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Right to Information Act, 2005

MANUAL - 1:- PARTICULARS, ROLE, FUNCTIONS AND DUTIES OF MAHARASHTRA STATE
SKILL DEVELOPMENT OF SOCIETY.
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GENERAL BODY MEMBERS OF MSSDS

;ro. Position in General Body Designation & Department
1 President (Ex-officio) Chief Secretary, Government of Maharashtra, Maharashtra State
2 Vice- President Additional Chief Secretary/ Principal Secretary/Secretary, Skills,
(Ex-officio) Employment, Entrepreneurship and Innovation Department
3 Member (Ex-officio) Additional Chief Secretary/ Principal Secretary/Secretary, Higher and
Technical Education Department
4 Member (Ex-officio) Additional Chief Secretary/ Principal Secretary/Secretary, Industries,
Mumbai Government of Maharashtra
5 Member (Ex-officio) Additional Chief Secretary/ Principal Secretary/Secretary, Rural
Development Department, Government of Maharashtra
6 Member (Ex-officio) Additional Chief Secretary/ Principal Secretary/Secretary, Agriculture
Department, Government of Maharashtra
7 Member (Ex-officio) Additional Chief Secretary/ Principal Secretary/Secretary, Tribal
Development Department, Government of Maharashtra
8 Member (Ex-officio) Additional Chief Secretary/ Principal Secretary/Secretary, Social
Justice Department, Government of Maharashtra
9 Member (Ex-officio) Additional Chief Secretary/ Principal Secretary/Secretary, Public
Health Department, Government of Maharashtra
10 | Member (Ex-officio) Additional Chief Secretary/ Principal Secretary/Secretary, Tourism,
Government of Maharashtra
11 Member (Ex-officio) Additional Chief Secretary/ Principal Secretary/Secretary, Planning
Department, Government of Maharashtra
12 Member (Ex-officio) Additional Chief Secretary/ Principal Secretary/Secretary, Labour
Department, Government of Maharashtra
13 Member (Ex-officio) Additional Chief Secretary/ Principal Secretary/Secretary, Urban

Development Department, Government of Maharashtra




14 Member (Ex-officio) Director, Directorate of Vocational Education and Training, 3,
Mahapalika Marg, Mumbai - 01

15 Member (Norhinated) Representatives of Employers Organisations/Industry Associations

16 Member (Nominated) Representatives of Employers Organisations/Industry Associations

17 Member (Nominated) Representatives of Employers Organisations/Industry Associations

18 Member (Nominated) Representatives of Employers Organisations/Industry Associations

19 Member (Ex-officio) Joint Director/ Director (l/c), Regional Directorate of Skill
Development and Entrepreneurship, Mumbai, V.N. Purav Marg,
Sion, Mumbai - 22

20 Member (Ex-officio) Chief Executive Officer, National Skill Development Corporation

21 Member (Ex-officio) Vice-Chancellor, MSSU, Mumbai

22 Member (Nominated) Director, Maharashtra State Board of Vocational Education and
Training (EX-OFFICIO)

23 Member (Nominated) Chairman, Confederation of Indian Industry (EX-Officio)

24 Member (Nominated) -

25 Member (Nominated) -

26 All individual with proven ability and experience in the field of
employment, self-employment and skill development (Nominated)

27 Member (Ex-officio)

CEO, Maharashtra State Rural Livelihoods Mission
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GOVERNING COUNCIL MEMBERS OF MSSDS

Sr. No. Position in GC Designation & Department
1 Chairman (Ex-officio) Additional Chief Secretary/ Principal Secretary/Secretary,
Skills, Employment, Entrepreneurship and Innovation
Department
2 Vice-Chairman (Ex-officio) Chief Executive Officer,

Maharashtra State Skill Development Society




3 Member (Ex-officio) Additional Chief Secretary/ Principal Secretary/Secretary,
Industries, Government of Maharashtra/ representative

4 Member Vice-Chancellor, Maharashtra State Skills University,
Mumbai

Member (Ex-officio) Director, Directorate of Vocational Education and Training

6 Member (Ex-officio) Chief Executive Officer, National Skill Development
Corporation/ representative

7 Member Chairman, Confederation of Indian  Industry /
representative

8 Member Vice President National Association of Software and Service
Companies (NASSCOM) / representative

9 Member (Nominated) Joint Secretary - Skills, Employment, Entrepreneurship and
Innovation Department

10 Member (Nominated) Deputy Secretary, Skills, Employment, Entrepreneurship
and Innovation Department

11 Member (Ex-officio) Joint Director/Director (I/c), Regional Directorate of Skill
Development and Entrepreneurship, Mumbai

12 Member (Ex-officio) Director,
Maharashtra State Board of Vocational Education and
Training

13 Co-ordinator (Ex-officio) Additional Chief Executive Officer,

Maharashtra State Skill Development Society




1 Introduction

While India has a large young population, only 5% of the Indian labour force in the age
group of 20-24 years has obtained vocational skills through formal means. According to
Ministry of Labour and Employment, Government of India, about 63% of the school
students drop out at different stages before reaching high school yet there are very few

training programs accessible to early drop outs.

Approximately 2.5 million vocational training seats are available in the country whereas
about 12.8 million people enter the labour market every year. This significant gap
ensures that large number of youth do not have access to skill development for
improving their employability. Gauging this need of the local community, especially the
youth, who find themselves inept at supporting their family due to absence of any
professional skill, Government of Maharashtra operates various skill development &

training programs.

In line with the H.on'ble Prime Minister’s vision, Government of Maharashtra has also
prioritized the Skill Development activities in the State and has set a vision to skill 4.5
crore youth by 2022. To accomplish this mission, Maharashtra State Skill Development
Society (MSSDS) was established on 15th February, 2011 under the Skill Development &
Entrepreneurship Department of the State for implementing all skill development
initiatives. The Society is the single nodal agency for planning, coordination, execution &
monitoring of all Skill Development initiatives of Government of Maharashtra. Various
Skill Development schemes of various departments of Government of Maharashtra are
implemented through the active coordination under the single umbrella of this society.

The schemes of Government of India are also being implemented by MSSDS.



1.1 State Governance Organization Structure

The organization of skill development initiatives is guided by the following structure of
committees:

Chairman: Mission Director, Commissioner SDE&E

Nodal agency for implementing skill develdpmeht activities

Chairman: Divisional Commissioner

For effective implementation of the mission

Chairman: District Collectors

For effective implementation of the mission

1.2 Functions of MSSDS

1 To design, develop and implement need based skill development schemes and
placement initiative in the state; implement skill development schemes of
Government of India and Government of Maharashtra as per the prescribed
guidelines and orders

2 To prepare State Skill Gap Assessment Report, sectoral and territorial skill
development plans, projects and schemes in consultation with stakeholders including
Government departments, industry and institutions & update as per changing
industrial and commercial scenario

3 To support LMIS initiative of Directorate of Employment and Self-Employment and
regularly monitor skill demand supply status

4 To plan and implement multi-pronged awareness campaign for the schemes of skill
development, employment and self-employment; partner and enter into MoU with
any agency/institution for promoting the cause of skill development, employment
and self-employment

10



5 To empanel and grade skill development agencies, determine fee structure and terms
and conditions for providing requisite training across the sectors under various
Government programmes

6 To help the Government departments & District Skill Development Executive
Committees in preparation & execution of skill development plans

7 To regularly monitor & circulate the outcome of skill development schemes of the
state

8 To engage agencies for pre-skilling assessment, counseling, training, placement and
handholding programmes for unemployed youth under its own initiative or initiative
of any other agency




MANUAL - 2 :- THE POWERS AND DUTIES OF OFEFICERS AND EMPLOYEES OF MAHARASHTRA
STATE SKILL DEVELOPMENT OF SOCIETY. :
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. DSDP -Annual Action Plan
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Manual — 3:- PROCEDURE FOLLOWED IN DECISION MAKING PROCESS INCLUDING CHANNELS
OF SUPERVISION AND ACCOUNTABILITY.
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Category-l - Rs.32.3%
Course duration- 400 hrs
Training Batch- 30 Candidates
Batch Cost= Rs. 32.38 X 400 X 30 = Rs.%,(3,500
9st Milestone of 30%- Rs. 9,84,0(0
2nd Milestone of 30%- Rs. 9,8Y4,0(0
3rd Milestone of 80%- Rs. 4,83,880
o *hg I IR HSIT Common Cost Norms (CCN) ZfRad Piared
BT HET PIE! 3R e TET HRUAT U e
. TfRTEr BRI cOfET Ui g TR St aeTfderear) 96
GTeT 9T ST HRUAT IZS.
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GOVERNMENT OF MAHARASHTRA
Skills, Employment, Entrepreneurship and innovation Department
Maharashira State Skill Development Society
1% floor Elphinstone Technical Highschool Campus
3, Mahapalika Marg, Dhobi Talao, Mumbai-400001

email: ceo@mssds.in Contact-8655816240/41
O/w.MSSDS/PMKUVA/2023-24/ 4, 6% Date: 08]02] 24
To,

All Cohcerned Sectcir‘skili Councils,

Sub: SOP for conducting skilling of candxdates under Pramod Mahagan Kaushaly v Udyojakata
Vikas Abhiyan (PMKUVA) scheme through $SC. :

Dear Sir/Madam,

With reference Provisional Work Order, issued to you for conducting skilling of candidates under
Pramod Mahajan Kaushaly v Udyojakata Vikas Abhiyan (PMKUVA) scheme. The Sector Skill Council
will be implementing the Séheme at the district level and the SOP for implementing the program is
as follows.

1. Selection of Training Institutes:

1.1. The tralhing program will be implemented through the institutions selected by $8C’s .The
Sector Skill Councils need to conduct proper verification and due diligence before selecting any
training Institutes with regards to Accreditation, blacklisting, training capacity, qualified Trainer etc.
1.2. Detailed instructions and guidelines should be issued through the Sector Skill Council to the
selected qualified training institutes.

1.3. The Sector Skill Council should conduct the physical/virtual inspection of the training centre
and issue work order only to training centres which have training capacity, tools and equipment.
1.4. 55C and training centre shall jointly complete the process of on boarding of Training Centres on
MSSDS Portal.

1.5. The training centre should be‘accredited on SIP and empanelled on MSSDS Portal.

2. Mobilisations of Candidates :

2.1, Branding and publicity of training program as per scheme guidelines.

2.2, Sector Skill Council shall ensure that the training centre conducts counselling of candidates
after allocation of target,

2.3.  Sector Skill Council shall ensure that the training centre mobilises candidates as per the
Scheme Guidelines and candidates meet the minimum eligibility criteria defined in respective
Job role,

2.4, Sector Skill Council shall ensure that the training centre shall make every possible effort to
mobilise needy candidates from various institutes, colleges and other sources to meet the
average yearly target.

2.5.  Conduct registration of the mobilised candidates on SIP & MSSDS Portal.
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3. Job role/Course selection:

31 -The Sector Skill Council shall select the Job Roles which are aligned with District Skill
Development Plan approved by Skills, Employment, Entrepreneurship & Innovation District
Executive Committee.

