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IMS POLICY OF THE PORT

We are committed to provide seaport facilities and related support services
for seaborne transport facilities by —
1. Ensuring quality service to EXIM Trade, by adhering all legal requirements.
2. Protecting the environment including prevention of pollution.
3. Ensuring safety by preventing injury and ill health.
4. Continually improving the overall effectiveness of IMS through

Employee motivation and empowerment with social responsibility towards
the progress of the Nation.

IMS_OBJECTIVE_OF THE_DEPARTMENT

QMS : Settlement of vessel and cargo related bills within 3 days including Holidays
and other payment bills within the Benchmark prescribed in the manual if all
data are in order.

EMS : To ensure reduction of paper and to conserve energy by 0.2% from the
previous year.

OHSAS : To ensure zero incident in the work place.

IMS_OBJECTIVE OF THE SECTION

QMS : TO COMPILE THE ACCOUNTS OF THE PORT AND FACILITATE
AND SUBMIT THE AUDITED ACCOUNTS TO THE GOVERNMENT
WITHIN THE TIME FRAME FIXED BY THE GOVERNMENT.

INTRODUCTION OF THE SECTION

This section is called Accounts Audit & Budget Section and is looked after by the
AQ, supervised by CAO and is functioning under the control of Senior Deputy Chief
Accounts Officer. It is a part of Finance Department and FA&CAOQ is the Head of the
Department. The AO is assisted by a Dealing Assistants. This section is responsible
for compiling the monthly & Annual Accounts of the Port, Preparation of Budget

Estimate of the Port. %
y (5\4\/\#‘-”/,/, Issue No. - 2
Originated by . Accounts Officer Date -~ : 30.09.2019
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Interested Parties

4.2 Understanding the requirements of the Interested parties

Interested Parties

Requirements

1. Banks/Financial Institutions

Administration report

2. MoS, GO

Annual Accounts Audit

3. Others

Management Information System

Reports

4. Other Departments

Budget Requirements to be incorporated in

Budget Estimates for next year and Revised

Estimates
. lw:*’“’/ Issue No. - 12
: AcclEunCéV -
Originated by Officer Date : 30.09.2019
Verified by : SR.DCAO Page No. © 1of1
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SIPOC
Source of INPUTS(1) Process/ Receiver of Output/
Inputs(s) Activity(p) Customer
SAP-FICO DATA Completion of Monthly Compile and AOGr /Il
Module Accounts of the port. prepare CAO,SR.DCAO,
Budget Screen- Proc:F/AAB/02 . ) FASCAO
FICO Module — Compile, review
. and update and AOGri/l
All Dept Entry Preparation of Budget ‘ CAO,SR.DCAO,
authorised at Estimates Prepare Budget FA&CAO
Level 5 to Level Proc:F/AAB/01 Statement and
Sanction 4 at HOD's level submit AOGr /Il
of Govt.of Preparation of Condensed CASAS:(':'ZC;O'
India Grant for Financial Review Based on
projects Accounts AO Gr I/II
Annual Receiving of grant from CAO,SR.DCAO,
/Monthly Consolidated Govt.of India FA&CAO
Accounts Ledger _ Preparing —
Preparation of General .
SAP FICO | Balance Sheet SalBnos Shest CADISR.DCAD,
Annual nsurance Balance Shee FABCAO
reports Accounts Data
Forwarding Data
Administration Report s 6D
Audit Enquiry
Slip . Forwarding to RAO
Annuai Accounts Audit

KPI ( Key Performance Indicator)

Timeline is Strictly Adhere inconformity to the Ministry

Approved by
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Compilation of Accounts of the Port

Input / Ref. Documents Activities Responsibility
All Section in
| Fii:r:cz I Ascertain completion of all Data entries for the month DA/AO Gr.l/CAO
| > T <«

Review off General Ledger, CC ledgers etc., and Process the Accounts

DA /AO Gr.I/CAO

Y

Verify and issue clearance for final process of Accounts

DA /AO Gr.I/CAO
l <l

-«
v

Intimate Departments / Sections / Units the completion of
Monthly Accounts processing through e-mail.

