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MESSAGE

I am happy to note that, as a part of the programme launched
by the Hon’ble Chief Minister Sri N. Chandra Babu Naidu, the
Panchayat Raj & Rural Development Department has prepared the
Functionary manual of Panchayat Raj Department keeping in view the
provisions of Andhra Pradesh Panchayat Raj Act, 1994, This manual
contains the rules, executive instrusctions/orders, important provisions
and instructions relating to functions and administrative matters. This
manual would be a guide and reference book not only to the elected
representatives of Local Bodies, Executive authorities but also

Departmental Officers,

The need for such manual has been felt for a long time. I
congratulate the Panchayat Raj & Rural Development Department

and all the persons who were associated in preparation of this manual.




|h.. e —— Sy r——

H

v




Dr. S. Chellappa, i.A.S.,
Commissioner

Panchayat Raj &

Rural Employment

of P.R. Building,
Urdu Hall Lane, Himayatnagar,
Hyderabad-500 029,

3229265
©Fax.

E-mail: Commraj @ ap-nic-in

Dated :17=6=-2000.

The Chief Minister issued instructions
in 1998 that all the Departments should have
their respective manuals in order to have cla-
rity of thought and uniformity in implementa-
tion., The Department of Panchayati Raj and
Rural Development appointed Mr,M.Sebastian Raju,
Consultant, to prepare the Department Manuals
in tune with the APPR Act. 1994 and the current
policy directions of the Government, Hence |0
manuals had been prepared by the Consultant and
scrutinized by the Lepartment Officers thrice.
The present one called " The Zilla Parishag
Functional Manual" is the result of an hard work
in the past two-and-a=~half years. This iz one
of the felt needs of the peoples' representatives
and the employees,

I thank the Chief Minister, who is the
spirit behind this useful effort, Lr.Kodela
Siva Prasad, Minister, Panchayat Raj & Rural
Levelopment, Late a.Madhava Reddy, Minister,
Panchayat Raj} & Rural DLevelopment and Mr. C.
Arjune Rao, I.A.S., Special Chief Secretary

(Panchayat Raj & Rural Development) whose
guidance and encouragement helped us to bring
out this volume. I also congratulate my staff
who helped me in scrutinizing the scripts.

I also thank Mr, P.V.R.K.Prasad, I.d.S.,
Special Chief Secretary who volunteered to take
up the printing of this work.

(D, S.CHELLAPPA)
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Dear Reader,

As part of its endeavour to provide a SMART (Simple, Moral, Accountable,
Responsible and Transparent) administration, the State Government of Andhra
Pradesh has launched a major Human Resource Development and Training
initiative aimed at developing a large human resource base of well informed
and responsive functionaries and officials.

The successful and effective implementation of any initiative or programme
in government is largely the result of the involvement and efforts put in by its
functionaries at all levels. Obviously, the most fruitful way in which to bring this
about is to make individual functionaries aware of their role functions and
responsibilities. To achieve this, the Human Resource Development Institute
of AP, as the apex training institution of the State Government responsible for
the overall implementation and co ordination of the state training initiative, has
proposed to bring out departmentwise Manuals in two parts, nameily

1. Departmental Manual
2. Functionary Manual

The Departmental Manual would indicate the role, responsibilities and
functions of the department. The Functionary Manual will detail, as the
nomenclature indicates, the functions and responsibilities of the functionaries
within the department, at all levels. While doing so, the evolving role of
governmental functionaries in being effective managers of change in a welfare
state has been delineated. The Departmental Manual also details the
department's organisational chart, the rules, regulations, legislations and
enactments which govern its functioning and direct its activities and the various
interdepartmental interactions it has to perform. The Manual also facilitates a
definition of the Department's role in serving the general public as customer
while drawing up a vision for its future development in the coming decades.

Local Self Governmetit is the key to fulfil the aspirations of the public and
for rural development through democratic decentralisation. After the 73rd
Constitution amendment, the role of PRI Institutions and functionaries is



expected to undergo a significant change to the extent PR Institutions are
empowered by the State Legislature. The functionaries need training and
change of mindset for discharging the onerous functions. At this juncture, the
usefulness of a Manual like this cannot be over emphasized.

The present volumes developed by the Panchayat Raj Department are in
two parts. As is evident, these publications are the outcome of thorough study
and analysis of the Department's role, functions, and procedures. They are
intended to serve as useful aids to each and every employee of the department
in the effective discharge of his functions. It may be noted, however, that these
manuals do not replace the codes and orders on the subject but are, at best,
meant to guide and assist functionaries in the effective discharge of their duties.

Any suggestions for the improvement, extension or curtailment of these
Manuals may be sent directly to the Director General, Dr. MCR HRD Institute of
Andhra Pradesh, Road No. 25, Jubilee Hills, Hyderabad - 500 003, for
consideration and incorporation in subsequent updations and revisions of the
Manuals.

P.V.R.K. PRASAD 1AS

Director General
Dr. MCR Human Resource Development
Institute of Andhra Pradesh
&
Ex officio Spl. Chief Secretary to Government (HRD)
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INTRODUCTION

Zilla Parishads have been functioning in the State from 1.11.59. Earlier
to 1959 there used to be District Boards constituted under AP Andhra Area
District Boards Act, 1920 and AP Telangana Area District Boards Act, 1955.
The Balwantrai Mehta Committee have recommended constitution of three tier
Panchayat Raj system as instruments of decentralization of power at various
levels i.e. Village, Mandal (or block) and District levei. Before the present
enactment, the Zilla Praja Parishads and Mandal Praja Parishads were
constituted under the AP Mandal Praja Parishads and Zilla Praja Parishads,
and Zilla Abhivriddi Sameeksha Mandals Act, 1986. The present Act i.e. AP
Panchayat Raj Act, Act No.13 of 1994 which came into force w.e.f. 30.5.94
replacing the AP Gram Panchayat Act 1964 and AP Manda! Praja Parishads,
Zilla Praja Parishads, Zilla Abhivriddi Sameeksha Mandals Act, 1986. Itis an
integrated Act covering the provisions of Gram Panchayats, Mandal Parishads
and Zilla Parishads bringing out some uniformity in matters like disqualifications,
elections, No confidence motion, taking of oath, convening and conduct of
meetings, relationship between each tier, administrative reports, budgets etc.

Dr. MCR HRD Institute of Andhra Pradesh 3
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EXTENSION OF PROVISIONS OF
APPR ACT TO SCHEDULED AREAS

1. The 73rd Constitutional Amendment Act, 1992 excluded certain areas
from their purview. These included the Scheduled Tribal Areas. Hence,
this is the first law passed by the Parliament which was not automatically
extended to the Scheduled Areas.

2. The High Court in its judgment delivered on March 23, 1995 held that the
application of AP Panchayat Raj Act, 1994 to the Scheduled Areas in
the State was clearly unconstitutional.

3. Accordingly a bill was introduced in the Parliament and passed on 19th
December 1996, which was assented by the President on 24th December,
1996. The Act called the Provisions of the Panchayats (Extension to the
Scheduled Areas) Act, 1996 (Central Act No.40) will be applicable to the
Schedule Areas as referred to in Clause (1) of Art.244 of the Constitution.

4. The Central Act clarifies the scope of the State legislature regarding
extending the provisions of Part 1X of Constitution to the Scheduled Areas.
It says, “A State legislation on the Panchayats that may be made shall
be in consonance with the customary law, social and religious practices
and traditional management practices of community resources.” Thus
the Act makes it clear that the organisation and functioning of the
Panchayats in the Scheduled Areas will be different to that of Panchayats
in the Non Scheduled Area. Whereas in the former, the Panchayats are
visualised as instruments of participative democracy, in the latter these
institutions are conceptualized as representative democracy.

AP Passed Act No.7/1998 in consonance with the provisions of Central

Act No.40i.e., Provisions of the Panchayats (extension to the Scheduled Areas)
Act, 1996.

Consequent to this, the AP Panchayat Raj Act, 1994 (Act No.13 of 1994)
will be applicable to PR institutions in Scheduled Areas.

Dr. MCR HRD Institute of Andhra Pradesh 7
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CONSTITUTION

Every Zilla Parishad
1. Shall be a corporate body having perpetual succession.

2. Shall have a common seal. The common seal should be kept with the
Chief Executive Officer who should submit an annual certificate of
possession of the seal in his custody. The Common Seal shall be similar
in form to that of the State emblem with the modification that for the
inscription of “Government of AP", Andhra Pradesh in English shall be
substituted with the name of the Zilla Parishad and name of the District
shall be substituted. The seal is intended to be fixed on documents like
legal documents etc. (G.0.Ms.No.508 P.R.&R.D. dt., 16.08.94)

) Shalt have powers to acquire, hold or dispose of property and to enter
into contracts and

4. May by its corporate name, sue and be sued.

Dr. MCR HRD Institute of Andhra Pradesh 11
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COMPOSITION OF ZILLA PARISHAD

it}

The Zilla Parishad is the Apex body of panchayat raj Institutions at the
district level and has coordinating functions with the other two tiers of
Panchayat raj (I) Gram Panchayat and (Il) Mandal Parishad.

Every Zilla Parishad shall consist of the following categories of members.

Members elected by adult franchise from a Zilla Parishad Territorial
constituency carved out in such a manner that each Mandal Parishad is
declared as a constituency and returns candidate. The elections are
held under the authority and supervision of State Election Commission
(as perrules prescribedin G.0.Ms.No0.877, PR&RD, dt.28.12.94 & Memo
No.66402/PR, dt.3.1.95).

The Member of Legislative Assembly of the State representing the
constituency which comprises either wholly or partly the district concerned,
provided further that no members of the Legislative Assembly representing
the constituency the whole of which forms part of the local area within
the jurisdiction of any of the Municipal Corporations in the State shall be
the member of the Zilla Parishad. Such member shali be entitled to
speak in a Standing Commiittee but shall not be entitled to vote in such
meetings unless he is a member of such Standing Committee.

The Member of the House of People representing a constituency which
comprises either wholly or partly the district concerned.” Provided that
no member of the House of People representing the whole of which
forms part of the local area within the jurisdiction of any Municipal
Corporations in the State shall be the Member of the Zilla Parishad, if the
jurisdiction of a Member extends to more than one district, the member
will have right to speak and take part in the proceedings of the two districts
with the voting rights but shall not entitied to vote in the Standing
Committee meetings unless he is a member of such Standing Committee.

The member of Rajya Sabha who is a registered voter in the district.

Two persons belonging to minorities to be coopted by ZPTCs in the
manner prescribed from, Registered voters in the district who are not
less than 21 years of age. Government have clarified that the following
communities are declared as minority communities within State.
Minority communities were specified in G.0.Ms.No.138 PR dt.15.3.95.
1) Muslims, 2} Christians, 3) Sikhs, 4) Buddhists, 5) Jains and &) Parsis
(Zoroastrians).

Dr. MCR HRD Institute of Andhra Pradesh 15
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in addition to the members in clause (i) to (v) of sub-section 3 of section
177, the following persons shall be permanent invitees to the meetings of the
Zilla Parishad but shall not be entitled to vote.

i) District Collector.

i) Chairman, District Marketing Society.
ii) Chairman, Zilla Grandhalaya Samstha.
iv}  Chairman, District Co-op. Central Bank.

v) All Mandal Parishad Presidents in the district.

Note: The District Collector shall also be eligible to participate in the
proceedings of the Standing Committees without voting rights.

16 Dr. MCR HRD Institute of Andhra Pradesh
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1. (a)

(b)

(c)

(d)

(e)

(f)

(9)

(h)

ZILLA PARISHAD - FUNCTIONS

The powers and functions of the Zilla Parishad are specified in S. 192 of
the Act. The Ziila Parishad and its Standing Committees will receive, examine,
and accord sanctions wherever they are proposed and recommended within
the purview of subjects allotted ta them. (These 29 subjects are included in the
Eleventh Schedule and also in Schedule ).

Besides the role of review, monitoring of plan and non plan schemes
specified under the schedule | of the Act, the Zilla Parishad will also exercise
the following functions:

Examine and approve the budgets of Mandal Parishads within
district.

Distribute the funds allotted to the district by the Central or State
Government among the Mandal Parishads and Mandals within
districts for which Mandal Parishads are not constituted.

Coordinate and consolidate the plans prepared in respect of the
Mandals within the district and prepare plans in respect of the
entire district,

Secure the execution of the plans, projects, schemes or other works
either solely relating to the individual Mandals or common to two
or more Mandals in the district.

Supervise generally the activities of the Mandal Parishads in the
district.

Exercise and perform such of the powers and functions in relation
to any development programme as the Government may by
notification confer on or entrust to it.

Advise Government on all matters relating the developmental
activities and maintenance of services in the district, whether
undertaken by local authorities or Government.

Advise the Government on allocation of work among Gram
Panchayats and Mandal Parishads and coordination of work
between the said bodies and among the various Gram Panchayats
themselves.

p Dr. MCR HRD institute of Andhra Pradesh 14
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(i)

(k)

(1)

(m)

(n)

(0)

Advise the Government on meetings concerning the
implementation of any statutory or executive order specially
referred to by the Government to the Zilla Parishads.

Collect such data as it deems necessary.

Publish statistics or other information relating to the activities of
the local authorities.

Require any local authority to furnish information regarding its
activities.

Accept trusts relating exclusively to the furtherance of any purpose
for which its funds may be applied.

Establish, maintain or expand secondary, vocational and industrial
schooils.

Borrow money for carrying out the purposes of this Act, with the
previous approva! of the Government and subjects to such terms
and conditions as may be prescribed.

The Zilla Parishad may, with the approval of the Government, levy
contributions from the funds of the Mandal Parishads in the district

The resolutions of the Standing Committees have to brought before the
general body which is empowered either to approve, modify, alter or
rescind such resolutions.

The Zilla Parishad may make Byelaws under the powers vested under
sub-section (2) of sec.259 read with sections 266 & 270 after obtaining
approval of the Government.

The Zilla Parishad will review the performance under SGSY in its general
body meetings.

Dr. MCR HRD Institute of Andhra Pradesh
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POWER TO MAKE BYELAWS
(S.259)

Rules have been issued in G.0.Ms.No.434 PR&RD and Relief, (Mandals
DI) dated. 15.7.95 regulating the procedure for making Bye laws by the Gram
Panchayats/Mandal Parishads/Zilla Parishads. To begin with, the Gram
Panchayat must publish the draft of proposed Bye laws or alternation of Bye
laws caliing for objections and suggestions within a period of not less than 30
days. Bye laws or alteration of Bye laws will have effect only when they are
approved by the Commissioner in case of Gram Panchayats, Zilla Parishads in
case of Mandal Parishads and Government in case of Zilla Parishads. The
Bye laws so approved shall be published in English and Telugu in the District
Gazette and will come into force on the expiry of 30 days after such publication.

Dr. MCR HRD Institute of Andhra Pradesh 23
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STANDING COMMITTEES

1. Because of the large volume of business before the Zilla Parishad and
the nature of business which needs close scrutiny, the Act ptovides for
constitution of Standing Committees allocating to them the subjects to
be dealt with. It is a representative subcommittee of the Zilla Parishad.

2. The Standing Committees are expert bodies, which will devote sufficient

time on the subjects brought before them and closely scrutinize the facts
to take appropriate decisions.

3. The following are the Standing Committees:-

Standing Committee No's

I - For Planning & Finance
I - For Rural Development

mn - Agriculture

v - Education and Medical services
V - Women Welfare

V| - Social Welfare
Vi - Works

In G.0.Ms.No.218 PR&RD (Mdl-11) dt. 31.3.95, Government have framed
rules for regulating the conduct of business and proceedings in the meetings of
the Standing Committees and allocation of subjects to be dealt with by them.

The table gives the allocation:

(1) (2) (3)

13 Standing Committees for Planing & Finance
District plan - Budget, Taxation, Finance and
Coordination of the work relating to other

Committees - Standing Commiittee No.!