3.9.  The Sector Skill Council shall coordinate with Assistant Commissioner, District Skill,
Employment, Entrepreneurship & Innovation Guidance Centre and align the Training batch as
per District Skill Development.

3.3.  Aligned with PMKVY 4.0, On Job Training (0JT) will be a component under PMKUVA Short
Term Training (STT) as mandated by NCVET. The duration of OJT will depend on the job role
selected. ‘

3.4. In case of the job roles for which the Job role duration is not defined guidelines issued from
MSDE & NSDC from time to time needs to be followed.

4. lssuance of Work order by $5C:

4.1. Work order issuing authority (in this case 55C ) will allocate target and will issue Job role
wise work order to TP/TC based on the basis of target received from MSSDS.

4.2, SSC should verify training centre before giving work order. SSC should issue the work order
on its letter head, duly signed by authorised signatory, indicating training centre wise, job role
wise, training batch wise (no. of candidates).

4.3, The Sector Skill Council shall coordinate with Assistant Commissioner, District Skill,

Employment, and Entrepreneurship & Innovation Guidance Centre and verify the capacity of
training centre as other Skill Development Schemes may be simultaneously implemented by the
training centre. This work order must be shared to MSSDS by SSC through their authorised email

id in pdf format.
4.4. Prior to issuance of the work order to the training centre, SSC should conduct the
- physical/virtual inspection of the training centre/s and verify the capacity of the training centre

and availability of qualified trainer for the training batch duration.

4.5. Before issuing the work order SSC should verify the validity of job roles. Work order should

be issued to active job roles only.
4.6. Video recording/record of training to be maintained by training centres and SSC.

5. Sanction approval on MSSDS Portal by S5C:

51. The Work Order issuing authority (in this case SSC) will create a request for sanction
approval based on the target mentioned in the work order issued to TC.

5.2.  SSC will (Approve/Reject /Revert for compliance) the sanction order after verifying the

Work Order.
53 MSSDS will not be liable to pay the invoice in case if SSC approves the sanction order

beyond the target allocated by MSSDS to 55C.

Work order issuing authority (SSC) will check and verify the following before approving
sanction order: .
o Centre has the capacity to conduct this training during the time proposed for approval
of this batch. '
e Training centre has a qualified trainer for conducting training of this batch.
e Training centre is fully accredited for the job roles for which sanction request is created.
¢ The sanction is approved only for active job roles.
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6. Training Batch creation and approvai: .
6.1.  Post approval of Sanction order training centre will be able to create batch/batches only for
the job role for which sanction is approved by SSC.

6.2.  Batch will be created by the training centre and submitted to the Work order issuing

Authority ({in this case SSC) for changing the batch status.

6.3. ~ SSC (Work order issuing Authority) will be able to change the batch status from ‘Yet to Start’
to ‘Ready to Start” after the training centre has enrolled all the candidates.

6.4,  SSC Admin login is provided with access on MSSDS Portal to change the batch status from
‘Yet to Start’ to ‘Ready to Start’

6.5.  Prior to changing batch status the Work order issuing Authority (SSC) need to verify and
certn‘y the following:

s Candidate is mobilized as per the scheme guidelines..

e Work order is allocated by SSC as per District Skill Development Plan.

e Centre has the capacity to conduct this training during the time proposed for approval

~ ofthis batch. ‘

¢ Training Centre has a ToT certified trainer for conducting training of this batch.

* The training batch size is minimum 10 candidates and maximum 30 candidates.

e The training batch start timing is not prior to 7.00 am and batch end timing is not
beyond 7.00 pm.

6.6.  The training partner/training centre shall ensure that training centre shall maintain daily
attendance for all candidates under training and trainers from start to end of training on AEBAS
(Aadhaar Enabled Biometric Attendance System). : :

6.7.  The Sector Skill Council shall inform regarding the schedule of training, venue and other
details to Assistant Commissioner, District Skill Development Employment & Entrepreneurship
Guidance for respective district in which target is allocated.

6.8. The Sector Skill Council shall comply with all the processes required to maintain
information at the MSSDS & SIP portal.

6.9.  For any notification/notices/orders etc., SSC shall regularly visit MSSDS portal.

6.10. SSC shall abide by all the instructions |s_sued by MSSDS from time to time and also ensure
that the training centres also follow and abide by all instructions.

6.11. The training partner shall ensure that training centre arranges Industry visits & on the job
training and SSC shall monitor the same.

7. Assessment and Certification:

7.1.  To ensure that the eligible candidates in the batch are assessed by SSC/ MSBSVET.

7.2, To ensure that the training centre coordinates with the Assessor and Assessing body and
ensure that assessment is carried out on the scheduled date for all candidates who appeared
for training and are eligible for assessment.

7.3.  To ensure that the training centre coordinates with the Assistant Commissioner, District
Skill Development Employment & Entrepreneurship Guidance for respective district and inform
the schedule of assessment, venue and other details. '

7.4.  The assessment fees will be payable to SSC/ MSBSVET as per PMKVY 4.0 guidelines,

7.5. The assessment of the training batch should be conducted only after successful com pletlon
of the On the Job Training (QJT).

8. Monitoring :
8.1,  District/Divisional/MSSDS and State Department Officials may visit the Training Centres
" during the Training/Assessment of the training batches.
8.2.  Quality of training and AEBAS (Aadhaar Enabled Biometric Attendance System) attendance
should be verified by SSC through random/surprise visits by SSC.
8.3.  Call validation should be carried by SSC out on regular basis for taking feedback of
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candidates on their experiences and S5C should support investigation process in case of
grievances.
8.4. Physical inspection of the training centre by representative from S5C should be conducted
at least twice for every batch of training in case of Short-Term Training and Special Projects.
8.5,  The Sector Skill Council shall share batch wise progress report and monitoring visit reports
with MSSDS on a monthly basis _

8.6, Any default/malpractice/non-compliance found during visit/inspection = conducted by
official’s penalties will be applicable as per approved Penalty Matrix of MSSDS. ’

8.7. In case of incomplete training batches (non-completion of training/assessment within
stipulated timeline) the penalty will be applicable as per Penalty Matrix.

9. On the lob Training, Placement & Post-Placement Tracking :
9.1. IT-based tracking of candidate’s for on the job training and placement up to T year from the

date of certification shall be done for all the candidates by SSC/TC as per PMKVY 4.0 guidelines
chapter no. 5,clause no.11.1,pg. n0.25. ‘ '

9.2. $5C should set up mechanism for tracking on the Job Training.

9.3. The Sector Skill shall verify and ensure that the training institutes maintain the OJT roaster and
scanned copy of the OJT roaster must be submitted to MSSDS office.

9.4. SSC should set up meéchanism for post placement tracking of candidates so that number of
actually placed candidates, number of candidates retained & its timeframe, career progression
of candidates may be tracked.

9.5. The Sector Skill shall ensure that the training institutes should provide employment or self-
employment to the candidates who have successfully completed the training as per the scheme

. guidelines and do post placement tracking of these placed candidates for at least six months.

9.6. The training institutes are required to upload the necessary documents of the employed/self-
employed candidate (eg. appointment letter, salary slip, bank passhook, shop act license etc.)
on the MSSDS portal.

10. Payment Terms:
As per the Government norms referring to the Common norms 4th amendment Gazette

‘hotification as per Ministry of Skills Development and Entrepreneurship, New Delhi, Notification F.
No. H-22011/2/2014-SDE (Vol-V) dated 11th November 2020 and 5th amendment Common Norms
for Skill Development Schemes Fifth Amendment, 2021.

9.7. The cost per hour of training for trades/sectors is as per cost common norms & will be paid as
" per PMKVY 4.0 as per PMKVY 4.0 guidelines chapter no. 6,clause no.5.7.,pg. no.32:

iViilestone PIVIKUVA (Proposed, subject to change as per final approval by HPC) ]
1 20% - On commencement of training :
2 30% - On completion of 50 % training and proportionate to number of.
candidates achieving 70% AEBAS attendance of the 50 % training days.
3 40% - On Certification (passed candidates only).
4 Payment against the candidates passed in the reassessment. Any excess
payment paid to be recovered in this milestone, if applicable. '

MSSDS agrees to release payment to SS5C upon completion of following activities and as per the
scheme guidelines: '
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® MSSDS shall reimburse the training cost to S5C's bank account as per payment
terms mentioned in the common cost norms & relevant scheme guidelines
amended from time to time by GOM & GOI.

® Timely creation of invoices on MSSDS Portal on compliance and completion of
milestone.
@ Milestone wise payment will be released as per compliance of scheme guidelines

and availability of funds under the scheme.

® The Sector Skill Council should release the payment to Training Centres within

stipulated time from the date of receipt of payment from MSSDS office.

idhi Choudhari, 1LAS
Chief Executive Officer
Maharashtra State Skill Development Society
Copyto

1) All 6 Region, Deputy Commissioner, Skill, Employment, Entrepreneurship & Innovation Divisional
Commissionerate- all 6 regions.

2) Al 36 districts, Assistant Commissioner, District Skill, Employment, Entrepreneurship & Innovation
Guidance Center
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MANUAL - 4:- THE NORMS SET BY THE MAHARASHTRA STATE SKILL DEVELOPMENT OF
SOCIETY FOR THE DISCHARGE OF ITS FUNCTIONS.

e As per above SOP of Manual-3
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Administrative and Financial Rule of Maharashtra State Skill Development Society

_ Chapter -1
INTRODUCTION

1.1  These rules may be called the ¢ Administrative & Financial Rules’, hereinafter

* referred as the ‘AFR’, of the “Maharashtra State Skill Development Society”,
hereinafter referred as the ‘MSSDS/Society”. ‘

 Council & General Body.

- 1.2 This AFR shall come into é;ff‘erct: from 27,09;2012 af,ter,appfoyal by the Governing

13 The daé‘,' to day operatidns of the Society shall, hereafier, be governed by this AFR

provided that the General Body shall decide on. any other issue having financial
and/or administrative implications not covered under this AFR. o

" Chapter -2
DEFINITIONS

Unless the context requires otherwise, the words and expressions used in these AFR but not

defined, shall have the meanings assigned to them under Rules & Regulations of the Society.

2.1 Administrative approval means formal acceptance, by the competeht éuthon'ty, of the
~ proposal for incurring expenditure on any work/activity.

2.2 Age means the uppér age limit specified in the Recruitment Rules under these AFR.

2.3 Annual Action Plan (AAP) means the details of the activities/programmes to be
undertaken by the Society during any financial year as approved by the Competent
Authority. ‘

2.4 Bank means a scheduled bank or its subsidiary institution, wherc»the"funds of the
Society may be kept in current/savings account or medium to long-term deposit
accounts. v - ’ ;

2.5 Budget means the statement of estimafcd income and eXpendimre of the Society for any
Financial Year as approved by the Competent Authority. : '

2.6 Candidate means an individual who‘is,eligib‘le’ for consideration for any position or

responsibility as specified in the Recruitment Rules under these AFR.

2.7 Capitalb Expenditure means expenditure involved in the acquisition of assets of
permanent nature including a portion of revenue expenditure which is specially treated
so under orders of the competent authority.

