Authority for approval.

Exercise of all powers are subject to rules, regulations, procedures, norms, administrative
decisions, etc at that point of time.

For any renewal of contract/MOA /Agreement, compliance to above schedule/delegation of
powers to be ensured.

For all perpetual contracts, efforts should be made for bringing these
contracts/MOA/Agreements under above guidelines.

These delegation of powers supercede all other orders/circulars in this respect.



DELEGATION OF COMMERCIAL POWER: FOR MARKETING DEPARTMENT

1. For any New Business Model/ New Associate, in principle approval of CMD is
required. 2. Customer wise exposure limits will be governed by Risk Management
Policy (RMP) and should be got approved by CMD.

2.Imports and exports to make offers /conclude business on the basis of back
up offers from associates (including goods on high seas / in, transit)(for each
contract) including 110% BG backed business model:

CMD Value in excess of Rs. 10 Crore

DC In excess of Rs. 5 Crore and upto
Rs. 10 Crore

HOD Upto Rs. 5 Crore

3. Imports and exports including domestic purchase for export, without any back up
offer (including goods on high seas / in transit) (for each contract) including 110%
BG backed business model:

CMD Value in excess of Rs. 10 Crore

DC In excess of Rs. 5 Crore and upto
Rs. 10 Crore

HOD Upto Rs. 5 Crore

4.Exports/Imports involving loss /Write-off (for each contract):

CMD Full powers upto Rs. 1 crore at a time
of trading loss and in excess of Rs.20
lakh at a time in other losses.

DC with FC Upto Rs. 20 lakhs

HOD with FC | Upto Rs 10 lakhs

S.Disposal of damaged / deteriorated / surplus stock:

CMD Full powers

DC Upto Rs. 10 crores ( sale value in case
of open tender/ auction)

HOD Upto Rs 5 crores ( sale value in case of
open tender/auction)

6. Enrolment / termination of suppliers/buyers (excluding selling agency):

Full Powers CMD




7. Appointment of agents / contractors for shipping, handling, transport, storage,
packing, bagging, forwarding, clearing, survey, stevedoring, ocean height booking,
claim recovery, processing, tinning, testing, labour, etc. and termination of such
arrangements

CMD Full Powers

DC Estimated Value in excess of Rs. 10 Lakh
and upto Rs. 20 Lakhs per
Contract.

HOD Estimated value up to Rs. 10 Lakhs per
contract.

7a. Signing of contracts including amendments as per offers made- Any Officer with
the approval of Original Approving Authority

7b. Establishment of BID Bond / Performance Bond /indemnities etc. as per offers
made or contracts signed- HOD / Any Officer with approval of concerned Director.

7c. Acceptance of buyer’s LC, assigning of LC, etc. as per the contract- HOD / Any
Officer with approval of concerned Director.

7d. Matter related to renewal of MoA/contract with the existing customers and
Matter related to renewal, invocation and return of BG within the terms and
conditions of the MoA or Contracts

HOD Full powers

8. Original approving authority of the contract will be the Competent Authority for
extension.

c. Relaxation of security deposit

CMD Full powers

DC Upto 20% of Security deposit required
HOD Upto 10% of security deposit required

d. Material Lifting Period

CMD Full powers
DC Extension upto 180 Days
HOD Extension upto 90 Days




9.Payment as per contract (including payment by LC), payment related to empanelled
agency(ies) as per contractual terms:

HOD Full powers

Note: Any deviation from Approved terms, will require approval of CMD.

10A. Opening of LC on approval of the proposal
10B. Payment as per contract (including payment by LC)

HOD Full powers | Terms and conditions of MOA to
have the approval of the competent
authority

10C. Roll over of LC / Extension of Usance period:

HOD Full powers as per provisions of
RMP

11. Selection of Insurer, custodian etc

CMD Full powers
DC Up to Rs.1 Cr per contract
HOD Up to Rs.50 lakhs per contract

Payment of insurance premia, customs duty, port charges, octroi, transportation
charges, storage and handling charges, fees and any other charges payable by the
Company excluding those items specifically mentioned elsewhere in the schedule:

HOD Full powers

12. Expenditure incidental to trade including stockyard, custodian, security guards
and protective materials as per approved terms.

