Serial Circular No. 49/2012
Eastern Railway | i
(Personnel Department)

No. E.352/0/1/PL I ; Kolkata, dated:4/04/2012
All:Cdncerneg

§1§: b: Joint Procedure Order for payment of Children
Education Allowance/Hostel Subsidy.

With a view to streamline the process and payment of Chidren Education
~ Allowance;/ Hostel Subsidy uniformly in all units of this Railway, it has been decided to
formulate a Joint Procedure Order (JPO), incorporating all relevant in: tructions on the

subject. Accordingly, the JPO dated 24.04.2012, duly signed by Dy.CPO/NG and
Dy CAO/G, is issued herewith for informaticn, guidance and necessary iction.

In this cantext, it is advised that in téxms of para (17) of the said JPO, hencefor;h,
all claims of CEA/Hostel Subsidy will be sent directly from Branch Officers to Pay Bill
- for further necessary action. ' ‘ ' :

This has got the approval of CPO & FA&CAO,

1

DA: JPO dated 24.04.2012

for Chief Personnel Officer



T N

Sub:  Joint Procedure Order for pre-vetting of Children Education
Allowance before inclusion in the reguler salary bill,

Joint Procedure Order for Charging Children Education Allowance
1. (a) Children Education Allowance and Reimbursement of Tuition fees, which were hitnerto payable
separately would be morged and would be known as Children Education Allowance w.e.f. 01# September.,

2008. This issues in supersession of all earlier orders on the subject of Children Education Allowance and
Reimbursement of Tuition fees. (Authority: CPO’s Sk No. 121/2008).

(b) Under the scheme, Hostel Subsidy wili be reimbursed. which means expenses incurred by the Rly.
employee if he has to keep his childeen in the Hostel of a residential school away from the st ition at which
he is posted/or is residing irrespective of any transfer liability. However, both Hostel subsid - and Children
education Allowance cannot be availed concurrently. This issues in supersession of all earlie - orders on the

subject of Hostel Subsidy. (Authorityv: CPO’s SL. Nos. 121/2008, 01/2009 & 181/2009)

(¢) Under the scheme, reimbursement of Children Education Allowance is admissible for disal led children of
Rly. employess. (Authority: CPO’s SI. No:1/2009)

(d) Under the schem: ‘Year’ means academic year i.e. twelve months of complete academic session.

Huthurity' CPO’s 5. Ma.1/2009) {Authority: CPO%s Sk, No. 1/2009)

(a} Under the scheme of flnldren Education Allowance, relmblll'sl‘mt nt @ T 12000/- is admissible for
eldest two surviving children, P\cept when the number of children exceeds two. as a result »f second child
birth resulting in twins or multiples births. Further, CEA i¢ admissible only for the first child born after

~ failure of sterilization operation. (Authority: CP0O’ Sl. Nos. 01/2009, 111/09 & 113/2011).

(b) Hostel Subsidy is admissible upto the maximum limit of T 3000/- per month per child subject to a
maximum of 2 (two) children. (Authority: CPO’s 8. No. 121,2008)

(¢). Reimbursement of Education Allowance for disabled children of Rly. employees shal be payable at
double the normal rates prescribed. i.e. T 24000/~ . Similarly, Hostel Subsidy shall be alsc be payable at
doubl: the normal rates, i.e. T 6000/- p.m. (Authority; CPO" Sl No. 130/2008)

(d) As per revised scheme, reimbursement limits on CEA and Hostel Subsidy would be raise 1 by 25% every
time the Dearness Allowance (DA) on the revised pay structure goes up by 50%. (Aunthorit:: CPO’s Sl. No.
121/2008). ‘

(¢) Consequent upon enhancement in Dearness Allowance (DA) to 51% w.e.f. 1= January, 2011, existing
limits on reimbursement under the scheme has been revised as under:-

(i) The annual ceiling limit for reimbursement of CIZA shall be T 15,000/~ per chi d. Accordingly,
the quarterly could be more than ¥ 3.750/- in one quarter and less than ¥ 3, 750/ in another quarter subject
to the annual ceiling of ¥ 15.000/- per child and Hostel Subsidy shall be ¥ 3,750/- pec nionth per chlld
(Authority: CPO’s Sl No.71/2011)

(ii) The annual ceiling for reimbursement of Education Allowance for disabled children of Rly.
employees shall be treated as revised to ¥ 30,000/~ per annum per child and the rates of Hcstel Subsidy for
disabled children of Govi. employses shall be treated as revised from ¥ 6,000/~ per child per munth to X
7, 300/ per child per month. (Authority: CPO’s Sl Na. 71/2011).

