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“Authority allowanee” means the monthly remuneration drawn by
an employee other than special pay, personal pay, technical pay or
otherallowances paid with monthly salary;

“Board” means the Board of Governors of the Authority:
“gasic pay scale” means scale of pay in which a post or group of
posts is placed;

"

"Director General” means the Director General of the Authority who

. shall be the Chief Executive of the Authority:

“duty” means any performance of official worlking 1 the otfice or
outside the office and includes official tour in or puikide the
Province or Pakistan;

“employee” means and includes an officer and official of the

~ Authority;

(i
(k)

(1
(m)

(n}
(0]
{p)
{a}

(r)

“Entitled Officers” means Dircctor General of the Authorily and .
thase (BPS-17 or equivalentand above) employees of the Authority;

"Family” means pareats, nusband - wife and children of the
employees of the Authority;

"Government” means the Government of Sindh;

“Brovincial Disaster Management Authority Sindh Employee”
means a person who is serving in the Authority against a sanctioned
post on regular basis or by transfer from any authority or
department of the Government of Sindh or employed on contract
basis for a specific period;

“Principal Accounting Officer (PAO)" means the Secretary of the
Administrative Department;

“pay” means the monthly remuneration drawn by an employee

‘other than special pay, personal pay, qualification pay, technicai pay;

“Salary” means gross emoluments paid to the employee;

“Splection Committee” means the Promotion Committee or Selection
Committee for the purpose of making promotions and seiection for
initial appointment to a2 post;

“usual and admissible terms and conditions” means the prevailing

terms and condition of the contractual empluyees of the same scale
who is working in the Authority;

(2) The words and expressions used but not defined in these rules shall have

the same meaning as assigned to them in the act
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SERVICE MATTERS

3. INITIAL APPOINTMENTS: (1) fnitial appointments to a post or service

shall he made if the posts -

(i fall within the purview of the Sindh Pubiic Service Commission;
on the basis of examination or test to be conducted by the
Commission; :

i cde et bl within e mlview ot the Sipdh Public service
COIMssio, i the manaer as omay be determined by the
Authority, ‘

{2) A candidate {or initial appointment shall be citizen of Pakistan, having
domicile of the Provinee of Sindh;

(3) A candidate for appointment by initial recruitment must possess the
educational quatificatiuns and experience and be within the age limit as laid down
for that appointment,

Provided that where a percentage has been specified for departmental
promotion and initial appointment, promotion against the post reserved for
departmental promotion shall be made first: :

Provided further that if no suitable person is available for promotion, the
vacancy may be filled by initial appointment:

- Provided also that twa per centumn of such appointments in posts in basic pay

scale 15 and helow shall, subject to avalizbility, be made from amongst the disabled

persons as defined in the Dicabled Persons {Employment and Rehabilitation)
Ordinance, 1981, ‘ :

(4) No candidare shall be appointed to a post unless, after such medical
examination as Governent may prescribe, such candidate is found medically fit to
shischarge the duties of the post.

(5} The terms and conditions of the employment of the Contractual
cmptoyees will be fallowed in all related decisions mentioned thercin.

4. PROBATION: (1) An initial appuintment to a service or pust, not being adhoc .
appointiment, shatl he on probation for a period of two years, extendable for one
year as the competent authority may deem fit.

(2) Any appointment by promotion or transfer to a service or post may also
be made on probation for one year.

{3) On the successful completion of probation period, the appointing
authority shall by specific order terminate the probation of the officer or official -
concerned within two months after the expiry of probation period.
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f! ARSI

T s D

plovere <50 pe retire

proposed to boe taken against hin and fie has

heen given i apportinily of showing ciuse; or

srouaels b the aclion

{ij  where no direction is given umivr clause {i), vn the completion of
the sixty vear of his age,

(2} An emplovee onleave preparatery m retirement shall be deemed to be in
the service of the Authority and be diable to relire on completion of sixty vears of his
e

aue irrespective of the fact whiether such leave has ar has not ey

Explanation:- in this rule, "competent authority” means the appointing
authority oraperson duly antliorized by the appointing aathority in that behalf, pot
belng 2 person fower in rank than the emplovee concerned.

13, CONDUCT: The conduct of the olficer or officials shall be regulated by rules
made, o instructions issuc:i by the Authority.

14.  EFFICIENCY AND DISCIPLINE: An cmpiovee shall be liable to prescribed
disciplinary action and penalties in accordance with the prescribed procedure of
Simdh Civtl Servants (ELD) Rules 1973,

s of the Author!

15, PAY AND ALLOWANCES:(1) The Officer/ 0
eiittled 1o receive pay and allowances epl o fhe rate as notiled by the
Governwent from time to time and sdoepted by the Authority as veell as additienal
altowances allowen by the Anthoerity,

(2} The otficers and otficials on deputation to the Authorizy shall drasy thewr
salary and allowaices as drawn {ram the lending agency imnediately prior to their
deputation, nciuding the sither aiowances of the Authority o as matually agreed
between the lendimgr agency ind Auitliorty.

10, LEAVE: An ofticer or official siall be allewed leave in accordance with i
leeve rules applicable to him, pmw ad that the grant of leave will depend on
exivencics of service and be at ine discretion of the competent authority,

17. PENSION _AND GRATUITY: (t) Un retirement ffrm service an oifoer o
uificial shall be entitied to receive such pension or gratuity as may be prescr bed

(2} In the event of the death of a civil servant, whether before or ur
retirement, his family shall be entitled to receive such pension, or gratity, or b
s iy he prescribed.

i3} No pension shall be admissible o the person who iv dismissed or
removed from service for ceasons of disvipline, bot suthority may anotion
vonpensation.

e
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18 GHT OF SPPEAL OR REPRESENTATIO NS

by

arpedl or applv for veview baorespect of anoarder rofating toothe temis and

conditions ot his servive - provided 1o an olficer or oflicial under oy rule

applicable to him, such appeal or application shall, cxcept ag meay be otliernse

sprescribed, be made within Surty days of the date of such arier

{2) Where no provizion for appeal or review extsts under the rules in respect
oi any order or class of urders, an oflicer or offictal aggieved by any stuch order
may, within thirty days of the vomnunication o kim of such order, make a
representation against it to the authority next above the puthority which made the
order: . : :

Provided that no representation shall lie on matters velating to

determination of fitness of a person to hold a particular past, or to be promoted to a
higher post or grade. ’

19. CONTRACT APPOINTMENT: (1) When the appointing authority considers it

to be in the public interest to fill in a post falling within the purview of the Selection
Committee on urgent basis, it may preceed to fill up such post on contract basis.

{2} The posts shall be advertised and the procedure Iaid_down for initial
appoeintment shall be {ollowed.

(3) Temporary posts faliing within the purview of the Selection Committee and
occurring as a result of creation of temporary posts for a peried not excecding
fwelve menths may be filled by the appointing authority otherwise than tirovgh the
promotion or Selection Commitiee on 4 plrely temporary hasis after advertising the
posts.

(4] Appointment of Advisers, Experts, Conssltants whoese services are inevitable
for cfficient performance of functions of the Authorily, may be made on contradt
hasis whenever exigency of such service so requires,

{5) Subject to prier approval of the Beard, the order of appoeintment on
temporary or contract basis in respect uf each individual shall specifically spell out
the terms and cenditions, perks and period of such appointment.

