
PUBLIC RELATIONS

S.No. Description of Item Authority HOD Dy.HOD Sr. Scale

1 2 3 4 5 6 7 8

RELEASE OF ADVERTISEMENTS  
1

Nil Nil

Note:
Finance concurrence is not necessary.

2

Nil Nil

Note:
For cases beyond Rs.2,000/-  sanction of General Manager in consultation with FA&CAO shall be obtained.   

3

Nil Nil Nil

Note 
1)   For cases beyond Rs.10,000/-  sanction of General Manager in consultation with FA&CAO shall be obtained.   
2)  The amount spent by all the authorities from all the cases sanctioned under item 1,2 and 3 above shall not exceed Rs. 30,000/- per annum.

3) Any excess expenditure over the ceiling limit of Rs. 30,000/- would require prior Finance concurrence and should be exercised only by G.M.

PHOD/ 
CHOD

 Jr. Scale/ 
Asst. Officer

Placing of Display or Classified advertisements   
in DAVP approved newspapers, periodicals and 
magazines at DAVP rates.

Board's letter 
No.86/PR/4/4 dated 
7/08/1991. CPO - Full 

powers.

CPRO - Full 
powers 

Secretary to 
G.M. - 
Rs.5,000/- 
per insertion

Placing of  display or classified advertisements 
in  non-DAVP approved newspapers, 
periodicals and magazines, at their lowest 
commercial rates.

Board's letter 
No.86/PR/4/4 dated 
7/08/1991. CPO - 

Rs.2,000/- 
per insertion

 CPRO - 
Rs.1,500/- 
per insertion

Secretary to 
G.M. - 
Rs.500/- per 
insertion

Placing of display advertisement in Souvenirs, 
and other ad-hoc and special Publications etc.

Board's letter 
No.86/PR/4/4 dated 
7/08/1991.

CPO - 
Rs.10,000/- 
per insertion.

CPRO- 
Rs.7,500/- 
per insertion.

4) The total expenditure should be within the overall budget for PR  Department and no extra funds should be made available on account of 
exceeding the ceiling limit.



PUBLIC RELATIONS

S.No. Description of Item Authority HOD Dy.HOD Sr. Scale

1 2 3 4 5 6 7 8

PHOD/ 
CHOD

 Jr. Scale/ 
Asst. Officer

4
Full Powers

Full Powers
Full Powers Nil Nil

Note:
Finance concurrence is not necessary.

5
Nil Nil Nil

Note:
1.Finance concurrence is required if expenditure exceeds Rs. 25,000/- in each case. 
2. Normal procedure of calling minimum of three quotations as per extant orders is to be followed. 
3. If the estimated value is more than Rs.1 lakh tender procedure should be followed after obtaining competent authorities sanction for the work.

6

Nil Nil

Note:-

1. Finance concurrence shall be obtained for expenditure of more than Rs.5,000/-  in each case.  
2. Normal procedure of calling minimum of three quotations are to be followed as per extant procedure.
3. Amount shall not exceed budget provision for the financial year.

Release of Tender Advertisements on DAVP 
rates and sanctioning bills thereof.

Production of documentaries, quickies, CDs 
radio spots, audio tapes or any  other audio 
visual medium

CPO - Full 
powers.

CPRO - Full 
powers 

Designing, preparation of artwork, blocks, 
articles and printing of various types of publicity 
material, viz., Invitation cards, brochures, 
pamphlets, posters, folders, hand-outs, leaflets, 
hoardings, neon signs, cinema slides or any 
printing jobs through outside agencies.

CME  & CPO 
Rs.5,000/- 

per case. For 
printing:- 

Full powers

CPRO 
Rs.5,000/- 
per case.  For 
printing:- 
Full powers

Secretary to 
G.M. - 
Rs.500/- per 
case.

4. These powers are to be exercised only in emergency.  Normally, printing work required shall be planned in advance and got done through the 
Stores department.



PUBLIC RELATIONS

S.No. Description of Item Authority HOD Dy.HOD Sr. Scale

1 2 3 4 5 6 7 8

PHOD/ 
CHOD

 Jr. Scale/ 
Asst. Officer

7

Nil Nil

Note:
1. The above powers will be subject to an overall limit of Rs.4,500/- per month  under all sanctions for the entire P.R. department.
2.  Exercise of these powers does not require  concurrence of Finance.

