Chapter 6
FINANCIAL RULES
Financial Rules
Under section 28 of the Lahore College for Women University, Lahore Ordinance (Punjab Ordinance No. XLIX of 2002) the following Financial Rules are hereby framed:

Short Title
1.
These rules may be called the Financial Rules of LCW University, Lahore.

Commencement
2.
These rules will come into force at once.

Extent of Application
3.
These rules shall apply to the LCW University, Lahore and its sub campus(s), constituent colleges & divisions, if any.

Definitions
4.
In these rules unless the context otherwise requires, the following words and expressions shall have the meanings hereby respectively assigned to them. The words and expressions, he / him / his include she / her. 
i. “Annual Statement of Accounts” means annual accounts of LCW University, Lahore.

ii. “Books” means books of accounts maintained in the LCW University, Lahore.

iii. “Budget Committee” means a committee constituted by the Vice Chancellor for preparation of budget.
iv. “Budget Provision” means a provision of funds under relevant heads of accounts in the approved budget against which expenditure is to be incurred.

v. “Current Account” means current accounts of the University opened in the scheduled bank in the name of LCW University, Lahore.

vi. “Donation” means cash or kind received by LCW University, Lahore as donation.

vii. “Expenditure” means the expenditure of LCW University, Lahore.

viii. “Finance & Planning Committee” means Finance & Planning Committee of LCW University, Lahore.

ix. “Income” means income of LCW University, Lahore.

x. “Investment Committee” means the Investment Committee of LCW University, Lahore.

xi. “Pension Fund” means pension fund generated by LCW University, Lahore.

xii. “Provident Fund” means provident fund generated by LCW University, Lahore.

xiii. “Resident Auditor” means the Resident Auditor of LCW University, Lahore.

xiv. “Scheduled Bank” means a bank declared as such by the State Bank of Pakistan. 

xv. “Syndicate” means syndicate of LCW University, Lahore.

xvi. “Treasurer” means the Treasurer of LCW University, Lahore.

xvii. “University” means LCW University, Lahore.

xviii. “Vice Chancellor” means the Vice Chancellor of the LCW University.

Revenue / Funds
5.
The accounts of the University shall conform to the financial year .i.e.
1st July to 30th June.
6.
The accounts of the University shall be kept by the Treasurer or under her orders in the prescribed manners.

7.
All funds or money belonging to the University shall be kept in a scheduled bank in the name of the LCW University, Lahore under the following heads;
(a) University Fund (Receipts Account)
(b) University Expenditure Account

(c) Provident Fund
(d) Benevolent Fund
(e) Pension Fund
(f) Endowed Trust Fund
(g) Hostel Fund

(h) Security Fund

(i) Projects (Development as well as Research)

The Vice Chancellor is authorized to permit opening of such number of accounts under these heads as she thinks necessary under intimation to Syndicate. The opening of bank accounts shall be intimated to the Syndicate. The accounts may be opened in Pak rupee and if the situation so demands in foreign currency as well. The nature of the accounts may be saving account or current account, according to the requirements. 

8.
No transfer shall be made from heads (c) (d) (e) (f) (g) (h) & (i) to any other head except under the express orders of the Syndicate.
9.
All property belonging to the University shall be held in the name of LCW University, Lahore and for the purpose of drawing interest upon, transferring any part thereof, the Vice Chancellor and Treasurer shall be jointly authorized to do all acts necessary for such purpose.
10.
All receipts on account of the University shall be received by the Treasurer or by the Schedule Bank with which the University accounts are maintained and shall be credited to the account concerned under direction from the Treasurer / Vice Chancellor.
11.
Sale of any securities held in the name of University shall be made under the express order of the Investment Committee.

12.
All subscriptions or donations shall be immediately credited to the University account.  
Expenditure
13.
All matters relating to pay and allowances of university employees / staff, duly approved by Vice Chancellor shall be dealt by the Treasurer Office directly. 

14.    The payment of pay and allowances shall be made by issuing an advice to the bank directing therein to credit the amount in the bank account of the concerned employee or by issuing a cheque in favour of concerned employee as the case may be. 