(ii1) Such enhancement in the ceiling of reimbursement per annum due to increas: in DA by 50%
shall be applicable as pro-rata basis from the date of increase in DA, subject to actual expenditure during
the quarter. (CPO’s S1. No. 45/2012)
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(f) Rly. employee is allowed to get 50% of the entitied amount for the academic year could b allowed in the
1+ and/or 2 quarter and remaining amount in third and/ or fourth guarter. However, the entire amount
can be reimbursemnent in the last quarter. Frontloading of the entire amount in the first and second quarters
is not allowed. (Authority: CPO’s SI. Nos. 113/2011 & 45/2012)

(¢) In case of misplacement of receipts given by the school/institution. rennbursement may | « allowed if the
Rly. Employee produces a duplicate reccipt, duly authenticated by the school authorities Receipts from
private parties, other than school, if mlsplawd shall not be entertained, even if duplicate receipt is
produced. (Authority: CPO% Si. No. 45/2012)

3. (a) Reimbursement will be applicable for expenditure on the education of school going cildren only i.e.
for children from classes nurserv to twelfth including clasees eleventh and twelfth held by ji nior colleges or
schools affiliated to Universities or Boards of Education. Classes nursery to twelfth will inc ude classes I to
NI+ 2 classes prior to class [ irrespective of the nomenclature. {Authority: CPO’s Sl No.6/::010)

(k) In respect of schools/institutions at nurserv. primary and middle level not affiliated t» any Board of
education, the reimbursement under the scheme may be allowed for the children studying in a recognized
school/institution. Recognized school/institution in this regard means a Govt. School or :ny educational
stitution whether in receipt of Govt. aid or not, recognized by the Central or State (;ovt. or Union
+ Territory Administration or by University or a recognized >ducational authority having j irisdiction over
the area where the Institution is situated. (Authority: CPO' S]. No. 6/2010)

(¢} In caze of disabled children of Rly. employees - as long as a physically/mentally handicapped child
studies in any institution, i.e. aided or approved by the Central/State Govt./ UT Administ -ation or whose
lees approved by any of these authorities, the CEA paid by the Govt. employees shall be reimbursed.
(Awthority: CPO's S\, Nos. 1/2009 & 45/2012)

(d) The restriction of classes 1 to X1l + 2 classes prior to class | irrespective of the nomenclature, as

applicable for CEA, is also applicable for dra\nng hostel subsidy. (Authority: CPO's Sl No. - /2009)

(¢) Diploma Course in Polytechnic after passing X class, the reimbursement of tuition fees : hall be allowed
for the 1* and 2# year classvs. {(Authority: CPO’s Sl. No. 01/2009).

4. Reimbursement under the revised scheme will be admissible even if a child fails in a particular class.
(Authority: CPO% Sl. No.121/2008)

(5) (a) Reimbursement of CEA/Hostel Subs: dy for incurring expenses for payment to the institution
against the (ollowing stems van be claimed under this Scheme:-

(i) Tuition Fee, (ii) admission fee, (iii) laboraiory fee, (iv) special fee charged for agricult are, electronice,
music or any other subject, (v) fee charged for practical work. under the programme of work experience, (vi)
fee paid for the use of any wid or appliance by the child, {vii) library fee, game/sports fec axd (viii) fee for
extra-curricular activities. This also includes reambursement for purchase of one set of text books and
notebooks, two sets of uniforms and one set of school shees which can be claimed in a year. However,
reimbursement of school bags, pensfpenﬂls. etc. may not be allowed. (Aut hority: CPO’s SI. Nos.121/2008 &
152012).

(h)' v ilyalaya Vikas Nidhi charged by Kendriya Vidyalayas can be claimed for reimbursement under the
scheme of Children Fducation Allowanee subject to the annual ceiling of T 15000 per ckild. (Authority:
CPO’s Sl. No.6/2010)

(v) “One set of shoes’ would mean one pair of shoes and ‘two sets of Uniform® would mzan two sets of
uniforms prescribed by the school in which the child is studyingz. A set of uniform will include all items of -
clothing prescribed for a dav, as uniform by the school. Reimbursement may be allowed for two sets of such
uniform irrespective of the colours/winter/summer/PT uniform. (Authority: CPO% Sl No. 22/2011)
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(d) In case of Hostel Subsidy, it includes expenses towards boardmg, loigmo and vxpens&s as detailed in
para 5 (a) (i) above. {Authorityv: CPO’s SI. No. 1/2009) -

