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OFFICE OF THE INGPECTOR GENERAL OF POLICE
PONDICHERRY '

Standing Order No, 50791 Dated;9+12+1991-

. Sub i Community Hall at GOIiMEdu _ Ipstructions -
Isgqed. N . e
=000—

COMMUNITY HALL

A Community Hall has been a long felt need of the
Pondicherry Police 'i{n order to promote social recreational
and cultural activities of the members of the police force
and their families, The Administration has peen kind enough
to construct a Community Hall in the PAP Complex, Gorimedu,
in fulfllment of this objective. It is 51ncerely hoped that
the Community Hall will serve as a lively centre to improve
the social life, encourage cultural activities; and promote
better Understandlng 2mong pollce personnél and their family
members . :

USE OF HALL FOR MABRIAGES, ETC, .

Apart from.the GCommunity Hall servlhg as a place for
social and cultural gc{1V1tles it is also proposed to allow
police personnel and their families to- yse it for orgenising
_private and family functlonq like marriazges, etc. The term
' family member' will include only those who are wholly
dependent on members of the pollce personnel and whose names

i

are declared in the’ llst of famlly members in the SerV1ce Book.

11,
Wi,

Whenover a momber o{ the pollce personnel is allowed
the use of the Community Hall for such private functions,
maintenance charges w1ll be collected fxom him, as prescrlbed

Aé; in this Standing Order. Annucl and priodical maintenance of
4“’ / the bulldlng will, however, be carried out by the Public Works
‘%’ = (i*\ﬁyf Department.
%0 - Nbrmally, no private person shall be allowed to use

th% Pﬂéﬁiﬁf” the Community Hall except as a guest or as an invitee, However,
k?{b - _ in special cases, subject to the condltlon that the Communlty
Q;%“)»—f}?¥”7 Hall is free otherwise, and subject further to the prlor '
({EJR.T, f:%_ approval of the SSP(CRI), a private person could be permitted
the use of the hall on paymcnt of prescrlbed malntenance and

other charges.
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SUPERVISION:

njithnder'theoverallzsuporvisian“df SSP(C&I), SP(Trg.& well,)
will be pérsonally responsible for,thg_dayﬁto—day maintenance
- of the Community Hall &nd tﬁé'regulatibn of the activities in
it. He will be assisted in this work by the Inspector ct
Police (Welfare). InSpector(Welfare) will be personally
responsible for keeping all the recbfds‘bertaining to the
Community Hall and the activities fhefein; payment of water
and electricity charges regulariy:to"thekcdncerned depértments
and maintenance in Proper COhditiqh'of articles including
furniture and fittings, veséeisyefé. in £he Comnunity Hall.

SSP(C&I) shculd check the accounts of the Community

Hall at least once every month and Teview its activities
periodically, He chould ensure regular internal and annual A
audits_so'that the affairs offthevCommuhity Hall ‘are run well

and in accordance with approved NOIMmMS.

APPLICATION FOR USE_OF COMMUNITY HALL. = -

(1)  Any member of the police or a private citizen cesiring
to use the Community Hall shall give an application in writing
to the Supdt.:of Police(Welfare) at least 15 ‘days in advance
of the date for which the Hell is requireds I

(2) Egory . such applicafion chsll be entered in a register
to be maintained by the Inspector (Welfare) (Proforma = 2).

(3)"»Order5 perﬁitting a person to use the Community Hall

shall be strictly ob ifirst come - first_served“ basis. . 0

MAINTENANCE CHARGES, CAUTION: DEPOSIT AND OTHER CHARGES:

An order permitting the use of the Community Hall .
chall be issued only after the .pplicant has deposited the
prescribed maintenance charges for the period'of occupation
and also a caution deposit of Rs.500/- in cash with the
Inspgctor(Welfare) who will give a receipt for the amount

and enter the same in the cash boock (Proforma - 1) and

in the Caution Deposit Register“(Perorma - 3).

I. The mainfenance charges for the use of the Community
"“Hall for marriages Or any octher family function shall be as
laid down below:

(1) If the Hall is allotted for use by a mcmoer of the

ice pe : etired police rsonnel, Home Guards
pOll%ﬁﬁﬁggggﬂif%%a%f oprolicepBepartmcﬁt.
(1) Rs.1500/- for ore full day

(ii) Re.750/= for half-a=-day O less.
_.-.oﬁs/—



-i( 3 )=~

(2} If the Hall is allotted for use by a private party
or individual; ‘

(1) Rs .2 ,000/= ror one full day.