15.
Each Head of respective Department is authorized to act as Drawing and Disbursing Officer in respect of his / her Department and shall utilize allocated budget. 

16.
Each Head of Department (teaching) shall submit contingent bills/claims to respective Dean after completion of all codal / legal formalities. 

17.
Dean being Controlling Officer of respective Head of Department shall ensure the completion of requisite codal / legal formalities and forward it to Treasurer’s Office.
18.
All Deans / Treasurer / Controller of Examinations / Registrar / All Directors / Project Director shall submit contingent bills / claims to Treasurer’s Office directly.

19.
Registrar shall act as Drawing and Disbursing Officer for Vice Chancellor’s Office. 

20.
Each Head of Department (teaching and non-teaching) shall be responsible to utilize budget placed at her / his disposal and to keep the expenditure within allocated budget. No overspending is allowed.

21.
The canons of financial propriety shall be observed while incurring expenditure. Efforts be made to ensure uniformity in expenditure in all heads of accounts throughout the financial year. 

22.
The purchases / procurement of goods and services should be need based. Mere availability of budget should not be the basis of incurring expenditure.

23.
The cheques relating to contingent expenditure shall be issued by Treasurer Office in favour of Head of Department concerned.

24.
The cheques relating to utility bills shall be issued in favour of concerned agency.

25.
The cheques relating to civil work shall be issued in favour of contractor concerned.

 26.
Each Head of Department shall disburse the cheque amount to the concerned payee under proper acknowledgement and maintain proper record. 
27.
Budget under any head not utilized may be surrendered by 30th April of respective financial year for its allocation to other needy departments.

28.
Each Head of Department / Drawing and Disbursing Officer should reconcile monthly expenditure with Treasurer’s Office by the 10th of the following month.        

29.
All bills for payment shall be checked in the Treasurer’s Office, and signed by the Treasurer or any other officer or officers authorized for the purpose, but no payment shall be made unless a bill for payment has been audited by the Resident Auditor in conformity with the Statutes, Regulations and Rules. 
30.
All bills relating to development work (civil work) funded by Higher Education Commission or Provincial Government duly signed by the Project Director completed in all respect after fulfilling all codal and legal formalities shall be submitted to Treasurer’s Office for approval of Vice Chancellor. No payment shall be made unless a bill for payment has been audited by the Resident Auditor in conformity with the Statutes, Regulations and Rules.
31. 
All bills relating to research work funded by Higher Education Commission duly signed by the Principal Investigator completed in all respect after fulfilling all codal and legal formalities, shall be submitted to Treasurer’s Office. No payment shall be made unless a bill for payment has been audited by the Resident Auditor in conformity with the Statutes, Regulations and Rules.
32.
All types of payments shall generally be made through crossed cheques signed by the Treasurer or the officer so authorized, but in case of a Government Department when the actual amount billed for, has to be credited to Government Account, it may be made through Bank Draft or Money Order on payment of usual commission by the University, with the express written permission of the Treasurer. The Treasurer shall sign cheques upto Rs.100,000 (Rupees one hundred thousand only). For amount exceeding Rs.100,000 (Rupees one hundred thousand only), there shall be two signatories, Vice Chancellor as principal signatory and the Treasurer as second signatory. In the absence of Treasurer, Additional Treasurer will act as acting Treasurer and will discharge such functions as may be assigned under the express order of the Vice Chancellor. 
 33.
All cheques over Rs.1,000 shall be crossed except (a) those drawn in favour of the Deans, Director Institutes, Head of Departments, Principals of University Colleges / Directors of Campuses and Officers of the University by designation, (b) those drawn for payment of traveling allowance to out-station examiners who come to conduct various University examinations, provided they collect these cheques personally. However, the signatory(s) of a cheque may issue an open cheque in favour of an employee, or student if the situation so demands or in case of payments of urgent nature like utilities, POL etc. after satisfying, themselves that the amount is safe and will not be misused. 
34.
The Vice Chancellor shall have full powers to sanction an advance payment in following cases: -​​
i. Permanent advance / Temporary advance in favour of different departments / institutes.

ii. To the employees of the University for execution of various assignments, where necessary. 

iii. For procurement of goods and services, where the advance payment is unavoidable and the goods / services cannot be acquired without making advance payment. 
Provided that the person holding such advance will be personally responsible for its immediate use and submission of utilization account to the Treasurer. 

