
 
DELEGATION OF POWERS 

 
 

   I.  RECRUITMEBNT/APPOINTMENTS:                                            
 
 

Sr. 
No 

Nature of Power Extent of 
power 

Authority Remarks 

1 Acceptance of medical certificate on first 
appointment 

Full AO  

 
 

II. PERSONAL CLAIMS: 
 
 

Sr. 
No. 

Nature of Power Extent of 
power 

Authority Remarks 

1 Proposals related  to the pay fixation of all the 
categories of staff which are as per rules and 
vetted by Finance & Accounts Officer 

Full COA  

2 Tuition Fee and Children Educational Allowance 
(CEA)  

Full AO  

3. 
 

Sanction of CPF/GPF advance  To all Non-  
Gazetted and  
Gazetted staff. 

AO  

4.  
 

Sanction of CPF/GPF withdrawal & conversion 
of refundable advance to non- refundable.  

Full AO Director 
would be the 
sanctioning 
authority in 
the case of  
Sc. ‘G’ 

5.  Sanction of Overtime 
Allowance 

On all days except Sunday COA Subject to 
strict 
observance 
of OTA 
Rules. 
 

6. Controlling Officer for medical 
reimbursement claims 

(1) For Sc. E1 or equivalent & 
above and Heads of 
Administration, Accounts, Stores 
& Purchase.  
        
(2) All Gazetted staff up to the 
level of Sc.C or                                
equivalent including Fellows 
(CSIR JRF/SRF) and Research 
Associates  

Sh.M.P. Singh 
Sc. ‘G’        
 
 
 
AO 

Director 
would be the 
Controlling 
Officer in the 
case of Sc. 
G. Cases 
requiring 
relaxation of 
rules will be 
put up to 
Director for 
approval 
 



                                  
 7. Sanctioning Authority for LTC Full 

 
AO As per 

instructions 
on the 
subject 

8. Controlling Officer for LTC/TA 
Claims 

(1) For Sc.E1 or equivalent and 
Heads of Administration, 
Accounts, Stores & Purchase.  
  
(2) For All Non-Gazetted staff 
upto  the level of Sc. C or 
equivalent  

 

Sh.M.P. Singh 
Sc. ‘G’            
 
 

AO 

Director 
would be the 
Controlling 
Officer in 
respect of 
Scientist. G  

9 Sanction of festival/cycle 
advance etc. 

Full AO  

10. Sanction of Casual Leave to 
the regular staff in the Divn. 
and maintaining proper 
account of leave. 

Full HoD /Sectional 
Heads 

 

 
11. Sanction of  regular Leave 

 
 
 
 
 
 
 
Sanction of regular leave to HoDs  

Full 
 
 
 
 
 
 
 
Full  

HoDs 
 
 
 
 
 
 
 
Director  

Based on the 
sanction of the 
HoDs, SO (Est.) to 
certify and to record 
the entries in the 
Service Books and 
duly authenticate 
the same based on 
the availability of 
leave and issue the 
OM.  

12. Sanction of Special Casual Leave Full COA  
13. Sanction  of leave to all project staff 

(appointed for projects) and to 
maintain proper leave account 

Full  Project Leader As per rules on the 
subject. 

14 Sanction of leave to fellows (CSIR 
JRF/SRF/RA) 

Full Research 
Guide 

As per rules on the 
subject. 

15. Acceptance of bonds, Surety bonds 
for deputation/training / interest 
bearing advances. 

Full COA  

16 Approval of admission of time 
barred personal claims beyond 
three months. 

Full Director   

17. Sanction of leave salary Advances  Full AO  
18. Sanction of encashment of leave 

and final GPF/CPF refund in 
respect of Admn./S&T staff 

Full  COA  

19.  Approval for retention of 
accommodation after 
superannuation or otherwise for the 
permissible period as per 
Allotments Rules. 

Full COA  

20. Sanction of special  increment for 
promoting small family norms in 
respect of all staff 

Full COA Subject to 
concurrence of 
Finance & Accounts 

21. Refund of Group Insurance (RGIS) 
amount after retirement, resignation 
etc. in consultation with Finance 
and Accounts. 

Full AO  

 



III. TRANSPORT                                                                                                                                 
     

1. Approval of plying staff vehicles 
within municipal limits, if the 
journey is in public interest 
 

Full  AO  

 
IV.   OFFICAL GUESTS VISITING CBRI: 

    
Sr. Nature of Power 

 
Extent or Power Authority Remarks 

1.  Approval for free boarding 
lodging for  official guests. 
 

Full Director  

2. Approval for official 
lunch/dinner/refreshments 
supplied by the Departmental 
Canteen/ Guest House 

(1) Expenditure under 
sponsored projects. 
(2)Expenditure under 
Institutional Heads of A/cs 
(3) For administrative 
meetings etc. 
 

Project Leader 
Sh.M.P. Singh  
Sc. ‘G’ 
 
AO/COA 

Subject to strict 
observance of 
instructions and 
ceilings fixed by 
the GOI. 

