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Sub:- UYERTIME: Paymont of overtime to regular
Drivers and Conductors - JInstructions - Reg.

1223

In the Joint Meeting . héld  with Union
representatives on 4th 'Feb'99, it was represented

~that Tadvances . being paid for. purforming Double
Puties towards (Overtime is not at uniform rate and

there  are varying practicss in aollowing overline

. wages. Tho Unicn has reguested te  ad@pi uniform

" procedure ior Ovartiime claims.

Keeping . this in view it is decided +<hat advance
payment shatl be arranged to. siafr, izmmediately

afier  * perforwing *their double duty at ihe

foltlowing rates uniformly Aty nver the
R T . . -
Corporation: '

Regular-nriVér ‘ - :Rﬁ}lﬂﬁl—
Ruguliar Condustar —- Hsll66¢/-

.Forﬁnthe 'abOVET?UFPOSe;;thEvDeﬁgt Manager shall

periodically review 1the nesd to book crew on
double duties &and authorise drawal of lumspsus
amount under AH 2620 (advance for expenditure! for
disbursewent as spdt advances. . The ADC who
disburses such advance shal! obtain acquittance af

‘the employee, in duplicate, .and stvbmit one copy -

of the Acquittance Statement through the Incharge

. of traffic sectiom (Chief [nspector or Sr. Traffic

lnspectorhas*the case may be) no sooner the amount
is disbursed or within one week whichever is
warlier to the Depot Accounts wing for clearing
the drawal -in AH 2828. The Depot Accountant shall.
be held personally respansible if ‘the Jumpsum.
amount is drawn without c¢learing Lhe previous
advance. The Depat Accounts Wing shatl  suwnarise
ewployae wise spet  advance - payments fer each
calender moanth and journslise transfer fraom AH
2824 to AN 2449 {double, duty advances) duly

. enclosing the employce wine summary Lo the Jouornal

Vouchar,

The Depot Accountant: and . Incharge cf ‘Truffic
Section chall together periodically test check the

signatures an Acqui ttances Statemuwnts- with

signatures ot zalary bills.
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The spot advance paywentz shall be invariaply
adjusted while drawing exirza wages for cvertime as

"nper eligibility. = Hence the regular Drivers /

Ceonductors whao perform :fouble dutiss shall submit
their doubli duty “dockels duly filtied in all
respects within five (5) days from the wmuster
period. ' ' ’
One Troffic Supervisor {opther -than the ADC
dishursing the .spot advance) identified by the
Depot Manager fuor the purpose, shall collect
double duty dockets, make 180% verification of the
dockets with the Statistical Returns of the
service. to ensure -that double duties are {(a)
actually performed (b} performed to the full
extent of the schedule and (¢) the no.of hours for
which ouvertime claimed is correct. Ha_shal} also
prepare Justification Statement.

Extra wages for cverlime shali be atlowved for
noctuat nupber of hours perfnrméd as deuble  duty.
Tetal  amcunt shall ~'be rounded off to  nearest
rupeo. " ' E

The Inchargs of TFraffic section shoil tast  check
{a miniwom of 18%) the Incdividual dockels with ithe
Statistical  Returns and criticaliy examine. the
Justification Statement for Louking double duties.

The Depot Accuounis Wing - shall verify the

correctness of the dockets (at least one percent)

with Statistical Returns,’ complete  Valuation

"aspect wnd record the advance’ amount’ to @ be

adijustied from extra wages for over time. on the
docltats. '

The Depot ﬂénager shall satisfy himself about the

justification aspect and certify the dockets after
carrying out such checks asz may be considered by

- him nacessary and forward to the competent

authority for sanction as por the time schedule
prescribed.

The Audit wving of the Kegional HManager's (ffice
shal! complete audit verification and return tihe

;docksts within ihe prescribed time schedule for

drawal through salary bills.

The Inspectorate =staff of Regional lanager’s
Office shall verify the dockels (minimum 5 docketils
perr wanth) in ali respecits at the time oi

inspecting denpots.
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17th to 21st - aubm1s ion of dockets.
22ndﬁhb 32£h ﬁ Depot Trafflc ang
1st to 34th t:Depot Accounts U1ﬂg

5th to 7th - R.M's Office Traffic ang
,10r sanction. .

R.M's Ufr}ce Agonuni" Ying.
'for audit.

Bth to 1ith

Dates have to be, auztabl aedified  1If  ‘muste

ster

period is different, duoly permilting the @ time

pericds fqr,vérificaulgn and audil stipulated as
above. ' !

14. If any éﬁploy@m'fai15¢£0¢89bmrt the o! alms ~ of

double duty (duckets) within 3 months, the spot
advance paid amount 'shall be charged off to
expenditure and npo . further <«laims shall be
entertained. '

15. The expenditurs incurred towards extra wages for

sver time shall be debited to AH: 56s of - the
ruspective group. ' '

‘This has the concurrence of Chief Accounts Officer.

VICE CHAIRMAN &
MANAGING DIRECTOR

- Al! Executive Directory of Zones.

All Regional Managersz.
All Depot Managers

-E.D.{E), E.D.{A), Tecy.tn Corpn., FA, CAQ, for infmo.
-Director(V&S) for infn.

-All HOPs for information. :

-All Dy.CTMs,Dy.CAU=x in Regions/Zones for infmn.& n/a.
-Dy.CTM(P}, Dy.CTM(C), Dy.CTM(Mktg), HO, for infmn.
~Secretary to Chairman & Secretary to VC & MD for infn.



