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'No.| No.
| 1 1 05.07.2017 Change of Manual after IMS implementation
Up gradation & Integratian of QMS(9001:2015)
EMS(14001:2015), OHSAS(18001:2007)
2 2 30.09.2019 Due to Internal Process Changes.
[l. Revision Status of Issue No.2 dated : 30.09.2019
Sl Page
No. No. Section Revision Remarks
No. Date
i% |
I
|
\’/\0}6 IssueNo. | - 2
Originated by :  Accounts Officer %y | Date | ©30.09.2019
Reviewed by Sr.Dy.CAO G Page No. - 30f20
Revision No, - 1
Approved by FA & CAO @l/ Date - 30.09.2019

%




V.0. CHIDAMBARANAR PORT TRUST
FINANCE DEPARTMENT
INTEGRATED MANAGEMENT SYSTEM (IMS)

(PB) PAY BILL SECTION MANUAL

ABBREVIATIONS
CPT Chairman of Port Trust
FA&CAO Financial Adviser & Chief Accounts officer
Sr. Dy. CAO Senior Deputy Chief Accounts officer
SR.A.O. Senior Accounts Officer )
A.O. GR.I Accounts Officer Grade |
AO GR.II Accounts Officer Grade |l
DA Dealing Assistant
EDP Electronic Data Processing Centre
CFS Collection File Serial
CDC Central Documentation Centre
EDI Electronic Data lrnrteiriéhar'\ge
GRT Gross Registered Tonnage
i DD Demand Draft
| PCS Port Community System 7
SAP Systems, Applicationisi& Products. | -
SIPOC Supply Input Output Customer
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IMS _POLICY OF THE PORT i

|
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 sogcial responsibility towards |
the progress of the Nation. f

IMS_OBJECTIVE OF THE DEPARTMENT |

- QMS:  Quality Service assigned to the departments as per rules and procedures.

'EMS : To ensure reduction of paper and to conserve energy

OHSAS : To maintain good health and hygenic

| |

QMS: TO ENSURE CLEARING OF PROPOSALS AND PASSING OF BILLS WITHIN BENCHMARK

IN F CTI

This section is headed by the Accounts officer and supervised by Sr.
Accounts Officer and controlled by the Deputy Chief Accounts Officer. It is a part of
Finance Department and FA&CAO is the head of the Department. The Accounts Officer |
assisted by the Superintendent / Head Clerk, Dealing Assistant/Contract Staff to carry
out the functions. The section is responsible for arranging payment of salary & |
allowances and other payments to all officers and employees.
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ORGANISATION CHART

FINANCIAL ADVISER & CHIEF ACCOUNTS OFFICER

4

DEPUTY CHIEF ACCOUNTS OFFICER

A

SR.ACCOUNTS OFFICER

!

ACCOUNTS OFFICER

Y

DEALING ASSISTANT
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=——— i \
Process/ ; |
Source of INPUTS(I) - | Receiver of Output/ ||
Inputs(s) Activity(P) Outiput(D) Customer
|
| :
. . . |
check and posting Chec.kln.g‘ and postmg Processing i
All Depat. of Service Book of increments entries |nI Service Book of Pay & 5
port after obtaining allowances .
communicati Pay Recoveries approvals from HOD including ‘f
Court on ' all pay \
Court Attachment || checking of leave salary related
Employees Pay Recovery Recovery deductions in the salary matters
Other : Fay Faation, Tally the Ledger &
Agencies viz., Appomt‘ment, forwarded to IT Section
LIC, CO-op Promotion |
Society, Post .
Office, upd.a'tlng-the leave |
Unions, position in the |
Banks, etc. systgm
Reconciliation of IT | |
recovery .