20.  SAVING: Any person helding any post in the Authoerity immediately before
the coming into force of these rules shall continue in service and be deemed to have
beeu appointed in accordance with these rules.

21. PRIVATE TRADE, EMPLOYMENT OR WORK: (1) No emplovee shall, except
with the previous sanction of Autherivy, cpgagn in oy irade, undertake any
employient or work, othor than hrs official dutres,

Provided that he may, without such sanction, wadertake heoory work of o
relirious, social sr charitable nature or o RS
character, subiect to the conditiog that Wy off

teat thie aecupation ur woderid
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22. . HUMAN RESOURCE OF THE AUTHORITY: (1) The Human Resouroes
the Authority shall comprise of the fallowing:-

{i) civil  servants  posted by the °Services, Geners
Administration  and Coordination Dupnrtnw’nt' by
appointment by transter;

i) empioyees paid from the regular budges of the Authority

(it} svalf appointed vn Tservies rendered” basis,

t2) The Authority may, from time g
cimployees of e Aunthority who shall e o1 o
cemuneration and ddlpwances ds pocoinended gy -
‘wuch empleyees shall hold office during tae pleasure of T30 vl oo

i Rl

Hable to disciplivary qotion as per nles applic
(overnmaoent :

(3} The posting snd transfer of all Government mer ol
Bove siiall be made n considiation with the [Mrector G

ol

vight to pogisition of services fer the Anhorily or suere

to Governrent

23. GENERAL: In all matters uol oxplessly pr
members of the scrvice shall be governed by suis

Giovernment.

SECRETARY TO GOVEREIONT OF SINDH
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NO:PDMA(S)/11(2)/2014:- [n, exercise of the powers conferred under
section 47 of the National Disaster Management Act-2010, the Goyernment of
Sindh are pleased to make the following rules, namely:-

1. SHORT TITLE, APPLICABILITY AND COMMENCEMENT:-

{1} These rules may be called the Provincial Disaster Management
Authority Sindh (Conduct of Business) Rules,2016.

(2] These rules shail come into force at once,
2. DEFINITIONS: s
{1) Inthese rules untess the context otherwise requires —
(a) "Act” means the National [isaster Management Act, 2010
{Act No. XXIV 0of 2010);

(b) "Awtherity” means the Provincial Disaster Managemeant
Authority Sindh established under section 13 uf Lthe Act;

{c) “Board” means the Board of Governors  constituted
under rule 4;

(d} "Bank" means the National Bank of Pakistan or Sindh Bank in
whose custudy the proceeds of the Fund are kept and invested;

(¢} "Chairman” means the Chairman of the Board;
(f} "Charrperson means the Chairperson of the Commission;

{8) "Comnussion” means Provincial Disaster Managenteni
Commussion established upder section 14 of the Acy;

(h) "Department” means the Administrative Department;
{i} "Director” means a Director of the Authority;

i) "Disaster Management  reans managing  the complete
spectrum of disaster inciuding -
(i) preparedness;
(it} response;
(i} recovery and rehabilitation: and

(iv}  reconstruction;

(k) "Director General” means the Director General of the Authority
who shall be the Chief Executive of the Authrority;

{1} "District Authority” means the District Disaster Management
Authority established under section 18 of the Act;

(m) "Fund" means the Provincial Disaster Management Fund;

{n) "Government" means the Government of Sindh;
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{0) "Government Agency” means a government department,
autonomous, sef-autonomous authornilics, development
authority apd local government;

{p) “Local Authority” means District Disaster Management
Authority; ’

(q) "Local Council® means councils (by what so ever name called)
established under Sindh Laocal Government Act,2013;

{r) "Month" means {he calendar month;

{s) “Member” meansa Member of the Board or Commussian, as the
case mayhe;

(t) “National Authority” means a National Disaster Management
Authorily; i

{u) “Province" mearis the province of Sindh;

{v) "relief means the assistance of any kind to the affectees af
natural or buman induced disaster; :

(w) nSehedule” means the Schedule appended to these rules;
{x) "Secretary“- rmeans the Secretary of the Board;

(v} "Wing" means a Wing of the Authority headed by the Director
or Deputy Director, as the case may De, responsible for the
conduct of business; ' ‘

(z) "Year” means the Financial Year.

_ (2) The waords and expressions used but not defined in these rules shatl
havethe same meaning as assigned to them in the act

. CHAPTER-II
EP 1 MENT.COMMISSION M

The Commissien shall perform such powers and functions as assigned

to it under section 13 and 14 of the Act. _ v
CHAPTER-11I
THE BOARD

3, MANAGEMENT:

(1) The general direction and administration of the Authaority and its
affairs shall vest in the Board which may exercise all powers, perform all

functions and do all acts and things which may be exercises, performed or

done by the Authority.

{(2) The Board in discharging of its functions shall be guided by such
direction as Government may give from time to time.
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{31 Il a question arises weather any matter is of a policy or not, the
decision of the Government shall be final. '

(4) Government may, by notification in the cfficial gazette, increase or
decrease the number of members of the Board and prescribe  the
gualification and mode of appointment of such members in such manner as
deemed necessary. Government shafl have the power te appaint or remove
any member of the Board as may be expedient, '

(5} Ifan official ex-officio member is unabie 1o attend a Board meeting,
he shall authorize an officer not below the rank of the Additional Secretary or
equivalent to attend the meeting and take decisions on his behalf

{6} An official member appointed by virtue of his office shall seize to be
a member on vacating such office.

(7} No action of the Board shal be invalid merely in the existing of, or
defect in, the constitution of the Reard. ' :

(8] The Board may coopt any person as o member for any particular
purpose but such person'shall not have right of vote,

4. CONSTITUTION OF THE BOARD:

The Board shal consist of ~

(i) Minister Rehabilitation Department Chairman

(ii) Chairman Zakat Council Sindh Member
(iii) Senior Member or Relief Commissioner, Board of Member
Revenue Sindh

(iv) Secretary Zakat Department Sindh ’ Member
{v} Secretary Finance Department Member
{vi) Secretary Rehabilitation Department Member
(vii) Secretary Irrigation Department Member
(\}iii) Secretary Local Government Department Member
{ix) Secretary Health Department . Member
(x) Director General of the Authority Member
{xi} Director {Operations) of the Authority Member
(xi) Director{Firance & Admir ) of the Authority (Member/

Secretary)

_PARTI
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5. POWERS AND FUNCTIONS OF THE BOARD:
The Board shall perform the foliowing functions:

{i] toapprove the budget of the Autherity;
(i) to take all decisions regarding expenditure out of the Fund and
gther resources of the Authority;
(iii) to grant remuneration of members for attending the meetings;
(iv) to upgrade, downgrade and re-designate any posL, with the
) approval of Government and in consultation  with Finance
Department create, abolish, as it considers necessary for the
efficicnt performance of its functions in such manner and on such
terms and conditions as may be determined by the Board;
« (v} to approve remuneratien, altowances, honorarium Or- A0y other
' financial incentives far the officers and officiais of the Authorily,
(vi) to appoint staff on contract, render services, contingency basis
after the fulfilling the codal formalities and their extension
thereupon by ‘defining terms of references (TOR's) and financial
remuneration;
{vii) to deal with administrative and financial issues of the Authonty:
(viii) to prepare statement of accounts’ showing receipt and
expenditure of the Authority and the report of Auditor General
there an after the end of each Financial year; and
(ix] To do such acts and things as may be required by Chairman or
Director General, to be placed before the Board for its decisions.

