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Audit Wing 

Formate of KPIs Report
Sheet to be reported by PCDAs/CDAs

Name of PCDAs/CDAsSl. No.

Sl. No.
Name of 

PCDAs/CDAs

3rd Party Bills (Non DAD) Personal Claims (Non DAD)  Personal Claims (DAD)

Admin Wing Accounts wing

1 2 3 4

GeM Bills (Non DAD)

Audit Wing 



Annexure ‘A’ 

Scoring Matrix 

Audit Wing 

(1) (2) (3) (4) 
3rd Party Bills (Non DAD) Personal Claims (Non DAD)   Personal Claims (DAD) GeM Bills 

(Non DAD) 
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Annexure ‘A’ 

Scoring Matrix 

  

Audit Wing 
(5) (6) (7) (8) (9) (10) 

CGDA HQrs 
Reference 

Recovery of Rent and allied 
charges 

Progress of Audit 
Objections Performance of PAOs NPS GeM Procurement (DAD) 
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75% to 100% 5 Less than 7 days  5 75% to 100% 5 0.0 to 0.5 5 4 to 5 5 95% to 100% 5 

70% to 75% 4  07 to 10 days  4 75% to 50% 4 0.5 to  1.0 4 3 to 4 4 90% to 95% 4 

60% to 70% 3 10 to 15 Days 3 40% to 50% 3 1 to 2 3 2.5 to 3 3 85% to 90% 3 

60% to 50% 2 15 to 20 days 2 25% to 40% 2 2 to 3 2 2 to 2.5 2 80% to 85% 2 

40% to 50% 1 20 to 30 days  1 10% to 25% 1 3 to 4 1 1 to 2 1 75% to 80% 1 

0% to 40% 0 More than 30 
days  0 0% to 10% 0 4 to 5 0 0 to 1 0 0%  to  75% 0 



Annexure ‘A’ 

Scoring Matrix 

 
******** 

Admin Wing Accounts wing

(11) (12) (13) (14) (15) (16) 
Grievance 

(CPGRAM & Non-
CPGRAM) 

Appeal against Grievance DAD Projects RBI Reconciliation with 
SBI Payment    

SBI CMP Booking 
Amount  

 

Clearance of S&S 
Imprest Account 
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95% to 100% 5 0% to 10% 5 4 to 5 5 95% to 100% 5 95% to 100% 5 95% to 100% 5 

90% to 95% 4 10% to 20% 4 3 to 4 4 90% to 95% 4 90% to 95% 4 90% to 95% 4 

85% to 90% 3 20% to 30% 3 2.5 to 3 3 85% to 90% 3 85% to 90% 3 85% to 90% 3 

80% to 85% 2 30% to 40%  2 2 to 2.5 2 80% to 85% 2 80% to 85% 2 80% to 85% 2 

75% to 80% 1 40% to 50% 1 1 to 2 1 75% to 80% 1 75% to 80% 1 75% to 80% 1 

0%  to  75% 0 50% to 100% 0 0 to 1 0 0%  to  75% 0 0%  to  75% 0 0%  to  75% 0 



Annexure ‘B’ 

Calculation Sheet 

Sl. 
No. 

Area Calculation formula 

1.  3rd Party Bills (Non DAD) 

2.  Personal Claims (Non DAD) 

   

% Passed within 7 working  days =
Total bills passed in that month   

Total bills passed within 7 working days in a month  
X 100 

% Return within 7 working  days =
Total bills returned in the month  

Total bills return in the month within 7 working days
X 100 

% Carry Forward (CF) =
Total bills received in the month + 

Previous month CF 

Closing balance at the end of month  
X 100 

% Passed within 14 days =
Total Claims passed in that month   

Total claims passed within 14 days in a month
X 100 

Cut-off date is 25th of the month  

% Return within 14  days =
Total bills returned in the month  

Total claims return in the month within 14 days 
X 100 

% Carry Forward (CF) =
Total bills received in the month + 

Previous month CF 

Closing balance at the end of month  
X 100 

Cut-off date is 25th of the month  



Annexure ‘B’ 

Calculation Sheet 

Sl. 
No. 

Area Calculation formula 

3.  Personal Claims (DAD) 

4.  GeM Bills (Non DAD) 

   

% Passed within 14 days =
Total claims passed in that month   

Total claims passed within 14 days in a month
X 100 

% Return within 14  days =
Total bills returned in the month  

Total claims return in the month within 14 days 
X 100 

% Carry Forward (CF) =
Total bills received in the month + 

Previous month CF 

Closing balance at the end of month  
X 100 

Cut-off date is 25th of the month  

% Passed within 7 working  days =
Total bills passed in that month   

Total bills passed within 7 working days in a month  
X 100 

% Return within 7 working  days =
Total bills returned in the month  

Total bills return in the month within 7 working days
X 100 

% Carry Forward (CF) =
Total bills received in the month + 

Previous month CF 

Closing balance at the end of month  
X 100 

Cut-off date is 25th of the month  



Annexure ‘B’ 

Calculation Sheet 

Sl. 
No. 

