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MODIFIED PROCESS FLOW OF ISSUE OF LETTER OF AUTHORIZATION (LOA) 
 

Letter of Authorization (LOA) refers to the settlement of inter 
departmental transactions through book adjustment or without resorting to cash 
settlement.  It relates to the programmes or activities for which one 
Ministry/Department utilizes the services of another Central Ministry 
/Department as its Agent for executing the activity. 
 

1. In PFMS, PD of the Functional Ministry will select 

“IntraGovernmentalAuthorization” as type of sanction to create a sanction for LOA 

indicating the Agent Controller, PAO and DDO code.    

 LOA can be issued only to single PAO and single DDO of the Agent 

Ministry.   

 LOA cannot be issued for the same controller i.e. in favour of controller 

who is issuing the LOA.   

 LOA can be created only if the budget under the concerned the Functional 

head is available.  

 After the sanction has been created, it will be approved by PD. 

 PAO (Pay & Accounts Officer) user in PAO of the Functional Ministry will 

receive the sanction and forward the same to Pr.A.O.   

 Upon issuing the LOA by the PAO of the Functional Ministry the ‘available 

budget’ under the concerned Functional head(s) will be reduced for the 

LOA amount.   

 DH in Principal Accounts Office of the Functional Ministry will receive the 

LOA sanction. He will enter the ‘Authorization Number’ and 

‘Authorization Date’.   

 ‘Authorization Number’ cannot be duplicate. 

 Thereafter it will be passed by AAO and Pr.A.O. users in Principal 

Accounts Office of the Functional Ministry.   

 To change PAO and DDO code, LOA can be returned to PD by any of the 

users till PrAO in the Functional Ministry.   

2. Upon acceptance of LOA by Pr.AO of the Functional Ministry, it will be available 

in Principal Accounts Office of the Agent Ministry.   

 The LOA in the Agent Ministry will be processed at all the three levels viz 

DH, AAO and Pr.A.O.  
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 The DH in Pr.A.O. of the Agent Ministry will receive the LOA forwarded by 

the Functional Ministry.  

 PAO code and DDO code entered by the PD of the Functional Ministry can 

be edited by the DH user in the Pr.AO of the Agent Ministry.  However, 

Number, date and amount of LOA cannot be edited.  

 DH in Pr.AO will pass IGA to AAO, who will further pass it to Pr.AO.   

 In case editing is required in PAO/DDO code, Pr.A.O. can return the IGA 

sanction to DH for updation. 

 In case the IGA sanction is required to be cancelled, Pr.A.O of the Agent 

Ministry can return the same to issuing Pr.A.O (i.e. Pr.A.O. of the 

Functional Ministry).  On cancellation of IGA sanction, budget at the end of 

Functional Ministry will be updated automatically. 

 Upon accepting the LOA by the Pr.A.O. user in Principal Accounts Office of 

the Agent Ministry, the said LOA will be forwarded to the concerned PAO 

of the Agent Ministry.  

 PAO of the Agent Ministry can edit DDO code but cannot edit the LOA 

number, date and its amount.   

 In case LOA does not pertain to receiving PAO or no action is to be taken 

on received LOA due to certain administrative reasons, PAO user can 

return the same to Pr.AO of Agent Ministry. 

 Upon acceptance of LOA by PAO it will be visible to all PDs mapped with 

the concerned DDO under whom budget have been allocated.  

3. The LOA can be accepted/rejected.  

 The rejection of LOA will also be processed at all the three levels viz DH, 

AAO and Pr.AO.  

 After LOA is rejected by PrAO, LOA will get cancelled and budget at 

Functional Ministry will be updated for the rejected amount. 

4. The PD of the Agent Ministry will create the sanction against the LOA in usual 

manner.   

 No budget overriding is allowed at the time of creation of sanction.   

 Expenditure in respect of amount of sanction as authorized by the 

Functional Ministry through “Letter of Authorization” may be incurred 

fully or partially, as the case may be.   
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 There is a validation in system for not allowing PD of Executing/Agent 

Ministry/Department to create a sanction against an IGA (Intra 

Governmental Authorization) for amount exceeding the total of IGA 

amount.   