v

Compiling of’ Accounts and submission to Management on Monthly/Quarterly/Half
yearly basis

v

At the end of the Financial year prepare Annual Accounts for the Financial Year DA /AO Gr.I/CAO
ending 31* March based on approved Accounting principles , Government Guidelines |

and directions (Procedure: F/AAB/03)
v

DA /AO Gr.l/CAO
Submit the accounts to the Board with the approval of Chairman and submit the «—
accounts to the RAO office of PDCA by due date instructed by Ministry of Shipping,
Government of India AG office/ its representative and to the Central Government by

due date.

v

. DA /AO Gr.I/CAO

Attend to the remarks of the Audit Unit and reply. Receive and furnish comments to P

Audit on Preliminary Audit Report and Final Audit. Receive and submit to the Board h

the Final Audit Report with Action Taken Reports and include in Administration
Report of the Port for each Financial Year

DA /AO Gr.I/CAO

«

<

N

> hw/7 Issue No. 9
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Preparé';ion of Budget Estimates

Input / Ref. Documents

Activities

All Department
—_—

Call for details for preparation of budget

Responsibilit

DA /AO Gr.1/CAO

Y

<
«

Receive and analyse demands received with
actual, past data, availability of resources,
directions from Government with respect to SAO
FICO Budget Screen upto Level 4

DA /AO Gr.I/CAO

y

Prepare Budget Estimate in the Standard Format
with Board Note

|

Submit Budget Estimates as approved by Board to
Central Government by the due dates and obtain
approval

On receipt of sanction from Government
communicate approval of the Government to all
departments for adopting the approved estimates.

AO Gr.l /AO Gr.l/

)

«

DA /AO Gr.1/CAOI

<4
<

DA /AO Gr.l/CAO

<
<«
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Prepare of condensed Financial Review

Input / Ref. Documents Activities Responsibility

Prepare condensed Financial Review based on DA/AO Gr.I/CAO
Annual Accounts approved by Board. *

h 4

Obtain the approval of Financial Adviser & Chief
Accounts Officer Sr.DCAO
Issue to all concerned officers DA
S

z : ‘/kv/ Issue No. -2

Originated by :  Account icer \ Date : 30.09.2019
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Receiving of grant from Government of India

Input / Ref. Documents Activities Responsibility

Receive sanction order from Government of India

DA/AO Gr.I/CAO

il

Y

Receive the intimation Bank towards the credit of
grant in Port’s Bank Account. AO/Cash

A

Y

Update the credited amount into the Port’s
accounts through SAP transaction code FBO1 DA/AO Gr.I/CAO

<
<«

Furnish utilization certificate to Ministry of Shipping,
Government of India on completion of each Financial
Year and along with submission of Capital Schemes
(IEBR, EBR) proposals

Adjustment with respective Asset Accounts

<L

Fat
\P'A\J\/J"// Issue No. © 2
Originated by Accounts Officer y Date_ : 30.09.2019
/
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RevisionNo - ¢
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Annual Accounts Audit

Input / Ref. Documents

Activities

Responsibilit

Audit

On approval of Annual Accounts by Board of
Trustees, the copy of Annual Accounts is sent to -
Resident Senior Auditor / VOCPT for Auditing.

DA/AO Gr.I/CAO

Y

Based on the inputs, the RAO will sent Audit Enquiry Slip's

DA/AO Gr.I/CAO

<
«

y

After receiving the Audit Enquiry Slip, the same
forwarded to concern Sections to get the reply.

DA

4

4

Replies for Audit Enquiry received from concerned Section and
consolidated reply sent to RAO <

DA/AO Gr.I/CAO

L 2

Consequent on completion of Audit, the C&AG will issue the draft
Audit report for further close of action. After replying to the draft
audit report, if required the accounts to be recast and got approved
and to submit to C&AG through RAO for issue of Final Audit Report
and Management Letter

DA

Y

Remarks of the port against Final Audit Report shall be <
sent to C&AG and the same will be replied and
incorporated in the Administration Report.