Area Calculation formula 

5.  CGDA HQrs Reference 

6.  Rent & Allied Charges  

7.  Progress of Audit Objections 

8.  Performance of PAOs Average Score on Report  as Annexure ‘D’ 

9.  National Pension System (NPS) Average Score on Report  as Annexure ‘F’ 

10.  GeM Procurement (DAD) 

11.  Grievance  
(CPGRAM & Non-CPGRAM) 
   

% clearance within 30 days =
Total reference cleared in that month   

Letters cleared within 30 days 
X 100 

% conversation in MFAI 90 days =
Total objection raised in 90 days  

Audit objections converted in MFAI  
X 100 

Average number of days taken to 
prepare bills  

Total No. of BSO office under Jurisdiction of PCDAs/CDAs  

Addition of total No. of days taken by all BSO office under 

Jurisdiction of PCDAs/CDAs=

%Procurement through GEM =
Total procurement in a month   

Total Procurement through GeM in month 
X 100 

%clearance within 30 days =
Total receipt in a month   

Grievance cleared within 30 days 
X 100 



Annexure ‘B’ 

Calculation Sheet 

Sl. 
No. 

Area Calculation formula 

12.  Appeal against Grievance  

13.  DAD Projects  Based on the average score on the report in Annexure ‘E’ 

14.  
RBI Reconciliation with SBI 
Payment  (For Code Head 021/00) 

15.  SBI CMP Booking Amount 
(For Code Head 020/91) 

16.  
Clearance of S&S Imprest 
Account  

******* 

% Imprest Accounts settled  =
Total No. of Imprest Account released in that 

No. of cash account received & accounted for within 45 days of 
the month closed

X 100 

% of Appeal raised against the 

reply of grievance  = Total No. of Grievance received in that month 

Total No. of appeal raised in a month  
X 100 

% Reconciliation  =
Total monthly figure reported by RBI 
Compilation under Code Head 2100 X 100 

% Compilation of booking Amount (020/91)  =
Monthly figure reported in DMS by SBI

Total figure reflected in NCS Compilation 
X 100 



Annexure ‘C’ 
List of PCDAs/PCA(Fys)/CDAs 

1. CDA (FUNDS) Meerut 
2. CDA CHENNAI   
3. CDA GUWAHATI   
4. CDA JABALPUR  
5. CDA PATNA  
6. CDA SECUNDERABAD  
7. CDA(ARMY) MEERUT 

8. CDA(CSD) MUMBAI  

9. CDA(IDS) DELHI   

10. CDA(NAVY/CG) NEW DELHI 

11. CDA(PD) MEERUT  

12. CDA(R&D) BENGALURU 

13. PCA (FYS)  
14. PCDA BENGALURU 
15. PCDA NEW DELHI  
16. PCDA(AF) DEHRADUN  

17. PCDA(AF) NEW DELHI  

18. PCDA(BR) DELHI  

19. PCDA(NAVY) MUMBAI 

20. PCDA(NC) JAMMU  

21. PCDA(O) PUNE  

22. PCDA(P) PRAYAGRAJ  

23. PCDA(R&D) HYDERABAD  

24. PCDA(R&D) NEW DELHI  

25. PCDA(SC) PUNE  

26. PCDA(SWC) JAIPUR  

27. PCDA(WC) CHANDIGARH 

28. PCDA(CC) LUCKNOW 
29. CDA (Army) Delhi Cantt. 

 
******** 

   







Annexure 'F'

Sl No. Nature of work Marks Remarks
90%-100% 5
80%-90% 4
70%-80% 3
60%-70% 2
50%-60% 1
less than 50% 0
within 20 days 5
21-30 days 4
31-45 days 3
46-60 days 2
60-90 days 1
more than 90 days 0
98-100% 5
96-98% 4
94-96% 3
92-94% 2
90-92% 1
below 90% 0
90%-100% 5
80%-90% 4
70%-80% 3
60%-70% 2
50%-60% 1
less than 50% 0

Disposal of withdrawal 
request should be within 15 
days from the date of receipt

20 days should be calculated from date of 
joining to date of generation of PRAN

KPI scoring on National Pension System

Achievemenet

1 PRAN generated within 20 
days of joining

Days should be claculated from date of receipt 
of withdrawal request and date of final disposal.

Oldest joining date of 
employee whose PRAN not 
generated 

3 Timely remittance of 
contribution

Contribution remitted in last 
working day of the month

1. Contribution uploaded within first week of 
the following month may be treated as in time 
in cases of IEs only.
2. For the month of March, contribution 
uploaded on first working day of the following 
month may be treated as in time.

2

Generation of PRAN

4 Withdrawal Request



1

2 Delay in generation of PRAN 

3

4

No. of employees whose contribution was remitted at the end of the month*100%
Total number of employees covered under NPS

No. of days between date of joining of employees whose PRAN not generated y

*Days should be claculated from the date of receipt of withdrawal request and date of final disposal.

*20 days should be calculated from date of joining to date of generation of PRAN

Timely remittance of > 
contribution

Withdrawal Request >

* Contribution uploaded within first week of the following month may be treated as in time in cases of IEs onl
** For the month of March, contribution uploaded on first working day of the following month may be 
treated as in time.

No. of employees whose withdrawal request disposed during the month *100%
Total number of withdrawal request received

Calculation

Number of employees for whom PRAN generated within 20 days*100%
Total number of empoloyees joined Generation of PRAN >


