CHAPTER III

PF Advances/ Withdrawals
The subscribers to the Provident Fund are allowed advances from Provident Fund under Rule 19A and 19B of the MbPT Provident Fund Rules.  The procedure followed in regard to the grant of such advances and the checks exercised by the Provident Fund Branch on the grant of such advances are detailed in the following paras.

The departments are required to forward the recommendations for the grant of advances in the prescribed forms depending upon the reason for advance.  Accordingly, Form G.140F is required to be used for advances for house building and Form G.7E is required to be used for other purposes.  The recommendations received from the departments are entered in a Register in chronological order, indicating the date of receipt of the recommendation, name of the department, name of the employee and the amount of advance recommended.

The recommendations received are required to be checked with reference to the following particulars :
(i) Name of the employee.
(ii) His/ Her Provident Fund Account Number.
(iii) Amount of employee's own subscription with interest thereon at his credit in  Provident Fund and Voluntary Provident Fund (if any) as at the close of the preceding financial year (vide this office circular No.CA/E/PFA-1340 dated 27.4.1971).
(iv) 2/3rd amount of (iii) above.
(v) Reason for advance and whether it is admissible in accordance with the relevant rule.
(vi) Amounts of outstanding advances those repaid in full in the preceding twelve months.
(vii) Number of instalments in which the proposed advance is to be recovered.
(viii) Whether proof in respect of the previous advance is produced or not.
(ix) Signature of the Head of the Department.
After checking the correctness of the entries in the recommendation, the advance may be sanctioned as follows :
The reason for which the advance is recommended/ sanctioned is to be verified with reference to the relative provisions under Section 19A of the MbPT Provident Fund Rules.  However, to check drawing upon Provident Fund Accounts by 
employees indiscriminately, the Manager (Services and O&M) vide his circular No.P/GEE-G/617 of 29.1.1976 has directed that advance for Satyanarayan Pooja 
and Griha Shanti should not be recommended though such advances were allowed in the past.
The number of instalments in which the advance is proposed to be recovered is thereafter to be checked.  The relative Rule in this regard is that the advance concerning construction/ purchase of a house is to be recovered in the maximum 120 instalments whereas the advances granted for all other purposes are to be recovered in the maximum of 36 instalments.
In  respect of the advances which are sanctioned by the Head of Department, the Advance Clerk has to prepare vouchers in the name of the employees in Form A 87 F/2.  In the voucher he has to write the name of the employee, designation, name of the department, reason for advance, amount of advance in figures and words and allocation for the amount.    However, Chairman has delegated the powers to Dy.CAO(Jr.) for passing  the advance and only monthly ex-post facto sanction of the Chairman is taken in Advance Register.  These vouchers are required to be entered in the Payment Register, department-wise and thereafter submitted to the Sr./Jr. Accounts Officer for his signature on the voucher and initials against the entries in the Payment Register.  The vouchers after they are duly signed by the Sr./ Jr. Accounts Officer, are sent to the Cash Office for arranging payment to the respective employees.  Alongwith the vouchers, intimation memo is also prepared and sent to the department of the employee.   However, from 2.2.2005 preparation of voucher is discontinued  and instead of this advance payments are made through ECS system by crediting it to subscriber’s bank account directly and intimation in this regard is sent to the concerned department.
The recommendations for advances which require the sanction of the Chairman as per PF Regulations.   The cases are submitted through the Dy. Chief Accounts Officer holding supervisory charge of the Branch.  For this purpose different types of cyclostyled forms are used depending upon the reason for which advance is applied for.  The Advance Clerk is required to use the suitable form of cyclostyled memo and fill in the blank spaces therein, such as name of the employee, name of the department, Officer (PF) who after checking the particulars forward the same to sanction, a voucher is prepared and submitted to the Branch Officer for favour of his/her signature or payment is made through ECS.  The vouchers are entered in Advance Payment Register  (department-wise).
The important checks to be exercised while examining an application for submission to competent authority for sanction are given hereunder :
(i) In case in which the net take home pay of the employee is less than 50% of his gross wages after taking into account all the deductions from his pay including the amount of instalment on proposed advance, explanation should be obtained  from employee as to how he should be in a position  to manage his monthly expenditure(Ref : FA & CAO's circular No. CA/E/ PFA - 12361 of 9.5.1973).
(ii) In case of recommendation for advance for house building the employee is required to indicate (i) the probable date of commencement of work,   (ii) the probable date of completion of the work and further he has to give an undertaking to adhere to the target dates and to produce a certificate from the Grampanchayat of his village indicating therein the cost incurred for construction within a month from the date of application (Ref : FA & CAO's Circular No.CA./E/PFA-8897 of 20.3.1974).
(iii) In the case of recommendation for advances for construction / purchase of  houses, supporting documentary proof is required to be checked. Accordingly, if the house is to be constructed at the native place of the employee, a certificate of the village Grampanchayat indicating therein the Survey No. of the land, approximate cost of construction of the house is necessary as a supporting document. If , however, a house / flat is being purchased in Bombay through a        Co-operative Housing Society or through a Builder, a certificate of the Society or the builder is required to be produced while processing  the recommendation for advance. 
(iv) The withdrawal shall be permitted for the building, acquisition or repayment of loan in respect of only one house provided the subscriber  does not already own a house within the limits of Greater Bombay or is intended place of residence after retirement (Ref. : PF Regulation  19 (B) 2 ).
(v) Every subscriber who desires to take advantage of 19(B) Regulation shall sign an undertaking in the form printed as Appendix 'K' to these Regulations. 
As soon as the advance is sanctioned, a  voucher is prepared for payment.  The amount of advance should be debited to the Employee's Provident Fund Account and shown on Provident Fund Card and the voucher together with the relevant Provident Fund Card should be submitted to the Sr. / Jr. Accounts Officer for his / her signature on the vouchers and initials against the debits indicated on the respective Provident Fund Card.

