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1.0 Purpose:
To establish a system for operation of Separate Account for the new project.
2.0 Scope:
This process is applicable at all Field Offices in U.P.H.D.B.
3.0 Abbreviation:
e HC - Housing Commissioner
e MR - Management Representative
e FC - Finance Controller
s CE - Chief Engineer
e SFAO - Senior Finance & Accounts Officer
e EE - Executive Engineer
e FO - Finance Officer
e AP - Architect Planner
e AAO - Assistant Account Officer
e JAO - Junior Accounts Officer
e Acct. - Accountant
e SA - Senior Assistant
o JA - Junior Assistant
4.0  Process Owner:
The overall responsibility for improving this process is with Finance Controller and
the responsibility for implementing and maintaining this process are described
elsewhere in this section.
5.0 Process Approach:
5.1 Process Inputs:
e Administrative & Financial Approval and Technical sanction
5.2 Process outputs:
e Separate Account
5.3  Process Interfaces:

All field Office of UPHDB.
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6.0  Process flow and Key activities:

6.1 Process flowchart:

Receipt of Administrative & Financial Approval of project from CE

\4

Open Separate account (Non-operative) as per RERA section 4(2)(1)(D) for the project
v

Send Separate Account No. to concerned EMO for mentioning in registration

v
Eligibility draw among Applicants

Is candidate successful in the
draw

A

Transfer registration amount to
Yes unsuccessful aplicants
(As per Janhit Guarantee Act)

\ 4

Retain registration amount in the account

A

Transfer 30% of the amount received in last month to Parishad's
Operative account

v

For subsequent withdrawal from Separate Account send certificates from an
Engineer, Architect and C.A.(In the prescribed format) to F.C.

v

After Approval FC transfer that amount from Separate account (Non-operative)
to HQ operative account & after necessary action send it to Division's account

A

After Issuing completion certificate of project, Transfer rest
amount of Separate account to Parishad's Operative Account
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6.2  Key Activities:
;('). Description R:)Sill)i(:;s‘ Ref. Documents Dead line
1. | Receipt of Administrative & | JA/SA AA Same day
Financial Approval of project
from CE
2. | Open Separate account (Non- | FC AA 15 days
operative) as per RERA section
4(2)(1)(D) for the project
3. | Send Separate Account No. to | FO Separate  Account | 5 days
concerned EMO for mentioning No. of project
in registration
4. | Eligibility draw among | EMO List of successful | As per
applicants applicants mentioned time
in  registration
Book let
5. | Transfer registration amount to EMO List of unsuccessful | 10 days
unsuccessful applicants applicants
6. | Transfer 30% of the amount | FO Deposit amount | 1st date of the
received in last month to detail against | month
Parishad's Operative account project
7. | For subsequent withdrawal from | EE Report of work | As per
Separate Account send done requirement
certificates from an Engineer,
Architect and C.A.(In the
prescribed format) to F.C.
8. | After Approval FC transfer that | FC Approved 7 days
amount from Separate account subsequent
(Non-operative) to HQ operative withdrawal format
account & after necessary action
send it to Division's account
9. | Issuing completion certificate of | EE Completion As per process
project & send copy to FC Certificate of | of  completion
project Certificate
10. | After Issuing completion | FC Completion 3 days
certificate of project, Transfer Certificate of
rest amount of Separate account project
to Parishad's Operative Account




. Doc. No: .- | EO:
Finance &. Account UPHDB/PM/F&A/011 Prepared by: w(
Section Rev. No: FC
Process Manual 0o Reviewed by: o G;{
. Eff. Date: H.C.
Ref. Title - 01.03.2019 Approved by: 4&"/
Clause Process for open & operation - -
4.2 of Separate Account for ‘I;i:fgi' Issued by: M'Rm

Parishad project

7.0 Process/Product Monitoring and Measurement (for effectiveness & efficiency):
S. Effectiveness Review Responsibil
A N Ref. Doc.
NO. criteria SEANLER IS frequency ity Sl
1 Planned result Opening & Closing | Yearly Fe Completion
" | adherence of Separate Account Certificate
5 Dead line Result sheet Yearly FO Result Sheet
" | adherence Analysis
8.0  Corrective Action:
During the product & process monitoring and measurement, if it is observed by FC that
there are non conformities or that the planned result may not to be achieved then the FC
will decide suitable corrections and corrective actions along with responsibility for
completion of action and target.
9.0 Continual Improvement:

During the analysis of the trends of the process performance data, If it is observed by
FC that the process requires improvement then the FC will decide suitable
improvements to be made along with the responsibility for implementing the action and

target dates.
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