No.B10-3183/2010/CT Office of The Commissioner
Commercial Taxes Department

Thiruvananthapuram
Dated 02/02/2010

CIRCULARNo.02/2010

Sub: Commercial Taxes Dept.-Motor Vehicle-use, maintenance and
repair of Department vehicles-instructions issued-Reg:

Ref: 1. G.O.(Ms) No. 113/03/Fin Dated 24-02-2003 Finance
Inspection Wing(Non Technical-F)
2. Circular No.41/2008/Fin Dated 02-08-2008 of Finance
Inspection Wing(Non Technical-F)

It has come to the notice of this office that Department vehicles are not
being maintained properly by many custodian officers and drivers of the Department.
In the circumstances, in addition to the directions and guidelines issued by
Government for the maintenance and use of Department vehicles as per the
Government order and circular cited, the following further directions are issued for
strict compliance so that recurring and impending loss due to Government in this

regard can be averted.

1. At the time of receiving a vehicle by the custodian officer, it shall be
acknowledged by himself or by an authorized person of the department (not
daily wages) and it should be ensured that all accessories and connected
documents such as Registration Certificate, Insurance Certificate, Fuel
consumption Certificate, Operators Manual etc. are received. It should also be
verified that the engine number and chassis number of the vehicle are the same

as those in the Registration Certificate.

2.Periodical service and minor repairs are to be done promptly so that the resultant
major repairs can be avoided. Essentiality and Economy certificate from P.W.D
Authorities and necessary sanction from the Departmental authorities shall be
obtained wherever necessary. No ratification in this regard will be issued from
this office/obtained from Government after the execution of the repair work on

any account.

3. All proposals for administrative sanction for repairs should contain the

following documents in duplicate.(Original and copy)



i) Essentiality Certificate from the concerned AEE PWD Mechanical Sub
Division.
(ii) Economy Certificate from the concerned Executive Engineer in cases
where the amount exceeds Rs.10,000/-
(iii) Duly scrutinized work estimate from Govt. approved workshop
(iv) Minimum 3 quotations for the supply of spare parts with its item
wise comparative statement.
(v) History of the vehicle
(a)Custodian officer
(b)Registration Number
(c)Make
(d)Model
(e)Total kilometers covered at the time of repairing
(f)Details of major engine overhauling if any and kilometers
covered after that
(g)Expenditure incurred for the last 3 years(Year wise)
4. Proposal for Expenditure sanction should be supported by the following
documents.
(a) Final work bill duly scrutinized and admitted by the concerned
PWD Mechanical Authority with a statement of the custodian
officer “ The work has been done satisfactorily ” on the reverse
side of the bill.
(b)Spare parts bill affixing the statement “ The dismantled spare has

got inspected by the AEE before purchasing the new spare parts
and the newly purchased spare parts are fitted to the vehicle

satisfactorily ”

S. Tyres that can be re threaded shall not be replaced by new ones on any
account.
6. Whenever there are valid rate contract holders for the supply of tyres and
batteries, purchase from other dealers shall not be effected.
7. All repairs and replacement of spares, tyres , battery etc. should be recorded in the
log book of the vehicle specifying cost and kilometer reading.

8. Fuel consumption test of the vehicle should be done once in every year.



9. Log book of the vehicle should be maintained update with required details in full as
instructed in para 3 of the circular referred above.

10. Abstract of fuel consumption should be recorded in the log book of the vehicle
noting opening kilometer reading, closing kilometer reading, total kilometers covered,
opening tank balance, closing tank balance, fuel purchased fuel consumed and closing
tank balance at the end of every month.

11. Bills of Fuel shall not be settled without thorough verification of the same with
reference to the entries in the log book and on confirmation as to the consumption of
fuel as per the fuel consumption certificate issued by the P.W.D authorities.

12. Insurance of the vehicle should be renewed at least one week before the expiry of
the validity of the existing certificate.

13. Vehicles which are not road worthy and uneconomical to the Government should
not be kept idling for long period as it will lead to deterioration in the value of the
vehicle. Proposals for the condemnation of such vehicles should be forwarded to this
office without delay.