KPI

Service Book used to maintain SAP HR |l\/lopdule

|
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Interested Parties

4.2 Understanding the requirements of the interested parties

Interested Parties Requirements

Employees

Income Tax Dé_pt,,'
Employees

Pay fixation on Appointment,| promotion.
Checking and posting of increment

Pay revisions, Other Misc. \works and
updation of leave in the system

Recovery & Reconciliation of Income tax

C\ﬂ\ssue No. )
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Revision No - 1
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A. Files relating to Establishment matters with reference to Pay &
| Personal Claims

: Input / Ref. Documents Activities ﬂﬁégponsibility
; All Dept DA ‘
A —— 1
| Receipt of Files through SAP -~ |
|
i
Mark to the Dealing Assistant / Section Head | A.O |
-— |
J |
‘ |
|
\ |
i
|
‘ i
‘ i
‘ |
| |
| |
| SH |
| Scrutinize and record the views |
Approval / reject the proposal / record with reasons AO /Sr.AQ ‘
=
| |
| \
| |
Y No. -
B ‘ \5/\}& ssue No | 2
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B. Passing of Encashment of Earned Leave Bills

Input / Ref. Documents Activities Responsibility
|
Al Dept Receipt of hard copy of encashment claim form DA
y "|  approved by HODs through SAP and made further |4
entries

y

Passing the Encashment of Earned Leave Bills in SAP-> | A o /DCAO

|

! /HR_Leave - Leave encashment - Sanction Order R
|

|

I No

! If Correct

Yes

Sanctioned order passed A.0 /Sr.A.O
.‘._—_

\/q\i ssue No. |2
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FINANCE DEPARTMENT

C. Passing of Unutilised Earned Leave Encashment bills

Input / Ref. Documents Activities Responsibility
All Dept - : —
Applications received from the retired individual s and on DA
4 *  approval of respective HOD and made further entries [
(on-line)
4
Passing the unutilized Encashment of Earned A.0 /Sr.AO
Leave Bills in SAP— ZHR Leave — Leave -
encashment — Sanction Order
No
If Correct

J Yes

Sanctioned order Passed.
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D. Recoveries

Input / Ref. Documents Activities

|
|

All Departments

Responsibility

LS

Receipt of recoveries to be made from the DA
» individual concerned Department|in hard copy |<+——

Y

Enter in SAP through PA30 # Pay Rall
Processing = recoveries

A.O/
Sr.AO/DCAO
‘7

No |
r If Correct |
| Yes
E |
' Process
\/\k Yssue No. L2
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E. Pay Stoppage

Input / Ref. Documents Activities Responsibility
. 1
All Departments Receipt of hard copy of Order for pay AO / Sr.AO
‘ > stoppage
|
Enter in SAP through PA30 # Pay Roll AO / Sr.AO
Processing # Pay Stoppage »

i No
| If Correct
‘;
‘ Yes
|
AO|/ Sr.AO
| Process
!
1 "~
\t/\o\“lssue No. 12
Originated by :  Accounts Officer n)j | Date 1 30.09.2019
Reviewed by Sr.Dy.CAO %ﬁ"\ﬁ Page No. ;1 13 0f 20
Revision No - 1
Approved by

FA & CAO @J/ Date | 30.09.2019
lq\ﬁ o '

>




V.0. CHIDAMBARANAR PORT TRUST
FINANCE DEPARTMENT
INTEGRATED MANAGEMENT SYSTEM (IMS)

(PB) PAY BILL SECTION MANUAL

F. Passing of Supplementary Bills

Input / Ref. Documents Activities Responsibility
Concern
. Dent Receipt of hard copy of Order for release of DA ‘
i > i
| 7Y Withheld Pay
f SAP— Salary Administration System — Pay DA, HC
; Roll Processing —Transaction— "
g Supplementary Payments (PYT 160)
|
!
|
; No ‘
Yes 1
SAP - Salary Administration System -> Pay Roll AO /Sr.AO
‘ Processing - Transaction - Pass Order (PYT 301) ;
| 1
§/\q\\“lssue No. '
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G. Passing of Award / Reward

Input / Ref. Documents Activities Responsibility

All Dept Receipt of hard copy of sanction order DA
——» approved by HODs and also in (on-line) |[¢———

. DA, HC
Entered in SAP & PA-30 < Pay Roll.