                                                                                                                                              
V.  CONTINGENT EXPENDITURE  (CSIR BUDGET) 

                     
Sr. Nature of Power Extent of Power Authority Remarks 
1. Sanction expenditure upto Budget 

provision under P-4 contingencies 
for water, electricity, telephones 
(recurring), advertisement, postage, 
petrol & oil , Municipal Taxes, 
Newspapers and periodicals, 
Washing and Laundry charges etc. 

Full AO  

2.  Sanction of Contingent Expenditure 
out of P-4 (other than the Heads 
mentioned above except legal 
expenses). 

Upto Rs. 10,000/- 
 
More than 
Rs. 10,000/-   

AO 
 
 
COA 

All expenditure bills 
must be settled 
within a period of 
one month from the 
date of drawal of 
advance with prior 
concurrence of 
Finance & 
Accounts.  

                                                                                                                                             
VI.   TA / DA AND OTHER EXPENDITURE RELATED TO OFFICAL MEETINGS (Advance);                                                   

 
Sr. 
No. 

Nature of Power Extent of Power Authority Remarks 

1. TA/DA for regular CSIR meeting 
to be debited to Lab. fund to be 
recouped from CSIR Hqrs./ Sister-
Labs. 

Upto  Rs.25000/- 
 
Upto  Rs.50,000/- 
 
Beyond 
Rs.50,000/- 

AO 
 
COA 
 
Sh.M.P. Singh  
Sc.G 

Advances to be 
drawn with prior 
concurrence of 
CFA/FAO. All 
expenditure bills 
must be settled 
within a period 
of one month 
from the date of 
drawal of 
advance.  

 



 
VII.   DEPUTATION ABROAD INCLUDING EOL: 

                                                                                                                                                       
Sr. 
No. 

Nature of Power Extent of Power Authority Remarks 

1. Proposals for deputation 
abroad as per CSIR 
guidelines upto Sc-F 

Full Director  Proposals to be 
submitted to ISTAG. On  
the recommendations  of 
ISTAG Committee will 
recommend cases 
keeping in view the 
guidelines issued by 
CSIR and budget 
provisions. 

 
VIII.  FORWARDING OF APPLICATIONS FOR EMPLOYMENT: 

 
Sr. 
No. 

Nature of Power Extent of Power Authority Remarks 

1. For Gr – IV & Gr- III 
Officers 

Full  Director  On the recommendations 
of HoDs 
(applicable to all) 2. For others Full  Sh.M.P. Singh  

Sc. ’G’ 
 
IX.   HBA/CONVEYANCE/PC ADVANCE: 

 
Sr.  
No. 

Nature of Power Extent of Power Authority Remarks 

1. Sanction of advance in 
respect of all staff. 

Full Director As recommended by duly 
constituted Committee 
approved by Director. 

2. Approval for release of HBA 
installments sanctioned by 
CSIR/CBRI 

Full AO  

3 Sanction of reimbursement 
of stamps duty in case of 
mortgage 

Full COA  

 
X.   MISCELLANEOUS: 

 
Sr.   
No. 

Nature of Power Extent of Power 
 

Authority Remarks 

1. Approval for issue of NOC 
for obtaining Passport. 

Full  COA Copy to be marked to PA 
to Director 

2. Issue of Residential 
Certificate to the staff 
residing in CBRI Colony. 

Full AO  

3. Salary Certificate to the 
staff for routine  matters. 

Full AO  

4. Approve tender 
advertisement for works 
and services. 
Advertisement for regular 
appointment etc. in 
newspapers etc. 

Full COA  

5. Vigilance Clearance and 
communication of adverse 
reports Remarks in ACRs/ 
ARPs after reports are duly 
completed 

Full COA  



 
XI. DDOs FOR DIFFERENT PURPOSES: 

 
 

Sr. 
No. 

Details Drawing & Disbursing Officer (DDO) 

1. Works & Services AO (in the absence of AO, Senior most Section Officer (G) 
 

2. Personal Claims  DDO (in the absence of DDO, Senior most Section Officer (G) 
 

3 Purchase Bills SPO 
 

4. FVC bills for cash 
purchases, services etc. 
not falling under Sr. Nos. 
1, 2,& 3 
 

DDO (in the absence of DDO, Senior most Section Officer (G) 

5. Cash Section and related 
matters 
 

DDO (in the absence of DDO, Senior most Section Officer (G) 

 
 
NOTE:           

                            
1. Matters falling beyond the delegated powers of the above functionaries and those not specified in the 

aforesaid delegations will continue to be put up to the Director for approval for sanction as the case 
may be as hithertofore. 

 
2. In the absence of Administrative Officer, the powers delegated to him will be exercised by COA and 

vice-versa. In the absence of Sh.M.P. Singh  Scientist ‘G’. the powers delegated to him will be 
exercised by the next senior-most Scientist ‘G’.                     
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