In terms of Rule 19(B) of the Provident Fund Rules, recommendations are also received from departments recommended by the respective HOD for withdrawals from Provident Fund as well as conversion of outstanding balance of advance taken for house building into final withdrawal.  These recommendations are to be scrutinised in the light of the provisions of Rule 19(B) of the Provident Fund Rules.  Final withdrawals or conversion into final withdrawals of the advance already granted are allowed for the purpose of house building only to those employees who have completed 15 years of service  or who have less than 10 years left for superannuation.  In the case of these recommendations also supporting documents such as certificate of the Sarpanch of the village Grampanchayat or the certificate of the                Co-operative Housing Society has to be seen depending upon whether the house is to be constructed at the employees native place or a flat is to be purchased in Bombay through a Co-operative Housing Society.  Receipt for initial amount paid to the Builder or Society is to be produced.  The maximum withdrawal permissible is 3/4 th of the employee's own contribution at his credit at the close of the preceding financial year, and, therefore, it has to be checked whether the withdrawal recommended by the Head of Department is within the limit. After checking all the relevant particulars, cases of non-refundable advance drawn under Section 19(c) are entered in Register containing columns as Sr.No., name of the employee  designation. Department, PF Account No., FA & CAO's RI No. and date,  relation with the applicant, amount, SAO's / JAO's (PF) signature, DCAO's signature.  The cases are checked by SAO / JAO and these are  forwarded to the Dy.        Chief Accounts  Officer for sanction for conversion into final withdrawal of the 

outstanding balance of Provident Fund advances taken earlier.  In the case of PF advances, voucher is prepared and submitted to SAO / JAO's  (PF) signature and in the case of conversion of an Accounts Department employee, a note is to be  submitted to DCAO.   Thus in case of conversion, however, no such voucher is necessary but a remark is required to be passed in  employee's Provident Fund Card against debit passed at the time of payment of refundable advance and the concerned department has to be advised to stop making recoveries against  the relevant advances.  In addition to the main work of processing the recommendations of advances,  the Advance Clerk has to attend to the following miscellaneous duties - 
(i) to prepare and submit vouchers for refunds if excess recovery is made from the employee against an advance ;
(ii) advance collected by the employees are entered in PF Advance Register on day - to -day basis in Cash Office. The PF Advance Register is called back in PF Branch and these entries are fed in computer on monthly basis;
(iii) to peruse the proofs forwarded by the departments in respect of the advances for house building granted to the employees;
(iv) to complete the advance files according to the departments after the payments are made.
The work of advance clerk is directly submitted to the Branch Officer without being scrutinised by any of the supervisory staff in the Class III  cadre. 
 Therefore, great care is required to be taken in the disposal of the Provident Fund Advance cases so as to avoid excess payment or giving wrong debit on the Provident Fund Card.
PF ADVANCES  :[ REFUNDABLE  AND NON-REFUNDABLE ] 
	(A)
	REFUNDABLE
	-
	(in  36  instalments)


