CHECKLIST FOR AUDIT OF PAY FIXATIONS & ANOMALIES

Check list for Pre / Post-check of pay fixations:

1) Verify the Service registers for any punishments / suspensions and for calculation of period of service.

2) Ensure the Implementation of relevant B.P. / T.O.O  received from Corporate Office. The clauses mentioned in B.Ps./TOOs to be thoroughly observed.

3) Verify the option opted by the employee for the pay fixation with effect from date of issue of orders or date of increment.

4) Ensure that pay fixation statements are prepared in accordance with the B.P. / T.O.O. and as per the option opted by employee.

5) Verify whether any audit objections are pending against any pay fixations / service matters.

6) Proper authorisation in the pay fixation statements by the concerned higher authority.

7) Verify the pay fixation entry in the service register duly signed by the concerned higher authority.

Post-check of pay fixation anomalies:

1) Verify the Service registers for any punishments / suspensions and for calculation of period of service.

2) Ensure the Implementation of relevant B.P. / T.O.O. received from Corporate Office. The clauses mentioned in B.P./TOOs to be thoroughly observed.

3) Ensure that the pay fixation anomaly statements are prepared in accordance with the B.P. / TOOs and as per the eligibility clauses.

4) Verify the Seniority list along with roster points.

5) Verify the options opted by Senior and Junior at each pay fixation stages.

6) Verify the promotion channel for Senior and Junior in accordance with Seniority list.
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