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Criterion:6 Key Indicator:6.1 

Governance, Leadership and 

Management 

Institutional Vision and Leadership 
 

Metric Number: 

6.1.2 

The effective leadership is visible in various institutional 

practices such as decentralization and participative 

management. 
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SL.NO PARTICULARS 

 

 
 

 

1 

 

Participatory Management through decentralization 

of work 
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Responsibilities of DDO 
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Incubation & Innovation Council 
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Institutional Achievement 
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Code of Conduct 
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PARTICIPATORY MANAGEMENT THROUGH DECENTRALIZATION OF 

WORK 
 

APPLICATION FOR RELEASE OF FUND SUBMITTED BY THE HEAD OF THE DEPARTMENT OF 

ZOOLOGY 
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APPLICATION FOR REIMBURSEMENT OF EXPENDITURE SUBMITTED BY HOD OF 

BOTANY 
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APPLICATION FOR REMUNERATION OF JUDGE FOR WALL MAGAZINE SUBMITTED BY 

CO- ORDINATOR OF WALL MAGAZINE: - 

 

 



  

Jorhat KendriyaMahavidyalaya 
Kenduguri, Jorhat-785010 (Assam) 

Affiliated by Dibrugarh University 
 

 

 

 

    
Pranjal Dutta  Dr. Dulen Saikia 

Coordinator, IQAC  Principal 

RESPONSIBILITIES OF DDO 
 

Drawing & Disbursement Officers (DDO) are basically the Head of the Offices. In discharging the duties, 

the head of the offices are to deal with the fund assigned to them through budget for drawl and disbursement 

in connection with his office functions. In other words, he is the Finance Manager of his Office. 

 

Duties and responsibilities 

 

1. Budget (Budget Manual, FRBM Act) 

2. Entering into liabilities – procurements (AFR) 

3. Establishment (FR-SR, Service Rules, Pension Rules, other employee benefit Rule) 

4. Claims (AFR) 

5. Sanction & Ceiling (AFR, DFP Rules, Budget Manual) 

6. Receipts/Payments (AFR) 

7. Accounts (AFR, Govt. accounting Rule) 

8. Returns (Budget Manual) 

9. Audits (AG’s Audit Manual) 

 

Duties of Drawing and Disbursing Officer 

 

• A Govt. servant authorized to draw money by cheques is to be notified to the bank and treasury about the 

no. of each cheque book being brought in to use. 

• He is also to send specimen signature of the relieving Govt. servant, duly attested by head of office, to the 

Treasury Officer and the bank. 

The Treasury Rules and Subsidiary Orders need amendments and deletions due to many changes including 

computerization of treasuries and sub-treasuries under CTMIS. 

• DDOs and Heads of Offices have critical role in ensuring compliance to existing Treasury Rules and 

Subsidiary Orders. 

• Monthly reconciliation of expenditure and receipts should be given due importance. • DDOs should have 

regular & closer interaction with the Treasury Officer. 
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Proceedings of Incubation Innovation Council (2022-23) 
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Proceedings of Incubation Innovation Council 
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Proceedings of Incubation Innovation Council 
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                                                      INSTITUTIONAL ACHIEVEMENT 
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