2 Standing Committee for Rural Development
Poverty alleviation Programmes, Area
Development Programme, Employment,
Housing, Cooperation, Thrift and Small savings,
Industries including Cottage, Village and Small
scale industries, Trusts and Statistics

- Standing Committee No.li

Dr. MCR HRD Institute of Andhra Pradesh 27
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3.

Standing Committee for Agriculture: Agricuiture,

Animal Husbandry, Soil Reclamation including

cantour bunding, Social Forestry, Fisheries and

Sericulture - Standing Committee No.lll

Standing Committee for Education and Medical

Services Education including Social Education,

Medical Services, Public health and Sanitation

including Drainage, Relief for distressed in grave

emergencies - Standing Committee No.IV

Standing Committee for Women's Welfare:
Development of Women and Welfare of Children
- Standing Committee No.V

Standing Committee for Social Welfare Social
welfare of Scheduled Castes, Scheduled Tribes,
and Backward Classes and Cultural Affairs
- Standing Committee No.VI|

Standing Committee for Works: Communications,
Rural water supply, power and Irrigation
- Standing Committee No. VI

Sl.

No.

Sub-section Brief Description of the Standing Committee
and section Powers and functions or Committees of
Zilla Parishad

1

2.

3.

28

192(1)(i) To examine and approve budgets Standing

of Mandal Parishads Committee |

192(1)(ii)  Distribution of funds aliotted to the

District by the Central br State Appropriate
Government among the Mandal Standing

Parishads and Mandals in the Committee and
District for which Mandal Parishads Standing Committee |
are not Constituted

192(1)(iiiy Coordinate and consolidate the plans

prepared in respect of the Mandals in the
district and prepare plans in respect  Standing
of the entire district Committee |

Dr. MCR HRD Institute of Andhra Pradesh
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SIl.  Sub-section Brief Description of the  Standing Committee

No. and section Powers and functions or Committees of
Zilla Parishad

4. 192(I)Xiv) Secure the execution of plans, projects,

5. 192(1)(v)

6. 192(I)vi)

7 192(1)){vii)

8. 192(1)(viii)

9. 192(1)(ix)

10. 192(I)(x)

schemes or other works either solely relating
to individual Mandals or commonto  Appropriate
two or more Mandals in the district Standing Committee

Supervise generally the activities of the
Mandal Parishads within the district  Standing Committee II

Exercise and perform such of those Appropriate
powers and functions of the District Standing
Board including the powers to levy Committee &
any tax or fees as may be Standing
transferred to it under the Act Committee |

Exercise and perform such other

powers and functions in relation to Appropriate

any development programme as the Standing
Government may by notification Committee &

confer on it or entrust to it Standing Committee |l

Advise Government on all matter relating

to developmental activities and maintenance

of services in the district, whether undertaken Appropriate
by local authorities or Government Standing Committee

Advise the Government on allocation

of work among Gram Panchayats and

Mandal Parishads and coordination

between the said bodies and among the

various Gram Panchayats Appropriate
themselves Standing Committee

Advise Government on matters
concerning the implementation
of any statement or execution

of any order specially referred Appropriate
by the Government to Zilla Standing
Parishad Committee |
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SI.  Sub-section Brief Description of the  Standing Committee
No. and section Powers and functions or Committees of
Zilla Parishad
11. 192(I)(xi) Collect such data as it Appropriate
deems necessary Standing Committee

12. 192(1)(xii) Publish statistics or other
information relating to activities Appropriate
of the local authorities Standing Committee

13. 192(I)(xiii) Require any local authority to furnish Appropriate

information regarding its activities Standing Committee
14. 192(I)(xiv) Acecept trusts relating Appropriate
exclusively to the futherance Standing Committee
of any purposes for which its & Standing
funds may be approved Committee Il
15. 192(l)(xv) Establish maintain or expand Appropriate
secondary, vocational and Standing
industrial Committee &

Standing Committee

16. 192(1)(xvi) Borrow money for carrying the Appropriate
purposes of the Act with the Standing
previous approval of the Government  Committee &
and subject to such terms and Standing
conditions as may be prescribed Committee Il

17. 192(2) Levy contributions from the Standing
Mandal Parishads in the district Committee ||

- 18. 195(1) Creation of staff in the Standing
Zilla Parishad Committee |

19. 195(2) Revision of staff position in Standing
the Zilla Parishad Committee |

20. 199(1) Scrutinizing the budgets and Standing
making its recommendations Committee |
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Standing Committees

SI. Sub-section
No. and section

Brief Description of the
Powers and functions

Standing Committee
or Committees of

Zilla Parishad
21. 199(4) Scrutinizing the revised or Standing
supplementary budgtet and Committee |
making its recommendations
22. 243 Powers and functions of Appropriate
District Board transferred Standing Commi-
to Zilla Parishad ttee & Standing
Committee ||
23. 253(2) To consider the Administration Standing
Reports of Mandal Parishads Committee |
24, 250(1) Power to make byelaws Appropriate subject
Committee
25. 260(2) Delegation of pwoers and functions Appropriate

to any person or authority

Subject Committee

1. Every Standing Committee shall discharge functions assigned under the
Act and shown hereunder.

2. Every Standing Committee shall watch the progress of impiementation of
the works and schemes in the Zilla Parishad so far as they relate to subjects
assigned to them.

3. The Government may direct that if any Standing Committee fails to discharge
any of its functions, the Zilla Parishad shall perform all or any of such

functions.
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STANDING
COMMITTEES - FUNCTIONS

W The members should get acquainted with the schemes in progress and
implemented both by departmental officers and Zilla Parishad and
evaluate the benefits to the society/community.

2. Visit institutions to know about their working, review with reference to the
guidelines for their working, the physical and financial targets given under
the schemes/works and

31 The popularity of acceptance of the schemes, the dissemination of broad
objectives of programmes and the awareness created among the
beneficiaries and their involvement. -

4. In order to enable them to critically review formulation, implementation
and accessibility of the benefits of all schemes essentially to the Weaker
Sections. Members should make independent assessment.

5. Any default, defect or delays in the execution of works or lack of interest
on the part of officers concerned should be effectively checked.

Members can tour in the areas and evaluate the benefits derived in earlier
years and get feedback for all programmes.

6. Since all District Officers connected with development departments will
attend the concerned subject committee meetings, the members can
seek infarmation in the budgetary allocations both plan and non-plan
and keep themselves fully posted with the development programmes
and schemes under implementation.

7 Government also instructed that presence of the law enforcing authorities
like Superintendent of Police / Deputy Commissioner of Police, Deputy
Commissioner of Excise and other officers who will be able to present a
brief account of such activities of public interest like cases involving
atrocities against SC's and women and rehabilitation measures in cases
of SC’s etc., the steps taken under law and order measures for controlling
organised robberies and checking up the activities of rowdy sheeters
and as to how the public can extend cooperation to the Police, it would
also be desirable if the law and order situation is also briefed to the
members to the extent they would be interested to know.
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8.

36

i) The problems of agricultural community-are discussed in the SC Ili
{Agriculture) prevaiting in delta and upland areas, the times of sowing,
(progress of sowings) availability of hybrid varieties of seed, application
of fertilizers, depending on soil analysis explaining plant protection
measures in respect of each crop and steps for improving fertility,
checking malpractices by traders of fertilizers and pesticides, etc.,
will be discussed in the Standing Committees.

i} The Standing Committee may recommend to ZP advising on farmers
problems like steps for quick disposal of produce and ensuring a
remunerative prices through purchases by public corporations etc.

i) Provision of infrastructural facilities like construction of cart bridges
across canals, formation of pathways, provision of sites for threshing
floors to small farmers etc. can be considered.

iv) Ensuring availability of timely credit to small farmers and recommend
to Government for taking steps for postponement or waiver of land
revenues when there are losses due to droughts (floods) etc.

a) Animal Husbandry: In programmes of veterinary care, steps taken by
the department for upgradation of cattle breed, displacing uneconomic
animals with more milk yielding breeds, solving problems of milk
producers, establishment of milk chilling centres including transport of
surplus milk to urban areas or conversion into powder. Preventive
vaccinations to cattle during out break of epidemics etc. to be reviewed.

b) FEisheries: The action taken by the Fisheries Department Officials in
organising breeding centres, supplies of fingerlings, protection of
ecological balance by those engaged in fish breeding and other measures
will be reviewed.

¢} Social Forestry: The Zilla Parishad is capable of mobilizing popular
urge for taking up species of plants in vacant lands, Government lands,
Public lands including raising of nurseries with the help of Forest
Department. Farm Forestry Programmes can also be taken up by farmers
even in degraded lands/soils.

d) Social Weifare. A good number of programmes are under
implementation like Maintenance of Residential Schools, SC boys and
girls hostels, coaching centres for vocations, construction of Ambedkar
Bhavans, srection of Ambedkar statues, book bank schemes in
engineering and technical subjects, free supply of engineering tools, free
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bus passes, college attached hostels for those who could not secure
accommodation in Government hostels, incentives for bright students,
provision of dress, utensils, bedding mattress, steps for promoting talents
in extra curricular activities like song, drama and games and sports,
elocution contests, coaching to backward pupils, health checkup by PHC
doctors and provision of free drugs, celebration of important National
holidays and festivals, inviting parents to hostels once in 3 months,
stipends and scholarships to students pursuing MBBS, B.E. Fine Arts
courses and those studying reputed universities outside the State,
coaching (one time) for failed 10th class students and back to school
programme to encourage drop outs to get re-admission.

10.  Needs of SC families for house sites, lands for cultivation, extension of
amenities available in the main village to SC localities, construction of
community halls and communication facilities to all SC localities and within
the localities.

11. The Member of the Council of States who is a registered voter in the
district, provided that such Member of the Council of States shall have
the right to speak in, and otherwise to take part in the proceedings of a
meeting of any Standing Committee of the Zilla Parishad but shall not be
entitled to vote in the Standing Committee unless he is a member of that
Standing Committee.

12.  Income Generating Programmes: Most of the SCs are below poverty
line. the literacy rate among female children is around 8% according to
1991 census. These girls are earning supplementai incomes to families
like taking care of younger children or attending to domestic duties if
both parents go for work. Unless the families are brought above poverty
line, it would be difficult to get improvement in literacy rate particularly
among girls. The following steps are already being taken up by the
Government.

1. Atleast 60-75% of families should be provided assistance under
income generating schemes under IRDP.

2. Surplus land can be assigned wherever available.

3 15% of fair price shops, quota in public empioyment shouid be
strictly implemented.

4. Cases of untouchability have to dealt with sternly.
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5

More works under Janmabhoomi, Clean and Green should be
taken up in SC localities.

All landless agriculture labour to be provided wage employment
under JGSY/EAS/IAY atleast for 100-120 days during the year.

If cases of bonded labour / jogins / persons engaged in unclean
occupations are identified under rehabiitation measures should
be taken up.

In any villages if it is suspected that hatred between communities
involving SCs is brewing up peace committees (village) have to
be constituted and the District Administration to post police pickets
in sensitive areas, to closely watch and gathering of intelligence
to avert deterioration in relations between different communities.

Old age pensions, widows pension and issue of ration cards to be
reviewed.
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WOMEN AND CHILD WELFARE

1. To make sure that women receive education and plan for a vocation/
employment/self entrepreneurship, on their own contributing towards
empowerment of women.

2. Training to woman members, Mandal Presidents, Zilla Parishad Chairman
and factors exposing them to social evils prevalent in society, the
handicaps and injustices meted out either on gender inequalities etc.,
and appropriate strategy to be adopted.

3. To review reservation of posts in Public Employment.

1
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RESERVATIONS OF OFFICE OF
CHAIRMAN, ZILLA PARISHAD AND
MEMBERS ZPTC

181(2) Such number of Offices of Chairman, Zilla Parishad in the State
shall be reserved to members belonging to

1. Scheduled Tribes and Scheduled Castes in such proportion of the
percentage of Scheduled Castes and Scheduled Tribes to the total
percentage of State population.

2. Thirty four percent of total number of Offices of Chairman, Zilla Parishad
for backward classes.

3. Not less than one third of the total number of offices for women including
those reserved for Scheduled Tribes, Scheduled Castes and Backward
Classes and in unreserved categories.

4. In case during the first ordinary elections to the Zilla Parishads of the
Office of Chairman, ZP of the district which is having the highest population
of Scheduled Castes is reserved, such vacancy will be reserved to the
district having the second highest population (leaving the district which
was reserved in the first ordinary elections) in favour of the Scheduled
Castes, Scheduled Tribes, Backward Classes and women. This system
is called ‘rotation’. So as to facilitate to ensure that reservations to the
Office of Chairman totally prohibit the opportunities of others to contest
for the posts indefinitely.

5. No person shall be amember in more than one of the categories specified

in subsection (3). A person who becomes a member in more than one
: category shall within 15 days from the date of the first meeting of the
Zilla Parishad (from which the term of Zilla Parishad commences) intimate
in which one of the said categories he wishes to serve, by giving notice
in writing and delivering it to the Chief Executive Officers of the Zilla
Parishad. In default of such intimation within the aforesaid period, his
membership in the lower tier shall cease at the expiration of such period.
His membership in the higher tier shall not cease. (G.0O.Ms.N0.135
PR&RD dt.11.3.95).

Ll
k4

{ 6. No person other than a Member of Lok Sabha shall be entitled to be a
member of more than one Zilla Parishad at a time.

T
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7.

46

If a member of either House of Parliament or State Legislature is elected
as Chairman or Vice-Chairman of a Zilla Parishad, he shall cease to
hold such office unless within 15 days from the date of election to such
office he ceases to be Member of the Legislative Assembly of the State
or either House of Parliament by resignation or otherwise.

Since the election to the Offices of Chairman or Vice-Chairman Zilla
Parishad or President of a Mandal Parishad are conducted on party basis
(by show of hands) any member of ZPTC disobeying party whip, shall
cease to hold office forthwith and the vacancy caused by cessation shall
be filled as a casual vacancy. (G.0.Ms.NO.81 PR&RD dt.7.2.95).
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PRINCIPLE OF RESERVATION

Reservations are provided for members of Scheduled Tribes, Scheduled
Castes, Backward Classes and women in the offices of Chairman Zilla Parishad,
Members ZPTC, Presidents of Mandal Parishads, MPTC members, Sarpanch
and Members of a Gram Panchayat.

Chairman of Zilla Parishad:

Basing on the percentage of population of Scheduled Tribes and Scheduled
Castes proportionate percentage of offices of Chairman of Zilla Parishad is
made at the Government level. The seats are reserved at:

8% of total number of Zitla Parishad Members in favour of Scheduled Tribes.
18% of totat number of Zilia Parishad Members in favour of Scheduled Castes.
34% of total number of Zilla Parishad Members in favour of Backward Classes.

1/3rd of offices are reserved for women among ST, SC, BC reservations
and in the unreserved categories.

Members of ZPTC:

For Scheduled Tribes - The offices will be reserved in proportion of the
percentage of Scheduled Tribes to the total population of the district.

The reservation of offices to members of Scheduled Castes will be in proportion
to the population to the total population of the district.

The reservation of members to Backward Classes will be determined in the
following manner:

Reservation for Backward Classes in the State 34% District
X BC
State percentage of BC's 38.8% Percentage

= 0.876 X District Backward Class Percentage
As per Rule 13(2) of rules issued in G.0.Ms.No.75 PR&RD &

G.0.Ms.No.85 PR&RD the reservation of seats for Backward Classes will be
made by drawal of lots in the office of Zilla Parishad.
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In case of Scheduled Tribes, the constituencies where the population is
highest will be reserved for STs/SCs in the descending order. If a constituency
is already reserved for Scheduled Castes, the next ZPTC with highest
percentage wili be reserved for Scheduled Castes. Similarly the seats reserved
for Backward Classes.