 The sanction against LOA can be created only for the Functional head 

indicated in the LOA.   

 Only those LOAs which have been Passed/Finalized by PAO of Agent 

Ministry will be visible to the PD for creating sanction against LOA.   

 The LOA Functional head for which budget is available will be allowed to 

be operated in the following forms:  

a) LOP form 

b) Transfer Entry form. 

c) COMPACT uploading form. 

d) Challan Entry form. 

5.  Surrender of LOA: 

 Surrender of LOA could be for complete unutilized amount or for partial 

unutilized amount.   

 Only those LOAs will appear in the ‘Surrender LOA’ form wherein any 

unspent amount (either sanction has not been processed at all or has 

been processed for partial amount) is available.   

 The said unspent amount can be returned to the Functional Ministry. 

 Surrender will be done LOA wise.   

 The ‘surrender LOA’ form will be operated at all the three levels viz DH, 

AAO and Pr.A.O. user in Principal Accounts Office of the Agent Ministry.  

The ‘returning of unutilized LOA’ process will be initiated by the DH and 

thereafter processed by AAO and Pr.A.O. user.   

 Upon acceptance of the surrender request by Pr.A.O. of the Agent 

Ministry, the budget of the Functional Ministry will be increased for the 

returned amount and will be available for utilization. 
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PROCESSING OF LOA 

STEPS TO BE FOLLOWED BY FUNCTIONAL MINISTRY/DEPARTMENT 

1. CREATION OF SANCTION BY PD  

2. APPROVAL OF SANCTION BY PD  

3. RECEIVING OF SANCTION BY PAO USER IN PAO 

4. PASS/RETURN IGA SANCTION BY PAO USER TO Pr.A.O. 

5. PASS/RETURN IGA SANCTION BY DH USER TO AAO USER IN Pr.A.O. 

6. PASS/RETURN IGA SANCTION BY AAO USER TO Pr.A.O USER IN Pr.A.O. 

7. PASS/RETURN IGA BY Pr.A.O. USER IN Pr.AO  

STEPS TO BE FOLLOWED BY EXECUTING/AGENT MINISTRY/DEPARTMENT 

8. PASS/RETURN IGA SANCTION BY DH USER TO AAO USER IN Pr.A.O. 

9. PASS/RETURN IGA SANCTION BY AAO USER TO Pr.A.O USER IN Pr.A.O. 

10. PASS IGA TO PAO BY Pr.A.O. USER IN Pr.AO TO PAO USER IN PAO 

11. FINALIZATION OF  IGA BY PAO 

12. CREATE SANCTION AGAINST IGA BY PD 

13. APPROVAL OF IGA SANCTION BY PD  

14. RECEIVING OF SANCTION BY DDO  

15. GENERATION OF BILL BY DDO  

16. RECEIVING OF BILL BY DH IN PAO 

17. PASS/RETURN OF BILL BY DH IN PAO 

18. PASS/RETURN OF BILL BY AAO IN PAO 

19. PASS/RETURN OF BILL BY PAO 

20. DIGITALLY SIGN PAY FILE 

21. DIGITAL SIGN BATCH 

 

SURRENDER OF LOA 

STEPS TO BE FOLLOWED FOR SURRENDER OF LOA BY AGENT MINISTRY: 

1. INITIATION OF RETURN OF UNUTILIZED LOA BY DH USER IN PRINCIPAL 

ACCCOUNT. 

