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Procedure for fixation and drawal of pay in the revised pay structure under
Odisha Revised Scales of Pay Rules, 2017.

In pursuance of Government in F.D. Resolution N0.26342/F., dt.07.9.2017 the

pay scales of various posts/services under the State Government have been revised
with effect from the 1°' January, 2016. The Odisha Revised Scales of Pay Rules, 2017
incorporating the details of the revised scales and procedure of pay fixation have
been issued vide Notification No.27742/F., dated.20.9.2017. Subject to the provisions
of these Rules, the following instructions shall be scrupulously observed in matter of
fixation and drawal of pay, maintenance of Service Books, etc.

(i)

(i)

The option to come over to the revised pay structure shall be exercised by the
employee in the form appended as Second Schedule of ORSP Rules, 2017 and
the same shall be furnished to the Head of Office as required under Rule-6 of
the said rules in hard copy. Besides, he/she must also submit the option form
in HRMS. If an employee is not well versed in logging into HRMS, the
establishment office, where the option in hard copy has been submitted must
fill up option in the HRMS. Necessary facility has been provided in the HRMS
for this purpose.

The prescribed authority to whom option is intimated shall be competent to
accept it. The option statement in Second Schedule should be signed in each
case as token of acceptance. A copy of the option should be retained by the
accepting authority for record in his office and the other copy shall be made
over to the Drawing and Disbursing Officer for (a) uploading information in the
HRMS of the employee for entry in the service book and (b) attaching the
same to the first pay bill to be generated in HRMS in which the salary of the
employee shall be drawn in the revised scale. Entries regarding exercise of




(iii)

(v)

option and fixation of pay is to be made in the original and duplicate copies of
service books of the employee in the following form :-

“Certified that as required under the Odisha Revised Scales of Pay Rules,
2017, option to come over to the revised scales with effect from / to
retain the existing scale up-to has been exercised by the employee
and the option has been accepted. Pay in the revised structure has been fixed
under Rule-7 of the said Rules as per the Third Schedule”.

The revised pay fixation statement (in triplicate) of an employee shall be
prepared by the Pay Fixation Officer duly authorised by Heads of Offices in
HRMS in accordance with the provisions of Rule-7 of the Odisha Revised Scales
of Pay Rules, 2017 in the form specified in the Third Schedule of ORSP Rules,
2017.

In respect of the employees, other than Head of Office who opt herself/
himself to come over to the revised scale, the Pay Fixation Officer of the
concerned office shall fix the pay of the employee in the revised scale in the
manner laid down u/r-7 of Odisha Revised Scale of Pay Rules, 2017 in HRMS.
The Pay Fixation Officer shall enter all the data of the employee required
under “Third Schedule” of the said rules in HRMS row-wise as per the table
appearing one after another in the screen to arrive at the revised pay to be
fitted in exact Cell of the entitled Level. After entering data and determining
the correct Level and Cell in the Pay Matrix in HRMS in the above manner, the
Pay Fixation Officer concerned shall press the ‘Save as Draft’ button and take a
print out of the copy of the pay fixation statement of the employees in Third
Schedule for preview and checking. After checking, he shall press “Submit”
button and take a print out of the copy of pay fixation statement of the
employees in Third Schedule for attaching it in the pay bill of the October-2017
salary in the revised scale or the first month salary after fixation of pay in the
revised scale.

Thereafter, the Checking Officer in the same office to whom the work is
assigned by the Head of Office or the Head of Office himself shall check the
pay fixation statement of the employee generated in the Third Schedule in
HRMS comparing with the data entered by the Pay Fixation Officer. He can also
make necessary correction in the statement in case any wrong fixation of pay
is detected. Then, he shall press the ‘Approved’ button in the HRMS so as to
make the pay fixation of the employee as checked and final and take three
print out copies of the checked pay fixation statement of Third Schedule to fix
it in the original and duplicate Service Book with seal and signature and also
keep a copy in the personal file of the employee. The said checking shall be




(vi)

(vii)

(viii)

completed in HRMS within seven days from the date of submission of pay
fixation statement by the Pay Fixation Officer. The Pay Fixation Officer,
Checking Officer, DDO and Head of Office shall be equally held responsible and
liable for penal action for any wrong fixation of pay and excess drawl of salary,
if any, of the employee.

The pay of the Heads of Office shall be fixed in the HRMS by the Pay Fixation
Officer duly authorised by the Head of Office of next higher authority which
sanctions their normal increments in the manner stated in para (v) above as
per the option exercised by him/her. The authority competent to fix the pay of
the Head of Office is also competent to accept his/her option. The checking
officer for this purpose would be an officer other than the pay fixation officer
authorised by the next higher authority in his office.

After completion of checking of pay fixation statement of all employees by the
Head of Office in HRMS, the Verifying Officer of office next above the Head of
Office shall verify at least 10 % (ten percent) of the total pay fixation
statements of its subordinate office within one month. After cross verification,
the office concerned shall give a certificate to its subordinate office that

“This office has verified 10% (ten percent) pay fixation statement of the total
employees of your office and found correct.”

In case, any wrong is detected in the pay fixation statements then the office
shall issue instruction to the Head of Office for necessary correction
immediately. In no case, the number of verification of pay fixation statements
of the employees shall be less than 10 (ten) even when the office has less than
100 (hundred) employees.

The pay fixation statement shall be verified by the offices as indicated below.

Office Verifying Office

Department in Secretariat

Department in Secretariat/ (FA/ AFA and in their absence an officer other than the Pay
Attached Office Fixation and Checking Officer nominated by the Secretary
of the concerned Departments).

Administrative Department in Secretariat

Heads of Department/
Attached Office (FA/ AFA and in their absence an officer nominated by the

Secretary of the concerned Departments)

Attached Offices/ District

Heads of Department
Level Offices/ Range Offices. P

Office subordinate to District

] District Level Offices
Level Offices.

Revenue and Block Offices in Sub-divisional Offices
the Sub-Division. (Revenue & Disaster Management Department)