One third of seats reserved for women will be reserved in constituencies
hwere their population is highest after deleting the vacancies already reserved
for STs, STs and BCs.
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CONDUCT OF ELECTIONS OF

CHAIRMAN ZILLA PARISHAD/VICE

1)

2)

3)

4)

5)

€)

CHAIRMAN ZILLA PARISHAD AND

COOPTED MEMBER

Election of memebrs from Minority Communities shall be held as
prescribed under Rules issued in G.O.Ms.No.756 PR&RD dt.30.11.94
as amended by G.0.Ms.No.81 PR&RD dt.7.12.94.

The meetings shall be held in the office of the Zilla Parishad and shall be
presided over by the District Collector.

The notice of the date and hour of such meetings shall be given in Form
- lIB in Telugu language to the members of Zilla Parishad specified in
clauses (i) to (iv) of sub-section 3 of Section 177 atleast three clear days
in advance of the date of meeting so as to elect two members from the
minority communities as specified in clause (v) of Sub Section 3 of Section
177 of the Act.

The Presiding Officer shall be called for nomination at the office of Zilla
Parishad and the candidate contesting the election has to be proposed by
amember and seconded by another member and after nominations have
been received and scrutinised the election shall be held in case of contest,
The election shall be by show of hands and shall be on the party basis.
the participating members of each political party have to obey the whip
of the party Presidents. Otherwise they are liable for disqualification.

After the lection of members specified in clause (v} of Sub sec (3) of
Sec.177 is completed the Presiding Officer shall immediately declare
the candidate selected and inform the members specified in clause (Hto
(v). But here will be held another meeting that day or the next day for the
lection of Chairman/Vice Chairman of Zilla Parishad.

The meetings for the election of coopted members/Vice Chairman/
Chairman shall not be held uniess there be present atleast one half of
the members then on the Zilla Parishad. If during the first two meetings
convened for elections, there is no quorum and as such the elections
could not be conducted, during the third meeting elections shall be
conducted even if there is no quorum. The procedures as followed in
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7)

8)

54

the election of coopted members will be followed also in the case of
Chairman and Vice Chairman of the Zilla Parishad. Only from among
the ZPTC members the person can be elected as Chairman/Vice
Chairman. The minutes of proceedings ahll be prepared and kept in the
records. He shall also give the name of the person elected in the office
of the Chairman/Vice Chairman of Zilla Parishad forward a natification to
be published in AP Gazette and sign and issue a certificate thereof.

The casual vacancies in the office of Chairman and Vice Chairman shall
be filled in the same manner.

The forms prescribed in respect of minority community certificates and
the notice of election meetings, nomination forms etc., have been
appended to the rules issued in G.0.Ms.No.756 PR&RD dt.30.11.94 as

amended. ;
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TERM OF OFFICE

1. The ZPTC members, coopted members, Chairman and Vice Chairman
shall hold office for a period of 5 years from the date fixed by the State
Election Commission usually the date of the first mesting of the Zilla
Parishad after the ordinary elections. The Ex-officio members i.e. Lok
Sabha Mermbers and Members from Rajya Sabha, Members of
Legislative Assembly of the State will hold office as long as they continue
to hold their positions in Assembly/Pariiament.

2. ZPTC members, Chairman, Vice-Chairman shall cease to hold office if

(1) they incur any disqualification under sections 20-22 of APPR Act,
1994

(2)  in case of Chairman or Vice-Chairman removed by a notification
on accoutn of a no confidence motion

(3}  removal by Government u/s 249 of APPR Act

(4) by an order of a competent court in an election petition, setting
aside his election

(5)  incase of Chairman ZP, for his failure in convening the meetings
as per Sec.196(6)

3. DUAL MEMBERSHIP
Any member who happens to be a member from more than one category
1. Ward member of Gram Panchayat.
2. Sarpanch of a Gram Panchayat.
£ Member MPTC
4, Member ZPTC

Unless the person resigns his office in all but one office by
writing under his hand and addressed to the District Collector within 15
days from the date of election, the District Collector shall notify the office
of highest tier shall continue to be held by him and specify the offices
which he has vacated.
(G.0.Ms.No.135, PR & RD dt.13.3.95)
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CHAIRMAN - FUNCTIONS

The Chairman, Zilla Parishad

1)

2)

4)

5)

a) Shall as a head of the Zilla Parishad is entitled to receive due
honour and he shall be invited to participate in all Government
functions arranged in the district and shall be accorded due
recognition there as per procedure of warrant.

He has been assigned the status of a Minister of State. (Vide
G.0.Ms.No.431 PR&RD dt.15.11.97).

Shall convene and preside over all meetings of the Zilla Parishad and
such of the Standing Committees of which he is the chairman.

Shall have access to all records of the Zilla Parishad.

Call for any record, statement, document from the Chief Executive Officer
or other officers of Zilla Parishad for examination and perusal.

Issue directions to the Chief Executive Officer regarding implementation
of resolutions of the Ziila Parishad or its Standing Committees.

Take up with Government on major issues relating to the district where
immediate intervention by Government would be essential.

Chairman Zilla Parishad shali be entitled to receive the following
honorarium and allowances (G.0.Ms.No.223 PR&RD dt.27.5.99)

Chairrman, Zilla Parishad Rs.5,000/- (Honorarium as fixed in
G.0.Ms.No.223, PR&RD dt.27.5 99)

Vice Chairman, Zilla Parishad Rs.1,500¢/-

ZPTC Members Rs.1,500/-
(Under Sec.179 of APPR Act)
(He also draws T.A. for tours as per
the scale prescribed)

Whenever the Chairman is deputed for orientation courses,
seminars, workshops, and study tours, he will be paid T.A. & D.A. on par
with class | officials of the State Government.
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8) The Chiarman, Zilla Parishad shall pass orders on important files relating
to issue of posting orders, transfers of staff, admission of time barred
bills upto 1 year and files relating to all policy matters shall be circulated
to him. The orders will be issued in the name of the Chief Executive
Officer and the fact of obtaining orders of Chairman on the note will
mentioned in the proceedings or orders.

9) The Chief Executive Officer shall whenever orders or directions are issued
by Government should first implement the orders as per Government
directiosn and submit a copy thereof for the perusal of Chiarman.

10) The Chairman ceases to hold offiée, if he ceases to continue as member
due to operations of disqualifications (under Sec.18-22 of the Act) and
also Ufs 196(6) as Chairman ZP. He is also liable to make good any
wastage, loss caused to Zilla Parishad funds due to any acts of
commission or omission under Sec.265 of the Act.

11) The Chairman or Vice Chairman may resign his office by sending the
resignation personally or by sending it in the manner prescribed to the
Collector. The Collector after satisfying about the genuineness of the
resignation shall isst.” proceedings indicating the date with effect from
which such resignation had come into force.

Functions of Chairman ZP as per School Education Act, 1998
12) He s Chairman of District School Education Committee. He discuss with
the member of ZP in the ZP meeting and render suggestions for the

development of schools.

13) To make effects for mobilization of grants and to bring certain important
isues to the notice of Government for immediate redressal.

14) To evince interest for improvement of literacy among the women in the
habilitation where high rate of illiteracy prevails.

15) To supervise the Z.P. educational institutions and the staff working therein.

16) To encoyrage the persons by granting incentives who extended valuable
services to the course of education.

17) Have discussions with the PR Engineers for providing infrastructure to
the schools for the execution of repairs.
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VICE CHAIRMAN - FUNCTIONS

1. Whenever the Chairman absents himself from the jurisdiction for more
than 15 days or is incapacitated the powers and functions of chairman
shall devolve on the Vice-Chairman (S.193(3) & (4) of the Act).

2. The Chairman may also delegate such of the specific functions like
education, works programme to the Vice Chairman and in like manner
withdraw the delegation (S.193 (2) of the Act).

31 If there is a vacancy in the Office of Chairman and the Vice Chairman
has been continuously absent from the district for more than 15 days or
is incapacitated for more than 15 days, the powers and functions of
Chairman shall devolve on a member of the ZP appointed by Government.
The member so appointed shall be styled as temporary Chairman but he

shall exercise the powers and perform the functions of the Chairman
(5.193 (5) of the Act).
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1)

2)

MEMBERS OF ZPTC - FUNCTIONS

The ZPTC members are entitled to be granted copies of proceedings of

Zilla Parishad meetings as prescribed in G.0.Ms.No.224 PR & RD MdI-
1 dt.10.4.95.

If the Chief Executive Officer declines to grant copies for the reason that
it is of a confidential nature, his decision thereon shall be final.

ZPTC members will cease to hold office if they incur any of the
disqualifications specified under Sec. 18-22 of the Act.

ZPTC members have to instil a spirit of self help and mobilize public
contribution or voluntary labour whenever works are taken up in his
jurisdiction.

Any member may bring to the notice of CEQ/Chairman/ZP, any defect or
default in the execution of any work or in the discharge of functions of
any officer including negligence in the discharge of duties (S.194 of the
Act).

He is a permanent invitee to meetings of MPs concerned.

Can visit the ZP High schools under his jurisdiction.

Members of ZPTC may resign by sending ntoice to the District Collector.

Food Advisory Committee / Sub... Advisory Committee - Member
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(1)

(2)

(3)

(5)

ELECTION OF MEMBERS OF
STANDING COMMITTEES

(Rules issued in G.0.Ms.No.238 PR&RD dt.20.4.95)

Within 60 days of the constitution of Zilla Parishad and election of
Chairman and Vice Chairman are held the Zilla Parishad shall elect
members to its Standing Committees.

If for the reason of non conduct of election to the office of Chairman or
for any other reason to be recorded in writing the Government can
postpone such date upto a maximum of 90 days.

If the lection to the Standing committees are held on the date of election
of Chairman, the elections to the Standing Committees should be held in
the order indicated. If however the lections for some standing committees

is adjourned they shoud be taken up in the order as mentioned in Sec.187
of the Act.

The Chairman or in his absence the Vice Chairman shall preside over
the election of members of Standing Committees and in the absence of
both a member chosen by the members shall preside,

The Chairman shall be Ex-officio memebr of all Standing Committees
and shall preside over the following Standing Committees.

(1) Standing Commiittee for Rural Development.
(2) Standing Committee for Planning and Finance.

(3) Standing Committee for Education and Medical Services.

(4) Standing Committee for works.

The Vice Chairman shall be the Chairman of Standing
Committee for Agriculture, one women member, one member from SC
community will be nominated by Chairman as Chairman of Standing
Committee for Women Welfare and Chairman for Standing Committee
for Social Welfare.

(@)  The strength of the members of Standing Committees shall be so
fixed that the total number of members of Zilla Parishad shall be
divided by 7 and the number arrived at.
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(7)

T4

(b)

()

(d)

(e)

No member can be a member of more than one Standing
Committee.

the nominaticn for each Standing Committee shall be proposed
by one member and seconded by another. Both proposed and
seconded number of candidates is equal to the strength, the
Presiding Officer shall declare them as elected. If less number of
nominations are received he will declare them elected and conduct
elections for the remaining seats then or sometime later. If the
number of members are more than seats an election shall be held.
The ballot listing out the names will be circulated to all members
and they should put (tick) mark against the member whom they
choose. If any member votes for more number of candidates, the
votes from the top upto the number of available seats will be taken
into cognizance and the rest ignored.

The quorum for convening meeting to elect Standing Committee
members is atleast more than half of the strength of the members
then on the ZP who are entitled to vote at the election. If it is an
adjourned election meeting the quorum is not required.

The District Collector shall be invited to participate in all Standing
Committee Meetings.

One half of the members of Standing Committee for women should
be from women members and one half of members of Standing
Committee for Social Welfare shall be members from SC
community. If more contestants are there the votes of the members
from women / SCs as the case may be counted first and those
securing maximum number of votes to constitute half the strength
shall be declared and others in excess of strength fixed ignored.

Immediately after the electioné are over the presiding officer shouid
prepare a list of members elected to each standing committee and publish
on notice board as well as inform the members concerned.
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1)

3)

3)

6)

7)

8)

T.A.& D.A. ADMISSIBLE

If a Member of Parliament attends a Standing Committee or General
body meeting while the Parliament is in session, he shall be paid flight
charges from the general funds. The facility can be made use of only
once during a session.

Invitees like Mandal Parishad President etc., are entitled to claim.
Travelling allowances as per rules prescribed in G.0.Ms.No.161 PR&RD
dt.18.3.95.

First class train fare for travel (between places connected by train).
Bus fare (in case public transport is available).

Mileage @ Rs.2/- per KM (subject to a maximum of Rs.600/- per day is
admissible for journeys not connected either by train or public transport.
If the member attends in his conveyance his claim for mileage will be
limited to 1st class train fare or public transport bus fares as the case
may be (Whenever such places are connected by train or public transport).

The invitees are entitled to a sitting fee of Rs.75/- on meeting days. No
DA is admissible for these days.

The travelling allowance bills shali be submitted to the Chief Executive
Officer soon after the meeting (the bills presented after six months cannot
be entertained) for counter signature and arranging payment.

The ZPTC members including coopted members can only draw sitting
fees onmeetings days and no TA or DA will be paid to them. Consequent
on the grant of honorarium of Rs.1500/- to ZPTC members including
coopted members in G.0.Ms.No.557 PR&RD dt.1.2.96 and
G.0.Ms.N0.408 PR&RD dt.27.7.96 these members are entitled to draw
only sitting fee of Rs.75/- on the dates of meeting of Standing Committees/
General Body as the members are in receipt of Rs.1500/- as honorarium
towards TA for their tours in the district.

Other members as specified in (ii) (iii) (iv) of Sub Sec.3 of Sec.177 are

entitled to claim and draw allowances for attending Standing Committee/Zilla
Parishad meetings in terms of G.0.Ms.No. 596 PR&RD dt.16.8.1995,
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CONDUCT OF BUSINESS AT
THE MEETINGS OF THE
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(1)

(2)

CONDUCT OF BUSINESS AT
THE MEETINGS OF THE ZILLA
PARISHAD OR ITS STANDING

COMMITTEES

The meetings of the Zilla Parishad shall be convened once in every month
and as often as possible but if during a period of 90 days if no meeting is
held the Chief Executive Officer shall be liable for disciplinary action.
The Chief Executive Officer should put up files for fixing dates for the
meetings of ZP. In case the Chairman fails to fix a date within the period
of time, the CEO himself would convene the meeting and communicate
the agenda. Under Sub Sec (6) of Sec 193 of the APPR Act, the Chairman
incurs disqualification, if no meeting of the Zilla Parishad is held within a
period of 120 days (i.e. the statutory period of 90 days plus grace period
of 30 days) foliowing such period.

Under Rules 73 & 74 of the Rules issued in G.0.Ms.No.218 PR&RD
& Relief (MdLl) Department Dt.31.3.95 each Standing Committee should
meet atleast once in a month. The CEO shall convene the meetings of
the Standing Committees. The meetings shall be held on such date and
time as the chairperson of the Standing committee may specify in
consultation with the Chairman, Zilla Parishad.

Under sub-section 6 of Sec 187 of the APPR Act, the decisions of
the Standing Committees are subject to the ratification by the general
body of the Zilla Parishad, which may approve, modify, rescind, or reverse
such decision.

The subjects requiring sanction or review will have to called from the
District Level Development Officers for placing before Zilla Parishad not
only for review the activities but suggest measures for optimum distribution
of funds on schemes benefiting larger sections of society. The Zilla
Parishad could suggest to Government the ways for equitable dispersal
of funds to enable backward regions to develop.

The meetings of Zilla Parishad are of ordinary, urgent and special nature.
The issue of notices for an ordinary meeting is 6 clear days, for urgent
meeting with two days interval and special meetings to consider special
subjects like consideration of budget specify 7 clear days notice.
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(4)

(5)

(6)

82

A requisition meeting can be called for if 1/3rd of the members then on
the Zilla Parishad hand it to the Chief Executive Officer and or Chairman.
if within 3 days the Chairman fails to act upon it the meeting can be
convened by the members signing the requisition and the CEO is bound
to provide records and assist in the transaction of business.