2. FORWARDING OF RETURN IGA SANCTION BY DH TO AAO USER 

3. FORWARDING OF RETURN IGA SANCTION BY AAO TO PRAO USER 
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4. PASSING OF  SURRENDER REQUEST BY PRAO OF AGENT MINISTRY TO 

FUNCTIONAL MINISTRY 

STEPS TO BE FOLLOWED BY FUNCTIONAL MINISTRY/DEPARTMENT 

 

1. CREATION OF SANCTION BY PD OF FUNCTIONAL MINISTRY  

First of all, PD of the Functional Ministry will generate a sanction to issue a LOA.  For 

this, he will login PFMS with his user ID and Password and go to: 

“SANCTIONS” > “CREATE SANCTION” 

 

 

 

User will enter the details of sanction viz. IFD/HOD File No. & Date and Sanction No. & 

Date.  He will select the PAO and DDO from the drop down list.  In case of LOA, he has to 

select “INTRAGOVERNMENTAL AUTHORIZATION” as type of Sanction. 
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On selection of type of sanction as “INTRAGOVERNMENTAL AUTHORIZATION”, a grid 

for selection of Controller will appear below.  User will enter the gross amount in the 

field “Sanction Amount”.  He can upload a scanned copy (pdf with size not more than 4 

MB) of sanction.  However, uploading of scanned sanction is not mandatory. 
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User will enter Account Head details viz. Grant, Function Head, Object Head, and 

Category by selecting the concerned heads from drop down list.  He will enter amount of 

sanction and press the button “ADD ACCOUNT HEADS”. 

 

 

A grid showing the Accounting head details will appear below.  In case of selection of 

wrong heads, the record can be deleted using (X) given under the column “Remove”. 

 

A list of Controller, PAO and DDO will be available for selection under the heading 

“Controller Details”.   
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PD will select the Controller, PAO and DDO of Executing/Agent Ministry in respect of 

whom “Letter of Authorization” is to be issued.  LOA can be issued only to single PAO 

and single DDO. LOA cannot be issued for the same controller i.e. in favour the 

controller who is issuing the LOA. 
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After selecting the Controller, PAO and DDO code from the drop down menu, PD user 

will press the button “CREATE SANCTION”. 

 

 

System will display a message: 

“Sanction has been saved successfully”. 
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The status of sanction may be viewed through the option “SANCTIONS” > “MANAGE 

SANCTIONS”. 

 

The status of sanction will be shown as “SUBMITTED” 

2. APPROVAL OF SANCTION BY PD OF FUNCTIONAL MINISTRY 

Now this sanction needs to be approved by PD.  For this, he will go to the option:  

“SANCTIONS” > “APPROVE SANCTION” 

 

 

 

All the sanctions pending for approval will appear.  If not displayed on screen, user can 

trace a particular sanction by using the search criteria given above.   User will click the 

hyperlink of sanction to open it. 
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The details of sanction will be displayed to the user.  Under the field “Authorization 

Details”, the name of the authorized controller, PAO and DDO will be displayed.  

However the fields for “Authorization Number” and “Authorization Date” will 

remain blank as the same are to be entered by DH user of Principal Accounts Office of 

the Functional Ministry. 

 

After confirming the correctness of submitted sanction, PD will proceed to approve the 

same by pressing the button “APPROVE/REJECT”. 

 

 

 

User will enter appropriate remark and press the button “APPROVE”. 
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System will display a message: 

“Sanction approved successfully” 

Available budget at PD level, will be reduced by the amount of approved sanction. 

 

 

The status of sanction can be viewed as “APPROVED” through the option: 

 “SANCTIONS” > “MANAGE SANCTIONS” 
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 The user can view the details of sanction by clicking its hyperlink. 

 

 

 



Public Financial Management System 
I.T. Division, O/o CGA 

 

15 
 

3. RECEIVING OF SANCTION BY PAO USER IN PAY & ACCOUNTS OFFICE OF 

FUNCTIONAL MINISTRY 

After creation and approval of LOA by PD, sanction for LOA will be available to PAO user 

in Pay & Accounts office of the Functional Ministry for further processing.  PAO user will 

login PFMS through his user id and password and go to: 

“SANCTIONS” > “MANAGE IGA SANCTIONS” 

 

All the sanctions with the status as “Approved” will be displayed.  He can make use of 

search criteria given above to trace a particular sanction. 