 35.
The Treasurer shall have power to incur all expenditure, approved in the budget and to issue financial sanction after approval of the Vice Chancellor and completion of necessary procedure.  
36.
The Treasurer will submit a monthly report of income and expenditure by 20th of each month to the Vice Chancellor.
37.
If the Vice Chancellor feels that any Head of Department is not expending judiciously, the financial powers of the concerned Head of Department will be transferred back to the concerned Dean / Vice Chancellor. 
Budget
38.
The following procedures shall be followed for preparation / approval of the Budget Estimates.

i. The Treasurer shall call for new proposals for inclusion in the budget by the end of March each year.
ii. The budget estimate shall be prepared department-wise.
iii
He shall consolidate the proposals and submit the case for consideration by Budget Committee of LCW University. The Budget Committee shall, after detailed scrutiny, submit its recommendations to the Vice Chancellor for approval. It shall show the receipts and expenditures for the ensuing year in prescribed form. After the approval of the Vice Chancellor, the budget shall be submitted to the Finance and Planning Committee.
iv.
Finance and Planning Committee shall consider the Budget by 1st June every year and make its recommendations to the Syndicate. 
v.
The Budget Estimates as approved by the Finance and Planning Committee shall be submitted to the Syndicate for final approval before 30th June every year. 
39.
In the Budget, credit shall be taken for the amount of the interest and profits of the General Endowment Fund, the amount of the Government grants for subscriptions and donations, and for income from fees and other sources.
Accounts
40.
The Treasurer shall keep an account of;
i. University Fund (Receipts Account)
ii. University Expenditure Account

iii. Provident Fund

iv. Benevolent Fund
v. Pension Fund
vi. Endowed Trust Fund
vii. Hostel Fund

viii. Security Fund

ix. Projects (Development as well as Research)
x. ORIC Funds
xi. Business / Commercial / Vendors Fund

41.
The Treasurer shall prepare an annual statement of accounts showing the receipts and expenditures of the University for the year which shall be checked and countersigned by the Resident Auditor. This statement shall then be submitted to the Govt. within six months of the close of financial year in accordance with the provision of Lahore College for Women University Ordinance, 2002 (amended act 2004). 
Books
42.
The Treasurer shall maintain the following books of accounts:-

i. For University Fund Accounts:-


a.
A bank ledger for each account.


b.
A ledger exhibiting a separate classification of head of account.


c.
A Classified Register of Receipts.


d.
A Classified Register of Expenditure.

ii. For Provident Fund Account:-


a.
A bank ledger.


b.
A ledger, exhibiting a separate personal account (for each subscriber).

iii. For Benevolent Fund Account:-


a.
A bank ledger.


b.
A ledger account of Receipts and Expenditure.

iv. For Pension Fund Account:-


a.
A bank ledger.


b.
Expenditure Register.

v. For Endowment Trust Account:-


a.
A bank ledger.


b.
A ledger, exhibiting a separate personal account for each Trust.
vi. For Security Fund Account:-


a.
A bank ledger.

vii. b.
Expenditure Register 

viii. For Hostel Fund Account:-


a.
A bank ledger.


b.
Expenditure Register.

ix. For (Development as well as Research Projects) Accounts:-


a.
A bank ledger.


b.
A ledger Account of Receipt and Expenditure.