2.8 Capital Receipts means receipts realised from the sale or disposal of assets, equipments
or any specific portion of revenue receipts so treated.

2.9 Chief Executive Officer (CEQ) means Commissioner, Employment, Self-Employment
& Skill Development, Government of Maharashtra who. shall, as.head of the seoretariat

of the Society, be the controlling & supervising officer of the society with such powers
as prescribed in the Rules & Regulations of the Society or any Rules or any delegation
by the Governing Council.

3jPage -

39



-
i

% :_ 2. ]4 Emolument means the amount to whlch an mdmdual appomted/engaged, whether on

Administrative and Financial Rule of Maharashira State Skill Devélopmenl Society

2.10 Competent Authority means the authority with whom powers to accord

adm1mstrat1ve approval and/or sanction of expenditure vests under these AFR or under S

~any Rules or has been delegated by the Govermng Council.

2.11 Daily Allowance means an amount to which an mdxv1dual is entltled as per these
- AFR, to meet the dally expenses mcludmg lodging and boardmg charges whlle on tour,

2.12 Day meansaCalendar day
2.13 Detailed head means a break-up below a Sub-head mdleatmg the nature of

E expendlture on a scheme/acthty in terms of mputs, such as salanes, ofﬁc expenses ~

~ deputation or on regular appointment or on contractual assignment or on adhoc basis
with the Society, is entitled on a monthly basis or such basis as per the terms and
condmons of his/her engagement contract agreement and shall mclude honorarium.

2.15 Fmancnal Sanction means sanctnon accorded by the Competent Authorlty to the

~ expenditure by a separate order or by signature or counter-51gnatures on blHS or

proposals.

2.16 Financial Year means the year commencmg on 1st April of a calendar year and
endmg on 31st march of the followmg calendar year. :

2.17 Head of Account means the sector of component programme prov1ded in the budget
with the object of classzfymg the income and expenditure of the Society. :

2.18 Imprest means cash ‘maintained for routine office expenses, travel and other

personnel advances.

2.19 Job Funiction means set of responsibilities and duties as would be determmed as per

requlrement from time to time by the CEO for any job position within the. seoretanat of

 the Society. ‘ :
2.20 Job Position means specxﬂc name of the JOb function commumcated in writing to an

‘individual along with his/her terms and conditions of engagemen’c/appomtment or at any

time thereafter as determmed by the CEO.

2.21 Member Secretary means the Commxssxoner Employment, Self- Employment &
Skill Development Govemment of Maharashtra who shall be ex~ofﬁc1o Member
Secretary of the Society. :

2.22 Non-recurrmg expendlture means expendlture on an 1tem ora work incurred

: occasionally. -

2.23 Performance Appraisal means process of evaluation and assessment of the
performance of any individual, engaged to discharge any duty or provide any service
pertaining to the Society, baséd on such parameters, manner and format as decided and
communicated in writing by the CEO.

2.24 Recurrmg Expendxture means expenditure mcur,red on an item or a work at regular
intervals.

225 R@%&e&ﬁe&wﬁ&o&w&m@u@oe&uooo&oom@onm@om@ooa&ammnmm

items of routine nature, such as, pay and allowances of staff, office expenses,
expenditure on minor repairs etc.

4|Page
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2.26 Revenue Receipts means receipts other than capital and dept receipts, of routine
~ nature, such as rent receipts, interest on bank deposits, service charges, comrmssxons

etc. -
2‘27 Rules & Regulatmns mean the Rules of the Society registered along with the
: ‘Memorandum of Associations and modified from time to time in accordance with the
prooedure laid down in this regard.

2.28 Secretar:at means the organisational structure of the Sotiety compnsmg individuals
; respon51ble for discharging such roles and responsxbﬂltxes as ass1gned by thc CEO to
L achtcve the aims and objectxves of the Somety : ;

229 Secured advance means an advance made on thc secunty of matcnals brought at sxte :

of work or on furnishing of Bank Guarantee of a suitable amount determmed by the
Competent Authonty . i

2.30 Society means the Maharashtra State Skill Development Society with registration No
Maharashtra State Mumbai/2011/G/BB/SD/559 dated February 15, 2011 of Assistant
chlstrar of Societies, Greater Bombay region, Mumbai.

231 State Government means Government of Maharashtra.

2.32 Sub-Head ‘means a head sub-ordinate to a Head of Account indicating a series of

activities within a programme.
2.33 Tour means any journey, away from the head quarters of the Society, undertaken by

individual in discharge of his/her duties related to his/her job function or any other duty

assigned by the CEO.

2.34 Travelling Allowance means a compensatory allowance granted to an 1nd1v1dual to
cover the actual travelling expenses which he/she incurs while on tour

Chapter -3
SECRETARIAT OF THE SOCIETY

3.1 Secretarr.at of the Society
3.1.1 The Society’s Secretariat shall function under the overall control & supervmlon of the

Commissioner, Employment, Self-Employment & Skill Development (ESE&SD)
who shall be ex-officio Chief Executive Ofﬁcer of the Society.

312 The initial structure of the Secretariat shall be as prescribed in Annex - I of these AFR
and shall be subject to such alterations as would be decided by the Society.

S{Pugé
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} the pnor approval of the State Govemment

L prescnbed mft'hesc AFR
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Chapter —4 :
SERVICE MATTERS

Creatlon of Job Posmon and Appomtment

The creation of a Job position for the secretariat shall be dec1ded by the Socxety with

All i'ob ’ iosmons shall be ﬁlled as per the Recruttment Rule of Ithe S

The Recnutment Rules of the Somety, mcludmg job function descriptlon ehgtblhty |
quahﬁcatlons and selection procedure for the vamous _]Ob posztlons, shall be s

i prescrxbed in the Annex —1II of these AFR

414

oads

' “deputatmn or through campus placement or through paper advertisement suitable -
- candidates for a short period not exceeding 11 months at a time or till the candidates
- are available through completion of the prescribed recruitment process, whichever is

4.3

43.1

The CEO shall be fully responmble for. recruxtment of smtable md1v1duals for various

Jjob posmons

Noththstandmg anythmg contamed in thc rccrmtment rules of the Soc1ety, the Ch1¢f f -

Executive Officer shall have the powers to appoint on pure contractual basis either on

earher for ensunng smooth functxomng of the Society.

”I‘erms & Condmons of Appomtment'

Every _]Ob posmon, except the Chlef Execuuve Ofﬁcer shall be ﬁlled for a spe01ﬁc

‘ penod on contractual or adhoc basis,

:The terms and condxtlons of appomtment/engagement of the mdmduals for vanous' i

job pos1t1ons shall be governed by the engagement contract agreement between the

Society and the candidate provided that such terms and conditions shall not put any

individual taken on deputation from the state government to pecumary dlsadvantage
in terms of emohiments and financial entltlemcnts with regard to hJs/her posmon in

hls/her parent orgamsatlon o

Emolumeuts

On Deputatmn from Govemment

43.1.1 The government staff working for the society on deputation shall be entitled to the

432

same emoluments as the pay rules of their parent organisation may prescribe.

On Contract Hire

4.3.2.1 The individuals on contractual engagement with the Society shall be entitled to

following consolidated compensation per month:-

6|Pagé
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Name of Post ‘ ‘Consolidated

L : Compensation in

L : ; » Rs. Per Month
Mission Co-ordinator s o T5000/-
Skill Mission Officer ‘ Yows : .
1. for 5 Year Experience o : ‘ 75000/-
2. for3 Year Experience : ; 60000/-
3. for 2 Year Experience - _. 50000/-
" [Pinatce Offiger w0 0 e e kane 750000
[ OfficeRegistrar o200 a2 | 35000/
ol Assstant e 0 o L 20000/
‘| HouseKeeper ° = ‘ Gl 15000/~
Graduate Executive Trainees* ‘ 20000/-

*Fresh MBA/PMP/BTech graduates/ﬁhal year students from reputed institutions on short

term project specific assignment. e
4.4  Rules of Emoluments & Allowances:

4.4.1.1 Subject to the relevant provisions of the AFR, the emoluments and allowances of all
individuals engaged by the Society should be drawn in such form and in such manner
as prescribed by the terms and conditions of the office order of such engagement
provided that the Pay and allowances and arrears thereof, as sanctioned and revised by
the State Government for its employees from time to time, shall be applicable to such
employees who are on deputation to Society.

4.4.1.2 The monthly emoluments of previous month shall be paid on 1% working day of next
month subject to submission of certificate of recommendation for release of
emoluments based on attendance and leave record of the previons month,

4.4.1.3 If a claim of emoluments and allowances of an individual is drawn for part of a month
or omitted from the monthly pay bill due to leave being not sanctioned or for any
other reason, such claim as soon as it becomes due for payment, may be drawn in the
next month’s regular bill. :

4.4.1.4 When an individual engaged by the Society dies, his pay and allowances up to the
date of his death should be paid to his legal heirs without considering the time of this
death or whether he attends office or not on the date of death.

4.41.5 The details of every individual and his emoluments shall be maintained in the
Society in the Emolument Bill Register(s).

442 Arrear Claims:

4.4.2.1 The claims up to 12 months from. the date it is due for payment may be paid.after

sanction is accorded by the Competent Authority.

4.4.2.2 The claims which have not been within 12 months for any reason shall be paid only
with the special sanction of the Competent Authority on satisfactory explanation of

7|Page




443 Refund‘
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the reasons for such delay and on submlssxon of a cemﬁcate that the clalm was not
prefetted and pald prevmusly :

4.42.3 The 12 months penod mentxoned above shall be reckoned as follows: -
¢ In case of travelling Allowance bills from the date of return to head quarters
e Inthe case of leave salary, the date of order granting the leave.
‘e In othcr cases, from the date on which the claim becomes due,

f4 43. 1 If any amount 1s:credxted to Soc1ety account on aocoum of excess recovery“ ofrentor
any other charges etc., the refund of such amount to the person concerned sha] be

- made with the pnor sanction of the Competent Authonty

4432 Before a remission or refund is allowed the original receipt and entries in cash book
and other accounts should be traced and a note of refund should be taken agamst
ongmal entnes 50 as to avoxd entertainment of double c]alm in future. ~

444 Advance for official purpose: :

4.4.4.1 Advance for official purpose such as advance of travelling allowance on tour or
advance for purchase of certain articles/ material from the market may be granted by

. the Competent Authority restricted to the prudent assessment of the probable

expenditure hkely to bc mcurred on the object.

4.4.4.2 The md1v1dual drawmg an adva.nces must furnish a detailed account of expendxture
incurred duly supported by vouchers and/or by refunds as may be necessary within 30
days from the date of sanctioning the advanco ora shorter duration as specified by the
Competent Authonty ’

4443 Normally no further advance should be granted unless and unul the ﬁrst advance is
adJusted/recovered or account is submitted.