 

 

 

The user will click hyperlink of sanction to open it.  The details of sanction will be 

displayed.  Two options “Receive Bill (PAO)” and “Return Sanction to PD” will be 
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available. PAO user can either receive LOA sanction or return it to PD, if required.  To 

receive a sanction, he will press the button “RECEIVE BILL (PAO)”. 

 

 

 

System will display a message: 

“Sanction has been received by PAO successfully”. 

 

 

 

4. PASS/RETURN IGA SANCTION BY PAO USER TO PRINCIPAL ACCOUNTS 

OFFICE OF FUNCTIOAL MINISTRY 

 

After receiving a sanction, PAO user can either directly click the hyperlink of sanction 

displayed on screen or again go to the option: 

“SANCTIONS” > “MANAGE IGA SANCTIONS” 
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All the sanctions with the status “PAO Received” will be displayed. 

 

 

 

On pressing hyperlink of desired sanction, details of sanction will be displayed to user.  

Two options “Forward to PrAO (Pass) or “Return sanction to PD” will be available. 

PAO user can either Pass LOA sanction or return it to PD, if required.  For passing, user 

will press the button “Forward to PrAO Pass”. 
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System will display a message: 

“Sanction has been passed successfully”. 

Upon issuing the LOA by the PAO of the Functional Ministry the ‘available 

budget’ for that particular DDO under the concerned Functional head(s) will be 

reduced for the LOA amount, ECR will be updated automatically, and its effect will 

be reflected in the report “BUD-04 Expenditure Control Register for PAO” . 

 

 

 

After the sanction has been passed by PAO user, this sanction will be processed at all 

three levels viz. DH, AAO and Pr.A.O.in Principal Accounts office of the Functional 

Ministry. 
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5. PASS/RETURN IGA SANCTION BY DH USER TO AAO USER IN PRINCIPAL 

ACCOUNTS OFFICE OF THE FUNCTIONAL MINISTRY 

 

The Financial Adviser /Pr. Chief Controller of Accounts/Chief Controller of 

Accounts/Controller of Accounts of the Functional Ministry / Department will 

issue annual budget allocation letter, indicating the amount approved in the 

Budget for the year for the programme or activity assigned to the Agent or 

executing Department, after obtaining necessary financial sanctions. 

 

Now the sanction for “Letter of Authorization”, as forwarded by PAO,  will be available 

with DH user in Pr. Accounts Office of the Functional Ministry for further action.  He will 

login PFMS with his user ID and password and go to: 

“SANCTIONS” > “MANAGE IGA SANCTIONS” 

 

 

All the sanctions of LOA with the status “Passed by PAO” and pending for receiving by 

DH in Principal Accounts office, will appear.  If not displayed on screen, desired sanction 

may be traced using search criteria given above.  The user will view the details of 

sanction by clicking its hyperlink. 
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The details of sanction will be displayed to user.  DH user can either “Forward to AAO 

(Pass)” if the sanction is correct, or “Return to PAO” in case sanction is not found to be 

correct.  At this stage, fields for “Authorization Number” and “Authorization Date” 

will be blank. 

 

After verifying the sanction for its correctness, DH user will proceed to pass the same by 

pressing the button “Forward to AAO (Pass)”. 

 

A screen will appear wherein DH user has to key in “Authorization Number” and 

“Authorization Date”, and then press “Submit” button.   

 

The ‘Authorization Number” and “Authorization Date” will be unique within a 

Financial Year and cannot be edited by any other user in the chain. 
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The system will display a message: 

 “Sanction has been passed to AAO successfully”.   

The status of sanction will be displayed as “Passed by DH”. 

 

 

 

 

 

 

6. PASS/RETURN IGA SANCTION BY AAO USER TO Pr.A.O. USER IN PRINCIPAL 

ACCOUNTS OFFICE OF THE FUNCTIONAL MINISTRY 

 



Public Financial Management System 
I.T. Division, O/o CGA 

 

22 
 

All the sanctions for “Letter of Authorization” with the status “Passed by DH” will be 

available with AAO user in Pr. Accounts Office of the Functional Ministry for further 

processing.  He will login PFMS with his user ID and password and go to: 

“SANCTIONS” > “MANAGE IGA SANCTIONS” 

 

 

All the sanctions, passed by DH, will be displayed.  User can make use of search criteria 

to trace a particular sanction. 