(1i) Rs.l,000/- for nalfca-day or less.

7.  If the Hall is dllottéd for holding functions like
exhibitions, meetings,'confé}éhces, ceminars, social gatherings
or for any other similar purpoée, a sum of Rs .500/- shall be
charged as maintenance chapgé for every day of its use or

part of a day

- Explanation:

#Maintenance charge®™ Sﬁéii snclude the cost of the
general up-keep of the Hall and charges for decorations
available in the Hall, furniture, clectrical and sanitary
fittings, utensils and such other similar things, but shall

not include,=

(i) Water and electricity charges,

(13) Dbreskages, if any,

(111) damage'to the building,

(iv) loss on account of thef§t, negligence or otherwise

of items of furniture, fixture, utensils etc.,

which shall be paid for separateli"io'be caleulated on the

basis of actual cost or ctherwise.

The actual amcunt of charges in respect of the different
items stated at(i) to (iv) above shall be decided by the
_ Execcutive Committee of the PPWS, R

The maintenance charges would be subject to

revision as-and when found necessSary.
REGISTERS S

Inspector(Welfare) will be personally responsible for
‘noting down cleetricity anc water reading and -the actual
'consumption'chargeé duriné the cccupancy of the Hall by the
allottee. Separate registers in prescribed proforma would
be maintained for noting gléctricity,meter.reading and

water meter reading.

Details of payments made to the Electricity Department.
and Public Works Dept., for consumption of electricity/water
should be cntered in the Electricity Meter Reading Register
and Water Meter Reading Register respectively. These should
also include the numbet 2nd date of each bill, the pericd to
which it pertrins, the amount of the bill, date of payment otc.
every entry should be signed by the Inspector(Welfare) '
(Proforma - 8). Ceseaadt/-
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CONDITICNS FOR USE OF COMMUNITY HALL:

(a) A person permitted to use the Community Hall shall be
responsible for its proper use and ensurc that no damage is
caused to the building, fixtures and fittings, furniture,
utensils, decorations etc. The decision of the Inspector
(Welfare) about any loss as mentioned above would be final and
binding on the party, and will not be subject to any further

eng uiry or correspondence,

(b) The allottee shall be responsible for cleaning the
hall, the kitchen, bath—rooms, toilets and all parts of the
premises before vacation, He shall also ensure that utensils
are properly washed and dried. The hall and the kitchen
shall alsc be.cleared of any unwanted material such as
firewood, other left-overs, ete.

(¢) The allottee shall be responsible for settling all bills
including water and electfi¢ity‘éharges, payment for use of
furniture, utensils, crockery; cutlery and for damages, if any,
to the building and 14s fixtures and fittings before vacating
the premises, '

(d) _The allottee shall not drive or cause to be driven any
nails, etc. on the walls, or use the building in such a way

as toc spoil its appcarance Or upkééb. ‘Decorations, if any,
USed:shall be done in such a way that paper etc. are not stuck
to the walls, No poster etc. should be pasted either inside
or cutside the building. ' o

(e) No exfra load of electricity will be uscd under any

circumstance inside the Hall, For any extra load outside, the
allottee will, subjebt to the prior approval of the Inspector
(Welfare) use a separate generator, separate electrical ‘

" fittings and wiring at his own cost.

(£) The payment of electricity and water charges would
be on the basis of rates fixed'b§ the respective departments
from time to time. |

MAINTENANCE OF REGISTERS AND ACCOUNIS $
“ “The following registers shall be maintaineds:

B YA
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APPLICATI ON RECISTER:

In this registérwall‘requeéts'for"fhé‘ailbfmént of the
community Hall would be entered in a chronological order in
Proforma = Ze Fntries in this register would be made
strictly on: "first come = first served® basis.

ALLOTMANT REGISIER:

An,allotment_régister in Proforma =4 would be maintained
for entfy of allotment details. The detalls would include the
date for which the allotment has been made as also details
of the time of occupation, time of vacation, water meter
reading, electricity meter reading, money paid, damag=s
recovered, etc. Lo
CASH BOOK FOR MAINTENANCE CHARGES: (Proforma = 1)

In this register, all éntriés:of receipts and paymentsii:
made in respect of raintenance charges shall be entered on
a day~-to-day basis. 411 entries shall be initialled by the
Inspector from day-to-day and the closing balance struck.
The cash book shall be submitted to the Supdt.of Folice
(Trg.& Welfare) on the last day of every month for his
checking, and a certificate regarding tallying of receipts
and expenditure as in the case of. any other cash book
maintained for Government money shall be recorded.