8 Purchase of photographic materials.

Nil Nil

Note:
1. Finance concurrence is necessary if the expenditure exceeds Rs.2,000/- per case.
2. All purchase shall be made through Stores Department.

9

Nil Nil

Note:
1. Finance concurrence is required if the expenditure exceeds Rs.5,000/- in each case.

2. Normal procedure of calling minimum of three  quotations may be followed if the value exceeds Rs. 2000/- in each case.

Purchase of  books, newspapers and magazines, 
publications, CDs, audio and video cassettes for 
public relations office only.

CPO - 
Rs.2,500 per 
month. 

CPRO - 
Rs.1,500 per 
month. 

Secretary to 
GM - 
Rs.500/- per 
month.

3 Subscription to periodicals may be paid in advance as deemed fit to avail maximum benefit by the Officers delegated with the powers.  Supply is 
to be obtained from reputed agencies.

CPO - Full 
powers.

CPRO - 
Rs.1,000/- in 
each case.

Secretary to 
G.M. - 
Rs.500/- in 
each case.

Developing, printing and enlargements of 
photographs, developing and processing of film 
rolls, slide, laminations and blow-ups. CPO - Full 

powers.
CPRO - Full 
powers.

Secretary to 
G.M. - 
Rs.1,000/- in 
each case.



PUBLIC RELATIONS

S.No. Description of Item Authority HOD Dy.HOD Sr. Scale

1 2 3 4 5 6 7 8

PHOD/ 
CHOD

 Jr. Scale/ 
Asst. Officer

10

Nil Nil Nil

Note:
1. Finance concurrence is necessary.

2. Normal procedure of calling minimum of three quotations are to be followed.

11

Nil Nil Nil

Note:
1. Finance concurrence is not necessary upto Rs. 2000/- in each case.

2. Normal procedure of calling minimum of three quotations are to be followed if the value exceeds Rs. 1000/- in each case.

12  

Nil Nil

Note:
1. Finance concurrence is not  necessary upto Rs. 2000/- in each case.

2. Normal procedure of calling minimum of three quotations are to be followed if the value exceeds Rs. 1000/- in each case.
3. Only those equipment/facility which is not available in RWF should be hired.
4.  The total expenditure per year should be within Rs. 15,000/-.

Award of Annual Maintenance Contract for still 
photographic equipment, movie camera 
equipment, video equipment, audio/visual 
equipment.   

CPO - 
Rs.10,000/- 
in each case 

CPRO - 
Rs.5,000/- in 
each case.

Repairs to still photographic equipment, movie 
camera equipment, video equipment, 
audio/visual equipment, when not covered under 
Annual Maintenance Contract.

CPO - 
Rs.10,000/- 
in each case.

CPRO - 
Rs.5,000/- in 
each case.

Hiring of video cameras, projectors, T.V., VCR 
and studio in connection with audio- visual 
coverage/recording and shooting of short 
films/sequences, transference and editing of 
video recording for official events/functions.

CPO - full 
powers. 

CPRO - full 
powers. 

Secretary to 
G.M. - 
Rs.5,000/- 
per case.



PUBLIC RELATIONS

S.No. Description of Item Authority HOD Dy.HOD Sr. Scale

1 2 3 4 5 6 7 8

PHOD/ 
CHOD

 Jr. Scale/ 
Asst. Officer

13 Hospitality for press and other media persons.

Nil Nil

Note:
1. Finance concurrence is not necessary.
2. Expenditure under all sanctions should not exceed Rs.25,000/- per annum.

14
Nil Nil Nil

Note:
Finance concurrence is not necessary.

Board's letter 
No.F(X)II-2000/PW/2 
dated 27.06.2000.

CPO - full 
powers. 

CPRO - full 
powers. 

Secretary to 
G.M. - 
Rs.5,000/- 
per annum.

Hiring of Motor Vehicles for Parliamentary / 
other Committees, foreign delegations and 
VVIPs

Item 17 Note (ii) of 
GM's Delegation CPO - Full 

Powers
CPRO - 
Full Powers
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