A properly convened Meeting of a Zilla Parishad shall not be postponed
to a later date except on the requisition of 50% of the members then on
the Zilla Parishad.

(a)

(c)

(d)

(e)

All meetings of Zilla Parishad shall be convened in the head
quarters and in the office only and not to be held on holidays
observed by the Zilla Parishad expect when the Assembly /
Parliament is in session and the session is likely to extend to such
period by which time the statutory period allowed for convening
meetings will lapse.

No meeting shall be convened on any day observed as a holiday
for the Zilla Parishad.

For the convenience of the MLAs or of MPs while the house is in
session, meetings can be convened during holidays to enable the
members to be present as there will be no session on Sundays
and other holidays.

Every meeting will be presided over by Chairman or in his absence,
the Vice Chairman or in the absence of both, a member chosen
by the members present.

If within half an hour of the scheduled time for the meeting the
quorum is not formed, the Chairman or the Presiding member will
adjourn the meeting by recording the fact in the Minutes Book.
The quorum for a meeting is 1/3 of the members then on the Zilla
Parishad.
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BUSINESS DURING THE MEETING

1. The order of the business during each session shall be in the following
order.

Interpolations or questions

Any member may send a question relating to any matter pertaining
to the administration of the Zilla Parishad atleast 15 days before the date
of meeting. The Chairman shall decide the admissibility of the question
as well as the manner in which it should be answered either a written
reply or to answer it orally in the meeting.

Vi Papers to be laid on the house

Allimportant policy references received from Government and Heads of
Departments will have to be placed before the house.

3. Points of orders
The point of order is a raising by the Presiding member on any
question as to the manner or priority of subjects for discussion, their
admissibility and the different views expressed by members will be wound
up on the ruling on point of order by the chair.

4 Reporting of casual vacancies if any and the election to such members if
they are Standing Committee members.

%, Matters relating to urgent business to be transacted.

6. Recommendation of the Standing Committees to be placed before the
General Body for approval.

7. Other oificial business.

Dr. MCR HRD Institute of Andhra Pradesh 8BS







Chapter 21

PROVISIONS RELATING TO
MEETING FOR ZILLA
PARISHADS






PROVISIONS RELATING TO
MEETING FOR ZILLA PARISHADS

U The mestings of the General body of Zilla Parishads will be convened by
the CEO after obtaining the dates from the President. In cases to ensure
to convening of meetings regularly (keeping in view the provisions relating
to disqualifications for non convening of meetings during a consecutive
period of 90 days the Executive Authority may himself convene the
meeting by fixing up a date and time. All meetings have to be convened
in the offices of Zilla Parishads only.

2. No meeting shall be convened while the Assembly/Parliament is in
sessions. However during the holidays (like Sunday or other public
holidays during the sessions) of the Assembly/Parliament a meeting can
be convened.

3. Notice of intimation will be given with atleast 6 clear days of interval
(excluding the dates of issue of notice and date of meeting).

4. Urgent meeting can be convened with two clear days notice.

5. The agenda for meeting will be prepared and circulated to the President.
The Chairman/President may add additional subjectsfitems but all items
required to be placed will have to be included in the agenda. The CEOQ
may include any item relating to the administration of ZP which require
the consideration and approval of ZP.

6. A meeting shall be convened on requisition in writing signed by atleast 1/
3rd of the members of the Zilla Parishad. the notice thereof will have
to be delivered to the Chairman/President specifying the date and time
and should be delivered to CEO/President/MPDO atleast 7 days in
advance. If the President/Chairman fails to convene the meeting within
three days from the delivery of such requisition, members who signed
the requisition may themselves convene the meeting and the MPDO/
CEO shall cause production of records and other assistance required by
the members.

i A properly convened meeting shall not be postponed or adjourned, to a

later date unless upon a written request of not less than one-half of the
members then on the Zilla Parishad.
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8.

10.

11.

124

13.

14.

15.

16.

17

18.

90

Every meeting shall be presided over by the President or in his absence
the Vice President or during the absence of both a member chosen from
among the members present at the meeting.

All the meetings of the Zilla Parishad shall be open to the public unless
the Presiding Officer for any reason decided otherwise.

In case of any resolution not carried out unanimously the names of the
members who vote for and against the resolution shall be recorded.

Quorum: No business shall be transacted at a meeting of the Zilla Parishad
unless atleast one third of the members are present at the meeting.

if no quorum is formed at any meeting within half an hour from the
scheduled time, the meeting stands adjourned unless all the members
present agree to wait longer.

If at any point of time during the conduct of business at a meeting there
is no quorum, and the matter is brought to the notice of the Presiding
Officer and even after 15 minutes quorum is not present then he shall
adjourn the meeting to a later hour or to the next day.

No resolution of ZP can be cancelled within three months of its
passing except in a meeting specially convened in that behalf and
supported by not less than one half of the members then on the MP/ZP.

The minutes of the meeting shall be prepared immediately and after the
meetings is concluded it should be signed by the Presiding Officer. The
proceedings of the meetings should be circulated to all the members
and also to the Commissioner PR within 7 days.

The names of members who attend the meeting late or level the meeting
early shall also be recorded in the Minutes book.

All permanent invitees to the meeting can participate in the deliberations
but shall not be entitled to vote.

A dissent note can be given by any member immediately after the
conclusion of the discussion on the subject and it shall form part of the:
proceedings. Where the CEO brings to the notice of ZP any Standing
Orders of the Government and a resolution is passed not in consonance
with the advice of President, CEO the fact should be recorded in the
Minutes Book. During a meeting members should not make any
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18.

20.

21.

22.

23.

24.

25,

26.

27.

28.

comments on a judicial decision, personal charges against officers or
other members. The members should not use any Offensive language
or defamatory words while participating in discussions.

No member shall speak on a matter after the subject is put to vote.

A member should not speak for more than more than five minutes on
any resolution except the mover who can take ten minutes.

No member including the Presiding Member to take partin the discussion
where any item in which he has pecuniary interest is included for
discussion in the meeting. Such members should be absent during the
discussion on the subject and join the meeting after the discussion is over.

DECORUM

Members should conduct themselves in a decent and dignified manner
while participating in meeting and when ever they are asked to resume
their seats they should obey the chair. They should also get permission
from the Presiding Officer before they seek on any matter,

URGENT RESOLUTIONS
No business not included in the Agenda shali be brought for discussion
except in the form of a motion. Not more than one such motion shall be

allowed during a meeting. A motion which cannot be moved in the form
of a resolution should not be brought for discussion.

RESOLUTIONS

Any member may move a resolution relating to any matter concerning
the administration of Zilla Parishad.

The Presiding Member shall decide on the admissibility of a resolution
and his decision will be final subject to the provisions of Sec. 246.

If the resolution relates to a matter unconnected with the administration
of Ziila Parishad the Presiding Member may disallow.

Every resolution shail be ciearly and precisely expressed and shall raise
a definite issue.

A resolution should be of an affirmative character.
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29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

39.

40.

41.

92

Notice of a resoiution shall be in writing and be signed by the mover.

The Presiding Officer has the powers to decide on the relative precedence
of resolutions.

No member shall be entitled to ballot for more than one resolution at a
time.

Resolutions balloted but not reached or disposed of, shall lapse.

Whenever a member on whose name a resolution appears on the list of
business is called upon he shall either move the resolution or withdraw
the resolution or confine himself by making a statement.

If a member is absent when he is called upon (to move the resolution)
the resolution shall iapse.

Every resolution has to be moved and seconded and discussed before it
is put to vote.

The discussion on a resolution shall be limited strictly to the subject of
the resolution.

When any resolution involving several points has been proposed, the
Presiding Officer may divide it into suitable items and put them to vote
separately.

Routine resolutions like approval of expenditure need not be moved or

seconded.
QUESTIONS

Members should sent notice of a question atleast 15 clear days before
the date of meeting. Officers like CEO or any other officer may answer
supplementary questions concerning their subjects during the question
hour with the permission of the Chair.

A gquestion may be asked for obtaining information on any matter
pertaining to the administration of Zilla Parishad.

In order to be admissible a question should satisfy the following conditions:

a) it should not contain any statement not strictly necessary to make
the question intelligible.
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42.

43.

44

45,

46.

47.

48.

49,

b) A member himself is responsible for accuracy of the statement.

c) A question shall not carry arguments, inferences, ironical
expressions and defamatory statements neither it should be a
hypothetical proposition.

d) Shall not question the character or conduct of any person except
in his official capacity.

e) it shall not pertain to any individuat grievance of any member of
staff etc.

f) It shall not be excessive length.

g} A question once answered shall not be put again.

The decision of the Presiding member is final regarding admissibility of a
question (usually in public interest).

If a question appears in the name of one member the Presiding member
may permit any one to put the question.

The first 30 minutes of the meeting will be available for asking and
answering questions.

interpolations received at a particular meeting shall be disposed of in the
same manner.

After the discussion on the question is completed the Presiding Member
will put the question to vote and the voting will be by the method of show

of hands. In case of tie the presiding member shall have and exercise a
second or casting vote.

All questions shali be decided as per the majority decisions.

An item of business may be passed over if no motion is proposed in the
reference thereto.

A member is guilty of breach of order who

a) uses objectionabie or offensive words or faiis to withdraw them or
offer apology.

b) Wilfully disturbs the peaceful and the orderly conduct of the
meeting.

c) Refuses to obey any order form the chair.
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50.

51.

52.

53.

54,

55.

56.

57.
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d) Does not resume his seat when asked to do so by the Presiding
member.

A member may take objection to any offensive words used against him.

Objection to offensive words used against another member on being
directed by the Presiding Member, the member who spoke those words
shall withdraw them and offer apology.

If any member fails to withdraw he shall be guilty of breach of order.

The Presiding Member can caution a member who persists in irrelevance
or tedious repetition, and ask him to discontinue his speech.

The Presiding Member has powers to order the withdrawal of any member
whose conduct in his opinion is grossly disorderly.

In case of gross disorder a member can be suspended from any sitting.

After the discussion on a motion the question may be put to vote before
the closure of the meeting.

Copies of the proceedings of the Zilla Parishad and its Standing

Committee may be granted on payment of fees as prescribed in
G.0.Ms.No.224 dt.18.4.95.
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MEETINGS - PRESIDING OFFICERS

(1)

(2)

(4)

(5)

(6)

FUNCTIONS

The presiding member may also give an opportunity to any member who
would like to move a private resolution but such member should present
it 8 clear days in advance. He is not entitled to move more than one
resolution at a time.

The Chairman shall maintain order and decorum at meetings. Though
the Chairman can stop a member from proceeding further when he notices
breach of decorum or violation of code of conduct, usually on opportunity
is afforded to all members to express their opinions freely in a democratic
manner. Those whom he first notices getting up from his seat will be
given an opportunity to speak one after another. Members should speak
and to wind up within 5 minutes under rules.

The decisions are arrived at by eliciting the majority opinion in the subject
matter. The voting will be by show of hands. Each resolution shall be
moved by one member and seconded by another. Routine office subjects
need not be proposed and seconded. A pause of one or two minutes will
be observed to receive comments of members if any.

Whenever subjects where members or chairman have a pecuniary
interest come up such of those members or presiding officers

should withdraw from the meetings and may join after discussion of the
subject.

Questions and Resolutions may be moved by any member of the Zilla
Parishad or Standing Committees and they should be

a) in the affirmative.

b}) should not contain inferences, Ironical expressions, defamatory
statements, comments on personal conduct, abuses against
officers or comments, prejudicial views, should not contain names
of persons or contain personal grievances of staff or members,
shouid not be of excessive length and as regards questions,
questions answered once shall not be asked again.

The presiding member may disallow questions which do not pertain to
the subjects assigned to the Zilla Parishads.
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(7)

(8)

(9)

(10)

(12)

(13)

(14)

(19)
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If the member asking the question absents himself when his turn comes
up for answering, the question shall lapse.

Where there is equality of votes in deciding a matter or resolution, the
Presiding member has a casting vote.

No resolution passed during the last 3 months should neither be modified,
altered or cancelled except at a special meeting convened in that
behalf and by resolution of ZP supported by 50% of the members then
in the ZP.

The time of commencement of and closure of meeting should be noted
along with the names of members and the time of their entering the hall
or leaving for purposes of record.

The presiding member only will sign the minutes book and if any member
wants to record his negative vote or dissent note he will be allowed. All
members should sign in the attendance register of members which should
be closed after each meeting with the certificate mentioning the number
of members present including the Presiding member.

All proceedings of the meetings of Standing Committees and Zilla
Parishad should be communicated to all members by post under
certificate of posting.

All notices of meeting shall be served on members as provided for. It
should be served personally or delivery at the place of residence to himself
or any other adult member in the family, by leaving at the last known
place of abode (if he is not be found at his house) or by affixing at a
conspicuous place at the last resided abode or place of business or by
sending it by post under certificate of posting (G.0.Ms.No.506 PR&RD
dt.6.8.94).

For conduct of an adjourned meeting of SCs there shall be a guorum of
three members including the Presiding Member.

If any member persistently uses objectionable language or offensive
words, wilfully disturbs the peaceful and orderly conduct of meetings
refuses to obey the chair or does not resume his seat when asked by the
Presiding member, such member may be suspended to participate in
further proceedings Members may also ask another member to withdraw
his objectionable words and the presiding member may direct the CEO
not to include them in the proceedings.
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(@)  There will be separate Minutes book / Attendance register for each
Standing Committee to be maintained in the same manner as in
case of Zilla Parishad meetings.

(b)  Whenthere s difference of opinion between two or more Standing
Committee decisions, and such difference are not resolved by
placing it in a joint meeting of the Standing Committees such
subjects shall be decided by the General Body of Zilla Parishad.

{c)  The Presiding member can seek assistance of Chief Executive
Officer / Collector on any matter relating to provision of rules etc.
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REQUISITION MEETINGS

If 1/3rd of the members of ZP desire that a meeting of ZP should be
convened they may give it in writing for convening a meeting addressed to the
Chairman indicating the date and time. If the Chairman fails to convene the
meeting within 3 days of receipt of requisition, the members themselves can
convene the meeting at the said time and place by issuing notices to other
members. The CEO will produce the records required by the members. The
Chairman/Vice Chairman shall preside over the meeting or in their absence a
member chosen by the members present. This meeting shall be regulated as
per Rules issued in G.0.Ms.No.218 PR&RD dt.31.3.95.
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DISQUALIFICATIONS

The disqualifications of absence from three consecutive meetings, failure
to take oath of office and other disqualifications under Sec. 18, 19,20& 21 and
252 of the Act are applicable to all members.

Under Sub-sec (2) of Section 21 of APPR Act whenever a member incurs
disqualification for failure to attend three consecutive meetings and such member
applies to the Zilla Parishad for restoration within 30 days he shall be deemed
to have been restored to his membership. In this case the restoration is
automatic. If the member so restored to his mem bership again incurs
disqualification for his failure to attend three consecutive meetings, he may file
an application again to the Zilla Parishad within 30 days for restoration and the
Zilla Parishad may restore him to his membership. In other words restoration is
automatic in the first instances and depends on the decision of the Zilla Parishad
in the second instance.
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NO CONFIDENCE MOTION
AGAINST THE CHAIRMAN/VICE
CHAIRMAN

(Sec.245)

A no confidence motion against the Chairman Nice Chairman may be
submitted in the form of a notice signed by one half of the members of the Zilla
Parishad and presented to the District Collector. The Collector will convene a
special general body meeting giving date, fixing time and venue and if during
the meeting so convened for the purpose, to be presided over by the District
Collector and 2/3rd of members of the Zilla Parishad vote in favour of the
resolution, the presiding officer shall submit a report regarding removal of the
Chairman/Vice Chairman.