43.
All vouchers in support of items of expenditure shall be retained for a period of five years. Vouchers more than five years old may, at the discretion of the Treasurer, be destroyed except the record relating to pending Enquiries, Court cases or Audit Paras till their final settlement, and all accounts or documents relating to trusts, donations and subscriptions shall be preserved. 
Investments
44.
On the recommendations of Investment Committee, the Treasurer and Vice Chancellor shall be authorized to invest any surplus balance at credit of any particular head for the benefit of that head. The Investment Committee, constituted by the Syndicate in terms of section 21 (2) (i & ii) of the Lahore College for Women University Ordinance, 2002 (amended act 2004), will call the profit rates from different financial institutions / banks. The Committee, besides profit rates, will also consider the factors like safety of the University funds, credit ratings of the banks, general reputation of the banks and the principle of diversification while making recommendations for investments. For this purpose, the Committee may ignore marginal difference in profit rates. 
45.
It shall be the duty of the Treasurer to see that all sums granted to, and accepted by the University for specific objects, such as establishment of a Professorship, Associate Professorship, or a Scholarship, or for the grant of a cash prize, a medal, or other special reward, shall be invested, whenever practicable and brought to re-credit under the proper head of account. 
Audit
46.
The accounts of the University shall be audited in the prescribed manner once a year by an auditor appointed by the Government in this behalf. The Treasurer shall prepare annotated reply of the observation(s) / para(s) raised by the audit team and submit to the Higher Education / Administrative Department for arranging the meetings of DAC, SDAC or PAC, as the case may be, to discuss the observation(s) / para(s). In case the regularization of an audit para is required under the directions of any of the above mentioned fora, the Syndicate shall have full powers to regularize the audit para(s) on the recommendations of Finance & Planning Committee, in terms of section 21 (2) (xxii) of the Lahore College for Women University Ordinance, 2002 (amended act 2004).
Payments of Pension, GP Fund etc.
47.
The Vice Chancellor shall accord final approval of the payment of claims pertaining to Pension, G.P. Fund, Group Insurance, Benevolent Fund etc. The Registrar Office will prepare the cases on the forms prescribed by the University. After completion of paper work, the case will be forwarded to the office of the Treasurer and then to the Resident Auditor for verification of the claim. On the verification, the case will be returned to the Registrar Office to obtain final approval from the Vice Chancellor. The payment of the claim will be made out of relevant funds i.e. Pension Fund, G.P. Fund, and Benevolent Fund etc.

Provisional Payments
48.
The Vice Chancellor may allow a provisional payment if claim is certain and there is delay due to procedural formalities. The Vice Chancellor may allow an early payment of salary to the employee(s) of University on the special events like Eid, Festivals etc. or for any other reason.
Delegation of Administrative and Financial Powers

49.
The Syndicate has delegated following administrative and financial powers: -

1. Vice Chancellor 

Administrative Powers:

i. To assign various duties to various Officers (Academic and Administrative) of the University.

ii. To fix dates of examinations.

iii. To give higher start or advance increments whenever necessary within the grade for the posts for which she is appointing authority.

iv. To make contract appointments for a period of one year or till regular appointment, whichever of the two is earlier except Registrar, Treasurer and Controller of Examinations.
v. To confirm administrative staff only up to the rank of Administrative Officer.

vi. To grant all kinds of leave to officers in Basic Pay Scale 16 and above and to make officiating arrangements for carrying on the work.
vii. To extend terms of scholarships.

viii. To approve terms and conditions of deputation to and from the University except in the case of Professors, Associate Professors, Registrar, Treasurer and Controller of Examinations, where deputations shall finally be allowed by the Syndicate.

ix. To appoint Inspection Committee.

x. To allow withdrawal of orders of rustication and expulsion and to allow re-admission after expulsion.

xi. To nominate delegates of the University to conferences.

xii. To declare a holiday(s) on a date(s) other than dates already approved by the Syndicate in special circumstances.

xiii. To permit the candidates, who were eligible to receive their degrees in the annual convocation, to be admitted to their respective degrees in the College / Vice Chancellor’s convocations.

xiv. To pass final orders on behalf of the Syndicate, on routine and urgent cases during the summer vacations.

xv. To pass final orders on the recommendations of the Academic Council regarding syllabi for the optional papers.

xvi. To nominate a Student Advisory Committee whose main function would be to keep up a continual channel of communication with the students and recommended appropriate remedial measures with regard to the difficulties and problems brought to their notice by the students.