6. CHAIRMAN OF THE BOARD:
(1) The Minister in charge of the Administrative Department shall act
as the Chairman of Board.

{2) The Chairman shall be assisted by the Authority and its officers i’
carrying out the functions of the Board.

(3) The Chairman shall hu responsible Lo the Buard regarding all
matters of the Authority including thuse delegated by him to the subordinate
officers. : .

{4) The Chairman shall be paid such remuneration as may be
prescribed by the Board and approved by Government.

7. MEETING OF THE BOARD:

{1) The meeting of the Board shall be proposed by the Director General
of the Authority. '

(2) The Chairman shall convene the meetings of the Board, which shall

. meet as often as necessary for the performance of its functions, but not less

than twice in a Calendar year.

83
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{3} The Chairman shall on receipt-of a requisition, signed by not less
than one third of the total members, convene a special meeting within seven
days of such reguisition,

(4) The quorum for a meeting shall comprise half of the total
membership, and it shall be maintained throughout the meeting,

(5) i the quorum is not complete, the Chairman shall adjourn the
meeting and convene a new meeting within two weeks and give notice of the
date, time and place of the meeting and in such meeting the Chairman may
Lake decisions even f the quoram is not complete.

(6] The mécting shall ordinarily be held at the Headquaiter of the
Authority.

{7) Any matter required to be decided by the Board, shall be decided in
ameeting by majority of votes of the members present and vating. ’

(8) Seven days clear notice shall he given for an urdinary meeting and

three days period notice for a special meeting. The Secretary shall cause a

nutice to be served atl the members and a copy thereof be pasted at the office

" of the Board. The notice shall inter atia specify the date place, day and lime of
the meeting and be accompanied by an agenda.

8. ACGINDA OF THE ME G:

(1) The agenda of the meeting shall be prepared by the Secretary with
approval of the Chairman lhruugh Director General.

(2) The agenda lor an ordinary meeting shall be prepared in the
fullowmg arder:-

{a) Contirmation of the minutes of Lhe previous meeting;

{b) All matters deferred in the previous meeting including
direction of government, if any;

(c) Reports ol the committee or subcommittee.

{d} Any other business with the permission of the chairman

(3) The agenda for speual meeting shall be prepared in the following
order:-

(a) Confirmatior of the matter for which the meeting has been
convened;
(b) Any other business approved by the Chairman.

{4) Subject to the availability and the orders of the chairman the
members shall be provided capies of documents for information to relatmg
to the matters on agenda.
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9. U T EMEETING:
No meting shall be adjourned unni the agenda thereof is di_spust_ed of
or a resolution of adjournment is passed or the Chairman or pre::udmg c_)iﬁcer
- of the meeting, as the case may be for any reason to be recerded in writing .

10. CONSIDERAT 10N OF BUSINESS;

The business shall be considered in the order prepared under ruie 8

(2) these rules but the chairman of its own or on Lhe motion of at least Lwo
members may change the order.

11.E P 0 FICERS:

{1) The Secretary of Board shall attend every meeting uniess abscrlzt,
on leave, or prevented by sickness or some reasonable cause and shall asst:*:t
the Board in disposal of business at the meeting, and may take part in
discussion.

{2) The Chairman may direct any officer to assist the Secretary in
disposal of business at the meeting.

(3) The Chairman may, in public interest, require head of any .Provincial
department to attend the meeting of Boardland explain the subject under
discussion. ’

12. | O PRESIDE MEET
(1) "The ’Chairman shall preside over every meetifig, and in his absence,

the membef nominated by the Chairman on his behalf shall preside.

(2) The business at a meeting shall be taken up in the order in
which it is entered in the agenda.

(3]  No member shall take part in a matier involving his personal
interest and where such member is allowed to take part in such
deliberations, he shall not participate in its voting.

{4)  All questions for determiﬁation shall be decided by majority of

- the members present.

(5) Incase of a tie, the Chairman shall have the casting vote.

- () The minutes of the meeting shall be prepared up by the
Secretary and shall comprise names of members who were present and the
number of items and decisions thereorn.’

(73 The minutes of the meeting shali be approved by the Chairman
and circulated to all members by the Secretary within seven working days

after the approval. A copy of the minutes shall be kept in safe custody by the
Secretary.
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(8) The minutes of the meeting shall be taken as read at the

succeeding meeting and confirmed by the members who were present in the
meeting,

13. ACTION ON DECISION:

(1)  Theaction en the decisions taken in the meceting shall be taken

alter approval of the minules.

(2} The minutes of the meeting shall be deemed to he confidentiat
document and treated as such by all concerned.  +

14. COMMITTEES OF THE BOARD;

(1) The Board may coastitute such number of committees and
subcommittee as it considers necessary or expedient to assist the Board in
the performance of its functions under the Act and rules,

{2) The business of every committee or subcommitiee shall be

conducted in such manner as the board may decide.

{3} Every committee or sub-committee shall be headed by a

convener appointed by the Chairman.

{4) The convener, if present preside at the meeting and in his

absence the members of the committee shall elect one of its member o

preside the meeting and shall exercise all powers uf the cunviner.

(31 Tihw nreseedimgs or report of the committee or subcommittee
shall e submitted teoohe Chaliman as varly as possible (or placing it before
the Board.

CHAPTER -IV
THE AUTHQORITY

15. APPOINTMENT OF TIE DIRECTOR GENERAL;

(1) There shall be a tuii rige Director General of the Authority of
B5-20, to be appointed by the Government, on such terms and conditions as
it may be determined: provided iEat such terms and conditions shall ot be
less than those applicable to the Civii servant of the same grade,

{2} The Director General shall be an eminent professional of an

“integrity having experience of pubisc or private sector Inanagement

especially on the context of managing human  resources, finuncial
management, and program implementition and may  additionailv have
techiical understanding of diaster mansgement,

{3) Government shall remove the Director General if he fuils to
discharge his responsibility under these rules, or he has abused his position
as Director General or see as directly or indirectly acquired or tempted to

acguire without permission in wiiting of Governiment aay share or interest

M any property, scheme , project or other cencern of the Authority.
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{4) The Director General may at uny time resign under his hand
addressed to Government.

16. POWERS & DUTIES OF THE DIRECTOR GENERAL:

The Director General shall be the executive head of the authority and
shail have powers and duties to -

(a} exercise administrative control over the day 1o day funciioning
of the Authority including financial and human resource
management;

{b) submit the annual budget proposals of the Autherity Lo the
Board;

{¢] run the affairs of the Authority for attaining the objectives of the
Authorily;

(d) prepare the annual report of the Authority tor placing before the
Board;

(¢) exercise the powers of category -1 officer;
(1) provide the requisite Secretarial support to the Board:

(g) perform such lunctions and exercise such powers as the Board
may delegate to him; and

{h} act on behall of the Authority, in any emergency, subject to the
obiigation to report such actions to the Board at its next meeting
and o see the rectification of the Boards of action so taken.

17. ORGANIZATIONAL TIER:

There shall be established a fuliy-fledged organizational setup ol the
Authority under the Director General in such marner and with such
functions as may be prescribed by service rules;

18, HEADQUARTER QOF AUTHORITY:

(leﬁe Headquarter of the Autherity shall be at Karachi: nrovided
that the Authority may setup its office or offices in the Province with Lhe
“approval of Government. :

{21 During emergencies and disasters, the Authorily may establish
wemporary camp offices at places deemed ctpprupria& for vesponding
cHectively to the said disaster er emergency and depute the Human Resouwrce
with allied facilities.