	
	2/3 rd 
[ Reg 19 (A) ] 
	
	Religious Ceremony, such as death anniversary of parents  / family members, thread ceremony, shamner, circumcision, naming ceremony of new born child.


	
	3/4 th
[ Reg 19(A) ]
	-

	Marriage of employee or son or daughter or female relation actually dependent upon him.


	
	
	-
	Medical expenses for himself or family member duly supported  by medical certificates.


	
	
	-
	Higher education beyond  HSC level.



	
	Upto 90%
[ Reg 19 (B) ]
	-
	House (purchase of flat, construction of house at Native place, repairs and  renovation).


	
	
	
	[ 120  instalments  sanctioned by HOD in all refundable cases ].


	(B)
	NON-REFUNDABLE  WITHDRAWAL)

	

	
	3/4th    [Reg 19(C)]
	 -
	Marriage of employee or son or daughter or  female relation actually dependent upon him.
1 years' service - Chairman's sanction.


	
	3/4th [Reg 19(B)]
	-
	Housing (purchase of flat, construction of house at native place, repairs and renovation) (in respect of only one house)
15 years' service - HOD's sanction.


	
	3/4th [Reg 19 D (1)
	-
	Education purpose - incurred by himself or on any member of his family actually dependent upon him..
15 years' service - Chairman's sanction.


	
	3/4th [Reg 19E(1)]
	-
	Medical expenses - incurred by himself or on any member of his family actually dependent upon him.
15 years' service - Chairman's sanction.


	
	 [Rule (19B)  Inserted, substituted by TR Nos.1194 of 1966, 713 of 1967, 17 of 1981]
Rule 19 D(1)   and 19E(1)  are Inserted, substituted by TR No. 74 of July 2004


(1)
The Chairman may, at his discretion, permit any subscriber who has completed 15 (fifteen) years of service (including broken periods of service, if any) or who is due to retire within the next ten years  on account of superannuation, whichever is earlier, to withdraw any amount not exceeding that hereinafter specified from his own contribution to the Fund and the interest accrued thereon, for the purpose of building or acquiring a suitable house including the cost of site or reconstructing or making additions or alterations to a house already owned or acquired by a subscriber or for repayment of any outstanding amounts on account of loans previously taken for the purpose.  Such withdrawal will  not be permitted unless the house is situated within the limits of Greater Mumbai or at the intended place of residence of the subscriber after retirement. 
 As regards 19D Education Loan subscribers has to submit with application in format the following documents :-

(i)
Marksheet of previous exams passed


(ii)
Detailed prospectus of expenditure from educational institute 
or 


Estimate of total expenditure incurred from educational institute
If subscriber already incurred the expenditure he should submit the receipts of fees paid to educational institute.
As regards 19E Medical Loan, subscribers has to submit with application in format the following documents :-

(i)
Estimate cost of medical expenditure from Nursing Home/ Hospital.


(ii)
If treatment done outside Mumbai proof of travelling expenses.

(iii)
Medical bills/receipts in the cases where expenses already done.