DA/AO Gr.l/CAO

< z
\( ‘%ﬂw’l/ Issue No. -2
Originated by :  Accounts Officer , Date : 30.09.2019
L
Verified by SR.DCAO Page No. 1 of 1
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Administration Report

Input / Ref. Documents

Activities

Admn.Dept.

y

The General Administration Department will call
for data pertaining to Finance Department in

Responsibility

FA&CAO

the prescribed Formats.

y

The Financial data pertaining to the financial year
| will be collected from concerned Section’s on
completion of each Financial Year and sent to
General Administration Department in soft copy

DA/AO/CAO/
Sr.DCAO

cribbed Formats

Consolidated Statement in respect of Balance Sheets along
with schedules & Profit and Loss Accounts, with schedules
and significant Accounting policies & Notes to Accounts
and Notes to Profit and Loss Account are sent to General
Administration Department for preparation of

Secretary

—

Y

Audit Report for the concerned financial year and
action taken Notes there on and also sent to
General Administration Department.

DA/AO/CAO/
Sr.DCAO/FA&CAQ

) k Z
X)) -~ Issue No. -2
Originated by :  Accounts Officer y Date : 30.09.2019
Verified by SR.DCAO % eagie o 10f 1
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Insurance of Port properties

Input / Ref. Documents Activities Responsibility
AAB Onceina year, 45 days before expiration of validity of existing Insurance of Port

» of previous valuation for approval of competent authority and obtain approval of

| Policy, put up proposal for tenders with proposal for valuation/ escalated value

competent to go for tenders from Nationalised Insurance Companies or as per
guidelines issued by MOS/GOI from time to time

Publish Notice Inviting Tenders In the Port’s official website with intimation to all
nationalised insurance companies and /other insurance companies specified by
MOS /GOI from time to time with tender document attached for down-loading.
Due date and time for receipt of tenders be specified and extension if any with the
approval of competent authoroity be also informed and published in Port’s

website
l DA/AO
- - Gr.l/CAO

Intimate the tender committee for opening of tenders and arrange for opening at the /
specified date and time in the office of FA&CAO in the presence of tender
committee members and submit evaluation of tenders prepared , checked and
signed by AO Gr.1/Gr Il ,Sr.AQ.,DCAQ/ Sr.DCAO

- ——— ‘r

Follow the tender procedure complete pre-qualification of Insurance Companies

and submit for approval of opening of price bids of such bidders-Intimate the such

pre qualified tenders of opening of Price Bid-Arrange opening of Price Bids in the

presence of the tender committee members.

DA/AO Gr.l/
Prepare Comparative statement of Price Bids of prequalified tenderers and submit CAO/
the proposal for award of contract with the approval of competent authority as per Sr.DCAO

DOP-Inform the concerned Insurance Company on award of contract, obtain
acceptance and Policy document for the proposal and retain for safe custody-If any
claim is there against any insured perils , Lodge claim with Insurance Company and
ensure receipt of the admissable claim as per terms and conditions of the Policy.

R

Originated By : Accounts Officer

IssueNo :2

Date :30.09.2019
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|
|
|

Un-named Personal Accident Policy

Input / Ref. Documents

Activities

Responsibility

1
|
AAB

[

Once in a year, 30 days before expiration of validity of existing unnamed Personal
Accident Policy for the bonafide labourers/workers/visitors entering the

restricted areas of V.0.Chidambaranar Port Trust note will be initiated for getting
approval for calling for Limited Tenders from Nationalised Insurance Companies.

| The NIT will be sent to the Nationalized Insurance Companies through e-mail
| intimating duly the last date for receipt of tenders and tender opening date.

l DA/AO
r.l/CA
Intimate the tender committee for opening of tenders and arrange for opening at the Gr.l/CAO
specified date and time in the office of FA&CAO in the presence of tender
committee members and submit evaluation of tenders prepared , checked and
; signed by AO Gr.l/Gr Il ,Sr.AO.,DCAO/ Sr.DCAO
|
A4
Follow the tender procedure complete in the presence of the tender committee
members.
|
L
R DA/AO Gr.l/
Prepare Comparative statement of Price Bids of prequalified tenderers and submit CAO/
the proposal for award of contract with the approval of competent authority as per Sr.DCAO