HOD Full powers

Note: Any deviation from Approved terms for petty /incidental expenses having
financial implication of more than Rs.10,000/ - per instance will require approval of
concerned Director.

13. Submission of bid bonds / Performance Guarantee in respect of contracts /
offers approved by competent authority:

HOD Full powers




14.Claim of insurance by MSTC:

HOD Full powers

15. Settlement and payment of demurrage / liquidated damages/dispatch on
reimbursement basis:

HOD with FC Full powers as per contract

CMD if without reimbursement
basis

16. Waiver of liquidated damages provided for in the contract:

DC Full powers
HOD Upto 10%, subject to
ceiling of Rs. 5 Lakhs

17. Technical and marketing collaboration not requiring Govt. approval:

CMD Full powers

18.Appointment of consultants, experts, designers etc.

CMD Full powers

19. Refund of EMD/SD and NOC as per contract terms:

Dealing officer Full powers

20. Scheduling of stock assessment, inspection of various sites/stockyard:

HOD Full powers

21. Closure of business transaction/Final settlement with the existing customers:

CMD Full powers




NOTE:

1)
2)

3)

5)
6)

7)

Powers to be exercised with financial concurrence.

In absence of a particular Sanctioning Authority, the next higher level of Sanctioning
Authority will be the Approving Authority in such cases.

Wherever concurrence of finance is necessary and there is a difference of opinion between
Approving Authority and concurring Authority, the matter should be referred to the next
higher Authority for approval.

Exercise of all powers are subject to rules, regulations, procedures, norms, administrative
decisions, etc at that point of time.

For any renewal of contract/MOA /Agreement, compliance to above schedule/delegation of
powers to be ensured.

For all perpetual contracts, efforts should be made for bringing these
contracts/MOA/Agreements under above guidelines.

These delegation of powers supercede all other orders/circulars in this respect.
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STANDARD OPERATING PROCEDURE FOR HANDLING MATTERS

[HEAD OFFICE -Legal Department]

Action to be taken upon receipt of a fresh case by the law department at Head Office: -

Upon receipt of any fresh matter at HO -Law Department, shall forward the paper-book of the
case to the concerned law officer. On receipt of relevant papers by the dealing officer, the following

steps shall have to be taken in all cases, meticulously before placing a note for approval of further

actions: -

a)

Brief Analysis: - On receipt of the case papers/notices/ summons etc, from any Court /
Tribunal / Advocate, the same shall be forwarded to the concerned Department / R.O / B.O,
for their comments.

Implication of case: - The risk analysis of the case may be done at the second stage regarding

its financial, operational or reputational impact on the company.

Comments to be invited from the concerned department: - Concerned Department / R.O /

B.O may forward their comment along with their recommendation to engage an advocate,
to the HoD, Law. Any allegation in the Plaint / Notice having adverse impact on MSTC,
must be highlighted.

Future course of Action to be taken in defending the interest of MSTC Ltd.: - The legal
actions which are required to be taken and tenable under the law shall be mentioned in the
note for defending the interest of MSTC Ltd.

Reimbursement of expenses/ legal expenses from Principal/ Seller & defending interest

of MSTC in suit/matter: - Concerned Law Officer while scrutinising/examining the case

paper in connection to any matter/suit shall ensure, reimbursement clause if any, available
in the agreement entered between MSTC and the Principal/ Seller and the RO/BO shall
accordingly ensure reimbursement for legal expenses incurred by MSTC from the Principal
while defending any such suit/cases.

Accordingly concerned officer shall examine such clause & suggest for reimbursement for
legal expenses incurred by MSTC from the Principal while defending any such suit/cases.
In addition, relevant clauses for handling of suit and defending the interest of MSTC by the
Principal shall be highlighted by the concerned officer at HO.

Post to the approval of the competent authority, concerned RO/BO shall strictly monitor/
follow up for defending interest of MSTC as well as reimbursement of expenses from
Principal. However, the protection of interest of MSTC being paramount and engagement of
advocate should be decided keeping in view the stake involved where the principal delays
in giving consent for reimbursement of legal expenses.