44441 s the personal responsibility of the individual to whom the advance is grénted to
follow the prescribed procedures in incurring expenditure and to keep the balance
amount with him in safe custody :

4.4.4.5 The powers to sanction second advance when first advance is outstandmg, in
exceptlonal circumstances, are delegated to the CEO/Member Secrctary

4.4.4.6 The advances granted but not adjusted within maximum period of one month from the
date of sanction are liable to be recovered from the monthly emoluments of the
individual concerned.

4.4.4.7 The Finance and Accounts Officer shall keep a proper watch over adjustment of such
advances by keeping a_repister. of advances. and a list of advances remaining

outstanding for more than one month shall be submitted to the CEO/Member
Secretary in the first week of each month.

§|Page
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44.5 Deposits:

4.4.5.1 Deposits ‘received,byb the Society should be accounted for'in pfescribed’ form by

 allotting separate pages for each kind of deposit, if necessary.

4.4.5.2 Réfund of d_eposif shall be made on the application fitéelf after the sancftioh of -

authority that ordered the acceptance and on the receipt of the application from the
person entitled to receive it : i

445 3 _The refund of dépc}sit‘ Shou1d as’(faf as possible be suppo;_tediby original receipt ,iséued :

*form, the discharges should be given on the receipt or certificate itself.

to the depositor and for deposit given in the Bank fixed deposit or any other certificate

4.4.5.4 Before refund is allowed, original entry of receipt' in the Deposit Register should be
traced and note of refund against the entry should be made. :

4455 An abstract of Deposits pending as on 3lst Marcheaoh year should be drawn,
indicating reference of entry in Deposit Register, date of receipt of deposit and
amount. :

4.4.6 Lapsed»Deposi‘ts:

4.4.6.1 Deposits due but not claimed by the parties within three complete financial years ’

should be sreated to have been lapsed and will form part of Society fund.

4.4.6.2 Refund of lapsed deposits should not be made except with sanction of CEO/Member
Secretary of Society.

4463 The procedure, as in the case of deposits, should be followed for refund of lapsed

deposits and the bill should be prominently marked on the top in red ink “Refund of
lapsed deposit” to avoid misclassification in accounts.

447 Transfer of charge:

4.4.7.1 When an individual entrusted with handling of bash, store, stationary, valuable articles

or any other property, is transferred or has to relinquish his charge due to transfer,
completion of contract period, termination of contract or resignation or for any other
reason, the full charge thereof should be given by him to his successor as per
provisions of the AFR.

' 4.4.7.2 The cash book, imprest account and other accounts as the case may be, should be

closed on the date of transfer and a note recorded in each of them over the signature
of both the relieved and relieving individual, showing the cash balance, number of
unused cheques, blank receipt books, balance of postage stamps made over and
received in transfer by them respectively.

o

A 4773 Tn case of stores and SEAtionery, & 115t o] TElEs Traded GVer giving Tefere of page

of the Stock Register where the articles in balance are recorded should be prepared
and signed by both the relieved and relieving individual after examination and

counting.

9|Page
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4.4, 4 The rehevmg mdwxdual shall report to CEO about the completlon of transfer of
cha.rges and bring to his notice any shortage or nregulanty notlced durmg the taking
over of charge , ‘ : = ;

4.4.7.5In the absence, due to death or any other réason, of the relieved 1ﬁdzv1dual to hand
over the charge, the individual who is asked to take over charge, should examine the
accounts/ Reglsters concemcd and take actmn as above in4.4.7.1t044.7. 4

© parent orgamzauon '_‘

Sk

and such leave shall be
be carried : _rward for the contract penod

i accumulated for a ca’ienﬁar yea.r a:nd shall

4 4 83 Notmthstandmg anythmg contamed anywhere, leave shall be a pnvﬂege granted by
the Soc1ety and : not as a matter of nght ‘

44, 9 Travel Rules.

4. 4 9.1 These rules shall apply to each mdmdua] engagcd by MSSDS exther on deputatton or‘
. on contract : o "

44, 9 2 Any new rule or alteratlon of ex1stmg rules shall be ratlﬁed by the Govemmg »

Councﬂ

4493 Daily Allowance:

44931 Ind1v1dua1 requ:red to go on tour shall be entltled to draw adm1ssxble daily .
- allowance from the time of his departure from headquarters till the time of his

L arnval to hlS headquarter as follows

4.4',.9,.3.:2 If boardmg and lodgmg drrangements are made by the ofﬁce/ orgamzatxon only Ya
coileof adxmssxble daxly allowance w1ll be penmssxble » :

44933 The tlme spent on journey will also count for daily allowance out of dtstnct -
b , Less than six hours- No daily allowance, :
+ &  Between Six and Twelve hours- Half daily allowance
e  Above Twelve hours - Full daily allowance ’

4.493.4 'For purpose of calculating actual duration of journey while on tour, the actual
départure time of departure and arrival by a;mlam/tram!bua will be considered,

{Hor cputation ——HAn‘mdeual on deputatzon shall be entltled to. ,
~ Casual Leave/Eam Leave and any other leave as per thelr service condltmn in the ‘

& An mdmdual on contract shall» be entltled fow

and not the scheduled time of dey departure/omvai

W |Page
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For actual duration of halt at places outside the State for which special rates of
daily allowance are admissible, the amount of daily allowance shall be worked out

on the basis of rates of daily allowance applicable to those places.

An individual who performs journeys on tour by a conveyance provided by the
Society will be entitled for only daily Allowance. : :

No tour expenses 'shall be allowed if the tour out sidc the jurisdiction is
undertaken without prior written or verbal approval of Competent . Authority

provided that in case of verbal

 sought after the journey.

44938

approval, a formal written approval will have to be '

The rates }iof daily allowance_adfnissiblé on tburs will be as specified in the table

below:-

Job Position

“Within State Ordinary | Outside State Special

1

‘rate (inRs.) perday | rate (in Rs.) per day

Tor all positions filled on deputation

As per entitloment of State Government.

For all positions filled on contract

Mission Co-ordinator

As per entitlement of Class 1 officer in the Senior
Time Scale in the State Government

Skill Mission Officer & Finance Officer

As per entitlement of Class I officer in Junior Time

L ‘Scale in the State Government
Office Registrar As per entitlement of Class II officer in the State
A P . Government
Assistant As per entitlement of Assistant in the State
Government

4494 Lodging Charges: Ceiling for

lodging charges actually paid by an employee while
67i tour shall be reimbursed to the extent indicated below on production of actual

receipts:
" Job Position Within State Ordinary | Outside State Special |
: ; rate (in Rs.) per day rate (in Bs.) per day
1 2 el 4

Fo.r'al"l posiﬁ_dns ﬁlied' on deputation

As per entitlement of State ‘Govemment»

‘For all positions filled on contract

Mission Co-ordinator

As per entitlement of Class I officer in the Senior
Time Scale in the State Government

Skill Mission Officer & Finance Officer

As per entitlement of Class I officer in Junior Time
~ Scale in the State Government

‘a Office Registrar As per entitlement of Class II officer in the State
. , : Government )
Assistant As per entitlement of Assistant in the State
Government
Note:
; 11|Page




v 4 4. 9 5 Conveyance
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: (l) - The above rates indicate: maxlmum lnmts up to which actual charges incurred shall be

_re:rnbursable on the basis of recelpts ‘The claim for lodgmg charges must be
suppotted by printed receipts, duly serial numbered and dated. The receipts should
: mdwate the date of amval and departure from the hotel/lodge ; ;

(2) : CEO/’Member Secretary is the competent authonty to authonze/pemut an md1v1dua1

to stay ina lugher class of accommodatton than his ehgtbxhty durmg ofﬁcxal tour.

. ‘4 4 9 5 1 An n 1v1dual who whﬂe on tour out31de the State incurs expenditure on hmng 4l .

conveyance for movement within the city of halt, may draw actual charges paid by
~him for the distance travelled subject to a maximum Rs. 1000/~ per day, in capital
; cmes and Rs 750/- per day for other cities. ; :

‘ 4 4 9:5. 2. An mdmdual who while on travel in the State incurs expenditure on hmng a

~ conveyance for movement within the city of halt, may charge local conveyance on :
N _actual bazus in the mty of journey. :

, .4.4.9.5.3 _An md1v1dua1 clalmmg charges vide para 4 4. 9 5.1 and 4 4.9. 5 2 above shall be

required to furnish a declaration / receipt with detailed account of j Jjourneys
undertaken and expendxture 1ncurred by them.

L a 4 954 Thm expendlture shall be allowed with concurrence of the Competent Authonty

4 4, 9 6 Entntlement to Travel

4 -4 9 6 1 The ehgxblllty to travel by the various modes while on tour will be as follows

vJ°__b Posifion S “Within State Ordm'ary OutSIde State Special |

| rate (in Rs) per day . “rate”(m Rs.) per dgy

_For all positions ﬁlled on deputatlon | As per entitlement’of State Government,
| For all positions filled on eentraet ' T T s

Mission Co- ordmator e " As per entitlement of Class I officer in the Senior

- Time Scale in the State Government

Skill Mlssmn Ofﬁce._r & Fihance Officer . As per entxtlement of Class I officer in Jumor Time |

~Scale in the State Government

i 'OfﬁceRegi_strar ' | As per entitlement of Class I officer in the State

Government

| Assistant | : » : As per entitlement of Assistant in the State

Government

44962 CEO/Member Secretary may authorize/permit, on case to case basis, to travel in a
: " higher class than his eligibility during official tour.

4.4.9.6.3 The actual fare paid includes.
(a) Service Charges collected by travel agency and deductions made by it on
cancellation of travel arrangement, when the cancellation of journey is solely
due to official reasons.

12|Page
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(b)  Any service charges / surcharge levied by the IRCTC (Ministry of Railways)

~ when the booking is made on the internet. - e

(c)  Tatkal charges levied by the Indian Railways in case journey was planned and
approved two days in advance.

4497 The CEO/Mémbe Seéretary may ‘auﬂlorize any individual to undcrtake jéuﬂ1¢ys by
special means of conveyance, the cost of which should not exceed travelling
expenses, which would otherwise be admissible. Individuals claiming the actual cost

of transport for such journeys will, however, furnish a certificate to the effect-that

the use of the special means of conveyance was necessary in the interest of official
work and was authorized by the Competent Authority. -

Chapter - §
FINANCIAL MATTERS

51  Budget & Annual Action Plan: The Society will prepare and submit an annual
budget for approval of the Governing Council and, thereafter, to the General Body for
each financial year.

52  Flow of Funds & Maintenance of Accounts: The society ‘shall be entitled to receive

> funds from the State Government, Government of India and any other public/private
organisation in India or abroad for its administrative expenditure and for undertaking
any activity to fulfil its objects. ~

53  TFinancial And Accounting Policies: The financial and accounting policies for the
society with respect to funding as well as the payments related to the society will be
as follows-

53.1 Method of accounting

53.1.1 Accounting shall be done on cash basis i.c. a transaction shall be accounted for at the
time of receipt and payment only. : ' :

5.3.1.2 No reimbursements can be claimed for accrued liabilities.
5.3.1.3 The limit for cash payment is Rs. 15000 per transaction excluding statutory liabilities
and impress provided that a higher limit may be fixed by the CEO/Member Secretary

based on situation.