 

On pressing hyperlink of sanction, details will be displayed to user.  “Authorization 

Number” and “Authorization Date” as entered by DH user will also be displayed.  AAO 

user can either opt “Forward to PrAO (Pass)” if record is correct or can “Return to 

DH” if not found correct.   
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On pressing the button “Forward to PrAO (Pass)” system will display a message: 

“Sanction has been passed to PrAO successfully”. 

The status of sanction will be shown as “Passed by AAO”. 

 

 

 

7. PASS/RETURN IGA BY Pr.A.O. USER IN PRINCIPAL ACCOUNTS OFFICE OF 
THE FUNCTIONAL MINISTRY  
 

The sanction for “Letter of Authorization” with the status “Passed by AAO” will be 

available with Pr.A.O user in Pr. Accounts Office of the Functional Ministry for further 

action.   
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Pr.A.O. user will login PFMS with his user ID and password, and go to the option: 

“SANCTIONS” > “MANAGE IGA SANCTION”  

 

 
 

All the sanctions with the status “Passed by AAO” will be displayed.  User can make use 

of search criteria to trace a particular sanction. 

 
 
On clicking the hyperlink of sanction, details will be displayed to the user.  

“Authorization Number” and “Authorization Date” as entered by DH user will also be 

displayed.  Pr.A.O. user can either opt “Pass Bill” if record is correct, or can “Return to 

AAO” if not found correct.   
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After verifying the correctness of record, Pr.AO user will press the button “Pass Bill”. 
 

 
 
On pressing “Pass Bill” by Pr.A.O. user, system will display a message: 

“Sanction has been passed by PrAO successfully”. 

 

 
 
 
STEPS TO BE FOLLOWED BY EXECUTING/AGENT MINISTRY/ DEPARTMENT 

Upon acceptance of LOA by Pr.AO of the Functional Ministry, it will be available in 

Principal Accounts Office of the Agent Ministry.  The LOA will be processed at all the 

three levels viz DH, AAO and Pr.A.O. in Principal Accounts office. 
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8. PASS/RETURN IGA SANCTION BY DH USER TO AAO USER IN PRINCIPAL ACCOUNTS 

OFFICE OF AGENT MINISTRY 

The DH user in the Principal Accounts Office of the Agent Ministry will receive the LOA 

forwarded by the Functional Ministry.  For this, he will go to: 

“SANCTIONS” > “MANAGE CONTROLLER IGA SANCTION” 

 

 

 

All LOA sanctions, as forwarded by Pr.A.O. user of Principal  Accounts office of the 

Functional Ministry with the status “Passed by PrAO”, will be displayed. 

 

 

 

DH will click the hyperlink of sanction.  The details of sanction will be displayed to user.  

Three options – “Edit IGA Sanction”, “Pass IGA to PrAOAAO” and “Return IGA to 

PrAOAAO” are available here.  PAO and DDO code selected in LOA sanction can be 

edited, if required.  For this, DH will press the button “Edit IGA Sanction” 
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A screen showing the Controller Code, PAO Code and DDO Code as entered by PD of the 

Functional Ministry, will appear.  Only PAO code and DDO code are in editable form.  

The number, date and amount of LOA cannot be edited.   

 

 

 

For editing, DH user in Principal Accounts of the Agent Ministry will select the desired 

PAO and DDO Code from the drop down menu and press the button “SUBMIT”. 
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On pressing “SUBMIT” button, system will display a message: 

 “PAO/DDO Details have been updated successfully”. 

 

 

The editing in PAO/DDO code is to be carried out only if it is required.   

DH can either “Pass IGA to PrAOAAO” or “Return IGA to PrAOAAO”, as the case may 

be.  However, in both cases, record will be forwarded to AAO. 
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In case, DH opts to press the button “Return IGA to PrAOAAO”, he has to enter remark 

for return.  After writing appropriate remarks, he will press “OK” button. 

