	Chapter - 3 (Manual - 2)                      

	Powers and Duties of Officers and Employees 

	
	

	 
	 

	3.1
	Please provide details of the powers and duties of officers and employees of the organization.

	Designation 
  Chairman 
  

Powers 

Administrative 

 

Head 

BACKFINCO (STAFF) REGULATIONS 1979 

 

 

  

i 

To decide any legitimate representation concerning service of any employee 

Regulation 42 

 

 

  

ii 

To hear and decide appeals of any employees filed against the order of the Executive Director. 

Regulation 44 

  

Financial 

  

2 

BACKFINCO EXPENDITURE REGULATIONS 1979   As per Expenditure Regulations as amended up to date the Chairman has the following powers of expenditure.   

  

  

  

Head 
Financial Powers 

Regulation   

  

  

i 

Law Charges 

Rs. 15000/-+10% clerkage at a time 

10 (b) (3) 

  

  

ii 

Rent, Taxes, Insurance, lighting etc. 

Rs. 25000/- per month 

10(b) (4) (I) 

  

  

iii 

Depreciation and repairs to Corporation's property 

Rs. 15000/- in one financial year 

10 (7) (ii) 

  

  

iv 

Misc:- 

More than Rs. 10000/- and 

  

  

  

  

Advertisement and notice 

Up to Rs. 15000/- Executive Director with the approval of Chairman 

10 (9) (ii) (c) 

  

  

v. 

Entertainment Expenses 

Rs. 1000/- p.m 

10 (9) (e) 

  

  

vi. 

Maintenance of staff cars and other vehicles 

More than Rs. 10000/- at a time requires approval of Chairman 

10 (9) (f) 

  

  

vii 

Misc. not enumerated 

Beyond Rs. 2500/- but not exceeding Rs. 7000/- at a time 

10 (9) (g) (iii) 

  

  

viii 

Stationery and Stores 

Chairman up to Rs. 10000/- at a time 

10 (b) (10) 

  

  

ix 

Electric Installation fans and other equipment 

Beyond Rs. 20000/- in a financial year   

11 (2) 

  

  

  

4 

BACKFINCO BAD DEBT FUND REGULATIONS 1978   

  

  

  

  

  

The Executive Director with prior approval of Chairman can write off bad debt up to the amount of Rs. 1500/- in each case .   

Regulation 10 

  

  

  

5 

BACKFINCO RELIEF AND COMMON GOOD FUND REGULATIONS 1978   

  

  

  

  

  

Out of Relief and Common Good Funds the Chairman can sanction an amount up to Rs. 2000/- in a single case depending upon the circumstances of each case to a needy member of Backward Classes/Backward Classes organization including relief against natural calamities like floods and hazards, deaths, accidents, medical relief due to prolonged illness and advancement of any other object or general public utility for Backward Classes. 

Regulation 6 & 8 

  

      

  

6 

BACKFINCO LAND DEVELOPMENT AND FINANCE FUND REGULATIONS 1978 

Regulation 8 

  

  

  

  

Out of these funds the Chairman and the Executive Director jointly are the competent authority to operate the Bank Accounts above Rs. 15000/- and Chairman is competent to draw and disburse the amount subject to the delegation of powers given in General Regulations No. 9(d) of the corporation 

  

  

Others       
  

1. 

Backfinco General Regulations 1979 

  

  

  

  

  

Regulation 4 and 6 provides that Chairman has to be consulted by the Executive Director for convening any ordinary or emergent meeting of the Board of Directors which is taken to be once in a quarter in every calendar year. The Executive Director shall prepare agenda for such meetings in consultation with Chairman. Chairman can permit any item to be taken in the meeting even if it did not figure in the agenda/supplementary agenda circulated for transaction of business.   

  

  

Duties 
  



	Designation 
Executive Director   
Powers 

Administrative       

  

Head 

BACKFINCO (STAFF) REGULATIONS 1979   

  

  

  

  

Power to appoint 

Power to appointment up to Class II,III &IV cadre 

Regulation 12 

  

  

  

Grant of initial increment on first appointment 

To grant initial increments on First appointment 

Regulation 17 

  

  

  

Probation of persons appointed to service 

To clear Probation 

Regulation 19 

  

  

  

Termination, Superannuation and Retirement 

To termination the services, superannuation and retirement 

Regulation 21 & 22 

  

  

  

Promotions 

To make promotions up to Class II 

Regulation 25 

  

  

  

Conduct, Discipline, appeals & Penalties 

Disciplinary actions and inflicting of punishments 

Regulation 40,41 & 43 

  

  

  

Appointment of Inquiry Officers 

For appointing Inquiry Officers 

Regulation 43(4) 

  

  

  

Admissibility of leave 

To grant all kinds of leave 

Regulation 45 

  

  

  

Increments 

To grant increments in the case of officers 

Regulation 60 

  

Financial   

  

  

2 

BACKFINCO EXPENDITURE REGULATIONS 1979 

  

  

  

  

  

Control of Executive Director over Secretary and accounts officers. 