14. The custodian officers of the vehicles shall make sure that the vehicles are used
only for official purposes and not misused. The above instructions are to be complied
with scrupulously. Violation, if any in this regard will be viewed seriously and
stringent action will be taken against the driver and custodian officer as stipulated in
para 18 of G.O.(Ms) No. 113/03/Fin Dated 24-02-2003 Finance Inspection Wing(Non
Technical-F).The drivers will be solely responsible for the accident caused by rash and
negligent driving and the resultant cost of repairs will be realized from the driver of the
vehicle (both departmental and daily wages). All the controlling officers shall closely
monitor the use of department vehicle under them. The Deputy Commissioners shall
acknowledge the receipt of this circular and obtain proper acknowledgement from

their subordinates.

Commissioner



Edog A6D
WY aldlerowm? afieomo (amaemd asamlend -agad) Qleal

mde6)ed
Mao. 41/2008fwm oflaal: 02/08/2008

Aflar@o:  OBRODH QLDAOMETBEHS ARG - MSWED - TvosTumuil e
augalm: 1. 0. (al)me.1213/2000/wm. elwch: 12/10/2000
2.00.8.(ad)Mmo.233/2002 /wm. @l 17/04/2002
3. .g.(ngie.agM. )Mo.113/2003/wm.allwsd. 24/02/2003
4.av.9.{ag)o.afyTd)Mmo.543/2005/wWm. ool 19/12/2005
5.0.9.{ag)o.0grd)Mmo.25/2007 juam. dlwei: 18/01/2007.

WMy Ideuswms aleonEEInMO veOM alBladIWMEEIT MdEG CUXNMETERNS
RIB.IB0W0 LAL@IBOQSEIMIM BeEDOATIALES (@:aesnSe Mairslenan rlanieies
21560 VMBIV Msa feneacmiet @oeva @ Mideguemdt noegsialenimy,

1. uBend QRAOMETBG HEFPMAIMIeE® MoaauroaEETIe edadmieaemilesmalems
alda] Algearmienmaiemnd Salwoulenan® odSEaml  agMmodt o nidbmile e
omuEgImod [ eoDGSOINOG, (IO (o IEaRnsS Eecudood, ormloomes eenaly
ev@gilood  ogmludess soweng,  mdee0d Lanmes@  soadluyegldd  olmyes
£96BYOUID0; WODODLOIBHRT mmﬁm’l@m@sgsrﬁﬁ}ﬂﬁ@ﬁsrﬁ .

2. oodenod UoaOmerRd Gn&di)(%:ﬂo(ﬁ, eOWIBdeUERANM®, erHIveERau, mimim, @deeF,
@pELMORIWER, alltudnto, &glees alapaeseidd ofeTlons OSEBEIY  TURI0)
EDOUREIBROS HoIe@OUIBO)AINM aldSlgl GO MUy EBOIMIETRDBEIN] Bys: Qses]
QUoanMo B IBRIUIlEERNIM  @BdaO®meR]g  talldmdia el TOEHZOIDOD, SMEGHIROR, (IO
QLo P EIS @RI, NTIBRIRS H61la I aTESOIBD agimidas) SHT SRIOWERE,

3. QO ISEERMETM MR i@anm eenu’ Mo UmeE TuomKTWl.ojas oty Goens
afloleemdd BOALEQISIBEMEERYe QO EULNOMLa0aRs®  I@  H.2IQm Qoo
DEBHNUDNMO B lo BRI0UT BT COEUOSIEMMETBHLDOE).

4. apapMOHeMO  canul  enuEs  aOMEEI@ e womosnaeldd  muslesssmBmo
AIBIBURILMDHE BRCUCDYRASIEMIOUD (NEIEBENSEIMIEIT].

5. SHTWM SHO®O OSTIE P Udaylo @)my MOWED; MseEmimee mdgladlend senu
nyeeidd  aldilaflojdlesnsneaymoem. MAWCOANWP  BRRERRETHO8@I0  MosIMU
afcuestd eainu’ eyl WLOXMOWo BO6IRNSIEEMEIEMIET.