DOP-Inform the concerned Insurance Company on award of contract, obtain
| acceptance and Policy document for the proposal and retain for safe custody-If any
| claim is there against any insured perils , Lodge claim with Insurance Company and
| ensure receipt of the admissable claim as per terms and conditions of the Policy.

o~ S
s L
VT o Issue No :2
Originated By : Accounts Officer
\ Date :30.09.2019
/
Verified by : SR.DCAO /%/ PageNo  :1of1

Approved By : FA&CAO

Revision No : 0

Date : 30.09.2019
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Group Insurance Policy for the families of deceased employees

Input / Ref. Documents Activities Responsibility

Once in a year, 30 days before expiration of validity of existing Group Insurance
for the families of the deceased employees while in note will be initiated for
> getting approval for calling for Limited Tenders from PSU and IRDA approved

Insurance Companies.

AAB

The NIT will be published through Porls website and CPP Portal intimating
duly the last date for receipt of tenders and tender opening date.

l

Intimate the ten der committee for opening of tenders and arrange for opening at the
specified date and time in the office of FA&CAQ in the presence of tender

DA/AO
Gr.lI/CAO

| committee members and submit evaluation of tenders prepared , checked and
signed by AO Gr.I/Gr Il ,5r.AQ.,DCAO/ Sr.DCAOQ

JV

Follow the tender procedure complete in the presence of the tender committee
members.

Prepare Comparative statement of Price Bids of prequalified tenderers and submit
the proposal for award of contract with the approval of competent authority as per
DOP-Inform the concerned Insurance Company on award of contract, obtain
acceptance and Policy document for the proposal and retain for safe custody-If any
claim is there against any insured perils , Lodge claim with Insurance Company and
_ensure receipt of the admissible claim as per terms and conditions of the Policy.

DA/AO Gr.l/
CAO/
Sr.DCAO

£
. ;\/\/‘/
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IMS RISK FACTOR

RISK ASSESSMENT & RISK TREATMENT :

RISK

Delay in getting
Concerned sections

information

Control Metho

Better Coordination

Process

Environmental Aspect Impact :

Reference Standard Requirement : ISO 9001:2015, Clause: 6.1.2

SI.No.

ASPECT

1

Reference Standard Requirement :

2 |Consumption of Paper

Consumption of Energy

IMPACT CONTROL METHOD
Reduction in Natural Resources OCP /01
IReduction in Natural Resources OCP /02

ISO 14001:2015, Clause: 6.1.2.

Hazard Identification, Risk Assessment and Controls :
SI.No. HAZARD RISK Control Method
1 Radiation Eye Strain SOP/3
2 Electrocution Human Injury SOP/1
3 Dust Health Hazard SOP/3
4 Leakage of Cartridge Health Hazard SOP/1
5 Tin Tag Puncturing Human Injury SOoP/1
6 Body joint pain Human Injury SOP/3
7 Slippery Human Injury SorP/3
78 Dust Emission Respiratory Disorder SOP /4
' Reference Standard Requirement : BS OHSAS 18001:2007, Clause:4.3.1.
| Q
» M/? Issue No. - 2
| Originated by :  Accounts Officer Date : 30.09.2019
[ =
Verified by SR.DCAO »K/ Page No. : 10of1
RevisionNo - ¢
Approved by FA & CAO Date . 30.09.2019
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List of Registers & References

Registers :
SI.No. Name of the Register Code No. Retention Period
1 Loan Register QF / AAB /RLR Permanent
2 Receipt Register QF / AAB / RRR 3 Years
3 Audit Remarks Register QF / AAB / RAR 3 Years
| References :

1. Billimoria Report on Accounting Procedure.

2. Guidelines on Budget Proposals, submission of Administration Report
alongwith Audit Report and Action taken Notes thereon

3. Insurance of Port properties —Guidelines /Directions issued by MOS/GOI
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