Fraction of 1/2 and 2/3rd

The Government will examine and issue a notification removing the
Chairman/ Vice Chairman from office and with effect from such date specified
In such notification shall cease to function as Chairman / Vice Chairman.
Provided that no confidence motion shall not be moved against the Chairman,
Vice Chairman within 2 years of the date of assumption by him of office.
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CHIEF EXECUTIVE OFFICER -
FUNCTIONS

(G.0.Ms.No.488 PR&RD dated 3.12.96)

1) The Chief Executive Officer wiil be appointed by Government and he is
liable to be transferred by Government. He will be governed by the
respective service rules applicable to him.

2) Under the Erstwhile District Boards the President was the Executive
Authority. After the formation of zilla Parishads Government have
considered the necessity to post a Senior Level Officer to be its Executive
Authority as the volume and nature of work entrusted to the Zilla Parishads
was next only to Collectors Office in the district.

Statutory Functions:

The CEO is the Chief Executive authority of the Zilla Parishad and holds
executive power for the purposes of carrying out the provisions of the Act viz.,

1) Exercise all the powers and perform all the functions especially conferred
or imposed upon him by under this Act, or under any other law for the
time being in force.

2) Lay down the duties of all officers and servants of or hoiding office under
Zilla Parishad in accordance with the rules made by the Government.

3) The Chief Executive Officer shall be entitled to attend all the meetings of
the Zilla Parishad or its Standing Committees including any meeting of
the Mandal Parishad and take part in its discussions thereat but shall not
be entitled to vote or move any resolution.

4) Call for any information, return, statement of account or report from any
officer or servant of or holding office under the Zilla Parishad or a Mandal
Parishad or the Institutions, thereunder in matters of executive
administration and those relating to accounts and records of the Zilla
Parishad or the institutions thereunder.

5) Shall have the custody of all papers and documents connected

with the proceedings of the Zilla Parishad and of its standing
committees.
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6)

7)

8)

9)

10)

11)

12)

13)

14)

15)
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Shall be responsible for implementation of the resolutions of the Zilla
Parishad and of the Standing Committees thereof.

Shall supervise and conduct the execution of all activities of the Zilla Parishad.

Shall take necessary measures for the speedy execution of all works
and development schemes of the Zilla Parishad.

Shall have the power to enter upon and inspect any work, scheme or
institution under the management of the zilla Parishad.

Shall have the power to enter upon and inspect any work, scheme or
institution under the management of a Mandal Parishad of the Zilla
Parishad or its Standing Committee so direct.

Shall be the competent authority to enter into agreements and to sign
and execute them in the name and on behalf of the Zilla Parishad from
time to time.

Implement such specific directions issued by the Zilla Parishad as it may
think fit regarding the performance by him of any of the functions assigned
to him under the Act.

Shall immediately execute the orders passed by the government in
exercise of powers conferred by the Act and rules made thereunder or
any other law for the time being in force and forthwith send a compliance
report to the Government and place a copy thereof before Chairman and
Vice Chairman.

Shall exercise such other powers and perform such other functions as
may be prescribed.

The Chief Executive Officer shall with the approval of or on the direction
of Chairman convene meetings of the Zilla Parishad so that atleast one
meeting of Zilla Parishad is held once in amonth and if the Chief Executive
Officer fails in this duty, with the result that no meeting of the Zilla Parishad
is held within a period of 90 days from the date of the last meeting he
shall be liable for disciplinary action under the relevant rules.

Provided that where the Chairman fails to give his approval for
convening the meeting so as to hold a meeting within the period of 90
days the Chief Executive Officer may himself convene the meeting in
manner prescribed.
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16)

17)

The Government shall pay out of the Consolidated Fund of the State,
the saiaries, allowances, leave allowances, pension contributions of the
Chief Executive Officer appointed under sub-section (1).

The Government shall have power to make rules to regulate the
classification and methods of recruitment, conditions of service, pay and
allowances and disciplinary control of the Chief Executive Officer
appointed under sub-section (1 )

The Chief Executive Officer shall have administrative powers and
discharge the functions as mentioned hereunder.

(Rules issued under G.0.Ms.No.488 PR & RD dt.3.12.96)

Administrative:-

ik

Call for any information, return, statement of account or report from any
officer or servant holding office under the Zilla Parishad or Mandal
Parishad including Parishad Education Officer, Accounts Officer and
Executive Engineer,

Intimate the vacancies whether casual or arising by efflux of time in the
office of the various members of Zilla Parishad and any Standing
Committee thereof.

Supervise and control the execution of all activities of the Zilla Parishad.

Have administrative control over all officers working under the Zilla
Parishad.

Sanction increments and all kinds of leave except special disability leave
to the Mandal Development Officers.

Make additional charge arrangements of the Mandal Parishad
Development Officers during training, leave etc, and to sanction additional
charge allowance as per rules.

Initiate confidential reports every year on the work of the District
Officers under the control of the Zilla Parishad including the Deputy
Chief Executive Officer, Executive Engineer, Accounts Officer,
Mandal Parishad Development Officers and Parishad Education
Officer and shali countersign the confidential reports of
employees belonging to education, accounts, general and engineering
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10.

11.

wings which will be initiated by the wing officers concerned and be the
custodian of the personal files (of the staff for which he is the appointing
authority).

Review the work and tour diaries of Deputy Chief Executive Officer,
Parishad Education Officer, Executive Engineer (PR), Mandal
Development Officers and Accounts Officer, and Officers under the control
of Zilla Parishad. The Superintending Engineer will receive copies of the
CEOs review of Execution Engineer;s diary.

Shall be competent to Countersign Travelling Allowance Bills of the
Deputy Chief Executive Officer, Parishad Education Officer, Executive
Engineer, PR Accounts officer and other Officers under the administrative
control of the Zilla Parishad.

Sign and draw his own Travelling Aliowance bills.

(@) To inspect Mandal Parishad in the district excluding the Mandal
Parishads to be inspected by the District Collector and Revenue
Divisional Officer, Sub-Collector including the half yearly inspection
of loans branch and allocate inspection work to other District
Officers.

(b) To take up random inspection of Mandal Parishads and Gram
Panchayats.

Financial Powers:

12.

118

Financial: To sanction allowances of pay and transfer travelling
allowances and loans to the employees mentioned below:

(@) (i) Superintendents, Senior Assistants, Accountants of Zilla
Parishad
(i) All Medical Officers of the regular dispensaries and CDM
stores, Zilla Parishad
(i) Headmasters and teachers of Zilla Parishad secondary
schools.

(b)  Supply of medicines and other accessories subject to the budget
provision and to sanction the cost on production of bills.

(¢)  Any other advances provided for under rules.
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13.

14.

15

16.

17.

18.

19.

20.

21.

22

23.

24.

25.

Order investigation into the delay in the payments of salaries and
aliowances of employees of Zilla Parishad and'sanction of payment after
investigation, if the claim does not exceed two years.

Sanction excess consumption of petrol for the vehicles of the
Zilla Parishad if the excess is not more than 25% of the scheduled
quota.

Sanction amounts for payment of compensation for land acquisition cases
as determined by the Land Acquisition Officer.

Sanction time barred travelling allowance bills of non officials except
Chairman Zilla Parishad.

Seal, endorse, transfer, negotiate or otherwise deal with Government
securities, standing in the name of the erstwhile District Board with the
approval of the Zilla Parishad.

Sanction investment of the funds of the Zilla Parishad in Government
securities, cooperative and commercial banks and National Savings
Schemes with the approval of the Zilla Parishad.

Sanction office rent for the Zilla Parishad and other Panchayat Raj offices
on the strength of the valuation certificates exceeding Rs.1,000/- per
month but not exceeding Rs.2000/- per month (G.0.Ms.No.395 PR&RD
dt.22.9.98)

Sanction expenditure towards expenditure on repairs to light motor
vehicles upto a limit of Rs.10,000/- (Rupees ten thousand only).

Sanction contingent expenditure upto Rs.1,000/- each case.

Permit the Headmasters of Secondary Schools to utilise upto Rs.750/-
from the Audio Visual Education Fund for electrification of school buildings.

Sanction, payment of taxes, fees, land revenue and charges payable to
State Funds (to the Revenue Department) by the lessees of endowment
lands.

Sanction payment of postal and printing charges.

In case of emergency sanction amount upto Rs.1,000/- with the approval
of Chairman Zilla Parishad (G.0.Ms.No.14, PR&RD dt.9.1.89).

Dr. MCR HRD Institute of Andhra Pradesh 119




Chief Executive Officer - Functions Functionary Manual

26.

27.

28.

29.

30.

31.

32.

Sanction for purchase of stationery not exceeding Rs.1,000/-.

Sanction for purchase of the steel and wooden furniture not exceeding
Rs.2,000/- and Rs.1,000/- towards repairs to furniture per annum.

Sanction for purchase of bulbs and lamps not exceeding Rs.500/- per
annual.

Sanction for purchase of books, maps and periodicals not exceeding
Rs.400/- per annum.

Sanction for repairs to typewriters not exceeding Rs.600/- per
annum.

Sanction of loan for subscribers of PF.

Sanction of pensionery benefit to non teaching staff working in the
MPs/ZP

NOTE:

Every item of expenditure sanctioned by the CEO shall be placed with the

remarks of the Accounts Officer, Zilla Parishad before the Standing Committee
for information.

Education:

1.

120

He shall be the member convenor of the District Education Committee.
He has to constitute the District Education Committee within 30 days
from the date of election of Mandal Education Committee by giving 10
clear days notice.

He shall be Election Officer for election of coopeted member of District
Education Committee which will take place in the first meeting of D E.C.

If the District Education Committee passed any resolution against the
government rules and regulations the CEO send the same to the Collector
for clarification. The clarification issued by the Collector after consultation
with the government is final and the District Education Committee will
implement accordingly.
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Touring:

In Govt. Ms.No.673 PR dt. 25.10.,81, Govt. have prescribed the following
minimum tour days for CEQ and Dy. CEO for inspections and enquiries.

i)

vi)

vii)

viii)

The Chief Executive Officer shall tour for a minimum of 12 days
and 2 night halts preferably in Mandal Head Quarters.

The tour notes may be sent to the MPDO and institution with a
copy to Wing Officers for submission of rectification reports.

Tour notes should be submitted to Collector, Chairman and other
Heads of Departments.

During tours, the CEO should inspect works and institutions and
discuss the financial and physical progress of works with
MPDOs.

If possible joint tours can be organized so that on the spot decisions
can be taken by the concerned officers.

The advance tour programme shall be circulated to Chairman and
Collector for information.

Copies of tour programmes should be marked to all Presidents of
Mandal Parishads and ZPTC members and MPDOs to enable them
to meet the CEO in case of any work.

The tour programme of the Deputy CEO will be approved by CEQ
who countersigns his T.A bill.
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DEPUTY CHIEF EXECUTIVE

OFFICER - FUNCTIONS

(Rules G.0.Ms.N0.490 PR dt.3.12.96)

Administrative:

1. The Deputy Chief Executive Officer shall

a) Supervise the day to day functions of the office of the Zilla Parishad.
b) Sanction leave except special disability leave increments and pay
fixation to all categories of employees of the Zilla Parishad upto
the level of Junior Assistants other than the teaching staff.
c) Initiate confidential reports to employees in the office of the Zilla
Parishad other than those belonging to Education, Accounts and
Engineering wings.
d) Carry on all interim correspondence with all District Officers and
Government.
e) Open Service Registers and to attest the entries in the SRs of all
Non-Gazetted Staff working under the control of Zilla Parishad.
f) Purchase of livery for peons and drivers.
Financial;
1. Sanction payment of the following advances to all categories of
employees:

i) Tour advance.

i} Educational advances.

iif) Festival advances.

Iv) Advance of pay and T.A. on transfer upto the level of Junior Assistants.

2. Sanction petty contingent charges upto Rs.250/- in each case from
general funds and Parishad Education Fund.

3. Make payment of pay bilis, T.A. bills, advance bills etc. of all the staff
working under the Zilla Parishad and Contingent bills.
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4.

10.

Sanction payment of premia on Life Insurance Policies from the Provident
Fund.

Sanction for the purchase of the payment of cost of the postage
stamps.

Grant permission to issue fresh cheques in lieu of time barred cheques.

Sanction contingent expenditure upto Rs.500/- towards repairs to Zilla
Parishad vehicles.

Pay monthly petrol and oil charges and servicing charges of Zilla
Parishad vehicles within the limits fixed for expenditure on petrol
and oil.

Sanction expenditure for consumption of electricity, telephone,
maintenance of typewriters and other contingencies such as hot and
cold weather charges.

Sanction admission of employees to General Provident Fund who are
eligible for admissior

NOTE: Every item of expenditure sanctioned by the Dy.CEO shall be placed
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with the remarks of the Accounts Officer, Zilla Parishad before the
Standing Committee-I for information.

Dr. MCR HRD Institute of Andhra Pradesh




Chapter 28

PARISHAD EDUCATION
OFFICER - FUNCTIONS






PARISHAD EDUCATION
OFFICER - FUNCTIONS

(Functions prescribed in G.0.Ms.No.1194 Education T2, dt.26.12.77)

1. Parishad Education Officer is an officer borne on the cadre of Education
Department and works under the control of the Zilla Parishad to assist
the Zilla Parishad in the work of management of secondary schools,

2. He is responsible for drawal of salaries to the teaching and non-teaching
staff working in the Zilla Parishad Schools. The amount will be made
available by 1st of every month by the DTO on authorization by Local
Fund Audit Officers.

(Memo No.23238/Act | Pr & RD dt.13.6.94)
(U.O.Note No.16626/375/Exp. PR & RD dt.8.6.94)

a)

b)

In respect of posts not covered by sanction of Government either
the school committees should meet the salaries or the Zilla
Parishad with the approval of Government may meet the
expenditure from General funds of the Zilla Parishad.

Acquittances should be submitted by the Headmasters properly
on the dates fixed by the Zilla Parishads. Similarly bills should be
submitted to the Zilla Parishad by 16th of each month whenever a
person absent without permission of the H.M. should deduct pay
for such unauthorized absence and after receiving appropriate
orders of the Zilla Parishad shall take further action regarding
disbursement.

The increments to staff working under each institution will be
sanctioned by the Head master and that of the Head master by
the Chief Executive Officer or if so delegated by him, by the
Parishad Education Officer.

The Government in Education Department makes provision for
releases funds by Audit Officer LF A/c or DEO.

The Parishad Education Officer also sanctions maternity leave to
all women employees, sanction of all kinds of leave except special
disability leave to aif teachers except headmasters, the leave to
Headmasters will be sanctioned by the CEO.
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f The newly recruited teachers are allotted by the District Selection
Committee to the unit of Zilla Parishad. Postings to teachers will
be approved by the Chairman and issued by the CEO.

Academic:

1. The PEO shall visit schools for surprise visits and inspections, including
upper primary schools, primary schools under the control of the Mandal
Parishad .-

2. He should evolve a questionnaire of inspection of schools and examine
the following.

i) Infrastructurat facilities including provision of play ground, Lab
facilities, library etc.

i) Strength classwise and explore reasons in uneconomic sections,
proposals for shifting excess posts to the needy schools during
the beginning of academic year.

iiiy + Awvailability of all subject teachers .such as Physical sciences,
Natural sciences, language pandits etc.

iv)  The persons who have not put up fesidence and operating from
nearby towns.

V) The percentage of passes in X & VIl classes and initiating
disciplinary action against subject teachers as well as Head
masters (subjects where more than 50% of students failed).

vi)  Steps for arranging extra classes for backward pupils.

vi)  Arranging Common Examinations tests, slip tests and circulation
of notes and Synopsis etc. to students on difficult topics and
subjects.

viii) The work turned out by Craft instructor in production of usefully
productive schemes, the initiative on the part of PET or drawing
teacher etc., in their jobs to be evaluated during his visits to schools.

ix)  Inspection of accounts of collection and utilization of special fee
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funds, reimbursement claimed from Government for SC/ ST/BC
students towards payment of special fee.
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X) Organising district events like cultural programmes of song and
drama from ZP institutions.

xi)  Periodical review with HMs on academic matters like guidance on
preparation of lesson plans and making suggestions for further
improvement.

xiiy  Distribution of free text books, note books to SC/ST/BC students in
time.

xiii)  Review of implementation of school cultural programmes in ZP
schools.

xiv)  Watch by getting periodicals on the issue of quarterly/half yearly
progress reports to parents of ZP schools on the academic
performance of their children.