5.3.1.4 The limit of cash balance shall be Rs. 25000 (Rs. Twenty Five Thousand Only).

5.3.1.5 All payments shall be charged off to the relevant expense account head at the time of

fyakifig the paymient.

13|Page
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i 534 Preservatmn of Records o

- Administrative and Financial Rule of Maharashtra State Skill Development Society

; 5 3 2 Trcatment of soclety allocatmn

. 5 3.2.1 Socrety Allocanon 18 deﬁned as money ngen agamst approved budget

5.3.2.2No advances to suppliers/vendors for procurement of goods and servrces wa be made
under normal c1rcumstances o -

5. 3 2 3 Secunty deposrts wﬂl be treated as money spent however at the end of the

arrangement and on return of the amount; there will be ‘contra entry in thc accounts :

All such seourlty deposrts shall bc mamtarned ina regrster

5.3.4. 1 The followmg records should not be destroyed

¢ Records connected with expenditure of Socrety work not completed although

: beyond the period of limit.
° Records pertaining to cases in whrch lmgatron isin progress

¢ Records connected with clarrns to service and personal matters affectmg persons

_ inthe service. :
° Orders and sanctions of permanent character until revrsed

5.3.4.2 The following record should be preserved for the period spec1ﬁed

Sr. §Descrlptron ofrecord o Perwd of .Remark
I No. "2 o ; : Preservation in_
Bl i | completeyears
i) ~~'Pay bllls and aqmttance rolls - " Permanent
12 {CashBook i il G Permanent . b
3 ';'Servwe Book s s ! After death /resigned
) . o ot lwhicheveris earlier
4 "‘Leave Accounts e E s | After death /resigned
e ‘ e e w}nchever is earher
5 i TABﬂls&aquttancerolls L L e ' ’
_6 | Accountofservicepostagestamps | 1
7 | Register of Dead stock articles |~ Permanent AEi e e
8 fAnnual Report on dead stock vl Till the Auditofall . |
) A i Stakeholders
9 'Statronery&fonns Regrster e 3. i
10 | Vouchers ' i : " Permanent
11 | Account of expendlture e e

12| Charge Reports

13 | Casual Leave regnéter.& Papers

15 | Challans / Receipts

3

14 | Register of cheques drawn 5
' 3
3

16 | Increment Certificate

17 T Sanction to advances

18 Govemment resolutiﬂns, . V Permanent

19 | Agreement with contractors 5

20 | Comparative Statement of Tenders 5
¥ip: 'a : 3 i
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| Sr. | Description of record :  Period of | Remark
|'No. - - L Preservation in ‘
i ‘complete years

5 “Aftor the date of

21 ’Measﬁrerﬁent books if -émy
' : s _completion of work

21 Regiétef of contracts » s

22 | Register of Deposits / Advances | 5

23| Tender form 5

5343 -Th;:;:ﬂsénctidn of CEOMci_nber Sécretary should be Qb_tél}ined'_fér \d‘iépo§a1 of any of the

- records of the Society.

5344 No account or other record which is subject to audit by the Accountant General or any

other Authority should be destroyed unless the audit of the period for which record is
‘maintained is completed and the audit objections are settled. : :

5.3.4.5 The above list of preserVatiohr of record is not exhaustive. Any other record not
~ required for further use may be destroyed on the order of the CEO/Member Secretary.

5.3.5 Fixed assets:

5.3.5.1 Assets acquired under the society shall be valued at cost including all direct costs (i.e.
purchase price, transportation expenses, installation charges, transit insurance and
other expenses incurred for bringing the fixed asset in working condition) incurred
prior to its first use.

5.3.5.2 No depreciation shall be charged on fixed assets in the society financial statements.

Depreciation shall not be provided in view of the following:

e Depreciation is charged on the fixed assets with the object of providing funds for
replacement of assets. The society is a cost-incurring society and there is no
provision for replacement of assets in the society. No funds in respect of
depreciation shall be released to MSSDS. ’

e The society is a no-proﬁt' no-loss principle society. Therefore, there is no revenue
against which depreciation can pe set off. _ :

3

5.3.6 Funding of soéiety activities:

5.3.6.1 The society activities shall be funded by State Government, Government of India and
any other organisation. However, salary of the government staff on deputation will be
borne by the State Government.

5362 A Memorandum of Understanding (MoU) shall be entered into by the Society with
the Industry/NGO/Institutions for execution of the projects of the society.

53.7 Classification of expenditure to be ‘charged under different disbursement
categories: Broad items of expenditure which shall be included under the different

disbursement categories are given below:
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‘ ‘5 3 '7 l Somety acnv1tles/programmes/schemes approved by the Govenunent/Govermng :

Councnl/CEO/Member Secretary

5 3.7.2 Goods mcludmg equ1pment matenal and vehlcles

5. 3 2.4 Local expcndltures wh1ch would 1nter~a11a include all costs for purchases of goods

equipments, materials and vehlcies mcluswe of all charges (e g transportatlon dutles
& taxes) prov1ded in the suppher s mvo' e A

5. 7 3 l ”All d1rect costs relatmg to wamlng such as cost of tramers travel expenses cost of

- conducting trainings, workshops prmtmg of brochures, honorarium, etc, mcludmg Hi

the amount pald to extcmal agencws engaged for 1mpartmg above servwes

" 5,.’7.3.2 ‘All chaxges for techmcal assistance. and consultancy services 1nclud1ng hmng of
~ services of outside agencies including consultancy charges paid against contract

~Wlth consultants and any direct expendlture reimbursed to the consultant

5..7.3.3 . The contract thh out31de agencles shall be mamly in the nature of service

~ contracts, The payments shall mamly be linked to the output/ deliverables.
~ Therefore, payments released to outside agencies shall gcncrally be on account of
payments and not in the nature of advances. ~ »

5.3.7.4 Study Tours and Exposurc Vls1ts This will be a cost agamst creatmg awareness and‘ .
‘ bulldmg capacity of the staff and bcneﬁmanes facxhtated and orgamsed by the

o socxety

’3:'5 3.7.5 Incremental operatmg costs ThlS would mclude costs of opera’uon and mazntenance L .
’ of addxtlonal buildings, equipments, vehicles and remuneration of additional humani‘: o

- resourcc mcurred for the purposcs of carrymg out socxety activities.

’ '5‘.4’ : Accountmg System mcludmg mternal controls'

5.4.1 Accountmg Centres. The accountmg centres for the somety shall be the ofﬁce of the ’

3 MSSDS

5.4.1.1 The accountmg centres are the office where the basm accountmg in respect of
- expenditure on the society activities shall be carried out. These accounting centres
 shall be responsible for maintaining the relevant books of account and shall account

for all the financial transactions entered into by each of them. e

5.4.2 Chart of Account (CoA): The Society shall adopt a simple and operanonally
conducive accounting system to facilitate consolidation of its accounts which could be

predictably n m}ggcd to_State Government accounting system and to ensure that the

data captured is in accordance with the cost tables prepared for the society so as to
facilitate society monitoring and comparison of budgets with actual achievements,

i6|1’age G
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5.4.2.1 Accounting head: The account heads representing the general ledger account heads
for the society shall be designed to facilitate preparation of accounts which could be
mapped to Government heads of accounts as per the budgetary allocation and,
 preferably, each account head shaving hall be allotted a four digit account code as

follows:

a)

)

g

The first digit of the account code shall represent the major head as per the
general classification of accounts based on the nature of account heads e.g.
Sources of funds, Utilisation of funds, etc. ’ :

The second digit of the account code shall represent the minor head. The

- minor head is a further analysis of the major head, e.g. the major head for
Utilisation of Funds shall be divided into the minor heads, like Expenses,

Fixed Assets, Advances, etc. :
The third and fourth digit of the account code shall be called the sub-head, e.g.

~ the minor head Expenses under a major head Utilisation of Funds shall

comprise various account heads, each representing a different kind of

~ expenditure within the minor head, like salaries, wages, etc.

All four digits of the account code taken collectively shall represent the
account code. The accounting of society related transactions should be done
using these four-digit codes.

5.4.2.2 Activity Code: The activity codes shall represent the activities as per the cost tables of

the society. The activity codes are proposed to be introduced so as to capture and
retrieve the society expenses by:

a)
b)
c)
d)

Component

Sub - component
Main activity
Activity.

5.4.2 3 Disbursement Category: Disbursement categories shall represent the categories which
: the society authorities shall claim disbursement of funds. The disbursement categories
applicable to this society shall be as follows:
s Society Activity

Goods (including equipment), materials and vehicles

Consultants services (including NGOs services), training, workshop
Study Tours and Exposure Visits

Incremental operating costs. '

5.42.4 To facilitate the generation of disbursement category wise information from the
’ computerized system, the disbursement categories shall be linked to the activities.

5.4.3 Accounting And Financial Procedures: This accounting of various accounting
centres shall be done based on cash basis of accounting. Thus, the accounting
transactions shall mainly comprise receipt and payments.

5.4.3.1 Accounting at MSSDS: The accounting procedures at the MSSDS are outlined under

the fo

ving heads:

) mi{ecelpt accounting

¢ Payment accounting
¢ Accounting of bank transfers
¢ Bank reconciliation

17| Page
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Accounting of fixed assets
Correctlon of entrxes

Reeelpt Accountmg i ' ! : e

Based on the mode of receipts the recelpt transactlons shaII be classxﬁed as -

bank and cash receipts. ~ 5

On receipt of funds a bank/ cash recelpt voucher shall be prepared

On authorization of the voucher by the competent authonty, the voucher shall-
n‘the reeelpt Books o ) . o

be made into the Reglster of secunty deposits/earnest money. The register of

~ security depOSzts/ ‘earnest money shall contain voueher wise detaxls of the

g

i54312:

- followmg
‘¢ Opening balance of depos1t :
' Amount received during the period
¢ Amount refunded during the period |
& Closing balance of deposit "
Ny Expected date of refund of deposxt ; i
The society office shall periodically review the register for secunty
deposits/carnest money deposits to keep track of deposits neanng date of
_ maturity and depomts overdue for payment.
In case the security is in the form of bank guarantee then no accountmg shall

be done for the same. However record of such secunty shall be kept in the ;

_ ‘Reglster of Bank Guarantee

Payment Accountmg The payments shall mamly be in respect of the followmg
e Release of funds by MSSDS to individuals engaged for Socnety ‘

i ® Payment under provisions of schemes/programmes/actwﬂxes undertaken

by Society under Govennnent/Soclety Schemes and under MOU wrch
external agen(:les

e Other payments (such as .payment. for goods and services,

» preparation/procurement of training material/ publications, payment to
_consultants, exposure visits, payment for operatmnal expenses, refund of
,secunty depomt/ EMD etc. )

The accountmg for payments shall be done as per the mode of payment ie.
bank payment or cash payment.

All bank payments shall be accounted for through Bank payment voucher and

details of the payment shall be recorded in a Cheque register.