6. OND@OTVOE® EDMWM HAIGBINOHEE TostTUlallo WHEELLIW® BJE6OMEY oLl ojoas
ool @yclaf caey  enpselal mdadme  ecumome®®  Slume  @erm
BN [SIBETHENB®OET.

7. el ananmemgldd ayrmiee aflariege alddgley mloomileygs esnod aldlafoldlenamo.
8@ SHICEMOINOae HEMEo GBS GRIOMEWY BOL) (UG &V8ERUE: (UlaOMo
£alGOUIIBOILIOR aldSBRMOI

8. memges momememleyss Adaom@dleo @noniwlwias Hriswae S LoAOMEIOMRO
rlaimemowled@ioges Qlyedlainnom pemendiormaididenmasrn.

9. MMy aIdlarrowmo (UIEWe @BALMYIORISIEMION (UiadMe ralrlevedwmygy Afleuweaoensmo.
addleeowmgy  aflew@acentem  oanme  CldEmoem  &0dlal  Gaioeyma  mlaaleyss
2 IGETRRINS RIORSHTHNIET.

10. evespdde: wsanmasieno mlarmemowledgEmald Udanmo Bale@duileanemiod
mlmemowle:oalwins BrMAGH ali@o eair) eni@siad aue o jldleanema.

wWoaom  audlereawmalad  eaddqoste  ogem@lege  midegmemege Mlanlags  of
2156U8680 o l0elkenenSIlegirm eamiowien 5o (danMEEeM@O mlairmanouileodeld mlirmyo
@Y Qbado o0 R DYSIMA EHMLM HaEBIIC MSN BNTVATIHL! ENTWMEBIOMO Alekyes
50% allvonl en0soenMmie SAUMMOT @B2jSHe MSniSle:td aujiedesmayade.

Galoelly’ an@ndgd 8OO 9ROAES afRld Qe ANKGAMORe EETBRIOS (Ul leal
QRaOmEmRes rlmemowle:odledas ey Meerumuile] @iuom oldegwe malsseemo
QOAOMETRRIOS  alBIBUROWMWHE WMEHORY al@laraowms allBomaymom? Men@:dlenid enems
rldeguoo MUIELETBEYDETT.

ag)@d.oul.amowad
(aflcdmila @@ exruEgol (Wmaani0)

ROLD, aenigles Claanummy audsaf

ol [nJ'](T'ﬁ(TU']rrH(ﬂ% STV eXTUEgCInodeao
Gauloallony (wwOdh BMOTD

AR Cldhad amuoOlexden)o

e300 a0 / B0adkny es:0a .



GOVERNMENT OF KERALA
Abstract

VEHICLFES oF GOVERNMENT/PLELIC SECTOR UNDERTAKINGES/Locar Bonies/!
AuronoMors Bomes—CuURBING OF MIsusE—MontFIEp—0OrRDERS—ISSUED

FINANCE (IMNSPECTION WT-F) DEPARTMENT
G0, (Ms) No. 1152003 Fin. Dated Thirnvananthapuram, 14th February, 2003,

CRDER

Government have jssued several orders to prevent the misuse of vehicles
of Government Departments, Public Seclor Undertakings, Local/Autonomous
Bodics vic. Even after the issuance ol these orders, it has come to the notice
of Government that misuse of Government vehicles ig on the higher side. In
the ghove circumstances Government iszue the following orders/puidelines to
curb the misuse of Government vehicles. These Orders will be applicable o all
Government Departments including Police, Excise, Forest and Judicial
Depariments, Semi GovernmentPoblic Sector Undertakings/Autonomous/Local
Bodies and Co-operative Institutions etg., having any control by Government,
with immediate effect.

2. Every vehicle or group of vehicles shall be placed under the charge of a
specified controlling officer designated as such by Government/Head of the
Department or any other Authority authorised by Government/Head of the
Depantment. The contrelling officer shall be an officer of gazetted rank if such
an officer is not available where the contrel is located,

3. The Controlling Officer will be persorelly responsible for the proper use,
care and maintenance of the vehicles under his control.