DA, HC
Save '

| Tesue No. - 2
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Input / Ref. Documents Activities

All Dept
4

Receipt of leave letters from all the departments

v

Entered in SAP

v

Scrutinize the Details — Verified

with the salary bill for leave salary

deductions

No
If Correct

Yes
¥

Passing of bill for

AO

|
Responsibility

DA

DA, SH

payment

Originated by :

Reviewed by

Approved by

A A\ Issue No. - P

Accounts Officer ;¢ Date : 30.09.2019

Sr.Dy.CAO (U Page No. : 16 of 20
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I. Income Tax for Officers & Employees (Regular )

Input / Ref. Documents Activities Responsibility
f 4 4
| Exemption from IT recovery Recovery
|
‘ Y y
Employee | Receive claim along with document for Automatic in SAP System
claiming exemption under Income Tax [*]

"

No

Check the
Document

Yes

DA, SH
Enter the document in SAPPA-30*Pay Roll '

* Process” Income Tax Process.

.

Receipt of Check List (Miscellaneous Bill) for net tax in SAP

,

Forward Check List (Miscellaneous Bill) to Tax Section along DA, SH
; with Income Tax recovery schedule for remittance to IT|
? Department on or before 3rd of the month.

DA, SH

A

A

)\ 4
Issue check sheet to all Officers & Employees of Port DA SH
& CHD during November, January, February for their
verification and Issue Form 16 after filing of Annual .
Return by Tax Section
\6\ “Issue No. 12
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Reference Standard Requlrement -QMS & EM

QMS - 1SO 9001:2015 :

RISK ASSESSMENT & RISK TREATMENT :

RISK e “,Ct;r-\trol Metth d / Process 7
Insufficient data ' - Sufficient data to be furnished

' KEY Performance Indicator :

TO ENSURE CLEARING OF PROPOSALS AND PASSING OF BILLS WITHIN BENCHMARK.

EMS -1SO 14001:2015, Clause: 6.1.1.

Action to Address Risk and Opportunities

determined the risks and opportunities related to its environmental aspects

compliance obligations (see 10.4) and other issues and requirements,

Operational Producer Control :

Approved by :  FA&CAO @L\O} Date
5

o

Sl | ASPECT IMPACT CONTROL
No. | METHOD
1 ?Consumption of Paper Reduction in Natural Resources OCP /01
2 ’ Consumption of Electricity ~ |Reduction in Natural Resources | OCP /02
Emergency Preparedness and Response :
 Fire Accidents in Emergency Situations. EPR-01
2 | Electric Shock EPR-02
i \/\q\t ssue No. - |2
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Reference Standard ReQdi;ement- BS OEHSAS 18001

Hazard lIdentification, Risk Assessment and Controls :

SI.No. | HAZARD . RISK ' Control Method
1 | Radiation ~ EyeStran |  SOP/3
2 Electrocution ~ Human Injﬂurry o SOP/1
| . |
3 | Dust Health Hazard SOP/3
|
4 | Leakage of Cartridge  Health Hazard SOP/1
5 ‘ Tin Tag Puncturing Human Injury | | 'SOP/ 1
6 | Body joint pain Human Injury SOP/3
; — .
7| Slippery Human Injury SOP/3
8 Dust Emission Respiiratory Disorder SoP/ 4
| \/}G\\ Issue No. - |2
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Reviewed by :  Sr.Dy.CAO s’D\Q) Page No. 119 of 20
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Benchmark & List of References

lBenchmark -

Sl.No.
1
2
3

Description ~ Maximum Benchmark

Leave Encashment 3 Days
Unutilized Leave Encashment| 5 Day
Salary Bill disbursement to

Employees March.

Processing of Payhbill

LIST OF REFERENCES :

Swamy's Books

Last Working Day except for the month of

25" of Every Month

| 2. Payrule made easy
? 3. FR &SR
4. GFR
\ 5. Settlement of orders
i
\E/\a YSsue No, i 2
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