3! The PEO should check up whether the benefits available at school are
fully made use of by ZP institutions.

4 To obtain rectification reports from the Head Master within 30 days of
inspection and following it up.

o To ensure that all schools are taken up for regular inspections TIRS by
departmental officers and follow up on the reports issued by the HMS
concerned.

Administrative:

(1)  He shall conduct enquiries on teachers, Headmasters and non teaching

(2)

3)

(4)

staff both preliminary or in pursuance of Rule 20 of CCA rules and submit
reports to CEO for final action.

Whenever any defalcation or misappropriation of funds is noticed a report
should be submitted to CEO, DEO and Chairman and steps should be
taken in pursuance of CCA rules and also to file a criminal complaint if
criminal intention is established.

Maintain Service Registers of staff and attest service verification
certificates.

He should attend the Standing Committee meetings on Education and
Finance and appraise the Zilia Parishad and the SCs on the general
functioning of schools.
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6

(6)

(7)

(8)
(9)

(10)

(11)

(12)
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He should convene meetings of the MEOs and guide them in improvement
in enrolement of children into Primary Schools.

The PEO shali attend review meetings convened by the Chairman, the
CEOQ, Collector etc., regularly.

Attend meetings convened by DEO and should discharge any academic
duties.

Entrusted to him like assistance in Public Examinations, spot valuation etc.

Conduct during the beginning of academic year a conference of all
Headmasters which will be a forum for discussions of general school needs,
functioning of parents committees, the percentage of results in schools
in the district and other problems.expressed by them during the meetings.
Some academic experts also will be invited to address the conference.

Should get the number statements prepared and submitted along with
the budget of the ZP.

The PEO shall conduct enquiries into all complaints, allegations etc.,
received from the public or individuals and press reports and submit
detailed reports to the CEO and Chairman.

a) He shall maintain statistics and latest particulars of staff, strength
of schools, requirements of staff, infrastructure available and other
movable and immovable assets.

b) All gifts to schools by parents, school committees and old students
should be with the formal permission of the ZP.

c) The time tables of all teachers should be approved by the HM who
should see that all teachers take up the required number of teaching
hours per week.

d) The teachers should be insisted to cover the syllabus for all classes
particularly X & VI classes by the end of February every year.

e} in case of any difficulty, arrangements should be made to depute
staff from the neighbouring schools.

f) Special coaching classes should be arranged and revision also
should be taken up before examinations.
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(13)

(14)

(15)

(16)

(17)

(18)

g) Preliminary tests should be conducted by the District Common
Examination Board.

h} Controlling expenditure on secondary education and watching the
utilization of contingent and other grants sanctioned by the DEO.

i) Submitting monthly reconciliation statements of Audit Officer (LF
Audit} to facilitate authorization of grants on time.

Ensuring the implementation of the policies of Education Department
like posting of woman teachers to girls schools, construction of compound
walls to girls schools etc.

Ensure provision of equipment like laboratory chemicals, books to the
library, games and sports equipment, teaching aids, text books for
classroom teaching, chalks and dusters, maps, charts etc.

Action for constitution of School Committees particularly in newly opened
schools.

To scrupulously follow the guidelines issued by Govt. in G.0.Ms.No.205
Education, dated. 6.7.98, in the matter of transfer of teachers within the
district including inter-mandal transfers by following norms and limiting
the transfers to the period when ban is lifted.

The PEO shall also discharge such other functions as may be delegated
to him by the CEO. The powers delegated by the CEQ can also be
withdrawn if the CEO considers such delegation would no longer be
necessary.

Shall be responsible for disposal of audit objection on Secondary
Education Fund of ZP.
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ACCOUNTS OFFICER - FUNCTIONS

(1)

)

(3)

“4)

)

(6)

(7)

8

(G.0.Ms.No.379 PR & RD dt.30.7.85)

The Accounts Officer, Zilla Parishad shall be in over all charge of the
Accounts and finance of the Zilla Parishad. His main function isto actas
a financial advisor and as an internal auditor.

As an Accounts Officer he will cgmpile the accounts of the Zilla Parishad,
incorporating in the accounts of the Zilla Parishad the figures in respect
of engineering divisions and other branches in accordance with the
prescribed rules and instructions.

As an internal auditor he is responsible for pre-checking all the bills before
payment. He shall be responsible for proper maintenance of important
registers like Grants Appropriation Register.

As a financial advisor he shall offer his advise on any matter involving
financial implications, accounts and budget to the Chief Executive Officer
and other administrative officers of the Zilla Parishad.

All matters relating to financial sanction to be submitted to the Chairman
of the Zilla Parishad or Standing Committee, General Body including
agenda and works programme shall pass through the Accounts Officer
and his remarks thereon shall find place in the note to be placed before
the Chairman of Standing Committee or Zilla Parishad.

He shall exercise administrative control over the accounts staff of the
Zilla Parishad including engineering wing and he wil! initiate annual
confidential reports of Superintendents, Zilla Parishad, countersign the
confidential reports of the senior accountants, Mandal Parishads and
send them to authorities concerned for safe custody. He will initiate the
confidential reports of the Divisional Accounts Officer (W) PR and send
them to the Executive Engineers PR for further action.

He shall be under the administrative control of the Financial Commissioner
PR, the casual leave shall however be sanctioned by the CEO.

He shail be responsible for watching the report of adjustment and
utilization of grants sanctioned to the Zilla Parishads. He shall consolidate
the proposal received from the other wings of Zilla Parishads and prepare
the budget estimates and revised estimates under the general direction
of the Chief Executive Officer. The officers of the Zilla Parishad should
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9

(10)

(11)

(12)

(13)

(14)
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. furmsh all the.information required by:the chountg.efflcerf; dilla Panshad
“Inthis regard: He will also scrutinizé the proposals for reappropriatnon 6f

funds in the Zilla Parishad budget.

He shall scrutinize the budget estimates of the Mandal Parishads before
passing them a note with his comments to the Chief Executive Officer,
for being placed before the Standing Committee concerned for
approval.

He shall be responsible to see that all transactions relating to
cash and adjustments in the Zilla Parishad are recorded in the
books of accounts properly and promptly and shall compiie the
periodicals i.e. Monthly, Annual Accounts and financial return.
correctly and submit them to the authorities concerned on the due
dates.

He shall be responsible for the disbursement of pay and allowance of
arrears of the establishment of the Zilla Parishad Office. The maintenance
of Permanent Advance shall however, be maintained by the officers
concerned to whom Permanent Advance is sanctioned.

He shall inspect the accounts of Engineering Wing and other wings of
the Zilla Parishad quarterly, and those of Mandal Parishads haif yearly.
He shall check a percentage of initial accounts in the Engineering Wings
and Mandal Parishads and bring the defects to the notice of the Executive
Engineer PR or Mandal Parishad Development Officer.

As an internal auditor, all bills relating to the Zilla Parishad shall be pre
checked by the Accounts Officer before payment. No payment shall be
made without pre-check by the Accounts Officer, Zilla Parishad. He may
disallow any item which he considers irregular and issue check slips
questioning the authority for such disallowance. The CEO should normally
accept the advise of the Accounts Officer, where the Chief Executive
Officer differs from the advise in the interests of administration, he may
over rule and where he is not satisfied with the decision of the Chief
Executive Officer, is not in accordance with rules, the Accounts Officers
of Zilla Parishad shall note them in the register of Accounts
Officers objections and send extracts of the same to the Financial
Commissioner PR,

He shall pre-check the final work bills of Mandal Parishads and Zilla
Parishads, before payment. He shall also ensure proper maintenance
of Register of works.
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(15)

(16)

(17)

(18)

(19)

(20)

21)

He shall deal with the audit reports and inspection reports of the defects
pointed out therein and take steps to prevent the recurrence of such
irregularities.

He shall be responsible for disposal of AOs of ZP as well as watch the
disposal of audit objections in the other wings and the Mandal Parishads.

He shall be responsible for coordinating the work of regulating the
submission of utilization certificates of the Mandal Parishads and Zilla
Parishads.

He shall investigate any loss, misappropriation of defalcation of funds
which has come to his notice pointed out by auditors and scrutinize the
pointed accounts of Mandal Parishads and Zilla Parishads or any other
institution under the control of PR bodies and furnish his report to the
Chief Executive Officer with a copy of report to the Financial Commissioner
of Government.

When the monthly meetings of Executive Engineers and MPDOs are
heid, the Accounts Officer shall review the position in the settlement of
audit objections, adjustments of advances and submission of utilization
certificates and submission ‘of monthly and annual accounts and other
matters by holding meetings of the Divisional Accounts Officers and Senior
Assistants.

The Accounts Officer will draw his own pay and allowances.

The Accounts Officer shall be the Vigilance Officer of Panchayat Raj
Department for the District.
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DIVISIONAL

ACCOUNTS OFFICER - FUNCTIONS

(G.0.Ms.No.304 Fin & Plg dt.20.11.79)

Technical (Financial):

1.

The functions and responsibilities of Divisional Accounts Officers have
been incorporated in AP Public Works Departmental Code and AP Public
Works Account Code. The post is borne on the establishment of F inance
Department, consequent on the withdrawal of officers from Accountant
General's Office who worked on deputation. For some period some
posts were earmarked to Panchayat Raj Accountants also. This practice
was totally withdrawn and the present incumbents are all drafted from
Finance Department.

The Divisional Accounts Officer (work) is responsible for the correct
compilation of accounts from the data supplied to him (Para 33 of D
code).

As a custodian of original agreements and tender documents, the
Divisional Accounts Officer (works) should maintain a careful check of
all original tenders and agreements that are put up for reference in
connection with the audit of bills (Para 158 of D code).

As an internai checker, the Divisional Accounts Officer (works) is charged
with the responsibility of applying certain preliminary checks to the initial
accounts, vouchers etc. (Para 89 (a) of A code).

As Financial Assistant (i.e.) as the General Assistant and Advisor to the
Executive Engineer in all matters relating the accounts and budget
estimates or to the operation of Financial Rules generally (para 89 (a) of
A code).

In discharge of all the functions, the Divisional Accounts Officer is
expected to see that all sanctions, orders passing through the office and
other proceedings of Divisional Office and his subordinates which may
affect the estimates of accounts of actual or anticipated receipts and
charges are passed through the Divisional Accounts Officer (Para 89 (b)
of APWA code).
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6.

10.

11.

12.

13.

14.

15.

16.
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Solely responsible for issue of objections on account of excess over the
estimated cost or want of sanctioned estimate in the case of petty works
(Para 91 of A code).

Responsible for personally explaining the defects of procedure and
imparting necessary instructions thereon to the Sub-Divisional Officers
and their staff during the inspection of Subdivisions.

Responsible for the arrangements for checking the completed tenders
by personally conducting a test check and also see that a comparative
statement is correctly incorporated the totals checked on the individual
tenders.

(G.0.Ms.No.1035 PW dt.20.4.60).

The Divisional Accounts Officer is responsible for necessary check on all
sanctions accorded by the Divisional Officers except in the case of
technical sanction to estimates and sanction to write off stores or losses of
public money which will be audited by Audit Office (Para 8 of APWA code).

Responsible for bringing prominently to the notice of the Executive
Engineers atleast or ze in a month all irregular transactions on which
action was not already taken by the latter at the instance of SDOs or on
his own motion (Para 100 {2) of A code).

The SDOs primarily and the DAO secondarily will be held personally
responsible for losses if any arising for non obscurance of procedure laid
down in Para 255 of ‘A’ code in respect of Revenue realizations.

Should see that the intimations of change of emoluments is given to
Divisional Officers for recording the arrears of rents (Para 264 (7) of A
code).

Should conduct necessary check of regulation of rents of buildings and
lands (266 of ‘A’ code).

Should conduct the review of M books periodically (P.296 of A code).

Responsible for the corrections of contractors ledger (P.386 and 387 of
A code).

Responsible that no change advised by another Division or department
is considered final and adjusted with all the necessary vouchers have
been received (P.503 of A code).
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17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

Responsibility as a Primary Auditor (internal checker since 1961) extends
also to the examination of all claims included in bills presented direct at
Treasury (533 A code).

Should examine the Accounts return of Sub-Divisional Officer and also
Division Office Cash book and Stock Accounts before they are
incorporated in the monthly accounts (540 A code).

The arithmetical accuracy of entries recorded in M books and bills sent
for pre-audit should be checked cent percent in division office under the
supervision of Divisional Accounts Officer (W) though not personally by
himself (540 A code).
}

Responsibie that every order or sanction affecting expenditure to be
accounted for the monthly account is noted at once in a suitable register
(543 A code).

Should see that the total amount of cheques drawn by the Sub-divisional
Officers during the month does not extend the prescribed limit (542 A
code).

Ensure that the expenditure which is within the competence of the
Executive Engineers sanction and not incurred as a matter of course
under the orders of subordinate disbursing officer without his knowledge
(545 of A code).

Should ensure that without the orders of the competent authority the -
gross expenditure authorized is not exceeded or samples realized are
not utilized towards additional expenditure (P.547 of A code).

After check every voucher should be enfaced with the word ‘CHEC KED’
over the dated initials of the DAO (W) (Para 548 of A code).

The identity and the amounts of the cheques entrusted as cashed in the
Treasury Pass Book should be examined by the DAO (W) duly initialed
dt. (Para 552 A code).

Personally responsible for the accuracy of the amounts of petty vouchers
and initial stock accounts as stated in the schedule of Dockets (554 (2)
of A code).

When the Executive Engineer is specially authorized by the Government
to sanction carriage, handiing charges etc., (i.e store incidentals/store
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28.

29.

30.

3.

32.

33.

34

35.

36.

37.
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charges) upto a specified limit it will devolve upon the Divisional Accounts
Officer (W) to conduct the audit (i.e precheck of individual items of
expenditure against the Executive Engineer sanction 560 (1)
of ‘A’ code).

Should ensure that all items of stock accounts are correctly posted (566
of A code).

Required to sign all the schedules etc., accompanying the monthly
account (571 of A code).

Should take special steps early in March to bring to accounts all liabilities
and assets availing settlements and to effect clearance in March accounts
as many outstanding items as possible (574 of A code).

Responsible to see that all corrections advised by the Accountant General
are specially brought to the notice of Executive Engineer (579 A code).

Should see that in respect of new buildings entered in the register of
buildings and lands steps are taken to revise the rentals and correct
capital cost of building is noted in the register (584 of A code).

Should enter the new cheque book/ receipt book in the register of cheque
and receipt books (586 of A code).

Review of all registers, books and accounts of the Division office and
sub-divisional office may be conducted through the Divisional Accounts
Officer (W). (588 A of ‘A’ code).

When Executive Engineer is absent from headquarters the Divisional
Accounts Officer can sign monthly account and vendor account to the
Audit and this is to be followed by another copy signed by the Divisional
Officer on his return to Head Quarters (Para 571 of APWA code).

The Executive Engineer/Divisional Accounts Officer will be held
responsible for the delay in submission of the monthly’ accounts and
entry will be made in the personal files for future to furnish the monthly
accounts in time (Govt. D.0.N0.23973 - A/316 WA/A dt.23.9.88 Fin &
Plg. Dept).

The Divisional Accounts Officer (W) should not be entrusted with the
work of the drawal of bills of establishment under TR 16 of APTC Vol |
vide Government Memo No.14060/181/WA/182 - 1 dt.19.7.85 of Finance
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and Planning (FW - WA.1) Department Memo. No. K Dis 73623/ Sec I
(V) (1) dt.25.9.87 of Chief Engineer (R&B) Administration.