Recommendation for appointment of Advocate, if required: - In cases, where the
engagement/ appointment of Advocate is required, the officer putting up the note shall




recommend the name of advocate/ firm along with the fees structure for approval, in
consultation with the reporting officer/ HOD-Law. Those cases where engagement of senior
advocates/ AG/ ASSG/ SG is advised by the counsel/Solicitor, the same will be placed
before the competent authority for approval as per the Delegation of Power for Legal
Matters.

Delegation of Powers:- In every note placed by the dealing officer for seeking approval in

any case from the competent authority, including note-sheet initiated for payment of bills of
advocates, the operative clause of the DOP shall be highlighted/reproduced for ready
reference.



STANDARD OPERATING PROCEDURE FOR HANDLING MATTERS

[REGIONAL OFFICES/ BRANCH OFFICES]

Action to be taken upon receipt of a fresh case at Regional Offices/ Branch Offices: - Upon

receipt of any fresh suit/notices/case papers/summons, or even for regular matters at any

RO/BO, the concerned RM/BM, upon assignment of the case to their respective officer, shall

meticulously follow the below points before sending case papers and seeking approval from the
Competent Authority at the Head Office: -

a)

Brief Analysis & Comments of RO/ BO: - Upon receipt of any case papers/notices/

summons/ petition etc., in the fresh case as well as in the ongoing cases at RO/BO, the
respective RO/BO shall put up the note incorporating the background of case, their para-
wise comments and the recommendation of RM’s/BM'’s, which shall be forwarded to the
Law department - Head Office along with entire case papers.

Recommendation for appointment of Advocate if required:

(i) For deciding upon the engagement of an advocate in any suit/ matter, the RO/BO, as
per their extent of power outlined in the DOP, may engage an Advocate/ Law Firm/
Counsel to defend the interests of MSTC at RO/ BO level.

(if) Where MSTC has been arrayed as a ‘Performa Defendant/ Respondent’, the RO/BO
shall recommend the engagement of advocate, if required in the matter to the Head
office.

(iii)  If the case has been instituted at a place, where MSTC doesn’t have its empanelled
advocate, the case papers along with the comments of R.O / B.O shall be forwarded
to H.O, for engagement of advocate and approval of their scale of fees.,

Reimbursement of expenses/ legal expenses from Principal/ Seller & defending interest

of MSTC in suit/matter: - Concerned RO/BO while sending any case paper in connection

to any matter/suit to the Head office, shall compulsorily scrutinize & examine the
reimbursement clause, if any available in agreement entered into between MSTC and the
Principal/ Seller and the RO/BO shall accordingly ensure reimbursement for legal expenses
incurred by MSTC from the Principal while defending any such suit/cases.

In addition, relevant clauses for handling of suit and defending the interest of MSTC by the
Principal shall be highlighted and strictly adhered by RO/ BO.

Post to the approval accorded by HO, the concerned RO/ BO shall regularly monitor/ follow
up for the reimbursement of such expenses from principal as well as handling of suit.
However, the protection of interest of MSTC being paramount, we may engage the advocate,
keeping in view the stake involved, if the principal delays in giving consent for
reimbursement of legal expenses.

Regular monitoring of matter pertaining to the RO/ BO: In any suit, where MSTC has been

arrayed as a party and the said matter/suit is connected to any RO/BO, the concerned



RO/BO shall monitor the case on regular basis till the final outcome of the case. The RO/BO
shall keep their respective list of cases updated and forward a consolidated statement of
cases to the HO Law Department on monthly basis.

Payment of fees to the Advocates/ Law Firms: - As per the extant powers given under the
DOP, the RO/BO shall process bills of Advocates/ Solicitors/ Law Firms and make payment
of professional fees within their limit. All other bills pertaining to the payment of
legal/ professional fees that exceed the RO/BO limit shall be processed at the Head Office -
Law Department.

Delegation of Powers: The RO/BO while taking decision in any case/suit must adhere to

this SOP in consonance with the DOP, meticulously.