4. The Coatrglling Officer shall personally check the inventory of
equipments every month and arrzope to recover any loss arising out of
negligence or faull from the persons concemned. The fue]-cunsumptinn test of
gach vehicle under his control shall be conducied once in every year,

GCPT. i 104 2003 DTP.
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5. He should report half yearly 1o his next superior officer—the summary of
expenditure incurred on aceount of fuel, maintenance and repairs of each vehicles
under his control with his specific remarks. The supporting bills/vouchers should
also be fumished along with the report.

6. He shouid ensure that the vehicles are parked at the parking spaces
aliotted for the vehicles concerned.

7. "The name of Department/Institution™ o which the official vehicle relates
1o should be legibly exhibited in front and at the rear of the vehicle in a name
board not below the size of 40 cms length and 10 cms width {Red backgreund
and white letters in case of Government Departments and sky blue background
and blue letters in the case of others.)

8. The name board of the office to which the vehicle relates to should not
be concealed or covered or removed in any occasion. Both the driver and the
controlling officer of the vehicle are personally responsible to exhibit the name
board in the wehicle, Megligence in this regard will be viewed sericushy, .

9, Use of vehicles:.--

(i} Al vehicles are intended to be used only for bonafide official
purposes within the state including tours of officers who are entitled
e use special conveyance and claim higher road mileage.

{ii} The Controlling Officer/the officer performing the joumey will be
personally respoensible te enter the details of places of visit and
purpose of the journey in the log book, before the commencement of
the joumey. In case where the driver alone commences the joumey to
pick up an ufficer, the driver should enter the purpose of joumey,
place etc., in the log book before the commencement of the journey,

{iii} Jouneys performed with the prior sanction (general or special) of the
Govemiment'Head of the Department or any officer authorized in that
behall by Government/Head of the Department on the following
occasions may be treated as official. In such cases, a copy of the
sanction order permitting the journey should be kept in the vehicle &
the time of using the vehicle. Corresponding eatry 1o that effact
queting the authority should also be made in the log book before the
commencement of such joumeys.
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(a} Journeys performed by officers for anending official parties/receptions
etc., for which invitations have been extended to them by virtue of their office and
which, in their discretion, they decide to attend subjset to availability of vehicles,

{b) Joumeys performed by non officiais who are asked to attend official
meetings in public interest.

{¢) Journeys performed when officers have to be picked up from their
residence or dropped back in cases when they are required to attend meetings if
the meetings have been convened at places outside their normal duty points ot
outside normal working hours,

{d} Journeys performed m cases of eme’r_genc}r when an officer on being
suddenly taken sericusly ill or on meeting with an accident while on duty is
removed from his office either 1o a hospital or to his residence.

fe) Journeys performed by Private Secretaries/Personal stait of a Minister
from their residence or the residencefoffice of their Minister in order to receive or
see off the Minister if the journeys are untertaken under the instructions of the
Minister. An entry to that effael should be made in the log book by the Private
Secretary.

(f) Touring Officers not under the administrative contre! of the
Government who come to Thiruvananthapuram ar any other place where
Government have vehicle may be allowgd 1o use it for the timited purpose of
journeys from Airport/Railway Station to place of halt or office.

{g) Touring Officers under the administrative conmol of Government may
also be allowed ta use vehicles subject to the condition that the officers
concerned will not draw the mileage allowance for such journeys. They should
also give a certificate along with their T. A. bill as to whether or not the vehicle
wat vsed by them.

(h} Touring Officers of the Government may be allowed at the halting
station the free use.of vehicles for official work within a radius of 8 kms or the
Municipal limits whichever is more distagt subject 1o the condition that the
touring officers will not be entitled to exchange daily allowance for road mileage.
As far us possible such touring officers will  travel with officers serving al the
station where the vehicle is available.
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{i) The fuel ceiling imtroduced vide G. Q. {P) Mo, 233/2002/Fin. dated
17-4-2002 for Secretaries'Heads ol Major Departments and those who are
permitted to use vehicles on payment for personal use will continue, Monthly
charges prescribed therein should be remitted regalarly by the officers, without
fail.