All payments made through cash shall be accounted for through Cash payment
voucher, ;

In order to avoid preparatlon of cash payment voucher for petty expenses, an
advance shall be gwen to Ofﬁce Reglstrar of the office for the purposes of

; : g :
“In case of recelpt of secunty deposxts/eamest money deposn:s, the entry shall :

.....
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amount to be specxﬁed by the competent authority of the society) who, at
regular intervals, shall submit a statement of expenditure incurred, classifying
the expenses according to the general ledger code classifications.
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e) After authorisation of expenses by the competent authority, a cash payment

* voucher shall be prepared to account for the expenses as per the statement of

~ expenditure and the amount shall be reimbursed to the concerned individual.
- ) The posting of the voucher shall update bank/ cash payment day book, bank/
s cash book and general ledger. - r 0
g)  The payment to NGO/Training Institute/Assessment Body or any agency shall
be made as per the terms of the MOU entered into between MSSDS and
 NGO/Training Institute/Assessment Body or any agency for the society
activities as per the agreed stage payments against substantial and measurable

outputs. .o G Ea s e e b -

¥

5.43.1.3.1 The MSSDS ofﬁce shall reconcile bank balance as per the bank statement and the
bank book on a monthly basis and prepare a monthly Bank Reconciliation
Statement by 7th of the succeeding month.

 543132A list of unmatched transactions, grouped under the following heads, shall be

generated; »
Cheque deposited but not credited
Cheque issued but not presented

“Excess/ less amount debited / credited by bank
Bank interest :

Bank charges

.0 o & 8

5.4.3.1.3.3 Appropriate correction entries, wherever necessary, shall be passed for the
differences in the bank statement and bank book.

5.4.3.1.3.4 The bank reconciliation statement shall be regularly reviewed for cheques issued
but not presented for payment for more than 3 months. These cheques shall be
treated as stale cheques. The MSSDS office shall prepare a bank receipt voucher,
crediting stale cheques account, to account for stale cheques. No activity shall be
credited at the time of passing such entry. ’ :

5.4.3.1;3.5 The MSSDS office shall maintain a Stale Cheques Register for the purpose of :
control over the stale cheques in the books of account. - -

5.43.1.3.6 A fresh cheqiie shall be issued on demand from the party and'neceSsary eritry shall

be made in the books of account and in the stale cheques register. On issue of the
fresh cheque the society authorities shall debit the stale cheque account. The
activity shall not be debited / credited on issue of fresh cheque.

5.4.3.13.71f a cheque is reversed by the CEO/Member Secretary and no fresh cheque is
issued against it for a period of three years from the date of issue of the original
cheque, then the CEO/Member Secretary shall debit the stale cheques account and
credit the other income account in the books of account.

5.4.3.1.4 Correction of entries:

5.4.3.1.4.1 Once an entry is authorised in the book, the editing of such entry shall not be
permitted. The correction of such entries shall be done only through the journal

19|Page
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‘ 5;4.3_},,‘ 4;4 dii?:f’aut risation of the voucher by | competcnt authority

. 6.1 Introductmn.
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voucher. The corrections may be on account of errors m account code actmty B

code locatlon code, etc

; 5.4.3‘1.4.2 Joumal voucher shall be passed w1th the appropnate narratlons explalmng in

e detali ‘the reason for the correctlon made, gwmg reference to the earher_
accountmg entry . ; : . :

5 4.3, 1 .4.3 At the tlme of preparatlon of voucher all the detaﬂs of the transactxon shall wntten
_on 1t e , e . i

‘ ouc, ,er sha,e be ~
. updated in the Books The postmg of the voucher shall update the joumal book'
_ and general ledger i '

Chapter - 6
GUIDELINES FOR PROCUREMENT OF GOODS & SERVICES

: 611 ‘.,Procurement ,}actmty covers exther the purchase of goods and contractmg of exther :

serVice'alone “or c apltal works wh1ch entails both goods and serv1ces

612 Some of the procurement would oceur outs1de eonventlonal market places In such

~ instances, for example the procurement of services from NGOs and institutions whose

~ objectives coincide with that of the Soclety, but which frequently operate under
e ‘unusual condmons, mnovatwe procurement methods may be requlred ~

6.2 ’,Procurement Types. i

. . Major kmds and types of procurement env1saged are as under

I '6,2‘,},1_ ; Human Capltal Procurement at state and d1stnct level for 1mplemei1tationfsufppcrt to :

"the programme

g 6.2._2 :;»:'Capltal 1tems procurement for MSSDS ofﬁce meludmg ofﬁce/traunng space goodq,

Ll equxpment accessories and vehlcles ete.;

S 6.2.3 bbServxces procurement for the day-to-day ﬁmctlomng of MSSD‘& ofﬁce 1ncludmg' ‘

mamtenance, housekeepmg, secunty, etc.;

624 Techmcal assxstance for planmng,

6.2.5 ‘Procurement of professxonal inputs for capacity building.

6.2.6 Consultancies, reviews, evaluation, studies, surveys, workshops, seminars and impact

assessment, etc,

20|Page it L
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6.2.7- Procurement of institutional/individual services on empaneknem/hire basis for

‘implementation of specific scheme, project, programme, innovative activity efc.

6.2.8 Procurement of infrastructure for implementation of specific scheme, project,
programme, innovative activity etc.. iy ‘

6.2.9 Any other procurement to fulfil the objects of the Society.

6.3.1 Except as provided under this AFR, all expenditure made out of the funds of the Society

~ shall have the administrative approval of the Governing Council provided that a

contingent expense of upto Rs. 10,000/- at a time may be approved by the CEO/Member
Secretary. e : ‘ ’

6.3.2 Following authorities shall have the financial power to incur expenditure of any nature
(works, procurement of goods, services, consultancy, agency for implementation of skill
development schemes/projects etc.) upto monetary limits as given below:

(@) UptoRs.5lakh - CEO/Member Secretary
(b) Above Rs. 5 lakh: and upto Rs. 25 lakh = Works and Procurement Committee |
(c) Above Rs. 25 lakh ; - Governing Council
6.3.3 The CEO/Menibcr Secretary shall exercise all the powcfs given in Annex — I of this

AFR subject to availability of budget provision in the relevant financial year any
~ exception made to meet unavoidable expenditure shall be put up for post-facto approval

in the next Governing Council meeting.

6.3.4 The delegated powers under Annex — III can be further sub-delegated by the
CEO/Member Secretary to a lower authority. -

6.3.5 The powers delegated to a lower authority can be exercised by the higher authority.

64  Work & Procurement Committee :
The Work & Procurement Committee shall comprise as follows:

1. The Chief Executive Officer/Member Secretary - Chairperson
2. Mission Co-ordinator - Member

3 One Governing Council member from

4, among the representative of industry - Member

5. Finance Officer - Member

6. Office Registrar - Convener

65  CONTRACTING ACTIVITY

651 CEO/Member Secretary or any other individual under delegation from the
CEO/Member Secretary shall sign all contracts on behalf of MSSDS.

21|Page
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6 s. 2 MSSDS may engage an mdependent Procurement and Contractmg Consultant (PCC) -
a8 and when necessary for specxﬁc procurenents, for followmg broad purpose

Overall support to socxety in all procurement and comract matters S
Introduce time and cost-effective procurement processes, ' e
Draft and circulate tenders/ bid requests;
~ Conduct/ facilitate the commercial evaluation of tenders/ blds
~ Provxde 'mely adee on procurement and con ‘

. "{%

- Carry ut supervxsory func‘uohs on all procurement ,
: Capacxty building for procurement } .
’ Undertake/orgamse Procurement Audlt at appropnate mtervals

& o ® 5 0 6 0 9 8

‘ Procurement Procednre-

o The ;authqnnes mentioned in rule 6.3 above shall catry out W0rk5 and procure goods
- and‘»sér\*ices goco;( ng to the procedure mentloned below s

Bl HaSE Type and amount of Expendlture e Procurement Procedure

( . VWorks (tlelElecmcal) e Limited tender enquxry More than :
rolied il (1) Upto Rs 5 lakh o e three tendcrs/quotatlons shall be | -
Pam ol e _called fromthe smtable contractors e

; "‘t?vg(ﬂ) AboveRs Slakh o ‘_ ._{égopen tendel'»S o be called, ’b}’:' ’j. e

Note: For works Soclety may hire | dail;
| consultants to assist in preparing estimates, |
| tendering, supervision of work, clearance of S
b billsand payments, etc - . :

|2 |Goods ; - - i .

. L :(1) Upto Rs 50 000/- on each occasmn e Prudent shoppmg w1thout mvmng i

lspbes il e : : ._ ; ; | quotation or bids. A certificate of |

Lol o] el .": o 'i, | satisfaction about the quality of |
T L . jedls and reasonableness of their |
¢ Sl e e e Liprioes w10, e - recorded: by the |

N Tl e CEO/Member Secretary

(ii) Above Rs, 50 000/- and upto Rs. 2 lakhs Prudent shopping by a Commmee :
Lok | on each occasxon of 3 members chosen by the Works
_ : and Procurement Com:mttee ‘who
: ' rE o will survey the market to ascertain |

m&b&m&oﬁeﬂm&ab@&n& :

specifications and  identify the |

appropriate supplier. A certificate
. 4 : i - of satisfaction about the quality of
& : : e L S goods and reasonabienew of ﬁzezr

22|Page
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(iii) Above -Rs. 2 lakhs and ﬁpto Rs. 25 lakhs

(iv) Above Rs. 25 lakhs

paid for such goods shall not exceed those

| rate contract.

| Note: Rate contracted = goods can be
| procured from suppliers. The prices to be.
| stipulated in the rate contract and the other

salient terms and conditions of purchase |
| should be in line with those specified in the :

prices to be recorded by the 3
| member committee. e

;‘Limited tender enquiry: More than
‘three tenders/quotations shall be

fcalled  from suitable
‘manufacturers/suppliers.

: Obeﬁ tenders to ibe called by

| advertising .in at least one state
daily having wide circulation.

(For purchasing high value plant,
‘machinery, etc. of a complex and
‘technical nature, bids may be
‘obtained in two parts, ie,

Technical bid and Financial bid)

3. | Engaging Consultants

(i) Upto Rs. 25 lakhs

| i) Above Rs. 25 lakbs

| By calling for bids from more than '
‘three potential consultants,

| identified on the basis of formal /

| informal inquiries. ’

|By seeking “Expression of |

Interest” from consultants by

| publishing in at least one state daily
- | having wide circulation and then
following a two bid — Technical

| and Financial bid, procedure. ;

4. | Outsourcing of Services

| () Upto Rs. 10 lakhs

(ii) Above Rs. 10 lakhs

Limited tender enquiry —by
inviting offers from at least three

| contractors/service providers.

Open tenders to be called by

‘advertising in at least one state

daily having wide circulation and
then following a two bid —

| Technical and Financial bid,

procedure.
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1 (i)  Government approved rate

. | Hiring of Premises

in govenunent/PSU/pnvate
premxses Lo .