38. Instead of equating SDO and DAO for the purpose of such treatment as
a Senior member of the establishment next only to the Executive Engineer
in accounts matters due regard to be given to DAO.

(G.0.Ms.No.2388 PW 13.11.64, G.0.Ms.No.1636 PWD dt.13.7.64).

In G.0.Ms.No.1, Irrigation and Command Area Development
dt.15.1.98, the Government observed that there is no overlapping of
functions between the Divisional Accounts Officer and Superintendents
in the office of Executive Engineers.

The Government have clarified that the DAO (W) will confine himself
to the accounts, and the superintendents will ook after other
correspondence work in the office.

In addition to those in Sub Rule (C) of Rule 89 of the AP Public
Works Accounts Code following items will be looked after by the Divisional
Accounts Officer (works).

i. Ali establishment matters pertaining to technical establishment of
the entire division.

. Scrutiny of technical establishment bills, passing, submission of
travelling allowance bills of the technical establishment of the entire
division.

iii.  All confidential correspondence relating to work and establishment,
of the entire work.
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EXECUTIVE ENGINEER -
FUNCTIONS

Circular Memo.N0.23645/T2-74, dt.23.5.74 of CE (PR) AP (R)

He is head of the entire Panchayat Raj Engineering Branch serving all
the three tiers of Panchayat Raj, Gram Panchayats, Mandal Parishads
and Zilla Parishad and is answerable to these bodies in so far as
implementation of works Programme is concerned.

He should supervise the work of all Deputy Executive Engineers, Assistant
Executive Engineers, Assistant Engineers and other technical staff as
well as ministerial staff and exercise effective control as prescribed.

It is his duty to ensure that the works in all the PR institutions are executed
in time.

He should checkup and satisfy himself that all works are executed to the
required satisfaction by insisting the respective officers to submit periodical
reports on works.

He should also ensure that works are measured at completion of each
stage of execution and payments are made promptly for the work done.

He should give guidelines for various types of works depending on the
nature of work, availability of materials and labour and periodically review
at meetings, the pace of execution of works and for finding solutions
wherever problems crop up in areas like tribal pockets, delta areas.

He should take action for proper maintenance of accounts, maintenance
of records, particularly the M-books, the bills passed for payment, the
observations or any remarks of Accounts Officer while passing the final
bills and submission of physical and financial progress reports. He should
also take steps for close monitoring of adjustment of grants and the
amounts due from Government.

To submit periodical returns to the Zilla Parishad, and to department on
due dates and aiso to submit special reports whenever called for.

In cases of misappropriation by any member of staff a special report
has to be submitted to Government and Chief Engineer giving the details
of file no. of both the officers whether enquiry completed and disciplinary
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10.

1.

12.

13.

14,

15.

152

action concluded. Amount so far recovered and to be recovered and
criminal action if required. Govt.78974/A58/90 PR dt.21.11.90.

He shall be responsible for maintenance of correct stock of accounts of
all materials within his division.

To render correct accounts to the Zilla Parishad as prescribed, adhering
to rules, so that the monthly accounts, annual accounts, budget and
data in the annual administration report are properly maintained and
submitted to the higher authorities/auditors promptly.

To advise the Zilla Parishad on technical aspects of implementation of
different schemes, requirements of funds, and equipment and aspects
like proper maintenance of office buildings, school buildings, institutions,
Mandal Parishads and Gram Panchayat buildings, maintenance of roads
in PR sector, M! sources and others like cyclone relief centres,
programmes under drought, weaker sections housing and other
Government programmes entrusted to the PR Engineering Department.

He should chalk out a programme of inspections of the subordinate
officers (both detailed and random) follow the questionnaire, obtain the
approval of the SE for detailed quarterly programme of inspections.
Heshould ensure that ali Dy.Executive Engineers offices are covered
twice in a year once for detailed and the other, for random inspections
and the Asst.Executive Engineers once in a year. He should also inspect
the works programme of the Mandals.

He shouid achieve target of check measurement and super-checking of
works as provided in rules. He should cover all areas in the division and
should not confine his visits to nearer Mandals only or within easy reach
or other considerations.

He should ensure that all tools and plants purchased for the PR
Engineering Department are fully utilized and should not allow to be kept
idle when there are ample programmes where they can be put to use,
similarly vehicles like road rollers, tippers or lorries etc., and collect rents
through deductions as per the scale of rentals fixed.

He should organize a system by which all dues from contractors are
expeditiously recovered, materials rejected at site removed within 24
hours. Fines imposed upon them for breach or violation of agreements
are recovered from work bills and such other measures that could improve
quality of execution of works.
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16.

17.

18.

19.

20.

21.

As a head of office he is competent to sanction casual leave, other kinds
of leave, control over establishment and exercise disciplinary control
provided under rules and exercise financial powers like sanction of
advances, loans etc., applicable to Government servants as the services
of the staff were provincialised w.e.f. 1981.

The Executive Engineer should submit special reports with regard to the
damage to structure either due to faulty execution, use of substandard
material, or due to lack of proper maintenance, damage caused by human.
agency like agitators, riots etc., breaches to roads due to floods. Simitarly
to minor irrigation tanks and report to the higher authorities about
emergency action taken by him or the subordinate staff, and further course
of action to be followed up.

The Executive Engineer is responsible to submit periodical returns
as fixed by Engineer-in-Chief in format prescribed by the due dates.
For any earmarked and purposive grants separate periodicals
wherever prescribed should be submitted and also indicate

whether he would be in a position to utilise the grants fully before the
time allowed.

He shall get guidelines on the basis of general instructions issued by
Engineer-in-Chief, in the matter of deployment of work charged
establishment, their job charts, the authorities to whom they should report
and other services to be extracted from the staff including assistance in
the preparation of muster rolls for wage employment schemes JRY and
EAS. They should be paid on the first working day of every month the
wages/remuneration due.

a. He should get all the reports and registers brought upto date and
check up the important registers once in a month and all registers
once in two months.

b. He should also ensure maintenance of all reports and registers
upto date and check them during his random inspections and
review their tour diaries every month in staff review meetings with
the Dy.E.Es, Asst.E.Es.

The Executive Engineer shall cause maintenance of the following vital
data which is basic indicators of progress of a division, indicating
the physical progress and total amounts spent towards works under
various schemes of Zilla Parishads; Mandal Parishads and Gram
Panchayats.
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22.

23.

24,

a.

length of roads in the sector of Zilla Parishad, Mandal Parishad,
Gram Panchayat.

ifi.

vi.

Indicating the categories of roads like BT, WBM, Metalled,
and Earthern.

The lists of roads on which buses ply and the condition of
these roads and whether annual maintenance is taken up.

The length of roads transferred to R&B from ZP, transferred
from Mandal Parishad to Zilla Parishad.

Conditions of sugarcane cess roads, MNP roads whether
Gram Panchayats are paying attentionand earmarking
adequate amounts for spending on roads according to needs
and requirements and subject to limitations prescribed under
rules.

Formation of new roads, katcha, metalled or otherwise.

Special programmes taken up under Janmabhoomi.

In the same manner, he should also keep statistics of PWS schemes,
hand boring sets, MI sources, markets and other properties, school
buildings, vacant grounds reserved by the Ex-district board for storage
of works materials, trust properties gifted to the Ex-district board for
libraries, schools, choultries etc., and lands donated by villagers for
forming new roads etc.

He shall get the masonry structures of Ml tanks periodically inspected
particularly before or during monsoons.

Job charts as fixed by Engineer-in-Chief (in 1998).

Administrative and Technical:

154

I,

To accord technical sanction to estimate as per prescribed limits
calling for tender settling and entering into agreement.

Furnishing proposals of budgets/funds drawal.

Furnishing utilisation certificates on the due dates duly
countersigned by Audit Officer LF Department.
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iv.  He should submit replies to LAQs/PAC paras by personally
attending and assisting the higher officer whenever he is asked to
do or to be present before House Committees. Pursue action on
assurances given in the assembly pertaining to his jurisdiction.
Whenever he feels it difficult to get replies he should seek more
time from Legislature Secretariat and obtain permission to submit
answers.

V. a) He should file counter affidavits in ali cases wherever he is
cited as a respondent even though no specific allegations are
levelled as the Court/Tribunal may view such attitude as
objectionable.

b) cause production of records to courts/tribunal on time through
a responsible person or advocate.

c) Presentbefore and give evidence at any time when summons
are issued.

d) Sit with Government pleader/public prosecutor in the matter
of preparation of counter affidavit on the basis of parawise
remarks ascertain from time to time the present position of
the case.

e) In the event of the case is lost prejudicial to the interests of
the Government to discuss with Government pleader and
examine whether an appeal can be filed on behalf of
Government.

f) In contempt petitions, the responsibility of the Executive
Engineer is to be present at the court unless exempted and
foliow the advise of the Gram Panchayat to make statements
before the Tribunal/Court.

g) The Executive Engineer should not refuse summons but seek
adjournment date in case of any personal inconvenience.

h) In APAT, Lok Ayukta its (Commissioner of enquiries under
the supervision of the Vigilance Commission), the same
procedure will be applicable.

) Incases before the Anti Corruption Bureau and Spl. Court for
ACB & SPE cases Tribunal for disciplinary proceedings, District
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Vi.

vil.

Consumers Forum and such court/tribunal desired to examine
the records required. The Executive Engineer should comply
with such requirements after taking the opinion of his superior
officers.

The Executive Engineer are given monthly targets of works to be
check measured and works to be superchecked. A variety of works,
from different parts of the division, under the jurisdiction of all
Dy.Executive Engineers should be covered. this enables the
Executive Engineer to check the standards followed by the
subordinate officers in implementation of works programme.

The Executive Engineer is responsible for payment of all bills like
salary bills, allowances to staff, advances to staff, final bills to
contractors after completion of works after deducting 2.1/2%
towards income tax and all other statutory recoveries. After the
audit for the year is completed, report received, it can be paid
after examining the report to check whether any observations were
made, he should meet any administrative costs, contingent charges
upto limits fixed by Government, and work bills, release of
pensionery benefits to staff.

Accounts and Finances:

viii.

Maintenance of Accounts: The Executive Engineer should ensure
that all departmental registers mentioned in accounts code are
maintained in his office and the offices of subordinates to him. All
registers should be brought upto date. Accounts statements to be
got prepared and submitted to Zilla Parishad on time.

A random check of challans and their entries in challans Sub
Treasury pass books so whether all entries of expenditure are
correct. Reconciliation between pass book and cash book
balances is a must once in a month.

Administrative:

156

ix.

a) The Executive Engineer sanctions -all kinds of leave except
special disability leave to all AEES/AEs, further in respect of
Deputy Executive Engineer, SE will sanction. The Chief
Executive Officer shall sanction casual leave to Executive
Engineer. Leave will be sanctioned by the Mandal
Development Officer in case of AE under his control.
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Xi.

xit.

Xiii.

b) The Engineer in Chief the appointing authority shall be the
custodian of all the confidential reports to Deputy Executive
Engineers/AEE/AEs, and Government in case of EEs and
above.

¢) The Executive Engineer shall exercise the disciplinary power
as per the provisions contained in AP Panchayat Raj
Engineering Subordinate Service Rules.

The Executive Engineer is answerable to all State funds received
from Government, or transferred from Zilla Parishad General
Account. The funds are directly released to the Executive
Engineers under the respective heads of accounts.

The funds of the Zilla Parishad shall be lodged only with the
Treasury except JGSY funds which ¢an be lodged in Nationalised
Banks/Post Office and the interest earned shall form part of original
funds.

He should ensure submission of monthly accounts with the
vouchers to Accounts Officer Zilla Parishad for consolidation and
onward submission to the Audit Officer of LF Department.

He should be available on the last day of inspection of accounts
by the staff of Accountant General and discuss with them regarding
half margin memos for which explanation is still due.

Government in G.O.Ms.Noi.559 PR&RD dt.5.9.94, have given
a list of records to be maintained in the Zilla Parishad
including the engineering division. The allocation of work
among the staff is the duty of Executive Engineer. He should
allocate the work, the registers to be maintained, subjects to be
dealt with, the periodicals to be submitted according to work
distribution.

Materials Management; Delays in Execution of Works:

Xiv.

the Executive Engineer should take up periodical inspection of
stores account once in a half year. Most of the defalcations take
place in stores by various methods.

a) due to negligence or storing them at places where thefts are
possible;
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XV,

XVi.

b) the persons kept in charge develop contracts with the
contractors and make sales and get into difficulties,

c) In food items both rice or wheat under NREP/RLEGP large
quantities were allowed to rot and becomes unfit for human
or animal consumption. This is totally due to negligence or
partly to cover up some earlier mistakes or misappropriation.
Some entries actually delivered to contractors are not entered
in the records. Cement if not stored properly will also become
hard and loose its strength, similarly iron stored for longer
periods in seacoast area will undergo chemical changes. If
the Executive Engineer finds any prima-facie collusion in the
conduct of subordinate staff he should immediately place him
under suspension and relieve him from the post and enquire
into the matter. The SE/CE is competent to suspend the officer
he should submit a confidential report through a responsible
officer and obtain orders at the earliest.

Delays in execution will cause consequential problems like
i. Escalation= due to rising prices,;
ii. Benefits not made available to public in time;

iii. The investment so far made becomes wasteful as the entire
scheme will not yield results as expected.

In view of these problems, the Executive Engineers should
incorporate suitable clauses where it is likely that the contractor
will delay or slow the pace of execution so that contractors carefully
and execute the scheme/works on time.

Usually whenever road works are sanctioned, the earth work
will be completed ahead of time and the balance of work will be
delayed beyond the date fixed for completion.

the agreements should be so drafted keeping in mind the
earlier experiences in the district on the part of contractors
generally, like personal negligence/inefficiency or conditions of
scarcity of material in a particular season.

The Executive Engineers work has enormously increased
because of large amounts of money and multifarious activities.
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25.

26.

XVii.

XVviii,

Though.the works relating to construttion of SC/ST hostels and
housing programme were withdrawn the funds under JRY/EAS/
Xth Finance Commission/Mineral Cess/Ferry rentals/Sand
auctions/ purposive grants like RWS/ARWS/MNP/ RRM/MI Grants/
Xth Finance Commission/OBB etc have increased.

Except during the agricultural operations season during Sept
to DeclJan, the landless agricultural labour will ble without any
wage employment for 100 -200 days depending on the irrigation
potential in the areas.

All major work will be executed between Nov-Dec to May
June using fully the available labour force/ agricultural landless
labour in rural areas fully. Muster rolls should be maintained for
works must be measures and paid for. Wages should be paid at
weekly or for a lesser duration.

For substandard work the works have to be re-executed using the
standard materials and no amounts should be paid.

If the party repeats the same he should be back listed for
atleast for a period of three years.

Financial discipline is the most important duty of the Executive
Engineer. Since government will not allow any diversion of funds,
caution should be exercised while passing bills so that the allotment
of works are not exceeded.

Utilisation certificates also should be prepared and submitted
through Audit Officer LF Accounts within three months of the date
fixed for utilization. Norms fixed for each category of works shouid
be followed.

The TA bills of EEPR will be countersigned by the CEO. His confidential
reports will be initiated by the CEQ and sent to SE who will add his
remarks and send to the Collector who will forward it to Engineer-in-
Chief. The ACRs of EE/PEO shall be initiated by the CEQ and forwarded

to the Superintending Engineer or the DEO concerned.

The Executive Engineer is answerable both to departmental officer, SE
and also to the Zilla Parishad i.e., Chief Executive Officer and the
Chairman. In respect of overall implementation works programme in the
district.
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27.

28.

29.

30.

31.

32.

33.
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He should have control on the total works programme under his
supervision executed and completed.

The Executive Engineer shall prepare a pian for all works programmes
for a period of three years as shelf of projects and obtain the sanction for
a period of three to five years thereby crating durable assets to the
community for fulfiliment of all their felt needs.