The exercise of powers delegated to the Secretary or the Accounts Officer as the case may be , by or under these Regulations shall be subject to such general or special orders as may be issued to Secretary or accounts officer, by the Executive Director from time to time.   

(5) 

  

  

  

  

Medical Reimbursement Bills 

Upto Rs. 800/- in an individual case p.m 

10 (3)     

  

  

  

  

Law Charges 

Upto Rs. 10000/- at a time and upto Rs. 15000/- at a time with the approval of Chairman 

10 (b) (3)       

  

  

  

  

Rent rates and Taxis   

Up to Rs. 15000/-p.m and upto Rs. 25000/- p.m with the approval of Chairman 

10 (b) 4 (a) 

  

  

  

  

Depreciation and repairs to Corporation's property   

Up to Rs. 10000/- in any financial year and upto 15000/- with the approval of Chairman 

10 (b) 7 

  

  

  

  

  

Purchase of Books   

  

  

  

  

  

Misc.   

Upto Rs. 500 at a time and Rs. 5000/-in a financial year.   

10 (9) 11 

  

  

  

  

  

Other Publications   

  

  

  

  

  

  

For benefit of Corporation/staff up to Rs. 1000/- at a time and Rs. 10000/- in a financial year   

10 (9) (11) 

  

  

  

  

  

Uniforms   

  

  

  

  

  

  

Full Powers 

10 (9) III (b)   

  

  

  

  

  

Advertisement and notice   

  

  

  

  

  

  

Upto Rs. 10000/- in a financial year and upto Rs. 15000/-with the approval of Chairman   

10 (9)© 

  

  

  

  

  

Traveling and halting   

  

  

  

  

  

  

Full powers 

10 (9) (d) 

  

  

  

  

  

Entertainment Expenses   

  

  

  

  

  

  

Upto Rs. 1000/- p.m   

10 (9) (e) 

  

  

  

  

Maintenance of staff cars and other vehicle   

Up to Rs. 15000/- at a time   

10 (b) 9 (f)``` 

  

  

  

  

Not enumerated 

Non-Recurring   

  

  

  

  

  

  

Upto Rs. 10000/-   

  

  

  

  

  

  

Recurring   

  

  

  

  

  

  

Up to Rs. 5000/-   

10 (9) (g) 

  

  

  

  

  

Misc. non enumerated   

  

  

  

  

  

  

Up to Rs. 2500/- at a time up to Rs. 7000/- with the approval of Chairman.   

  

  

  

  

  

Stationery and Stores 

Up to Rs. 5000/- at a time up to Rs. 10000/- with the approval of Chairman.   

10 (10) (i) 

  

  

  

  

  

  

  

  

  

  

  

Elec. Installation fans and other equipments   

Up to Rs. 15000/- in each case. 

10 (11) 2 

  

  

  

  

Furniture, furnishing sales, cabinets, pad locks, typewriter, duplicating machines misc.   

Up to Rs. 20000/- in each financial year 

10 (11) (3) (4) (5) (6) 

  

  

  

  

Maintenance of Service contracts   

Full powers 

10 (12) (1) (ii) (III) (iv) 

  

  

  

  

Write of the value of priced forms/publications   

Up to Rs. 100/- in each individual case 

10 (13) (a) 

  

  

  

  

2 

Backfinco Bad Debt Fund Regulations 1978   

  

  

  

  

  

  

Executive Director with the approval of Chairman can waive off from bad debt fund up to Rs. 1500/- in a case.   

Regulation 10 

  

  

  

  

3 

Backfinco Relief Common Good Fund Regulation 1977 . Executive Director can sanction amount up to Rs. 1000/- in a single case   

Regulation 8 

  

  

  

  

4 

Backfinco Guarantee Fund Regulations 1978   

  

  

  

  

  

  

Chairman and Executive Director are competent to order execution of Guarantee Bond,. Amount can be written off by debiting the fund up to Rs. 2 Lacs with the approval of Chairman 

7 (ii) 

  

Others       

  

  

1. 