19, POWERS AND FUNCTIONS OF AUTHORITY: -

The Authority shall perfarm exercise the powers and perform such
other functions as may be assigned o it under sechion 16 o' the Act
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20. WEBSITE OF THE AUTHORITY:

{1} The Authérity shall develop its website indicating its Vision and
Missiun statement and update its activities on website regularly.

{2) The A'ul'hurity shall post important information and programs on
ils website. S

21. HUMAN RESOURCE OF THE AUT HORITY:
' The human resource of the authority shall comprise such officers and

officials as may be appointed and regulated under the service rofes 1o be
{ramed by the authority

22. EROVINCIAL PLAN:

The Provincial Pisaster Management Plan shall be carried out in
accordance with the provisions of section 17 of the Act

23. SUBMISSION OF ANNUAL AND OTHER REPORTS:

{1) The Autherity shall submit within three montis of the conchision
of the calendar vear to which the Feport pertiing, an anaual. report to
(rovernment. : o

{21 The Authority may, from time to time, make pubtic any of its -

studies. research, ideas or suggestions in respect of any matters heing dealt

*! Th= report and other documents mentioned in this rule may also
2eclaced before the Board as early as possible

2+ DISTRICT DISASTER MANAGEMENT AUTHORITY:

The District Disaster Management Authority notified under section 18

of the Act shall perform the functions as may be assigned to it under the Act. .

In addition to its function under the Act, the District Disaster Management
Authority shall review the measures taken or to be taken for mitigation,
vapacity building and preparcdness by the departments of Government znd
issie such guidelines or directions as My b tecessary,

25. DISTRICT PLAN;

{1) The Authority shall cary sut the district plan which shall be a plan
for disaster management far every district ot the Province.

(2) The District Plan shall pe prvpared by the local Authority having
rugard Lo the National Plan and the Provincial Plan.

{(3) The District Plan shali be reviewed and updated annualiy.

PART-I
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26. ADDITION RS OF DISTRICT AUT ITY:

The District Authority shall cxevcise the additional powers as assiuned

. 1o it under section 22 of the Act fur further the nbjectives of the Disreict

Authority.
27. GOVERNMENTTO TAKE MEASURES:

Subject o the provisions of the Act, Government shall (ke ali
measures spocified in the puidelines taid down by the Natien.t Authorily and
such further measures as 1t deems expedient for the purpose of disaster

management.
28. FUNCTIONS OF LOCAL COUNCIL:

The local avtho! ity siuii preform the funcrinre o assipned 1o it under

section 25 uf e ACt

CHAPTER -V.
ALLOCATION OF BUSINESS.

29. CONSTITUTION OF WINGS: .

(1} The Authority may constitute such Wings as may he cxpedient tor '

carrying oul the purposes of these rules. Ininally the following WWings are
constituted under these ruies:-

{a) finance and Adminiistration Wing:
(b)  Operations and Planning Wing:
(c) Disaster Risk Reduction Wing,.

30. ORQANIZATION OF WINGS:

{1) The Director General shall greup each Wing under the SUpErVISIOn
of a Director ar Deputy Director, as the vase may pe and such Direcior or
Deputy Director ghall, by standing order(s). distribute the work of each Wing

* among the offices or pranches of the Wings. Such order may spetify the cases

or class of cases which may be disposed of by an office subordinnie o the
Director or Deputy Director, as the case may he.

{2) The Director of Deputy Director shalt be respunsible for the
cfficient administraticn and disciplineg, and for the propet conduct of
husiness allocated to the Wing in his charge.

31. ORDERS AND INSTRUME NT&[A’GRE&MAENTS AND CON TRALCTS:

(1) All exccutive actions ol the Authority shall be expressed to be
taken in the name of Authority.

(2) All agreements, contracts and instruments shall be éigncd by such
officers as may be authorized by the Director General on behalf of the
Authority.

[P
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PART-1

(3} The provisions of the Sindh Public Procurement Act 2009 and
rules inade thereunder shall be applicable to such agreements and contracts.

32. CONSULTATION AMONG THE WINGS:

{1} When the subject of a case concerns more than one Wing, the

initiating Wing sholl consult and keep abreast the uther Wing or Wings .

L:nu.'rrwd

(2) The Director General may requisite any case from any Wing and
pass orders as deemed {it for its expediticus disposal.

33. RISPOSAL OF BUSINESS BY EACH WING:
- [1} The Director or Députy Director, as the case may be, shali keep the

Director General apprised of the working of the Wing and of any important
case disposed of by him.

{2} All orders or instructions shalt be in writing and where verbal’

vrders are given, they shali be reduced to writing by the officer receiving it as
S003 as pnss]ble

34. FUNCTIONS OF WINGS:

“=0n Wingshall perform the follewing functions:-

2, Finance & Administration Wing: The Wing shall be responsible

for -

(1) advising the Director General in all matiers pertaining to
finance and administration of the Authority;

(it} determimng the principles of contvol of Authority's
employment that is w say the recruitment, terms and
condition of employmeat, disciplinary cases where powers
are not delegated, service records, performance evaluation
report, medical facilities, liveries and-such allied matters:

(iit) coordinating the policy of all Wings with réspect to services
urdder thed control o ensure consistency ol Weatment of
employees including the issues of general orders ior hotidays,
office hours, security;

{iv) admiristratien including office stores and equipments, receipt
and issues of communications, vehicles, library and drawing
and dishursement of pay; '

(v) general coordination and eversight;
" {vi} coordination of the annual development plan

(vii) provision of logistic support to other Wings and to look after
POL issues;
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(viii}all matters relating to training including inland and abroad
and those sponsored by donors;

(ix) procurement of goods, works and services in accordance with
sindh Public Procurement Regulatory Authority Act 2009 and
rules made thereunder: ‘

{x) information technoiogy related functions of the .«'\uth'or.z.ty; :
{xi} maintenance of office accommodation. telephone exchungé
equipments and ransport:

[xii) ex’écution or award of contract and agreements o? the same;
(xiii) 10 deal with provincial assembly business if any: - .
(xiv) court cases where Authority is party;
{xv) submission of cases to the Commission and Board;
(xvi) arrangements for meetings;

{xvii) matters of the Authority relating to inter-Provincial and Intra-
Provincial coordination:

(xviii) directives of the President, Prime Minister and Chief Minister:

(xix) establishment and operation of Provinciat Disaster
Management Fund:

{xx) preparation of budget and obtaining of its approval;

xxi) scrutiny of financial and economic aspects of 'schemes,
Y p
projects: contracts or tenders;

(xxii) financial procedure and methods of accounting;
(xxiii) review of agreements, contracts or instrument;

{xxiv)warehouse and stockpiling of frequently necded emergency
relief goods: and

(xxv) sty other business allocated by the Authority from tima 1 -
time.
(b) Operations and Plapning Wing: The Wing shall be resioasible
for -

{i) advising the Director General in all wmatters regarding
operation and projects of the Authority;

(ii} Emergency Operation Center and early warnings:

(iif) identification of frequentty needed relief items;
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(iv) courdination with Natinnal Amthortty, Provineial Government
departments,  District Disaster Management Authorities,
humanitarian agencies and Nen-Governmertal Organizations
or international Non-Governmeatal Organizations on issues
relating to disaster preparedness, mitigalion, response except
those exclusively aliocaed to othoer Wings or offices as the
case nmay be:

Wi onreparalion of Provinea Plan, and othoer cunitiigoncy plans,
desaster risic ma ment and disaster sk reduction

sLratesies or policies:

(wi) provision ot necessary technival assistance or advice to
Bistrict Disaster Management Autherities and local councils
for carrying vut their fanctions effuctively,

[vit) cocrdination and proviston of relief to disaster alfectees:
(vi1) payment of compensation to disaster affuctecs, or loss to life
_ard property, according to the pulicy of Government;
{ix}  cluster coordination and Camp muanagement;
{x] repatriation Uf displaced pupulaton:

(xi} tssuance of No Objection Certificate to Non-Governmental
Organizations or international Non-Governmental
Organizations or other implementing  partners © tor
rehabiittation and disaster risk management activities in
districts;

{xii)  damage needs assesanient

{xiif) coordination of deaster sk reduction mainstreaming in
developmuent process

i protection or villnerable growp
and relief phase of any disaster

(xiv} integration of pender
igsues in overalf respen
espectally in camp man e

Caotentation of hort ierm, medium term
and long term ol for the disaster affected areas in
accordance with damage amd need assessment for
comglete recovery from disaster:

{xv). preparation und -

(xvi) tapping of resources for implementation of the plans” for
reconstruction and rehabilitation;

{xvii} preparation and implementation of project design in
consultation with the technical wings of the concerned
departments;

{xviii) putting in place fast track approval mechanism for the

recovery and restoration pians '

(xix) coerdination for restoration of basic infrastructure facilities
in the disaster affected areas within the shortest possible
time with concerned line departments; and
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(xx) estabbhrient
Provineias
and Bt

AR o e

Authonty

Lo haly lor

s nclioits B
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npeations 0 FIERIEIES Uivid

Giopenes, anmed s tarees, B R TR TR A unbat.nee

L e other velated

Cervites, Rued ©
:
orospective fevels;

Pmenries Wil he ool

faxr)oany Altseated by ihe iy [rom me uf
L
(e} M5f\ﬂ!g[_ﬂﬂilLllglgmwﬂlg;_ The Desster Gisk Reduction
wing will be headed by Director {DRR} whisnsn 21 be respansible
for-

(i} inchusion of digaster risk reduclion 1o v Erovincial Plam

{1) lssuance of a set of sectoral guld + un MAINSreRTning
disaster risk reduction, and eriteni assessment ol
development projects from 2 TR T o perspeclive
qvailable for the use of Provincial d ts,

(it} enhancing tochnical  eapacity - weted pruvinui.ﬂ

’ dupariments for integrating visk peiillt o inid developmuent
plang and ProgrRmImes, '

{iv) developing the “Emergency fesp o seerem” under the
management of Authorily o 87 CHective  disaster
Fesponse § provincial and distr!

(el duveloping wandard Oprrating HpPsY o datine
Loles i provincial, dietpiet and o cates tor
involvement i emergeiey LCapuiist.

(vi) develuping a methodology and syste® TR
Jdisaster Jamage, 1oss and needs assessme sl T MR
action by multiple stukehotders; including 2 87275 -
damaue and loss assessment, common reporting formTs Lo
data-collection, [t would inciude SOPs far actiiaien
deployment, reporting and de-activation of ass

, Ledms;

(vii) developing a database to record disaster response res o TS
avaitable with different departments il tocal, do-im 0 i
pravincial tavels which will be made avaiable oo s

. o0 the stake holders may have easy aceess Lo the dan
- (\—'iii)vsmhlishmenl of Search and Rescue teams b dostoicd and

provincial leveis on need basis with capacity te respond to ol
kind of disasters;

{ix}) mvolving Civil Defence in development and management of
soarch and reseue s P anndasiciud cities sW i- as Karachi
ilyderabad, Suickur, Shaheed Bonazirabad, Tharparker and
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ment and uporading oF skals

(%) relovant provincial,  distict and losal

- D Gedovwens for steckgpiliog sssential relo!
it or Sosely sreveon of selict e the disuster aifected

U2) Mo Senpg shiah, without prior consulbation with’ Founce and

Adminsteation Wing, atherize oz seler other than orders i pursuance of
gunersl or spectal delepotion mede by the Autherity which directly or
directly affect the fances o che avtharity, ar owhich particuiariy
lvolve -

i ereatiun ol posts, their ap datien or change in teims and

il

condibions ot servive,

() relinguishnient, re; ment of revenue, actuai,
potential or grant of 2oaraaice Againstit;

Gy espeisditui e 1or whien no e i exisis in the Dudpel

Pl ove-appranation of hud oo o ooty
[+ alinesn finans FETE S trod of compilation of
aventints o of the budoes v s e '

Pl incnring ol oxpenditare st

speidiare o

THNTH ST

e Ure Senorite shalt haee Uhe foliowtng

(3 Eraddion o the akove Wia

sections Neabed Dyt Assistant Direct ror 4

i Diredtor gy the case mav

be:- '

(a} Technical Section: There shail be a Technical Section under

V'Operations Wing of Autherizy headed by the Deputy Direcio
{Technical) which shall he respaesible for-

(1) preparation of deve
Authart

o

sehemaes to be execated by the

e and monitoring and evalnation of

subenes;

Lilf) preporation o
planning and

wgrogress reports for all sorts of
schremes of the Authoriuy:

p

(v) laisen with e solevant stalkehoblere and Governmeint
departments:
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{v] muniering 1 pvaiuation of projes soddertaken by none
wonal e

Huvm't'.l.r‘.z}nml arpanbzations  or Intetd
guvmnmémul grganizations having Mo vbjecuon
Certificate of the Authority,

[v1) examination and furnishing of comments an the proposed
projects of the Nnn-iluvvrnmunln] Qrpanivations or
Tinternational mm-gm’cmmenml prganizations requirmg
No Ubjection Certificate ot the .-‘\u}hm'i!.;:; aul

{vil) any ather business atpeated by the Authority from time Lo

time.

() Internal Audit: There shalt be Tnternal Audit soction which will
be headed by Depuly Lrectar Authoriced by the Predlan
General and shall periorm the following fupcloas

R conduct of nterpal audit of alt the actounts of the
Authority;

i candact ol iternal awdit 0! Sp e projects o the
Authority; )

(it} conduct ol internal andit i e
Authority;

(iv) conduct of internal audit of 5 S vts slalionaly,

slore, cyuipmuents and farmtare

T arenunts nl

(v) advise the Authority on vhe mnliors e
e Authority; and

y -

{vi) any other business Silucated byt Sat s T
time.

peapy e

[c} Medja And Public Relations: There shail be
Relations section, with an ol'ﬁcer-xyhic‘n s gt

- Dircctor General and shalt perl‘nrén the follow Tz s s

[y prt‘p;—u'a{itm of media amd-advecacy poaIcy Rl e TIRASTEIA

 coordination withy 2l Wings:

(i) preparation of official napdouls of te Autheniy ol vues
public interest:

{11} arranging media coverage of all'events of the Authoery
(iv} placng of clippings of th news published m poess media

relaung 0 the Authority, 09 every mornng care the
Director General;

| PART:I
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(v) keeping the Director General and concerned Wings abreast
on all the news appearing in press and elecironic media
relating to the Authority and preparing prumpt response to
saleguard public interest; :

{vi} preparation of documentaries of important events including
extreme events like flood and other disasters:

(vii) maintaining archive of news, documentaries of the
Authority; ’

{viii) preparation of message of the Director General for
publication of the Authurity; )

(ix) writing of speech for Director General on important events
of the Authority;

(x) arranging the awarcness campaigns relating 1o disaster
mansgement; and )

(xi} any other business allocated by the Authority from time to

lime”

(d} IT Section: There shall be an IT section headed by System
Analyst, who shall report to the Birector General through
Director (F&A). The IT section shall perform the following
functions:-

i) preparabion, maintenance and updating of Authority’s
website, o

L) provide support t9 4 the wings of the authority in IT
refated marters;

{iii) maintenance of IT related equipments and applications:

{iv]) creation and issuance of alerts during emergencies
including SMS;

{v] maintenance of Intranct, internet and server of the
Authority;

{vi} maintenance of inventory of IT equipments; and

(vii} any other business allocared By Lhe Authority from time
to time.