REGISTER FOR CAUTION DEPOSITS:

A separate register for caution deposits shall be
maintained as above. Detdﬁls of printed receipts for
receiving the same and refunding the balance should be
clearly mentioned in the cash book. The daily balance
would be struck regarding receipts and payment and shown in
the cash bock (Proforma - 1.

RECEIPT BOCK FOR‘MAINTENANCE CHARGES: CAUTION DEPOSIT,ETC.
A receipt book for maintenance charges, caution

deposits etce would be maintained in proforma - T

REFUND OF BALANCE OF CAUTION DEPOSLI:

The refund of caution deposit should be invariably
entered in proforma. - 3 and the signature of the reciplent
obtained. A voucﬂér,(EVj'Shéhiﬁ”aiso'be prepared.

NOTE: Vouchers for any expenditure (Proforma -10) cor receipt
of money (Proforma - 9) should be prepared giving details
of the amount and purposes The vouchers shall be serially
nutbered yearwise (1/97, 1/92 etc) and indicated in the
cash book. All vouchers shall be authenticated by the
Inspector of police{welfare). )

....-.'7 -
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STOCK REGISTER FOR UIENSILS:

A stock régistef for utensils shall be maintained in
proforma - 5. The stock register shall indicate details of

numbers, weight of utensils, measure, price, date of purchase
otc. The stock register shall be checked on the 1st of every
month oy Inspector(Welfare), who would give a certificate,
for the same in his own handwriting on the last pages of the

stock registers The stock register shall be checked every
three months i.e. in January, April, July and October every

year by Supdt. of Police(Welfare).

STOCK REGISTER FOR FURNITIRE:

A stock register for furniture would be maintained
in the proforma and as per instructions for the stock
register for utensils (Proforma - 5)

STOCK REGISTER FOR MI SCELLANEOUS ARTICLES:

A stock register for miscellaneous articles would be
maintained in proforma - 5 and in the manner mentioned above.

.

e

REGISTER FOR_COVERNMENT FIXTURES IN THE BUILDING :

A regisﬁer for Government fixturcs like fane with
regulator,'tubéjight_points, bulb points, pipes, locks,
xeys, etc would be maintained in the proforma - 6. This
would also be checked by thé Inspecter (Welfare) once 7
a month and by Supdt. o:f'Police(WéJ‘.far‘e)-‘fe'*'v"'e-‘:':*y"q'Lieé&;‘i"l:'me;x*: E
asg above.' . S '

BANK ACCOUNT:.

Inspector (Welfare) shall open an account in any
of the nationalised banks. The account‘shall Be operated
any two of the following officers jointly:

(i) Senior Supdt. of Police(C&I)
(1i) Supdt. of Police(Training & Welfare)

(iii) 1Inspector cof Police(Welfare)

00....8/- 1
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Each remittance O withdrawal will be entered in the
cash bouok through a proper voucher in proformae 9 & 10.
A1l money réceived sheil be credited in the bank not
later than the next following day positively.

AUDTT::

The accounts of the Community Hall shall be
sudited by the Office Supdt.(Accounts) in the first weck
of overy menth., It would be the duty of Supdt. of Police
(Trg. & Wel.) to get the monthly awdit done. SA0/JAO
shall conduct internal audit of the accounts every six
months i.e. in July and January every yeaf for the
previous six m.nths. The annual audit for a calender
year would be done by a qualified Chartered hccountant. &

ok ] % W{N\
- (S. RAMAKRISHNAN)
~ INSPECTOR GENERAL OF POLICE
PONDI CHERRY »

TO .
A11 SPs/411 Insprs.

#11 SHOs/Incharge OPS,“ All are reguested to bring the

contents to all subordinates and
keep the S.0. in the S.0.file.

Copy to: SSP(C&I)/(L&0)/Seccy. to 1GP/SA0/JAO/
OSE/054/0SD/0S(H) »

e



PROFORMA =1

CASH BOCK
----------- T o = amount. Initials
Date R‘eCElptS' NO. RS P- Date Payments NO RS P' f .
Inspr« (W)

——-—-——-----'———-_-—--——---.