 

The system will display a message: 

 “Sanction has been returned to PrAO AAO successfully”. 

 

The status of sanction will be shown as “ReturnbyAuthPrAODH”. 
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9. PASS/RETURN IGA SANCTION BY AAO USER TO PrAO USER IN PRINCIPAL 

ACCOUNTS OFFICE OF AGENT MINISTRY 

 

All LOA sanctions which have been passed/returned by DH user in Principal Accounts 

office of the Agent Ministry, will be available with AAO.  For this, AAO user will go to the 

option: 

“SANCTIONS” > “MANAGE CONTROLLER IGA SANCTION” 

 
 

All LOA sanctions with the status “PassedbyAuthPrAODH” or 

“ReturnbyAuthPrAODH” will be displayed to user.  Hyperlink of sanction is to be 

clicked to view its details. 

 
 

On clicking the hyperlink, details of sanction will be displayed.  AAO user will have two 

options available.  He can either “Pass IGA to PrAO” if record found correct or “Return 

IGA to PrAO” in case of incorrect record. 

 

To pass a sanction, AAO will press the button “Pass IGA to PrAO”. 
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The system will display a message: 

“Sanction has been passed to PrAO successfully”. 

 

 
 

 

10. PASS IGA BY Pr.A.O. USER IN PRINCIPAL ACCOUNTS OFFICE TO PAO USER IN 

PAY & ACCOUNTS OFFICE OF AGENT MINISTRY 

 

All the LOA sanctions, which have been passed/returned by AAO user in Principal 

Accounts office of the Agent Ministry, will be available with Pr.A.O for further 

processing.   

 

 

 

 

 



Public Financial Management System 
I.T. Division, O/o CGA 

 

32 
 

For this, Pr.A.O user will go to the option: 

“SANCTIONS” > “MANAGE CONTROLLER IGA SANCTION” 

 

 
 

All LOA sanctions with the status “PassedbyAuthPrAOAAO” or 

“ReturnbyAuthPrAOAAO” will be displayed to user.  Hyperlink of sanction is to be 

clicked to view its details. 

 

 
 

On clicking the hyperlink, details of sanction will be displayed.  Pr.A.O. user will have 

three options available: 

 Return IGA to issuing PrAO 

 Pass IGA to PAO 

 Return IGA to DH for Updation 
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The PrAO user can “Return IGA to issuing PrAO” if record is not found correct.   The 

need, to return the LOA sanction by Pr.A.O. of the Agent Ministry to Pr.A.O. of the 

Functional Ministry, may arise either due to selection of wrong Controller, some other 

incorrect data regarding Sanction details or Accounting heads, or due to some other 

administrative reasons. 

 

Pr.A.O. will opt the option “Pass IGA to PAO” to pass a correct record. 

 

In case, the PAO/DDO code as selected by Functional Ministry (or as edited by DH user 

of Principal Accounts office of the Agent Ministry) is not correct,   or PrAO has decided 

to assign the work to some other PAO, he can return the record to DH for necessary 

updation.  For this, he will click the option “Return IGA to DH for Updation”.   

 
 

He will enter the relevant remarks for return and press the button “OK”. 

 
 

The system will display a message: 

“Sanction has been returned to PrAO DH successfully”. 
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Now this sanction, as returned by PrAO to DH for updation of PAO/DDO code will be 

available at DH user level. 

DH user will go to the option: 

“SANCTIONS” > “MANAGE CONTROLLER IGA SANCTION” 

 
 

The desired sanction will appear with the status “ReturnByAuthPrAOtoDH” 

 
On clicking the hyperlink of the sanction, its details will be displayed.  DH user will click 

the button “Edit IGA Sanction” to carry out necessary updation in PAO/DDO code. 
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A screen for updation of PAO/DDO details will appear. 
 

 
 

DH user will select the correct PAO from the drop down menu. 
 