Backfinco General Regulations 1979 

  

  

  

  

  

  

Regulation 4 and 6 provides that Chairman has to be consulted by the Executive Director for convening any ordinary or emergent meeting of the Board of Directors which is taken to be once in a quarter in every calendar year. The Executive Director shall prepare agenda for such meetings in consultation with Chairman. Chairman can permit any item to be taken in the meeting even if it did not figure in the agenda/supplementary agenda circulated for transaction of business.   

  

  

Duties 

  

Backfinco General Regulations 1979 To defend all kinds of litigations and also to sign affidavits, vakalatnamas written statements and all the other documents connected with the legal proceedings/pleadings further with the power to delegate the same to other officers not below the rank of Enforcement Officer 

Regulation No. 9(b) 

  

  

  

To declare any article or item, up to the book value of Rs. 1000/- as unserviceable dead stock articles (surplus) and get the same disposal of through public action .   

Regulation No. 9(e) 

  

  

  

To write off losses of the book value of an article or item, which does not fetch any auction money or may fetch less than the book value and is totally a financial loss/liability up to Rs. 500.   

Regulation No. 9(f) 

  

  

  

To organize and supervise the office of the Corporation, maintain discipline and make such other arrangements, as may be necessary, for efficient discharge of the functions of the Corporation.   

Regulation No. 9(g) 

  

  

  

To exercise the powers and perform the duties enthrused or delegated to him by any Regulation framed by the Board or by any order or resolution of the Board subject, in each case, to the restrictions if any contained in the said Regulation , rule order, resolution and.   

Regulation No. 9(h) 

  

	 
	Designation 
Secretary Backfinco   
  

Powers 

Administrative       

Nil   

  

  

Financial   

Backfinco Expenditure Regulations 1979 

Regulation 

  

  

i 

Astt. Account 

a. Pay including Spay j. interim relief/ adhoc relief 

10 (1) 

  

  

ii 

Electricity & water Charges 

i. Electricity & water charges Full power 

10 (4) (iii) 

  

  

iii 

Printing 

i. upto Rs. 200/- at atime 

10 (b) (6) 

  

  

iv 

Maintenance of staff cars and other vehicle 

i.Upto Rs. 200/- at a time 

10(9)(f) 

  

  

v. 

Misc. not enumerated 

i. Rs. 500/- at a time 

10 (9) (g) 

  

  

vi. 

Stationery and Stores 

i.Upto Rs. 500/- at a time 

10 (9) 10 ii 

  

  

vii 

Electric Installation fans and other equipment 

i. Upto Rs. 5000/- at a time 

11 (2) 

  

  

viii 

Write of the value of priced forms/publication 

i. Upto Rs. 5/- in each case 

13 (a) 

  

Others   

  

Duties 

  



	 
	Designation 
Assistant General Manager (Admn.)   
  

Powers 

Administrative       

  

1 

BACKFINCO (STAFF) REGULATIONS 1979   

  

  

  

  

i 

To grant increments in the case of officials   

Regulation 60 

  

Financial   

  

  

Nil 

  

  

Others       

  

  

Nil 

  

  

Duties 

1 

All matters relating to Establishment of all employees of Corporation and all matters relating to service of employees.   

Through Admn. Order No.PBCC/Admn./13745-47 dated 13.12.2001 

  

  

2 

Conduct of and follow-up of decisions taken in BOD meeting.   

  

  

  

3 

Hiring of building of Head Office/Field Offices.   

  

  

  

4 

Maintenance of Service Books of all employees.   

  

  

  

5 

Maintenance of Leave accounts of all employees.   

  

  

  

6 

Matters relating to Annual Confidential Reports of all employees.   

  

  

  

7 

Annual Administrative Reports.   

  

  

  

8 

Any other matter relating to Establishment Branch.   

  

  

  

9 

Providing any information to any other Branch.   

    

  

  

  

STORE SECTION   

  

  

  

1 

Maintaining inventories of all property items of Corporation. 

  

  

  

2 

Physical verification of properties /store items.   

  

  

  

3 

Purchase , Maintenance & repair of all vehicles of the Corporation.   

  

  

  

4 

Maintenance & up keep of the properties of the Corporation.   

  

  

  

5 

Matters relating to all type of purchase.   