Provided that any sum withdrawn by a subscriber shall not exceed -
(i) one half of the amount actually contributed by him alongwith the interest thereon standing to his credit or six months' pay, whichever is less;
OR
(ii) the actual cost of the house including the cost of site, or the estimated cost of the proposed additions and alterations / actual cost of educational expenses /actual cost of medical expenses.
OR
(iii) the amount required for repayment of the loan if any previous taken for such purpose together with interest due thereon, whichever is the least.
Provided further that the Chairman may sanction the withdrawal of an amount equal to three-fourths of the amounts actually contributed by the subscriber, together with the interest thereon standing to his credit, having due regard (I) to the status of the subscriber, (ii) the amount of the subscriber's own contribution and the interest thereon standing to his credit and (iii) the number of years of service that the subscriber will have to put in before he attains the age of superannuation.
(2)
The withdrawal shall be permitted for the building, acquisition or repayment of loan in respect of only one house provided the subscriber does not already own a house within the limits of Greater Mumbai or his intended place of residence after retirement.
(3)
In the case of the construction of a house, or additions and alterations, the withdrawal will only be permitted in two or not more than four equal instalments.  The second and  later instalments of the withdrawal will not be paid unless satisfactory proof of the progress of the construction or additions and alterations is furnished.
(4)
The subscriber shall commence the work of construction of or additions and alterations to the house within a period of six months from the date of withdrawal of the amount from the Fund and complete it within a period of one year from the date of commencement of the work, or within such extension of time as may be sanctioned.  If the house has to  be purchased or a loan previously taken for the purpose has to be repaid, this should be done within three months from the date of the withdrawal of the amount.
(5)
If the amount sanctioned for withdrawal from the subscriber's contribution to the Fund exceeds the actual expenditure for building or acquiring a suitable house including the cost of the  site or the outstanding balance of the loan previously taken for such purpose together with interest due thereon or the actual cost of additions and alterations the excess shall be refunded forthwith in one lump sum for being credited to the subscriber's account in the Fund.  The actual expenditure in connection with the preparation of the sale or transfer deeds will be reckoned as part of the cost of the house.
(6)
The subscriber as long as he continues in the service of the Port Trust shall not part with the possession of the house or any interest therein by way of mortgage, transfer, sale, gift, exchange lease or otherwise howsoever without the previous consent in writing of the Chairman.  In case of any breach of this sub-regulation the Subscriber will be forthwith liable to repay the entire amount of the withdrawal in one lump sum for being credited to his account in the Fund.
(7)
A subscriber shall also be permitted, subject to the other conditions hereinabove mentioned, to withdraw an appropriate amount for the purpose of purchasing on ownership basis a residential flat even though the land on which it is built does not become his property, provided within three months of the withdrawal or such further period as the Chairman may permit,  he produces proof to the effect that -
(a) he has made payment for the residential flat;
(b) he has become a member of the Co-operative  Housing Society, Limited Company or any other incorporate body (recognised in law) formed by the purchasers of the flats in the building; and
(c) the builder has transferred the legal title to the building to the said           Co-operative Housing Society, Limited Company or incorporate body.
(1) Every subscriber who desires to take advantage of this regulation shall sign an undertaking in the form printed as Appendix 'K'  to these Regulations.
Rule (19C) [Inserted by TR No.72 of 1981]
(1)
The Chairman may, at his discretion, permit a subscriber who has completed twenty years of service (including broken periods of service, if any) or who is due to retire within the next ten years on account of superannuation, whichever is earlier, to withdraw any amount not exceeding that hereinafter specified from his own contribution to the Provident Fund and the interest accrued thereon, for meeting the expenditure in connection with the betrothal/ marriage of the subscriber, his sons or daughters or any  other female relation actually dependent on him.
(2)
The Chairman may sanction the withdrawal of an amount equal to three-fourths of the amounts actually contributed by the subscriber, together with the interest thereon, standing to his credit, having regard to - (i) the status of the subscriber; (ii) the amount of the subscriber's own contribution and interest thereon standing to his credit; and (iii)the number of years of service that the subscriber will have to put in before  he attains the age of supernnuation.
(3)
The withdrawal may be allowed to the subscriber not earlier than three calendar months preceding the month in which the betrothal/ marriage is actually to be performed.
(4) If the amount of withdrawal exceeds the actual expenditure on betrothal/ marriage, the excess shall be refunded by the subscriber forthwith in one lump sum for  being credited to his  Provident Fund.
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