(e) Gengde d Child Crise Cell/Section: There shall be a
feender and Child Crisis Celi/Section headed by the Deputy
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Director, who shall report to the Divectur General Urrough
Director {Operations). The Cull/Section shall perform he
{oilowing functions:-

{i} to make resources for women and children programantisg
in the context of disaster management, establish child
protection coordination mechanism in emergencies and.
arrange capacity development training to enhance the
‘Wkills of stakeholders. It will also work in coordination
with Federal and other Provincial authaorities; '

(ii) to provide guidance on policy, planning and integration uof
gender equality, child protection and concern of
vuinerabte groups in disasters;

(iii) to strengthen institutional mechanisms 1o respond to the
needs of vulnerable groups; :

{iv} to facilitate dialogue with stakeholders and shall also work
to include the voice of vulnerable groups decision-making;

(v] to institutionalize exchange of information and effective
knowledge management as well as cfective and timely
reporting, monitoring and evaluatien;

(vi) collect |, use and analyze disaggregated evidence for
planning and advocacy; ’

(vii) awareness and capacity development including the
reguisite tools and moethodologies; ’

(viii} ensure effective linkages, coordination and promotion of
quality services in disaster situctions at all levels: and '

{ix) any other business allocated by the Authority lrom
time to time.

The cases requiring approval of the concerned computent auinurity
shall be processed in the tollowing manner- )

.y Lol

() Lasus requinng approval of the Chief Mimster
secretary shall be processed through deparfinent us per
provisions of the Sindh Government Ruies o1 Lusiness-
1986 and instructions of the Finance Department and the
SGA&CD issued from time to time;

(if) cases relating to the business of the Assembly of the
Province may be processed in accordance with rules ibid;
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(ili) cotrt cases may be processed in accordance - with the
criteria set by the Law, Parliamentary Affairs and Human
Rights Department; )

{iv) cases within the Authority may be processed by the
concerned section for approval of the Director General
through the concerned Director or Deputy Director as the
case may be;

(v} annual budget and other financial statements shall be
scrutjnized and clearcd by the Finarce and Admin Wing
before final approval of the Director General; and

(vi} financial grants or additional grants demanded from the
Finance Department through administrative Departmenit.

36. FOLLOW UP OF ONGOING ACTIVITIES AND PROJECTS: |

Once an aclivitv or project is approved, the Director General may
uppoint an officer of the Authority who shali, in consultation with respective
Director, supervise and ensure that activity ur project is completed in the
<tipulated period and in accordance with the siven parameters of Lhe
indicated targets and objectives.

37. MAINTENANCE OF SECRECY:

Every emplovee of the Autharity siull ensure seereey of the Authorily
as enshrined in the Official Secreey Avts, 1903 {Act No. NIX of 1923), and

guidelines Laid down by Government in this regurd firom bme Lo Lime.

) CHAPTER -VI
FINANCIAL AND ACCOUNTING PROCEDURE
38. FUNDS:
(1) There shall be a Fund culled the Provineial Disaster Man{ig(:ment

Fund {PDMF) «nd i shall vest in tke Authority with powers to manage and

uperate b

(2) All receipts of the A vihorit, rom any source whatsoever including
annual grants from the Guvermmeni shuli be credited to this Fund.

(3} Govdrnment shall provide anneal grants to the Authority for
carrying out the purposes of this Act. '
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(4) “The Authm‘ity may receive grants and [inancial aid from other
_sources including private sector; :

{3) The Authority may invest the funds in investment schemes
including Government securities for raising funds subject to approval of

Board.

(6) The fund shall be'managed and operated in the manner as may be i
prescribed by Government.

1. SOURGES OF FUND:

e L S R

The Fund shall be financed from the following sources:-

{(a) Grants made by the Federal Government, Provincial
Government and Local Government;
(b} Loans, aid and donations from the registered mational or
internaticnal agencies;
{c) Donations received from any other source;
; .. {d) .Incomes from interest or depasits, il any, recetved from
bank accounts or any other source. '

Ii. 10N OF
The Fund shall be utilized in the [ollowing manner:-

- {a) mecting with the. expenses on activities and tramsactions
related to its establishment, emergency preparcdness, disaster
response, mitigation relief and reconstruction as prescribed in
section 30(4) of the Act;

(b) meeting, with approval of the Authority, expenses of District
Authorities and other organizations or agencies financed out of
the Fund for emergency preparedness. disasicr response
mitigation, relief and reconstructien;

(c) all transactions relating to emergency preparedness. disaster

, response, mitigation, relief and reconstruction shall be clearly

: laid down, properly evaluated, and duly processed with [ull
justification, duly approved by the Authority.

m. - BUDGET

_ (1) Government shall reiease the single line budget to the Authority
for each financial year.
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(2} The Authority shatj Preptic s sateiieat of esthimated recolpt and
expenditure for cach linaneia vear {hereinafter referred to s the Tlurdpet’)

and submit the syime to the Board for anpronval,

(3} The Authertty shall, a5 and when deemed  oxpediont, re-
appropriate the Tunds for Mmeeting  the  objectives of the Actl and
subsequently obtain the approval of the Board Ior the sime.

IV CONTROL OVER CASH;

a. REMITT. {IN COUNT:

(i) All proceeds received in the name of the fund shall be
credited to the bank aceount opened in the Bank,

{it} Accounts of the funds shall be maintained by the Fipance
Wing of the Authority.

(i) The money required for immediate dishursensont shall he
trinslerred with e approval of the authority from the
decount ol the Fund mainaned at Bank for further
utyl
these rules,

b. PROCEDURE OF PAYMENT:

{1} The Dijvetor (Finanes & Sdinst, Hton} of the Author ity

shall assist the Director Leneral in discharge of Lhe
respensibilities regarding transaciions pertaining to the
Fund.

{2} The Director General shall be responsible for-ensuring the
ubservance  of thege procedures. The process of
implementation of these ‘Procedures shall, howevor,

be guided ny the provisions of Accounting

Pouces und Procedures Manual, General Financial,

entany and Treasury Rules of the Governments.

WLTever sapbieghle,

(3) The By steps shall be mandatory 1o be followed jn
all paymon:s.. .