xvii. To set up as many Disciplinary Committees as she thinks necessary to clear the pending cases of use of unfair means in the University examinations.

xviii. To institute suits.

xix. To authorize a person travelling on University business to take a peon with her.

xx. When the Vice Chancellor passes an order for which she is competent to pass, its non-compliance will be misconduct and the persons in default shall be liable to be proceeded against, under the University (Efficiency and Discipline) Rules.
Financial Powers
	Sr.No
	Particulars
	Extent of Power

	1.
	To accord financial sanction of budget related expenditure.
	Full powers above Rs.100,000/-

	2.
	To accord financial sanction of budget related civil work expenditure.
	Full Powers

	3.
	To sanction House Building Loans within the budget as per rules.
	Full Powers

	4.
	To sanction capital expenditure on University buildings as per rules.
	Full Powers

	5.
	To fix Prices of University Publications.
	Full Powers

	6.
	To make re-appropriation of funds within the approved budget.
	Full Powers

	7.
	To sanction gratuity to all types of University employees as per rules.
	Full Powers

	8.
	To sanction annuities and stipends to dependents of deceased employees.
	Full Powers

	9.
	To sanction special and supplementary grants including approval of estimate at one time.
	Upto Rs.150,000/-

	10.
	To fix the rate at which remuneration should be paid if a person not holding a post of Professor, Associate Professor, Assistant Professor or Lecturer is appointed to deliver lectures on part-time basis.
	Full Powers as per HEC criteria. 

	11.
	To allow at her discretion, higher starting pay to teachers appointed on contract basis having degree from foreign universities of repute.
	Full Powers as per HEC criteria.

	12.
	To sanction an amount for new item not provided for in the Budget.
	Upto Rs.150,000

	13.
	To sanction expenditure on entertainment in respect of function / meeting of the Syndicate and Committees and other meetings.
	Full Powers

	14.
	To grant permanent advance.
	Full Powers

	15.
	To write off unserviceable articles.
	Upto Rs.100,000

	16.
	To write off irrecoverable dues other than those arising due to negligence or fraud.
	Upto Rs.100,000

	17.
	To sanction reimbursement of medical charges in respect of all employees.
	Full Powers

	18.
	To sanction remuneration to the staff for additional work.
	Full Powers

	19.
	To sanction expenditure on maintenance and repair of the University.
	Full Powers

	20.
	To fix the rate of remuneration / lecture fee of Visiting and other Staff appointed on contract basis.
	Full Powers

	21.
	To sanction expenditure for Law charges.
	Full Powers

	22.
	To declare motor vehicles, machinery, equipment, spares and stores, furniture etc. as unserviceable.
	Full Powers

	23.
	To sell surplus or unserviceable motor vehicles, machinery, equipment, spares and stores, furniture etc. by auction.
	Full Powers

	24.
	To order refund in accordance with the rules or in pursuance of decisions of Courts in respect of which no appeal is proposed to be filed.
	Full Powers

	25.
	To sanction arrear claims of University employees regarding pay and allowances upto 5 years and honorarium etc.
	Full Powers


2. Dean

Administrative Powers
i. To permit the Departments to proceed on excursions and on industrial / study tours within the country. The Dean should ensure that the teaching work in the Department does not suffer.

ii. To grant casual leave(s) to the Chairpersons / Directors / Principals / Institutes, Centre / Colleges respectively.
iii. To permit vacation officers, except the Deans, to remain on duty during the summer vacation. In the case of the Deans, permission will be granted by the Vice Chancellor.

iv. All cases of appointments to be referred to the Selection Board should be submitted to the Vice Chancellor through the Dean concerned.

v. To make recommendations for grant of leave other than casual leave to the Chairpersons / Directors / Principals of Departments / Institutes / Colleges. 

vi. To recommend disciplinary action against the staff working in her office.  
vii.  To sanction casual leave(s) to the staff working in her office.

3. Head of Department / Director

Financial powers

i. Each Head of Department / each Director is authorized to act as Drawing and Disbursing Officer in respect of her / his department. The financial sanction shall be issued by the Vice Chancellor / Treasurer. 