() Marketrate

: Onformal/mfonnal equiries -

O’pcn‘ tenders to be called by

| advertising in at least one state
: daxly havmgimde circulation in the

'gempanelment basis  for 5
| assessment, ~accreditation, inspection,

nstxiuﬁonal/mdmdual =
_ training,

services om |

grades based on quantifiable

-expected outcome, of suitable

On ]me empanelment, in various |

& ‘lmplementatmn of specific scheme, | agencies meeting the requisite

(5 | project, programme, innovative activity | criterion and qualifying through
Lol | ete. for government schemes as well as | prescribed process of inspection
A "MSSI)S mmanve f S _ :pubhshed on the web portal of the
B : ~MSSDS ’ .
s Unit cost, if not already prescnbed
e | in approved schemes, shallbe

i | determined through transparent

| process of inviting offers from
C || empanelled institutions/individuals -
£ | in various grades on need basis.
6.7 ;SIGNING OF CHEQUES All cheques shall be 31gned _jointly by the Fmance

S : .Ofﬁcer and the Member Secretary of the Socmty ' :

C
G

i iSde . sae

Shrl Vljay Kumar Gautam, IAS ~ Shri Sanjay Kumar, IAS

(. Member Secretary » Chairman

E“\v
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Annex I

I Proposed Schematlc I’resentatlon of the Secretariat of the Maharashtra State Skill
Development Soclety : ‘ -

B
o

2

i | Chxef Executlve Ofcer o |
: (Commlsswner, Employment Self Employmen

e "skl“ T)evelnnment L

-~
}

Mlssmn Coordmator .

Administration,
Establishment &
Procurement Cell !
(Office Registrar) !

Knowledge, Planmng & -
Innovatxon Cell (SMO—l)

Program, Formulatwn and i
Implementatmn Cell( SMO—I) |

St ; e Corporate&Legal Affalrs ’
Desxgn, Development & o Cell (()fﬁce Reglstrar)
Resource Cell (SMO-I)

Fmance, Accmmts & Audlt

-Counsehng&l’lacement Cell L
B s Ce“ (Flnance Ofﬁcer)

~ (Outsourced)

Terrltorlal Cell o

" GMO- Skill Mission Officer
(SMO-3) -
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A mustra’ti{rér“'espon'sibii’it'y matrix of the Secretariat

i Knowledge, Plannmg & Irmovanon Cell
e Skill Gap Assessment Study
) “4Skxll Development Plan

. Stakeholders Coordmatlon _ Lo e
- Workshops Semmars, Study Tours Awareness campalgn etc —
e -E—Govemance L L -

‘ {;;2 Program F, m ulatlon & lmplementatlon Cell

e Agencnes e : o

i . Pre-traxmng assessment, counselmg and guxdance

(. ° Outreach program i
} ( - 3 Des1gn ; fevelopment & Resource Management Cell
ey o : . esign. &'Devel‘ pment of need based courses across sectors and temtones »
o : 0 " Development 'o ,competency standards learmng matenal and assessment S
ok ) . Empanelment and management of sultable tralmng prowders , -

o . Estabhshment of acered1tat1on assessment and certification mechamsm o : ,
Tl . Development of adequate trammg 1nﬁastmcture mcludmg optimum utlhzatxon" -
o ; o of existing physical and human resource both i in the Govt and pnvate sectors '

| e ~® Development of requtsxte trainers : . ’

. Sector Skﬂl Consultatwe Groups
i ’ 4 Counselmg & Placement Cell : o
. Convergence with Employment & Self Employment Imt:atlves
b ® Placement Initiatives : it
i
5. Territorial Cell
b e D1v1510na1 Skjll Development Executlve Committee
e Annual District Ac’uon Plans
ki e Coordination with other cells of the Society
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. Administration, Estabhshment & Procurement Cell
s Office Admmiswatmn

® RTI 3 e

. ,Estabhshment T

"o Grievance Red:essal

® Asset Management

e Procuremem !

DD DB ADD

‘:_Cmymwn&:ewﬂﬁiﬁﬂscle~_ﬁ

‘%

>~ Financial Management
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Recruitment Norms o L
All the appointments shall be either on contract basis or will be on short term
deputation basis. : ‘ ‘ :

9[Pagc

2.2, The minimum educational qualification for all the posts shall be as presc;ribed in
preceding sections. Educational qualifications of recognized University/Board will

only be accepted.
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. >~ 2.3 "

Administrative and Financial Rule of Maharashtra State Skill Development Society

The experience spec1ﬁed for all the posts shall be the experience acquired after

: obtammg the mmxmum educatlonal quahﬁcatlons requlrcd for the post. .

The exact nature of cxpcnence in spcmﬁc ﬁeld of dlsc1phne shall be mdlcated in the

advertlsement for the relevant post.

Quahﬁcatxons in respect of expenence are relaxable at the dlscretxon of the Chxef

~ Executive Officer in _consultation w1th the Chamnan m the case of the candxdates :

e fothervnse well quahﬁed

06,

kil

3.2.

4.1.

Recnntxncnt shall be made by dxrect recrultment deputation or by appomtment of

consultants as the case may be.

Whenever the posts are to be filled up by direct recruitment, the posts shall be

advertised in the newspapers or by such appropriate methods as the Chief Executive
Officer deems fit. However, campus placement for Graduate Executive Trainees can
be held by publishing a notice on the notice board of such institution for the interview

by the Selectlon Committee constltuted by the Chief Executive Ofﬁcer

Age Limit & Experience for Direct Recruitment

The upper age hmxt for du:ect recruitment in each category of post shall be as
~ gpecified in these rules provided that there wouId be no upper age limit in respect of

ofﬁcers/staﬁ' ‘members already working on regular basis in the Government or
Government Undertaking Organizations. The upper age shall be relaxable in
accordance with the orders issued by the Society from time to time. The crucial date

~ for determining the age limit shall be the closmg date for receipt of apphcatlon from

candidates.

In case of the_: direct recruitment, age limit, qualification and other requiremchts for
any post may be relaxed by the Governing Council in respect of the candidates
otherwise qualified. ' : :

Direct Recruitment

The candidates possessing the ‘educational qualifications and experience as specified
in Section 1 are eligible for direct recruitment and shall be selected by the Selection

Committee as prescribed in these rules.

4.2.

The selected candidates, from the date of assuming the duties will be hired on contract
basis. The initial contract period will be for a year & further continuance will be based

on the performance assessment.

10|Page
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4.4,

~ Direct recruits may be given,

Administrative and Financial Rule of Maharashtra State Skill Development Society

~ An Assessment comm1ttee may be appomted by the Chlef Executlve Ofﬁcer to .
i ',conduct penodxc assessment of performance of the candidates. In case candldate s a
‘performance is not found to be sausfactory, hls/her contract service will stand o
~ terminated at the end of the mmal contract appomtment ‘

Incasea departmental candxdate is selected for appomtment for the post through this
‘method the same shall be. deemed to have been filled by Dlrect Recrultment =

in ‘deserving cases,

o be so ~»recorded by the*Member

}i o Secretary, hxgher initial start than the minimum of the pay to which they are
e i appomted Reco mmendatlons, if any, by the Chief Executive Officer for grant of more
e pay will be examined by the Govermng Councﬂ of the Somety whxch is the"
, L o competent body to} qlec1de the same. : ; .
g 5, Method ofRecmi:me"nt’ on‘-neputéﬁon
( o SI ' Subject to 1he candldate havmg muumum quahﬁcauon and experience as speclﬁcd m, ~
. ~ these rules candldates from other Central Government/State ‘Government,
L I\/I;nismes/Departments,_ Semi-Govt. organizations, Umvercxttes, - Research
Bt Institutions, Autonomous Bodies, Public Sector Undertakmgs, can be taken on
- deputatxon, if found sultable by the Selec’cmn Comm1ttee > :
o o o Sl ‘: The penod of such deputatlon shall be sub_]ect to a minimum of three years, whlch can ;
- e cxtended up to a maximum penod of ﬁve years only aﬁer the wntten consent of the ,
sl mcumbent and lendmg orgamzatlon ' : Cd .
5
L
&
L 11|Page
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Administrative and Financial Rule of Maharéshtra State Skill Developmént Society

ANNEX - m

; DELEGATION OF POWERS

ey . Authonty fo whom -~ Extentof

_No. i Nature Of Power _| the Powers delegated |  Delegation
e -Contractual appomtment agamst sanctmned | cro /M,cmber Secretary | Full PoWers 1

12|Page

d ‘>_2   131011 of quahﬁcatlons and r Secr Full Po ﬁ;efs R
a annual and advance mcrement . ; ‘
| 3_, ’ _' and withhold annual increment - CEO/Mcmber Secretary e Full ?9wer§
14 To fix salary, wages, and draw advances and CEO /Member Secre tary | Full Powers
" || other allowances » ~
150 | E{f:wvsng s from emoluments .CEO/Member Secretary, Full Pdwers}_; ,
(1 1~ | To approve tour programme and to accord |
) ; ‘6 L ap;fsmvﬁi and sanction for Tour advances CEO/Member Secictary i Hull Powersw
: 7 | To sanction claims thhm » drd to t;avel e CEOMember Secretary : »Full Powers
N 8 ITo sanction leave il CEO/Member Secretary | Full Powers
2 | To take disciplinary action mcludmg : Bl
(e 2 , tcrmg;gatlon of contract and cash penalties ': (.‘,:EO/Mfs#nber‘S:ecr‘etary il o P"‘?".e’s
(i e e ' ; ! | As preseribed in
i 5 :
b 10 To acqord -adm‘unstratlve approvaland CEO/Member Secretary | Chapter 6of |-
el . | financial sanction for procurement of goods. : T Tt ”AFR .
4 § 11 To accord administrative approval and CEO/Member Secretary Chap teF6of
o : ﬁnancml sanction for procurement of s serwces N ; o COATR
: f ATy accord administrative approval and e | As éreéi:ﬁbed in ||
L {212 ﬁnancxal sanction for printing / purchasmg CEO/Member Secretary Chapter 6 of
, f i ’ books, 3(}11{*11;&15 and news letters e _AFR
b To accord administrative approval and : SR b
S : financial sanction for petty construction in ‘ ~as preacribed in
! 113 | CEO/Member Secretary Chapter 6 of
) Cn nature of repairs, and maintenance/ repairs of | ; AFR
__|-goods, equipment, furniture and supplies o
| { | To accord administrative approval and | ; As prescribed in
bt ' financial sanction for purchase of consumable ! | Chapter 6 of
| 14 stores and fuel, oil and lubricants and CEOMMember Secretry _ AFR
b _repairs/maintenance of vehicle,
g To accord administrative approval and . _
| | financial sanction for field visits and attending |
L 2 trainings / seminars / workshops W1thm the (BO/Mamber Secretaty Full Powers
| state and outside state :
} To accord admmlstratlve approval and .
| | seminars/ workshopsand study/exposurc tours CEO/Member. Secreiary Hull Towbiz™
L abroad :
g : S i CEO/Member Secretary Full Powers
17 Cheque Slgmng Authority for MSSDS & Finance officer (Jointly)




2 ;Adm‘inistrativé‘anbd Financial Rule of Maharashira State Skill Deyelopment Sociéty E

‘Nature of Power

Authonty to whom

Extent of

Delegatlon

o meetmgs

i To accord adm mstratlve approval and

; ﬁnancml sanction for hostmg lunoh/dmner or | CE 0 /Member Secretary -'

invite VIPs, experts and delegates attendmg

Full Poykers g

o s CEO/Membcr Secretmf

Full Powers  ‘ |

= r1ﬁmthor1ty as admxmstratlve head of MSSD&

| CEOM‘e}nbeirv.S‘eoi'etafy |

” -Full Powers . E

o rofﬁco .

o  i --LCEO/Member Secretary

»Full Powers Y

charges forrau / air tlckets

‘To sanction re1mbursement of cancellanon

CEO/Member Secretary

- Full Powers f

e ptt(}nai cases.