The Executive Engineer has to attend all review committee meetings
convened by the Collector, the Joint Collector (who is sometimes placed
in charge of subjects like floods and evacuation of the affected persons
etc.). All agenda items proposed for the Standing Committees and general
body should be routed through the CEO.

The Executive Engineer should not circulate files direct to the Chairman
except through the CEO of Zilla Parishad.

A minimum number of tour of 15 days and 2 night halts are prescribed
for the Executive Engineer. The targets of works to be super
checked and works for check measurement should be strictly
adhered to.

Major works in the district should also be periodically inspected by the
Executive Engineer.

Whenever he is at headquarters he should be present at his office.
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DEPUTY EXECUTIVE
ENGINEER - FUNCTIONS

Technical and Administrative:

1.

He should process estimates sent for technical sanction to the Executive
Engineer as per the rules prescribed.

He should accord approval of technical sanction for estimates as per the
powers vested in him.

Wherever he is vested with the powers to settle tenders, he should
follow the procedure for calling for tenders following the
procedure prescribed for giving publicity, making available the tender
schedules for sale time upto which tenders will be received and
the time fixed for opening and the manner in which tenders wil
be settled.

The Deputy Executive Engineer should inspect the works in his jurisdiction
and issue guidance to the staff from time to time at each stage of works.
He should watch the progress of the work inspectors, mazdoors as well
as the supervision of work by the Assistant Executive Engineer. Unless
he is fully satisfied, he should not allow the contractors to proceed to the
next stage of work.

The Deputy Executive Engineer wherever he is the competent authority
shall prepare the bills as per the approved rates in the estimates or
approved agreement rates, and ensure payment of bills by gram
panchayats, Mandal Parishads and in respect of specific purpose works
executed by the Zilla Parishad.

He should periodically review the subjects relating to execution of works
in the subdivision with the subordinate staff, compile information on
various works under execution, works where estimates have to be
prepared and technical approval to be accorded. As time frame was
fixed for all activities, he should give a drive to all subordinate staff for
achieving resuits.

He should obtain monthly returns from subordinates in the proforma
prescribed, update it in the figures maintained in his office (in respect of
ZP works) and submit them to the Executive Engineer.
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8.

10.

11.

12.

13.

164

He shall be responsible and acgountable for the funds kept at his disposal.
He shall safeguard from waste, misapplication and diversion of earmarked
funds. He should havea personal system of acquirirg of details of receipts
and expenditure scheme wise and work wise. He should get the figures in
the cash book reconciled with balances in the Treasury Pass Books within
two months.

He should inspect all the following major structures under the control of
PR within his jurisdiction.

i. Bridges
ii. High School buildings
iil. Minor irrigation works

Annually and checkup the safety, soundness and durability of the
structures and append a certificate in the Register of Assets. A report
should be submitted to Executive Engineer in case of any problem.

He should place all activities as per calendar of activities by fixing timings
for completion at various levels of stages for different schemes and works
and make optimum use of all able bodied labour force who on wage
employment are kept idle in non-agricultural season. Village wise lists of
persons engaged as labour should be kept in with him.

The Deputy Executive Engineer furnish progress reports on all the works
programmes and submit returns as prescribed to the Executive Engineer,
promptly as per time schedule.

The Deputy Executive Engineer should ensure proper maintenance of
tools and plants without any loss to the department. In case of repairs
he should get them repaired quickly and put to use. If the driver or
operator goes on leave frequently he should train up a gang mazdoor to
qualify or engage any suitable person on contract basis. In case where
it is in a fit condition for condemnation reports should be submitted to the
Executive Engineer who will bring the subject before the Standing
Committee for an appropriate decision.

He should maintain a register of assets and also ensure that
i. they are free from encroachments;

il. in case of income earning assets initiate timely action for leasing
etc.
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that the lessees do not cause any damage to the property interfere
with the structures.

trees etc., on road margins should not be aliowed to be cut. Any
damage to any asset must be dealt with according to the
circumstances. Police help to be secured by the Deputy Executive
Engineer in matters like removal of encroachments, damage to
buildings by miscreants etc.

14.  He should take suitable action for prevention of encroachments on road

margins.
ROUTINE:
15. a) He is answerable to the Executive Engineer concerned as well as

b)

16. a)

c)

the Chief Executive Officer who is also empowered to inspect
works/schemes.

He should exercise effective control over the Assistant, Executive
Engineer/Assistant Engineers, Work Inspectors, Gang Mazdoors
redeploy them whenever required. Utilizing their services at
residences for personal work is banned by Government. He should
inspect during his tours their work and pull them up if not upto the
mark.

He should tour minimum number of 20 days per month and make
5 night halts.

He should submit his advance tour programme, tour diary to the
Executive Engineer by 5th of each succeeding month.

He should submit his TA bill for counter signature of the Executive
Engineer PR.

He should obtain casual leave from Executive Engineer - a copy
of his leave application should be submitted to CEO.

Earned leave except special d isability leave will be sanctioned by
the SE concerned.

His confidential report will be initiated by the Executive Engineer
and submitted to SE. the Chief Engineer is the custodian of the
ACR.
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d) The powers of disciplinary control qver the Deputy Executive
Engineer will be regulated in accordance with the rules issued by

Government in this behalf.
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ASSISTANT EXECUTIVE
ENGINEERS/ASSISTANT
ENGINEERS - FUNCTIONS

General Functions: Administrative and Technical

1.

The Assistant Engineer should record measurement in the measurement
book as the first level engineer and get the works check measured by
the competent authority, prepare work bills carefully and arrange payment
to contractors duly proposing all deductions/recoveries like previous
payments, material recoveries, seignorage charges, statutory taxes, petty
supervision charge and tools and plants.

He should furnish information calied for by the higher officers like
Executive Engineer, Chief Executive Officer, Manda! Parishad
Development Officer in proper manner and should be responsible for its
accuracy.

He should attend all monthly staff review meetings convened by MPDO,
Dy.EE or EE attend meetings of Mandal Parishad, prepare detailed work
wise physical and financial progress reports and should appraise the
mandal Parishad of the action taken for preparation of estimates,
finalization of tenders and entrustment as well as completion of works.

a) Pay attention to the preparation of shelf of projects under JRY
and EAS keeping the norms of creation of durable assets in PR
institutions.

b) He should make optimum use of available labour force whose
details he should keep village wise and use the Gram Sabhas as
a forum for explaining the works programme, assets, the
requirement of labour force and probable dates of commencement
and completion.

a) The AEE/AE should maintain stores, the stock entries as well as
receipts date wise and issues similarly and obtain acknowledgment.
Any diversion of material received for utilisation in the works
constitute the offence and he,should take stern measures against
the persons responsible. He has to send a true extract of monthly
stores/stock transactions to Dy.EE and EE.
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b)  All stocks should be verified once in a quarter along with the
condition and append a certificate in the stock register. A copy of
the certificate should be submitted to the EE.

The Watchman/ Clerk who is in charge should be a person honest and
reliable. The keys of the godown should be kept in the office. In case of
theft etc., a detailed enquiry should be conducted and report submitted
to the EE (OR) and Chief Executive Officer.

Maintenance of Registers:

Government in G.0.Ms.No.559 PR&RD dt.5.9.94 prescribed the
registers to be maintained in the Engineering wing of Mandal Parishad/
Zilla Parishads. The AEE/AE should be familiar with their maintenance
and with technical guidance of Dy. EE/Accounts Officer ZP. He should
maintain all records as per the rules prescribed especially the following
registers:

i. Contractors Ledger.
il M Books Movement Register.

He should also keep a movement register of M-books and keep
them under safe custody as it is a money valued record.

b)  The AEE/AE should submit both for review at the Mandal Parishad
meetings and staff review meetings convened by the MPDO and
district/divisional level meetings convened by EE or Dy.EE upto
date data on progress of work.

Should exercise effective controi on Work Inspectors/Gang Mazdoors
working under his control. He should prepare programme of the month
and circulate to them. He should visit work spots by surprise to check
whether they are present at the work spot. Where work inspectors
are deployed on major works, set targets to them for reporting the
progress of work and promptness of contractors as well as quality of
materials used.

The AEE/AE should inspect all structures within his jurisdiction and he is
responsible for their maintenance, the structural soundness of school
buildings, bridges, culverts, godowns, OHSRs before onset of monsoon
annually and to suggest remedies to keep the structure to the satisfaction
ofthe concerned administrative authority as well as technical officers.
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10.

11.

12.

Should adhere to the calendar of activities. He himself should prepare
the calendar of activities depending on the total schemes and works
(works wise) and spread over the whole year except monsoon during
which period he should attend to finalization of procedural formalities.
He should mention the activities attend to by him in his tour diaries. He
should furnish progress reports on work programmes and related
information to Dy.EE as per the time schedule.

Maintain the various assets of the department in a propér manner.

He should take steps for prevention of encraochments on road margins
unprotected school compounds, trust properties vested in Mandal
Parishads, lands under institutions and PHCs etc. If need be he can
take the assistance of police in getting them vacated.

Routine;

1.

The AEE is answerable to Dy.EE / MPDO to whom he should submit
advance tour programmes and tour diaries. The MPDO will review the
tour dairies and mark a copy of it to the Dy.EE and EE.

His casual leave is sanctioned by MPDO and the copy of the application
will be marked to Dy.EE.

His earned leave will be sanctioned by the EE who will make additional
charge arrangements.

His annual confidence report will be initiated by the MPDO submitted to
the EE through the Dy.EE who will add his remarks on it.

a) He should tour a minimum no. of 20 days in a month and make 4
night halts.

b) He will paid a monthly fixed travelling allowance of Rs.290 per
month.

c) The MPDO is the countersigning authority of the TA bills and for
those attached to a Dy.EE, the Dy.EE will countersign the bills.

d) The transfers of AEE/AE will be done by the EE concerned. The
SE will allot new recruits the divisions. The post of AEE is a Zonal
Cadre post and he is a Gazetted Officer (First Gazetted Post).
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e)

- The appointing authority is the Engineer-in-chief who have all major

disciplinary powers under CCA rules.

Whenever he is deputed to an assignment of O.D./ deputed for
training/participation in workshop the period wili be treated as duty
and he is eligible to claim TA and DA as admissible under AP
Manual of Special Pay and allowances.
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Chapter 34

TENDERS AND EXECUTION
OF ZP WORKS
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TENDERS AND EXECUTION
OF ZP WORKS

(G.0.Ms.No.589 Pr & RD dt.29.9.89)

1. Works where contribution upto 35% and above is forthcoming
for construction of buildings, roads, bridges or any development
work except MI work it shall be entrusted to village panchayat in the
official capacity (of executive authority). If the panchayat-does not come
forward it should be entrusted to a sponsor (village development
committee etc.) who should undertake to collect contribution before
starting the work and should utilize profits of any for the benefit of the
village.

2. In exceptional cases with the prior permission of the next higher authority
the competent authority can take it up for departmental execution.

31 Where tenders are not cailed for or dispensed with work should be got
executed by panchayat or a contractor selected-from the contractors
register. (Prescribed as per G.0.Ms.No.524 dt.10.12.84).

4. In all cases of works costing mare than one lakh sealed tenders should
be invited by publishing in leading newspaper besides posting the tender
notices to all contractors and affixing on the notice boards of the Deputy
EE/MP.

5. The tender notice, procedures of finalization, sanctioning of rates will be
as per APWD ‘D’ code.

6. Ordinarily lowest tender shall be accepted where the lowest tender is
rejected (for reasons to be recorded in writing) the next lowest tender
should be accepted.

I There shall be no avoidable delay in disposal of tenders. They should
be settled within a week upto a month. the competent authority to accept
rates above the entrusted rates i.e., 5% upto EE, 10% SE and 15% CE.

8. a) For the preparation of estimates for execution of works the
Executive Engineer should follow the rates as per SSR.

b) follow the procedure prescribed in G.0.Ms.No.85 Irr. & CAD
dt.20.3.93 in calling for tenders and their settlement.

c) Verify the genuineness of tenders as per G.0.Ms.No.808 PD
dt.30.4.68.

d) Opening of tenders should not be entrusted to any subordinate
officer by MPDO/EE/DEE as per Government Memo No.1645
dt.2.6.73.
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e) - Tenders should not be accepted unless Sales Tax Clearance
- Certificate is enclosed. G.O:Ms.No.1364 PBS dt.24.1.96.

f) EMDs should be refunded soon after finalization of tenders in case
of unsuccessful bidders (G.0.Ms.N0.1791 CAD 27.9.97).

Q) The tenderer should be a reputed contractor.

Class/Category Solvency required Registering Authority

1. Special class Above 5 crores Board of Chief Engineers
2. Class | 100 - 500 lakhs -do-

3. Class Il 40 - 100 lakhs Chief Engineer

4. Class I 10 - 40 takhs SE

5. Class IV 2 - 10 lakhs EE

Eligibility for Registration:

1.

176

i. Experience as a contractor during the past five years.

ii. For contractors, for supply of transport and furniture, registration
is to be limited to Class | to Ill and

iil. Income tax clearance is required.
iv. Registration w'l| be done twice in a year only.
V. Contractors can be blacklisted for serious irregularities.

vi. Solvency certificate need not be insisted from unemployed
Engineering graduates.

vii.  ldentity cards will be issued to the contractors.

Tenders for all works costing Rs.5 lakhs and above are to be
published in a prominent daily newspapers (G.0.Ms.No.1007 T Rules of
5.11.76).

The tender notices, agreements and other certified documents should
be drawn up in the standard forms.

The contractor should provide proof of having paid seignorage charges
to the Government as envisaged in G.0.Ms.N0.243 dt. 8.8.86 in the
absence of such payment the normal seignorage fees including a penalty
will be recovered from him as per G.O.Ms.No.6 TR dt.12.1.96.

The uniform rate of sale of tender forms is as follows:

I Typed matter - Rs.2 per each page.

i. Printed matter - Rs.4.50 per each page.

ii. Printed tracing or plan - Rs.6.00 per each page.

iv. Minimum cost - Rs.50.

(Circular IF4/76867/5.2.90 of EMC Irrigation Department)
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6. Earth work items are classified into four categories.
i. Hard rock
i. Hard disintegrated rock.
. Fissured or fractured rock.
iv. Al other soils including soft disintegrated rock.

7. The Commissionarate of tenders is constituted for finalizing cases where
the excess tendered rates are higher in excess of powers of a Chief
Engineer for the Departments of Irrigation and CAD, R&B, PH, PR & RD
Department costing Rs.30 lakhs and above.

(G.0.Ms.No.234 G.A (ART) Dept. dt.3.6.87)

8. After opening of tenders, the officer should write a brief proceedings
giving details of timings, persons present etc., and obtain signatures of
tenderers present. (G.O.Ms.No.62 F & P dt.25.2.69)

9. When tenders with high rates are submitted by all the contractors in
league they should be rejected and departmental execution taken up.
(Note under para 154 - D).

10. a) The acceptance or rejection of tenders, is however left entirely
to.the discretion of the officer to whom the duty is entrusted
and no tenderers can demand the cause of rejection of his
offer. (G.0.Ms.No.773 PWD 5 - 65)

b) Tender percentage can be allowed in excess of estimated rates
upto which the officers are competent to allow over technical
sanction.

c) (G.0.Ms.No.292 TR & B at 8.9.80) the EMD for works upto Rs.50
lakhs is 1% of the contract amount and a maximum of Rs.75000/
- and a rotation amount of 3 1/2%

d) For works costing below Rs.500 EMD need not be collected.

e) EMD can be in the form of cash upto Rs.10000/- and drafts will be
accepted for higher amounts. Crossed cheques are not accepted.
Industrial Cooperative Societies are exempted form payment of
EMD. National savings/defence certificates are accepted towards
payment of EMD.

f) Government Promissory Notes can be accepted.
(G.O.Ms.No.197, | & CAD dt.14.6.71).
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