Administrative powers

i.
To recommend disciplinary action against the staff working in his / her office.  

ii.  To sanction casual leave(s) to the staff working in his / her office.

4. Project Director 

Financial powers

i. Project Director is authorized to act as Drawing and Disbursing Officer in respect of his department. The financial sanction shall be issued by the Vice chancellor/ Treasurer.
Administrative powers

i.
To recommend disciplinary action against the staff working in his / her office.  

ii.  To sanction casual leave(s) to the staff working in his / her office.
5. Registrar

Administrative Powers:

i. To pass orders regarding employment, promotion, extension in service, leave arrangement of employees after approval of the Vice Chancellor.

ii. To grant  all kinds of leave to administrative / ministerial staff upto BPS-15
iii. To take disciplinary action against Assistants, Stenographers, Senior and Junior Clerks after approval of the Vice Chancellor.
iv. To confirm admission and late admission after approval of the Vice Chancellor.
v. To refer the cases to the Syndicate / Academic Council, as the case may be, relating to:

a. Affiliation and extension of affiliation of Colleges.

b. Permission to colleges to start honor’s classes.

c. Draft Statutes and Regulations as finalized by the Statutes Committee.

vi. To grant permission to the administrative / ministerial and teaching staff to apply for jobs outside the University after approval of the Vice Chancellor.

vii. To issue “No Objection Certificate” to those who want to apply for International Passports after approval of the Vice Chancellor.

viii. To grant permission to the administrative / ministerial staff and teaching staff to appear in the University Examinations after approval of the Vice Chancellor.

ix. The Registrar shall be in-charge of the administration of the University and all matters relating to it, shall be put up to her who will obtain orders of the Vice Chancellor whenever necessary.

x. To give higher start or advance increments whenever necessary within the grade of the posts on the recommendations of the Syndicate / Selection Board / Selection Committee and after approval of the Vice Chancellor.

xi. To permit University Teachers to assist the Punjab Public Service Commission in recruitment of teachers for various colleges after approval of the Vice Chancellor.

xii. To make officiating arrangements / temporary promotions / appointments after approval of the Vice Chancellor. 

xiii.  To recommend disciplinary action against the staff working in her office.
Financial Powers
i. Registrar is authorized to act as Drawing and Disbursing Officer in respect of her department and for Vice Chancellor’s office. The financial sanction shall be issued by the Vice Chancellor / Treasurer.

6. Treasurer

Administrative powers

i. To recommend disciplinary action against the staff working in the Treasurers’ Office.  

iii. To sanction casual leave(s) to the staff working in the Treasurer office.

Financial Powers
i. Treasurer is authorized to act as Drawing and Disbursing Officer in respect of his department.

ii. Treasurer is authorized to issue financial sanction upto Rs.100,000/- for budget related expenditure.

7. Controller of Examinations

Administrative Powers
i. To grant extension in time-table to Examiners after approval of the Vice Chancellor.
ii. To appoint supervisory staff upto and including the Deputy Superintendents, the list of the Superintendents would be put up to the Vice Chancellor.

iii. To sanction appointment of extra Invigilators or Deputy Superintendents, if and when necessary.

iv. To exercise administrative control over the staff in the Examinations Department.

v. To make appointments of Inspectors of the Examination Centres after the approval of the Vice Chancellor.
vi.  To inspect examination centres or depute any official of the Examination Department on her behalf, if and when deemed necessary.

vii. To appoint substitutes for Superintendents of Examination Centres, in case of necessity or emergency.

viii. To fix new dates in case of postponement and preponement of the examination (Written and Practical) where and when necessary after the approval of the Vice Chancellor.

ix. To appoint Secrecy Officer(s).

x. To recommend disciplinary action against the staff working in her office.
xi. To sanction casual leave(s) to the staff working in her office.

Financial powers

i. Controller of Examinations is authorized to act as Drawing and Disbursing Officer in respect of her department. The financial sanction shall be issued by the Vice Chancellor / Treasurer.
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