(¢) For the purpose of the scheme, the term “fee’ would mean fee paid to the school in which the child is
studying direetly by the parents/guardian for the items meniioned in para 5 (a) (i) above. F owever, it does
not include fee paid to orgunizations/institutions other than school or fee paid to private utors. Further,
reimbursement .cannct be claimed under the rov 1sed scheme for expﬂlswn on Tuition/Coaching Centre.
(Authority: CPO’s S1. Nos. 111/09, 22/201 1 & 45/2012) €

(f) Development Fee/ Parents’ Contribution charged by the school/institution in lieu of tuition fee shall be

~ reimbursed. The Rly. Employee will have to cor tify to the offect that tuition fee has not I een chdrged by
_the school/institution. (Authority: CPO’s Sl. No. 45/2012)

() Fee charged directly by the school/institution for catering to 1he- spacial needs of child of disabilities,

duly certified by the authorities, shall be reimbursed in addition to item mentioned in para 5 (a) (i) above. -

Z'Ii) Ther 1s no'item-mse cefling. (Authority: CPO’ 8l. No, 45/2012)

6. Upper age limit for disabled children has been set at the age of 22 years. In case of other children the age
limit will now be 20 vears or till the time of passing 12 class which ever is earlier. How: ver, henceforth

" there will be no minimum age for any child for claimlng CEA/Hostel Subsidy. (Autllnnn : CPO’s Sl No

01/2009, 22/2011 & 45/2012

5

(7} CEA may henceforth be allowed in case of children studying through *Corresponde ice or Distance
Learning” subject to other condition prescribed. (Authority: CPO’s S No. 22/2011)

{8) (a) If a Railway employee ceases to be in service b reason of retirement, resignstion. discharge,

dismissal or removal from service in the course of an a,adan ic vear, CEA/hostel subﬂdv shill be admissible
ull the academic year in which the event takes place. The payment shall be made by the of ice in which the
Railway servant worked prior to these events. (Authority: CPO’s Sl. No. 22/2011) :

(b) If a Railway employee dizs while in servive, CEA & Hostol Subsidy’ shall be admissiife in respect of

_ his/her children subject to conditions, as mentioned in CPO’ serial No, 22/2011.

(9) Children attending dav-boarding. whether attached 1¢ schools or not are not eligibli to draw hostel

- subsidy. (Authority: CPO's SI. No. 01/2009)

(10) The CEA or héstel subsidy shall be admissible to a Rl.. employee while he/she is on (uty or in under

- suspension vr is on leave (including EOL). Provided that durmg any period which is trea ed as ‘dies non’
“ the Govt. servant is not eligible for the allowarce, re:mbursemenh"subsndv for the period. (Authority: CPO’s

S, No. 01/2009) ‘ o

(L1) In case of both the spouses ar: Rly. Employees, only one of lhem can avail reimburs ;ment under the
Children Education Scheme. (Authority: CPO’s Sl. No. 121/2008) In this regard, a declaration has to be
obtained. Application without declaration will not be entertained in ‘P* branch and Accoun s also.

(12} For the purpose of the scheme, ‘one set of text book® would mean all text books relevar t to a particular
class prescribed by the schaool. But. it does not include the notebook, reference books, pape ' solution ete. In
this regard, Book-list may he obtained alongwith the application, where required.

(13) The term ‘notebooks’ would miean one set of motehook prescribed by the school to ¢ particular class
that includes practical notebook, graph notebook and diawing notebook. All claimg o reimbursement
against ‘notebooks’ shoild be reascnable according to the class in which the children are stv dying.

(14) All bills/vouchers against which reimbursement is claimed should inv -ariably bear serial number, date of

~ issue, name of the child, stamp of the shop and counter-signature of the applicant.” iny an biguous/illegible

bill/voucher should not be : accepted.
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(15) All claims for reimbursement of €EA7Hostel -Subsidy should be submitted, incorpora‘ing original
receipis on the basis of self-declaration, in the prescribed format (Anmexure ‘A* & ‘B’) to th: immediate
Supervisor, It will be the duty of immediate supervisor to check the claim(s) and thereafter should forward
such application with histher clear endorsement that the elaim of the applicant for reimburse nent is bona
fide to the best of histher knowledge. He should also check that all supported receipts have duly been
countersigned by the claimant. Regarding affiliation/recognition ete., employees® self-declaraticn will suffice
the purpose.

(16) For keeping records of claims, a register will be maintsined by the concerned BO, cuntaining the
details of employec’s children, amount claimed and period ete. in a summarized form and duly : igned by the
. Gazetted Officer of the Branch concerned

(17) The filled in application format alongwith the above certification, the bills should be countersigned by
the Gazetted Officer of the Branch concerned and should be submitted to the concerned 3ill Clerk for
further necessary action in consolidated manner. It should be ensured that such applicatin should be
submitted to BOs cither on quarterly basis or at the end of academic session, as feasible.