  

  

  

6 

Condemnation & disposal of all unserviceable items.   

  

  

  

7 

Purchase, printing & distribution of all items of the Corporation.   

  

  

  

8 

Installation/maintenance of telephones & other related equipments-Photostat, fax, duplicating machine , PBX etc.   

  

  

  

8 

Purchase & maintenance of electrical equipments.   

  

  

  

10 

Matters relating to purchase of computers & other equipments.   

  

  

  

11 

Any other matter relating to Store Section.   

  

  

  

12 

Providing any information to any other Branch   

  

  

  

  

COMPUTER SECTION 

  

  

  

1 

Keep up of Computer equipments properly.   

  

  

  

2 

Any work assigned to them by three AGMs. 

  



	 
	Designation 
Assistant General Manager (P&M)   
  

Powers 

Administrative       

Nil   

  

  

Financial   

Backfinco General Regulations 1979 

Regulation 9(d) 

  

  

To sign the cheque and debit advices 

  

  

Others       

Nil 

  

  

Duties 

1 

Formulation of Annual Plans & Five Year Plans of the Corporation.   

Through Admn. Order No.PBCC/Admn./13745-47 dated 13.12.2001 

  

  

2 

Formulation of Annual/Five Year Plans being implemented in collaboration with National Backward Classes Finance and Development Corporation (NBCFDC) and National Minorities Development and Finance Corporation (NMDFC).   

  

  

  

3 

Framing of New Schemes & re-structuring of existing schemes.   

  

  

  

4 

Fixation of District wise / Sector wise Targets under NBCFDC & NMDFC Schemes.   

  

  

  

5 

Correspondence with NBCFDC/NMDFC , New Delhi .   

  

  

  

6 

Conference/Meetings with NBCFDC/NMDFC, New Delhi .   

  

  

  

7 

All matters relating to Punjab Vidhan Sabha/Parliaments, Committees Questions etc.   

  

  

  

8 

Matters concerning with Planning Commission, Backward Classes Commission, Minorities Commission, Dis-investment Commission etc.   

  

  

  

9 

To assist in conducting Evaluation Study and Follow-up action thereof.   

    

  

  

10 

Conducting of Field Meetings.   

  

  

  

11 

Monitoring of identified applications, loan cases, disbursement utilization of loan disbursement etc.   

  

  

  

12 

Monitoring of recovery being effected by Field Staff.   

  

  

  

13 

Assigning /monitoring of work relating to loan/recovery by field staff including Enforcement Officers.   

  

  

  

14 

Monitoring of Corporation funds in consultation with AGM (Acctt.)   

  

  

  

15 

Advertisement/publicity.   

  

  

  

16 

Any other work relating to Planning & Monitoring Section.   

  

  

  

17 

Providing any information to any other Branch.   

  

  

  

  

LOAN BRANCH   

  

  

  

1 

Matters relating to Identified Applications.   

  

  

  

2 

All matters relating to Sanctioning & Disbursement of loan cases.   

  

  

  

3 

Follow-up regarding utilization/mis-utilization of loan disbursement.   

  

  

  

4 

Issuance of Recovery Schedule to the loanees.   

  

  

  

5 

Issuance of “No Due Certification” to the loanees.   

  

  

  

6 

Any other work relating to loaning.   

  

  

  

7 

Providing any information to any other Branch.   

  

  

  

  

LEGAL SECTION   

  

  

  

1 

All type of Civil Suits, Recovery Suits and Appeal etc.   

  

  

  

2 

Referring of loan cases to SDM/District Collectors to realize default amount as arrears of Land Revenue.   

  

  

  

3 

Follow-up of SDM/Recovery Certificates Cases.   

  

  

  

4 

Follow-up of Fraud Cases.   

  

  

  

5 

All other legal matters relating to the Corporation.   

  

  

  

6 

Providing any information to any other Branch.   

  



	 
	Designation 
Assistant General Manager (Finance )   
  

Powers 

Administrative       

Nil   

  

  

Financial   

BACKFINCO EXPENDITURE REGULATIONS 1979   

Regulation 

  

  

i 

Establishment Account 

•  Pay including S'Pay •  Dearness allowance •  Compensatory allowance •  House Rent allowance •  Conveyance allowance •  Contribution of Provident Fund •  Leave salary allowance •  Pension contribution •  House Rent allowance •  Interim relief/adhoc relief   

10(1) 

  

  

ii 

Rent taxes insurance etc. 

i. Premia on travel & other policies taken for benefit of officers & other employees (full powers) 

10(4)ii(b) 

  

  

ii 

Electricity & water Charges 

i. Electricity & water charges Full power 

10 (4) (iii) 

  

  

iii 

Printing 

i. upto Rs. 50/- at atime 

10 (b) (6) 

  

  

iv 

Maintenance of staff cars and other vehicle 

i.Upto Rs. 200/- at a time 

10(9)(f) 

  

  

v. 