EROFORMAE- 2

" REGISTER OF AEEL'CATIQNS

—————- —-———---.——-——u-—--n—-‘-— --—--———l————-————-——-—--

2 ”f’""""-‘-'Name ana address
. .8l. Name of Period fcr whether ‘Tnitials
' Date (ofthe appllcant function which C.H. allotted of Inspre.

NOe
: e is required (Welfare)

PROFORMA = 3

._REGISTER OF CAUTION DEPOSLT

o o e e e e e e e
Name and EpOSIT  Recoipt INSDre  poriea Te———
g%: Date addresg of galdf Reﬁgfpt I?i i Refund
allottec. Rs. Date Deduc~ Net = Signa k¥
‘ ' tions . amount ture No.
' Ry P of
+ allos<

ttea.
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. PROFORMA - 4.

REGISTER OF %ﬁﬂogﬁmza\ VACATION

]
1

¥ '
——— -l..llllll'll'lll.l'lll!.‘ll'lllll.l'lllllullll'lllll lll -

- v sl S e S T I e B M S e T P M e S S e

a1, Name & iddress Period of Date and ‘Meter reading  Date oﬁ&&wSm Meter Damages Total VWhether Initials

No. of the allotment time of "at the time of cof Wmmmwwmw if any. Charges paid cf
allottee. : Frcm e sccupation., cccupation vacation. water RS. RV No. Inspr.

Hr
Elcctricity/ | ,, hspgwnu
Em#m%. 5 “

PROFCRMA ~ 5

STOCK REGI STER

Name of article:

e e e e o e e e e i e S e

g1. Date of | From whom Articles Cost price Balance Initials _w. w
No. purchase purchased. Unit/ - (including of " Depreciation

_ Weight. tax, etcs) Inspector epre e

: N _ (welfare)
PROFORMA - 6
‘ INVENTORY OF FIXTURES
Name of item: y
W|M|||m ||||||||||||| B e L T e L ——————————— —————————— s ——— e ——————— —————— B
ate ¢ . a o . itia

purchase/ sSource Number Distribution/Location stwwppm
installation. _ o Inspr. (W)
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i

NOe

RECEIPT
COMMUNITY HALL, GORIMEDU

FONDICHERRY =6

Name & Address:

m-—-—-u———-—_-—————-—

Receoived with thanks the

for the engagement of the Co

Colv.!cgon

PROF ORI = 7

DATE:

mmunity Hall £o1 eeeo

) HSe jo
1, Maintenance Charges ee
2, Cauti.n Deposit cas
3, Other charges aes
TOTAL:
(RUDEES wvveeees 77T -
ces...only)
Inspr(Welfare)
PROFCRMA - 8
REGISTER OF FLECTRICITY/ WATER CHARGES
Number of Policy:
91, Bill Nc. Eeriod Units Meter EmEEEE""ﬁé%?""iﬁi%féié
of consuned Reading  of bill'™ to of

Noe oand date. ;

- o —— X
o — PR ———— P A R St ol ot ke e

ill

From To

Rse p. Payment Iaspr(Ww)

PROFORMA:_ = 9

COMMUNT TY HALL._GORIMEDU

SqNOo

RECEIVED from the COMMUNITY HAL

a sum of RSessoarsesa{l80ancnn:

the payment for

Inspector(Welfare)

+*+FB /

BV NOe
Date:
L, GORIMEDU, PONDICHERRY -6

.,.............,.only) being

signaturc of recipient.
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EEOFORMA - 10
COMMUNITY HiLL, GORIMEDU
R.V.NCs
S1.No. | - o | Dqte:
RECEIVED from |
o oosun of RS-_.--_.-;-(P,HP@QS R T I LA AL I .'.....":nl.'\f]')

being the «..
as shown belcows

TNSPECT (R (WELF.RE)

—--——-——m--——_——-———-—--—_...—_—-

PROFRMA = 11

NO« Date:
ORDER OF ALLOTMENT OF CUMMUNITY HaLlL

FOR THE FUNCLION OF seeascaceosasncs
TO THIRU/TMT. . . .

——— e
T o
-——-———————n———-.-—————.—
i s o —
. —— -

\RTICLE NITURE, ete.
15T OF ARTICLES OF UTENSILS/ FURN , et
EANDED OVER, FOR USE AND RETURK.

Name PACLS

1,

2,

5‘. .

Llo |
5.

7e

8.

Gw
10.

RECEIVED INTACT
;gspector(Welfare)

signature of allottee.

Reccived Back Remarks

Date: Inspector(Welfare)
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