(18) The Bill preparing clerks should input detail particulars of CEA/Hostel bu.bs;d} of each en ployee under
the head CEA in PRIME by operating specified code.

(19) Au abstract/summary sheet of wach of Bill Unit of CEA/ITostel Subsidy uhuul-l be generated in
duplicate.

(20) Thereafter, Bill Seution should submit CEA/Hostel Sublrdy bill (in duphcate) to Accounts Office for

pre-audit along with certified vouchers. Accounts office will pre-audit on all two copies and re :urn one copy
of the said bill to Bill Section. The original vouchers will be retained by Accounts Office as record.

(21) [f any eorraction is made by accounts Office while pm-audltmg the bill, that should also )e modified in
- the PRIME programmv:. : : : :

(22) Bill Section must input relevant datas of CEA/Hostel Subudv bill in r.be ﬁeldl specified as ‘Reference’
in the programme for reconciliation purposes.

(23) The pre-auditing amount should be charged in the next salar) ln]l by the bill Section anc keep one pre-
‘auditing abstract of CEA/Hostel Subsidy bill as office copy.

(24) In case of Transfer-in and trunsfer-out, the detail of dmm should be mcorporntod in LPC

25) Claim preferred after expiry of six montlu from the last date of academic session or the current fiscal,
as the case may be, will be traated as a delayed eclaim for this purpose.

(26) The JPO shall be come into foree with immediate effect.

ST =

e
Dy. C. A.O/G
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£nnexure ‘A’
! FORMAT
To ; ‘
The Authority Concerned,
Eastern Railway,

Sub : Children Educaticn Assistance and Reimbursement of Tuition fees.

Ref : CPO/E Railway/Kolkata’s SI. Circular No.121/08, 01/2009 &: 6/2010
& CPO’s Lettter No.E/SPC/2008/Policy/Pt.] dated 01.04.20C9.

e o o o P i Pt e Pt el

1. Name of the employee in full (Block letter)

2. Designation: : Department & Station
g Pay Band ' Grade Pay
4. Basic Pay (Pay plus Grade Pay)
5. Name of the child & relationship -
with the employee
6. CEA is claimed for First / Second child

7. CEA is claimed for the month with
academic session

8. Name of the Institution

9. Affiliation of the Institution

10. Standard / Class :
(1. Bill Unit No. : i2 PF AcNo.  *

'| Reimbursement CIaiméd for the items E90 the montiy of - @ Amount
: , From - 10 k3 %
All legitimate & Compulsory fees
{ except donation ) which are paid in
regular "School Bills",
One set of Text Books i
Note Books (Exercise Books)
Two sets of Uniforms including Socks
One set of School shoes '
; ' Total

I hereby declare that the statement / bio-clata given above are true to the best of my
knowledge and belief 1 shall be responsible, if ary of them is found incorrect..\fterwards and
_ also declare that no claim has been made from any other sources for which the ahove claim has

~ been submitted herewith. Necessary documents / receipts in original are enclosec herewith.

- Enclosures : , h :
Date  : ' ( Signature of the appliciint )




/nnexure ‘B’

FORMAT
To .

The Auth'dr_ity Concerned,
Eastern Railway,

Sub : Reimbursement of Hostel Subsidy.
Ref : CPO/E Railway/Kolkata’s S Circular No.121/08, 01/2009.

i B e e et e o P o Pt ot

Name of the employee in full (Block letter)
Designation: ' Department & Station
Pay Band Grade Pay

Rl s

Basic Pay (Pay plus Grade Pay)

th

Name of the chiid & refationship
with the employee

6. CEA is claimed for First / Second child

7. CEA is claimed for the month with
academic session

8. Name of the Institution

9. Affiliation of the Institution

10, Standard / Class

11. Bill Unit No. : 12. PF. A/c No.

For the month of @ Amount _
From To 3 t

Reimbursement Claimed for the items

Expenses towards boarding, lodging
and expenses as detailed in para (e) of
original O. M. No. 12011/3/2008-Estt
{Allowarnice) dated 02.09.2008,
circulated under CPO's serial No.
121/2008.

Total

I hereby declare that the statement / bio-cata given abiove are true to the best of my
knowledge and belief. 1 shall be responsible, if ary of them is found incorrect 1fterwards and
also declare that no claim has been made from any other sources for which the ahove claim has
been submitted herewith. Necessary documents / receipts in original are enclosec herewith.

Enclosures . :
Date : : ( Signature of the applicint )