(i} accord of approval of expenditure by the Competent
Authority as per the delegation of powers:

{ii) preparation of claim - er [bili) for payment;

aton for the pirpotes moentioned in the Act aad
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fiig aceerd of thiaedal sancion tor T
cxpenditire hy ihe Uumpelent Aol

defepation of ewers P iy Boond,

{iv) availability of puichase ander/ianm voacher

(1 issuance af cheque by ie v tepated officers;
Ha

1vi) recording of expenditure n the accounting records.

c. DRAWING FROM BANK:

()

Payment or withdrawal from the Fund shal! be effected
after obtaining formal approval of the proceeds of the
Fund and all codal formalities shait be adhered to for
payment or withdrawal from the Fund. Cross Cheques,
Payment Orders and other pavment mstrements drawn
upan the Fund shall be joimtis singed by the Director
General and Director (Financed ddnank

(27 Tuuds shall be drawsn from the bank through cross
Y hl‘\]U(‘

(31 Uniy one cheque Look at 2 time shali be obtained from the
office of Accountant Geaeral Siridh in - ase ol Assionment
account and from concerfied Dol e ot DRy e,
Cheque Book shalt be ke er ovk-rnd-key in the
porsunal custody of the Assistant Corecter nance (A&F]

{4) All chegues shall be written in inde:iblz ink.

{5) - The cheques drawn in lavor 5t covernment cificers
and departments in settlement o bass Ll he crosser!
"pavee ajcunly’.

6 No th:qm. shall be 1ssued with correct.ons a7 sratons
and if correcton or alteration moooogw i
unavoidable then it shall be canceiled anu .jed" ban
the presence of an authorized oificer, and a © o
qaepad in heu thereof;

' {7) In case of cancellapon of ey, EATARCIT R
be recorded in writing on the cowntetiesn, -

drawer's possession shall be destroveed. I
chegue is net in drawers' possession,
request the bank in writing a2 step i
cheque b on ascertaining that
stapred, an entry shall be made in the twee it
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{2

(7}

: ()

(1)

Subject to the control and divection of the Board, the
acconnts of the Authorizy shall be muaintained separately
for cadt financial year as per the procedure prescribed by
the Controller Gereral Accounts ne Auditor General of
Pakistan (AGP) and New Accounting Model as amended
trom time to time.

The seesunts siudl be enmintiined up w date and every
trnnsaction shatl be accounted for as soon as it is made. -

The details of alf accounts shall be recorded as fully us
possible. so as to satisfy any inquiry that may be made in
o the particulars of any case,

All records refating to accounts shall he cicar, explicit and
self-contamed.

Specimen signatures of ollicers anthorized o draw
cheque shall be sent to the vifices of Accountant Genaral
Sindh, Treasury Odiice Karachy and respective bapks for
their recard,

The Assistinu Divector Fimnce shall sevonrcile aceounts of
the authority on neonthiv basds with e sury offive and
Bank, and a4 statement therent shall be prepared in the
lirst 18 days of the Jollowing month;

e. Audit:

The accounts of the wthieety <l be audited aanually
and the accounts mairtanied cider sob-rule f2) shail be
audited by the respective Auditor General,

The Directar Geweral Shall produce or caused to be
preduced all accounts | registers, documents and papers
as may be calied for by the Auditor General and shall
furnish any information in regard thereto as may be
asked.

. MAINTENANCE OF CASH BUOK;

All finamear ansact s shadd be eintered in the cash book
as soon s they e ol <hall he countersipned by the
Parector (Finamee & Admiidiation).

by

The Assistant
proper maintenunce

ance shdl be pesponsiiie tor
auceunts - ad record keepirs
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(3]

(4

o)

(o)

(8)

9

{10}

inchuding the Cash Bocls, and ether rebated recurd ul the
Fund.

Every deposit madce in, ov transaction drawn {vom the
Fizmid, shall be entered in e repister to be maintained for
the purpose and the  source of dopssit made i, or
ransaction  drawn  from  ihe  ceasutdsio shal be
specifically mentioned in the sand register.

There shall be two separate Lash Buoks, one for Local
Currency {Pak Rupees) Account {Register -A) and rthe
other for Foreign Currency (S Dollars} accouat
(Register- B).

On deposit of money into bank, the Assistant Director
{Finance) shall compare the bank's receipt with the entry
in the cash buok before attesting it, and shall satisfy
himsclf that the smount has been actually credited into
the bank.

The Cash Book must he clesed on the Jate prescribed for
closing the cash account of the menth,

The Deputy Director [F&AY shall ¢l ckoall entries in the
Cash Book scon after the date of i edcurrende arad
endurse the same under his signature at the end of the
month: and such endorsement =hali tantamount for
assuming his responsibitity tor the v

Any erasing or ever-writing of an entry in the vash Look.

is strictly prohibited. Il a mistake is discovered, it shall be
corrected by drawing pen through the incorrect entry and
inseting the correct on red ink between fines. The

Director {(F&A) shall endorse and venfy every currection

with proper mentioning of date.

The cancellation of a cheque shall be entered in the cash
book by exhibiting the amount of the cheque as 2 aunaus
fipre on the payment side a2 the "Rank” ool
eonaier reference ol cancellation of chegue saall
piven against the oviginal eniry of pavment imoche o

hook.

1 the validity of a cheque expires owing to i not :
presented at the bank within the prescribed peried.
shall be recetved hack by the drawing odice ane
destroyed. A new chegue tn lieu thereof shali be ssued
on ascertaining that payment has been stopped wd ai
entry shall- be made inthe avcounts.
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1) In case of loss of a cheque, Deputy Diredror [Finance &
Administration) shall ask bank to furnish "Non-payment
Certificate”.

(2)  Onreceipt of the certifieate, an entry shill be made in the
' account that original chegue has heen cancelled and fresh
<heque shall be issued,

{10) Specimen signatures of the officers authorized to draw
cheque shall be sent to bank for record and the date on
which an officer ceases to function as signatory due 1o his
transfer or otherwise, the bank shal be intimated at once,

{11} The payment shail also be made by issuing payroll invoice
to the bank for transferring money from the Fund's
account to a third party’s account and all such advices
shall be kept under separate binders.

{12} A proper bill shail he prepared by the Assistant Director
{(Finance) after sanction of the Competent Authorily and
shall clearly mention the purpose for which the
expenditure is made / to be made on account of
emergency preparedness, response, mitigation, reliei and
reconstruction. :

{13) The bill shall be supported by all relevant documents,

A information, minutes of meeting and sanction.

{14) Payment shall be made through cheque by the Accounts
Section, when the bill is approved by the Director General
and the cheque voucher is duly prepared.