Misc. not enumerated 

i. Rs. 100/- at a time 

10 (9) (g) 

  

  

vi. 

Stationery and Stores 

i.Upto Rs. 100/- at a time 

10 (9) 10 ii 

  

  

vii 

Electric Installation fans and other equipment 

i. Upto Rs. 5000/- at a time 

11 (2) 

  

  

viii 

Write of the value of priced forms/publication 

i. Upto Rs. 5/- in each case 

13 (a) 

  

Others       

Nil 

  

  

Duties 

1 

Preparation of any bills & arrears of Pay & Increments and arrear of pay fixation of Field Staff & Head Office.   

Through Admn. Order No.PBCC/Admn./13745-47 dated 13.12.2001 

  

  

2 

Service Verification of all employees.   

  

  

  

3 

Maintenance of employees Provident Fund Account of all employees.   

  

  

  

4 

Payment of T.A.   

  

  

  

5 

Payment of water & Electricity Bill and payment of Telephone bills, rent bill etc.   

  

  

  

6 

Medical reimbursement to Staff.   

  

  

  

7 

Deduction & deposit of TDS and issue of Form No. 16 & 24.   

  

  

  

8 

Deposit challans of deputations of EPF, HBA, conveyance advance & Computer advance etc.   

  

  

  

9 

Maintenance of day book, personal ledger, general ledger.   

    

  

  

10 

Maintenance of bank accounts of the Corporation.   

  

  

  

11 

Reconciliation of Bank accounts.   

  

  

  

12 

Cash disbursement & maintenance of Cash Book.   

  

  

  

13 

Maintenance of Capital subsidy & interest subsidy record.   

  

  

  

14 

All types of correspondence related to accounts branch.   

  

  

  

15 

Adjustment /payment of expenditure of head office and field offices.   

  

  

  

16 

Compilation of Annual accounts.   

  

  

  

17 

Finalization of accounts & preparation of balance sheet.   

  

  

  

18 

Auditing of Annual Accounts from the Chartered Accountants.   

  

  

  

19 

Payment of loan cases.   

  

  

  

20 

Preparation of budget of Corporation.   

  

  

  

21 

Any other matter relating to Accounts Section.   

  

  

  

22 

Providing any information to any other branch.   

  

  

  

  

RECOVERY BRANCH   

  

  

  

1 

Maintenance of recovery of all Schemes.   

  

  

  

2 

Posting of recovery in recovery ledgers & writing of vouchers.   

  

  

  

3 

Issue the notices to defaulters.   

  

  

  

4 

Final calculation of loan cases for issuing of NDC.   

  

  

  

5 

To make calculation for SDM cases.   

  

  

  

6 

Follow-up monitoring of matters relating to recovery of loans from the beneficiaries. 

  

  

  

7 

Providing any information to any other Branch. 

  

  

  

  

  

  

  

  

  

AUDIT BRANCH 

  

  

  

1 

To supervise the Audit Cell.   

  

  

  

  

Following duties are defined for Audit Cell.   

  

  

  

1 

Auditing of Accounts of the Corporation from Chartered Accountant or A.G party.   

  

  

  

2 

Pre audit of all payments including that of disbursement of loans.   

  

  

  

3 

Internal audit of Field /Head offices   

  

  

  

4 

Final audit of NDC cases where payment is received. In full.   

  

  

  

5 

Independent appraisal & review of accounting and financial activities and evaluating the effectiveness of other type of control.   

  

  

  

6 

To provide any information to any other branch.   

  

  

  

7 

To check the expenditure under each head with reference to Budgetary Provisions.   

  

  

  

  

MEMBERS OF FOLLOWING COMMITTEES.   

  

  

  

1 

Members of Screening Committee constituted for Screening of loan cases..   

PBCC/Plg/No. 7252-61 dated 21.7.2005 

  

  

2 

Member of Committee for appointment of Chartered Accountant.   

PBCC/Plg/No. 16444 dated 22.2.05 

  