Intimation to HO: All RO/ BO shall keep HOD (law) informed in all cases.




DELEGATION OF POWER FOR LEGAL MATTERS

I\ST:).. Nature of Power Extent of power And Designated Authority Remarks
HEAD OFFICE RO/BO
INSTITUTION AND DEFENDING OF CASES BY AND AGAINST THE COMPANY

1. | Approval to File / Institute, Intervene, CMD CMD
any Suit, Arbitration, Appeal, Review,
Revision, Writ Petition, or any other
legal proceedings by the Company
pertaining to all matters.

2 | Approval to Contest, Conduct, Defend D(F) D(F) i) Upon receipt of any fresh suit/case at
any Suit, Arbitration, Appeal, Review, RO/BO, the respective RO/BO shall
Revision, Writ Petition, or any other forward the entire case papers along
legal proceedings against the with  the self-contained note
Company pertaining to all matters. including recommendation to the

Law Department at HO for seeking
approval.

ii) The RO/ BO shall keep their
respective list of cases updated and a
consolidated statement of cases shall
be forwarded to HO Law Department,
on monthly basis.

3 | To approve the respective drafts / D(F) D(F)
counter / reply to the notice / petitions
/ rejoinders etc.




Approval for engagement/ non- D(F) D(F) Upon receipt of any fresh suit/case at
engagement of advocate in those RO/BO, the respective RO/BO shall
suit/matters where MSTC has been forward the entire case papers along with
arrayed as a ‘Performa Defendant/ the self- contained note including
Respondent’. recommendation for engagement of

advocate if required in the suit/ matter.
Authorization to sign Vakalatnama and HOD of concerned RM / BM

pleadings in any legal proceedings
before any Courts of Law / Quasi-
Judicial Authorities, Tribunal or any
other Authorities.

Department.

APPOINTMENT OF ADVOCATES AT DIFEERENT FORUMS

Appointment of Advocates not
empanelled with MSTC before any
judicial or quasi-judicial
authorities.

i)

i)

D(F): - Professional
fees Upto Rs 50,000/-
per appearance

CMD: - Professional
fees above Rs 50,000/-
per appearance

All powers with HO

Engagement of Advocates empanelled
with MSTC before any judicial or
guasi-judicial authorities.

)

i)

iii)

HOD (Law): - Professional
fees Upto Rs 25,000/- per
appearance

D(F): - Professional fees
above Rs 25,000/- and
upto Rs 2,00,000/- per
appearance

CMD: - Professional fees
above Rs 2,00,000/- per
appearance

iii)

RM/ BM: - Professional
fees Upto Rs 25,000/-

D(F): - Professional
fees above Rs 25,000/-
and upto Rs 2,00,000/-

CMD: - Professional
fees above Rs
2,00,000/-

Regarding engagement of advocate &
payment of fees, RM/BM based on their
extant of power shall always keep
informed / intimated HOD (Law).

Powers to be exercised with financial
concurrence:-

For HOD (law) — by HOD (F&A)
For RM/ BM — by Head of Associate Finance




8. | Engagement of Senior Advocates / |i) D(F):- Professional fees All powers with HO
Attorney General/ ASG / DYSG/ SGI / upto Rs 2,00,000/- per
Advocate General for states or UT’s as appearance
the case may be.
ii) CMD: - Professional fees
above Rs 2,00,000/- per
appearance
9. | Seeking opinion from Advocate/ Legal | i) HOD (Law):- Upto Rs All powers with HO Powers to be exercised with financial
Firms 25,000/- concurrence:-
ii) D(F):- Above Rs. For HOD (law) — by HOD (F&A)
25,000/~ to Rs 50,000/-
iii) CMD: Above Rs 50,000/-
10. | Consent for the appointment of CMD CMD
Arbitrator
11. | Filing of Caveat petition before any HOD (Law) RM/ BM

court of law.

Note:-

Power delegated to an officer can be exercised by a senior officer;
In absence of HOD/ RM/ BM, the senior most executive (either in operation or finance) in the Concerned Department/ Region/ Branch shall exercise the
routine administrative power;
The monetary ceiling for appearance is also applicable for conference etc.
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