{ii) Mo vehicle shatl be exclusively placed at the disposal of the
tauring officers. All journeys should be properly logged before the
commencement of the journsy. T

10, The use of vehicles without proper entry in the lag'boﬂk before the
commencement of the journey shall not be allowed in any occasion to any
officer. Such journeys shall be treated as non-duty journeys and action taken
accordingly,

It. ¥ehicles of all officers imespective of their grade/cadre are liablc for
surprise inspection by Firance {Inspection-NT) Department or.any other agency
te whom Jovernment entrust such work.

12. Won-stopping of vehicles for surprise inspection or hesitation to
co-operate with such inspection shall be viewed seriously and action taken
without obtaining further explanation.

13, The use of official vehicles other than cycle or motor bike for the
conveyance of fiies or tappals between office and residence of any officer is not
permissible except in case of emergencies.

14, Officers in receipt of conveyance allowance shall not normally use
vehicles for journeys within his local jurisdiction. [f he is permitted by &
competent authority to use a vehicle for journeys within his jurisdiction
proportionate reduction in the monthly rate of conveyance allowance will be
made for such journeys.

15.  Relatives/friends of officers shall not be permitted to use vehicles, The
above condition is applicable also to the vehicles alloted under the orders of
Government for the personal use of a particular officer as part of the terms of
his Service or tenure.

16 A Government vehicle shall be driven only by the driver altotted Lo
the, vehicke, Mo other person shall be permilted fo drive the vehicle excopt in
the following cases and circumstances @ -
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(1} During the testing, servicing and repairs of vehicles by individuals
who are authorized to do so.

{2} In an emergency if the driver of the vehicle is not readily availabie
of incapaci@ied by fatigue of illness or other reasons to manage the
wehizle the Controlling Officer or the Government Servant travelling
in the vehicle and who has a valid licence to drive the particular
type of vehicle may drive the vehicle himself or engage another
competent person in order {0 overcome the difficuley.

{3) When any persen other than the driver anached to the vehicle has
to idrive a vehicle under the exceptional conditions mentioned above,
a record of the facts and the action taken will immediately be made
in the log book.

17. Monthly ceiling of fuel has 1o be fixed for each and every vehicle
taking the average of  Fuel consumed for the last six menths ie. from April 10
September.

18, If any vehicle is found misused for any purposz other than those
specified n this order and also by officers other than those specified in. the lisi
annexed to this order shall attract stringent disciplinary action including recovery
of 50% of the cost of fuel consumed during a month from the Cantralling
Officersthe Officer found using the vehicle. For thig, the month during the
calendar year which records the maximum consumption of fict should be taken
inko account.

19, Further clarifications, if any, reganding the use of vehicle shall be had
from Finance {Inspection-NT} Department.

By order of the Governos,

V. 8, SenTHIL,
Secrefary (Finance Expenditure}.

Te
The Frinfipul.ﬁccuunmm CGeneral (Audit), Kerala, Thiruvananthapuram.
The Accountant {xneral (A&E), Kerala, Thiruvapanthapuram.
All Principal Secretaries/Secretariea’Special Secretaries to Government.
All Head of Departments/Offices
The Public RBelations Departrent
Stock File/Office Copy
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ANKEXLRE

List of officers permitted to wse the official vehicles for limited purposes
such as joumncys between office and residence or from Railway/Bus Station to
office and viseversz. The joumey is limited to two trips in a day and the distance
as per the provisions of K. 5. R.

The Principal Secretarics’SecretaniesSpecial Secretaries o Govemnient,
Commissioners of Commissionerates.

The District Collectors.

Judicial Officers of and above the rank of Distriet Judges.

Police Officers of and above the rank of Commissioner/Superintendent in
Home Department, )

Officers of and above the rank of Consetvator of Forest,
- Repistrar of Co-operative Societies.
Labour Commtissioner.

o =

Chief Engineers,
All major Heads of Departments.

Chief Executives of Public Sector Uindertzkings, Heads of Autenomous
Bodies, etc. '
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