(15} A separate account or register for withdrawal for each
kind of expenditures shall be maintained by the Assislant
Director (Finance} and signed by the Depuly Director
{Finance & Admin);

{16} The detailed account of expenditure incurred by the
district against the released amount shall be rendered by
the Deputy Commissioner te PDMA far accounting
process and production to audit

d. MAINTENANCE OF ACCOUNT:

(1) A designrted account :n ‘avor of Authority shall be
established in the Natienal fank of Pakistan or any other
bank with the approval of Finance Nepartment, Sindh.
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g; REPORTS/BOOKS.  TO BE MAINTAINED __BY THE
RITY: ’

The following reports / heoks shall be maintained by the
Authority through Asststant Birector |Finance):

{a) Cheque Book Register;
(b) Stock Register: ‘
_{¢) Dead Stock Register;
(d) Register of Assets; -
{e) ‘Budget Control Register;
() Statement ol Releases;
(g) liead wise statements of Expenditure:
~ {h) Reconciliation with the bank and treasury Oftice:
(i) Disbursement Register. '

-h. PRQCEDURE FOR ADVANCE PAYMENT:
(1) No cheque shall be issued for payment in advance unless
covered by these rules; ’

{2) The account of the advance payment cnail he kept 2
* register prescribed by the Board.

o o the
iherwhich

(3) All sub-vouchers relating o the esjes
advance payment shall be assigaed 3
shail be entered in the advance pavimen v ant regisien

{4) When the balance of advance payment s ruaning low and
in any case on the last working day ot each month, the
account shall be closed and the advance payment shali be
recouped threugh a bill

i. EMERGENCY PROCUREMENT & ACCOUNTING:

Where by reason of any impending disaster siuaunon of
disaster, the Provincial Authority or District Author ;
satisfied that immediale procurement of provisiens  or
matetiats or the immediate application of resources v
necessary for rescue or relief it may make emesgery
procurcment and in such case, the standard procedure
requiring inviting of tenders shall be deened Lo be warved s
provided in section 32 of the Act and rule 16 (by {viv}clamsdh
Public Procurement Rules 2010.
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jo LIMITOF PAYMENTS

(1) There shall be no limit on payment of expenses on
account  of rescue and relief operations during
emergencies subject to approval of the Authority.

{2} Other expenditures shall depend on the type of activity and
shall be pre-determined and duly sanctioned.

k. PETTY CASH

{1) The Director General shall determine the limit and grant
the petty cash in favor of an officer of the Authority for
running day to day affairs. The limit of petty cash shall be

| up to rupees ore hundred thousand (Rs.100,000/-} at a
time. o

{2) The officer who is granted petty cash advance and shall be
) responsible to furnish the head-wise utilization report
; while submitting a-case for grant of [resh advance. He shall
be responsibie for observance of ail requisite formalities .
for the said wtilization. '

E . (3) The maximum lmit for petty cash single transaction shall
be up to rupees five thousand (Rs.5000/-).

t . (4) The Accounts Section, after satisfying itself, shall process

the case and seck approval of the Divector General, The

expenses paid through petty cash vouchers shall be

recorded on daily basis. :

—

(3) The expenditure incurred out of petty cash shall be
recorded under relevant heads of expenditure.

{6) Cask :n hand shall be kept in safe custody by the Assistant
Director {Admin} or an officer anthorized by the Director
Gereral,
V. FINANC] EMENT._BOQ L D 0C A
' PROCEDURES :
a. FINANCIAL STATEMENTS:

{1} The Fallowinz matements shall be prepared on monthly
and anneal bashy respectively:-
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{a} Statement of receipts & payments (monthly and
annual basis);

{b) Statement of assets & liabilities {Annual Basis).

{2} The accounts shall be closed on 30th June of the Calendar
year and shall be submitted to the Accountant General,
Sindh by 31st August of the Calendar year,

(3) Each year in the month of June, the Authority shall submit

" to Government for approval, annual statement of the Fund

showing details of all accounts maintained under the Fund,

the money depasited in the accounts, the interest or profit

carned on investment schemes and expenses incurred on

activities relating to disaster preparedness, response,
mitigation, relief and reconstruction.

{4) The budget estimates shall be prepared in accordance with
the budget circular of the Firance Department,
Government. ’

(5) The Annual Financial Statement shall be prepared for the
financial year by the 31st August of each Calendar year
and submitted to Director General Audit Sindh for the
purpose of external audit and after necessary verification
by Director General Audit Sindh, the same shall b
submitied to Government.

b. RECONCILI OF RECEI ND

~ The Assistant Director(F) shall be responsible for
reconciliation of receipts and payments of Fund under the
supervision of Deputy Director Finance.

c. BANK RECONCILIATION:

The bank reconciliation statements shall be prepared for all
bank accounts by Assistant Director (Finance) and checked
by Peputy Director (F & A) within ten days after the end of
every month.

d. SAFE CUSTODY OF CHEQUE BOOKS:

The Cheque Books shall be kept in the safe custody ot the
Assistant Director(F). Cancelled cheques shail be caretully
preserved until the accounts for thé period have been
audited and shall be destroyed as per procedure of
Government.
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{1} Al moneys roceived 1w by the Acthority shall be

acknowledged on the preseribed recoipt under signature
! of the authorized afficer and all transactions shalt be in
' the books of accounts.

{2} 'The income accrued as a result of 1nterest earned on the
proceeds of the Fund shall be treated as revenue
compenent of the Fund. The separate record shall be )
maintained regarding the profit earned from the Fund .
and such record of the income or interest shall be
updated on monthly basis and shall be shown in the
inonthly and annuoal accounts,

. INVESTMENT:

(1) Inadditon to the mvestment in the purchase of jand and
construction of office buitding of the Authority, the
Authority may invest its surphuy fund in the purchase of
Governmient securities or other schemes approved by
Government.

(2) The Authority may, with approval of the Board, shift the
account of the Funrd to any ether bank ur account or
invest any such money or a portinn thereof which is not
required for immediate investment in any profit carning
scheme for'a specific period in any of the scheduled
banks for the sake of hetter return.

B _O_BSERVAN"'E OF RULES AND REGULATIONS:

The rules and orders of the Government for the time being
in force shall apply, mutatis mutandis, to the Authority;
provided that all powers for implementation shall be
exercised by the Director General or by any officer
authorized for the purpose and if any difficulty arises in
giving effect to any of these rules or orders, the decision of
the Board shall be final.

h. DOCUMENTATION AND RECQORD KEEPING:

The Authority shalt maintain and keep all the record of
transactions in safe custody to meet the requirement of
internal and external audit,

.
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i.  PURCHASES:

The Smdh Pablie Procurement Rules 2010 [as anmended 102

time.to vime) shall be {eilowed.

CHAPTER- Vill
MISCELLANEQUS

39.  PUBLIC SERVANTS:

Every employees of the Authority including olficers, adviscrs =2
vonsultants and every person acting or purporting Lo act under the ; :
and regulations shall be deemed to be a public servant within the mezn =z 21
section 21of the Pakistan Penal Code, 1860.

40. QOVER RIDING EFFECT:

- -

The provisions ol these rules shall have over rid g
notwithstanding anything to the contrary contained in any ol.er oo
regulations, manuals, instructions or orders issued by the goverr—.-7 -~
Line to time concerning disaster management.

42. ASSETS TO BE DISCLOSED:

An employee shall, as and when required by the Authors o0 5. s

or special order, lurnish information as to his assets disclosing . - - = s:2 -2 -

and all other properiies, movable and immnovable, 1nct. -
certificates, insurance policies and jewelry.

43. DELEGATION OF POWERS :-

(1} The functionaries of Authority will follow the lr-zzvo- oo
Financial and Administrative powers as applicable ¢ _:..— =«
organizations.

(2) The Authority may, by peneral or special order, ce.ezz08 12 22,
officer subordinate to it any of its powers under the rules.

44, ) 10N OF.

In all matters not provided for iinder these rules .+ .- o7 " =
notified by the Authority, the matters .pplicable to ¢l -

Li‘rm————
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Provided that actions aken by e authorized aficer sho

caimitted e the Divector Geneeal for post Lo approval meeodedod,

S0G1 as possiite

48, {ONSITUTION OF COMMITTEES:

]
The Director Generai may constilule committees sich i

‘ . . . ;
techinieal, eserution and othors for carrving out routing fuociions © 1

Anthesnity.
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