=, ) g sion for presentation of
o TA or other bill after 12 months from the date
_ | on which it became due,

| Full Powers

f CEO/Member Secretary L

. Fo‘fl‘Powe'r's: il

Write off of Unserv:ceable ortxoles of dcad

stock

: CEO/Member Secretary .

CEO/Member Secretary ! -

Full Powers :

o CEO/Member Secretary

Sanotlon fecm

CEO/Member Secret

| FullPowers |

anctlon non-recurring contingent expenditure
specified elsewhere) ,

»33‘

(» Full ‘;Po‘Wers'. .

— [Sanction of Capltal Expendlturei 1ncludmg

furniture fixture, Office Equipments,

Electrical Equipments like tubes, etc, Severs, |
| Computers, Laptops and Peripherals,
| Software, LCD Pro;ector, Active & Passive

Networking components, Refrigerator,
Tea/Coffee making machine etc

CEO/Member Secretary |

fCEO/Member Secretary -

| As prescribed in |
Chapter 6 of

 AFR

34

Sanction expenditure on orgamzatlon of

tralmngs workshops seminars, exhibitions
etc.

: CEO/Member Secretafy -

Full Powers

35

R ot

| 36

official use when the need for hmng of taxi
arises.

CEO/I\/Iember Secreiary

'CEO/Member Secretary |

Full Powers

Full Powers

: (11) For the use of dlstmgulshed v1sxtors for

2“‘)336
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& Administrative and Financial Rule of Maharashtra State Skill Development Society
S ~ Authority to whom Extent of
: & Ni Nature of Power | the Powe?; delegated | Delegation
o " | want ofa staff car. : e e e
bl (i) Sanction installation of requlslte telephone ~
: e | connections with internet facﬂmes for ‘
T | MSSDS office. ‘ ‘ :
T (ii) Sanction intercom and EPABX in office. As prescribed in
€ | (iii) Sanction purchase of telephone et Chapter 6 of
i 37 | instruments (mcludmg cordless phones | CEO/Member Secretary 1 .
G ' f~;{'_fmobﬂe phones) o v _ {
- (iv) Sanction re-com ection charges for expendlture)
£2 disconnected telephones.
5 (v) Sanction the capital & recumng e
e&p&u{iﬁuﬁ% on Internet Services G
O (a) To sanction expenditure on puxchases of | As prescribed in
| hot weather equipment. | Chapter6of
b 38 | (i)Fans CEO/Member Secretary - AFR
P | (i) Air Conditioner l : (For each item of |
: | (i) Purchase of Water/ Air Cooler ___expenditure)
e e : T | As prescribed in
i 39 | Procure Furniture for MSSDS Ofﬁce. | CEO/Member Secretary Chapter 6 of
( ‘ ~ AFR
i Sanction TA Bﬂl & Tour Programme of
! Goveming Council Member, other persons |
i | 40 | nominated by CEQO/Member Secretary, CEO/Member Secretary Full Powers
ok | Officers and Staff of MSSDS including own | o
(A bill trave]]m%m the state & out of state. Sl s
| Commissioning studies, surveys, action i ~ As prescribed in
t, | 41 | research, impact assessment documentation CEO/Member Secretary Chapter 6 of
wil : | & publication, film m i _AFR
: L] ’ Planmng, mmatmg inn atwe schemes , e
i : pertammg to skill development, placements, | As prescribed in
[ | 45 | sclf-employment, counselling and gu1dance | CEO/Member S | Chapter 6 of
0 142 | ete. on pﬂot basis L e SCIetany | AFR
I ‘ ) : (For each pilot)
i, :f : 43 ng;ﬁg&igﬁg;gs‘w eements, MOUS et CEO/Member Seofetary - Full onwersm
] :
|
| Sd/- Sd/-
Shri Vijay Kumar Gautam, IAS Shri Sanjay Kumar, IAS
é ' Member Secretary Chairman
|
|
!
i
L

75






MANUAL - 6:- STATEMENT OF THE CATEGORIES OF DOCUMENTS HELD BY & UNDER THE
CONTROL OF MAHARASHTRA STATE SKILL DEVELOPMENT OF SOCIETY.

—

l—'Sr.j Particular
No.
1 Memorandum of Association of Maharashtra State Skill Development
Society
2 Administrative and Financial Rules of Maharashtra State Skill
Development Society
3 Proceedings of all General Body Meeting & Governing Council Meetings
4 ALL GR
L 5 SOPs of all Schemes

|

o]
’ :’, ' ;7 7
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MANUAL — 7:- PARTICULARS OF ANY ARRANGEMENT THAT EXIST FOR CONSULTATION WITH
OR REPRESENTATION BY MEMBERS OF PUBLIC IN RELATION TO THE FORMULATION OF ITS

POLICY OF IMPLEMENTATION.

SEITETOT |1 & T A g R PR S ad.
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MANUAL — 8 :- A STATEMENT OF THE BOARDS, COUNCILES, COMMITTEES AND OTHER BODIES
CONSISTING OF TWO OR MORE PERSONS CONSTITUTED AS ITS PART OR FOR THE PURPOSE OF
ITS ADVICE, AND AS TO WHETHER MEETING OF THOSE BOARDS; COUNCILS, COMMITTEES AND
OTHER BODIES ARE OPEN TO THE PUBLIC, OR THE MINUTES OF SUCH MEETINGS ARE
ACCESSIBLE FOR PUBLIC.

Sr.No. Name of Board, Structure | Objective Meeting Whether Whether MoM
Council and other frequency Public MoM made | available
' bodies. allowed to | available to with
attend ? public? whom?
1 General Body Chairman | Policy 6 Months | No No Registrar,
and Decision MSSDS,
Fifteen Mumbai
other
members
2 Governing Council | Chairman | Policy 3 Months | No No . Registrar,
and Decision MSSDS,
Twelve Mumbai
other
members
3 POSH Committee Chairman | To Protect | 3 Months | No No Registrar,
and Woman's MSSDS,
Four other | from sexual Mumbai
members | harassment
at work
place as
per
provision
of POSH
Act, 2013
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Manual 9 & 10 :- MAHARASHTRA STATE SKILL DEVELOPMENT SOCIETY DIRECTORY OF

OFFICERS AND EMPLOYEES AND THEIR MONTHLY SALARY.

(as on 31°" March, 2025)

3. PR/ HHAR) AT AT qgA™ 1R da
9 ot F= ureies, wru s, g@mﬁﬂw R,04,§00/-
R EEREAREE 3t T HRIGNI SABhRT 9,30,§00/-
BELECEEL PRI NUAT MBI - 9 9,3§,000/-
9 ot g Bl PIaTed SRR STHHRI - 9 9,3§,000/-
g | & A ES P12 AR SMYUBRI - 9 9,3§,000/-
R ERLRCER BT SIATT SIEDBI - 9 (FATGT) | 0,04/~
L9 o fezr = PR AT SRR - 3 0,000/
¢ 2 BT M PIRTed IR STRIHKRI - 2 (T Officer) 4g,£00/-
] 2} JToTg IRA P 1Tl ST ATIBRI - R (HATI) 0,840/~
9o Y U AT PRI SR SATTHRI - 2 ([AATT) 0,400/ -
qq | i fammrres gt BT AT SARADBR - 3 ([aT-ga) | ¢o,304/-
R | &3 TN PR IR BRI - 3 92,000/~
93 | .39 PBTovdx PRI IR TBRI - 3 92,000/~
9w | . OROT QIER el srferart £3,000/-
ay | 2B PG Tl FA-AD (HAAT-dT) €0, ERY/-
ag | oo arTs AP SEMAGR] (JdT-g) §0,9%4/ -
qe | < dfed Ul HEID SRR (HaT-19T) 49,400/~
a¢ | N BrRIRM SIRIIHR e IR fosfie (@aTga) (R,
| #.famrd wezl FerIP qRS fo3fid ([AdTg) 4%,340/~
0 | A9.AR Ui HETIP qRS fo3fid ([IdTg) 43,340/~
B EIACIEEIEIRED Herad RS fo3fid ([dTig) 90,940/~
R | AR RIsHR BTG FBID ¥8,900/-
3| i Rrgie ezl BIITHI FBID ¥9,900/-
% | AN EES AOR HRITHA TBID ¥8,900/-
| 2P WIS PIaT AT TSP 4,900/ -
RIS RRICE! PraTed AN FBIH 9¥,900/ -
S REREEEES Bl AT TETTD 9,900/~
X | NPT HSEIEN 4,300/~
SR CERIEELS] BIIHDIIR 24,200/~
30 | 2.9y AEEul HISKEIEN Y,200/-
R ETGERASINCEDS BISADIUR 24,300/~
3R | IR IS BB 3Y,300/-
33 | MIA b BISHHIIR 24,300/-
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MANNUAL-12. THE MANNER OF EXECUTION OF SUBSIDY PROGRAMMES, INCLUDING THE
AMOUNTS ALLOCATED AND THE DETAILS OF BENEFICIARIES OF SUCH PROGRAMMES.

e MANUAL12 —NA
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MANUAL-13. PARTICULARS OF RECIPIENTS OF CONCESSIONS, PERMITS OR AUTHORISATIONS
GRANTED BY MAHARASHTRA STATE SKILL DEVELOPMENT SOCIETY

e MANUAL13—-NA
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MANUAL-14 :- DETAILS IN RESPECT OF THE INFORMATION, AVAILABLE TO OR HELD BY AND
REDUCED IN AN ELECTRONIC FORM BY MAHARASHTRA STATE SKILL DEVELOPMENT SOCIETY.

Electronic form of

Sr. No. | Document Particular of Document Custodian of
Type information stored Information
1 Data Candidate Enrolled for Skill Web Server Chl'ef Executive
Development Schemes Officer
5 Data Training Partner and Training Web Server Chief Executive

Training Center

Officer
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MANUAL -15 :- THE PARTICULARS OF FACILITIES AVAILABLE TO CITIZENS FOR OBTAINING
INFORMATION, INCLUDING THE WORKING HOURS OF A LIBRARY OR READING ROOM, IF
MAINTAINED FOR PUBLIC USE.

Sr. No. Particulars of Facilities Time
1 Web Portal Any time available.
https://mahaswayam.gov.in
2. District Skill Development, Employment and During office hours of respective
Entrepreneurship Guidance Centre & other offices. centers.
3. Notice Board. Daily.
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Any other information of Public Use

NIL
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