 
 

After selection of PAO, correct DDO code will be selected. 
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After selection of correct PAO/DDO code, user has to press the button “SUBMIT”. 

 
 

The system will display a message: 

“PAO DDO details have been updated successfully”. 

 
 

Now, DH user will either click on the hyperlink of desired sanction on the displayed 

screen or can go through the option “SANCTIONS”> “MANAGE CONTROLLER IGA 

SANCTION”. 

 

The details of sanction will be displayed.  DH user will pass the sanction and forward it 

to AAO by pressing the button “Pass IGA to PrAOAAO”.    
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After the updation of PAO/DDO details, DH user will Pass IGA to AAO. 
 

 
 
AAO of Principal Accounts office of Agent Ministry will pass the sanction to Pr.A.O. user. 
 

 
 

 
 

PrAO user will pass the sanction to PAO for further processing.  On pressing the button 

“Pass IGA to PAO”, the sanction will be forwarded to PAO user in Pay & Accounts office 

of the Agent Ministry.   
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The system will display a message: 

“Sanction has been passed to PAO successfully”. 

 

 

 

 

11. FINALIZATION OF  IGA BY PAO USER IN PAY & ACCOUNTS OFFICE OF AGENT 

MINISTRY 

 

All LOA sanctions with the status “PassedbyAuthPrAO” will be available for 

finalization at PAO user in Pay & Accounts office of the Agent Ministry.   

 

For this PAO user will go to: 

“SANCTIONS” > “MANAGE CONTROLLER IGA SANCTION” 
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All IGA sanctions, as passed by Pr.A.O. user in Principal Accounts Office of the Agent 

Ministry, will be displayed. 

 
 
 

The user will click the hyperlink of sanction.  Details of sanction will be displayed to the 

user.  

Three options will be available here: 

 “Edit IGA Sanction” 

 “Finalize IGA” 

 “Return IGA to PrAO” 
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Any Incorrect record can be returned to Pr.AO of the Agent Ministry by clicking the 

option “Return IGA to PrAO”.  A need of return may arise due to selection of wrong 

PAO by PrAO (either initially by PrAO of the Functional Ministry or later on by PrAO of 

the Agent Ministry).   In such case, sanction will be returned to PrAO of the Agent 

Ministry.  PrAO will select the correct PAO and then IGA sanction will be available to 

correct PAO.   

 

Also, the need to return a case may arise where PAO code is correct but no action is to 

be taken on LOA as it needs to be returned to issuing Controller due to certain other 

administrative reasons.  In such case, PAO will return IGA to PrAO, where this sanction 

will be processed all three levels viz. DH, AAO and PrAO.  Once, PrAO user of the 

Principal Accounts office of the Agent Ministry returns the IGA sanction, budget of 

concerned DDO of the Functional Ministry under concerned heads will get updated. 

 

In case LOA is to be finalized but DDO code is incorrect, PAO user of the Agent Ministry 

has an option available to select the desired DDO code by pressing the button “Edit IGA 

Sanction”. 

 

 
 

On pressing “Edit IGA Sanction”, Controller code and PAO code will remain fixed but a 

list of DDOs will appear for selection in drop down menu.  PAO user will select the 

correct DDO.   
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A message will be displayed by system: 

“PAO DDO Details have been updated successfully” 

 
 

If record is correct, Pr.A.O. will opt to click the option “Finalize IGA”.   

 

 
 

The system will display a message: 

“Sanction has been passed and finalized by PAO”. 
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On finalization of IGA by PAO of the Agent Ministry, DDO wise budget allocation, 

for the selected DDO for the amount authorized in LOA in concerned head, will be 

made.  The LOA sanction, after finalization by PAO of the Agent Ministry, will be 

available to all PDs under that particular DDO for creation of sanction against IGA. 

 

12. CREATE SANCTION AGAINST IGA BY PD OF AGENT MINISTRY 

 

All IGA sanctions, as finalized by PAO user of the Agent Ministry will be available to all 

PDs under selected DDOs.  For this, PD of the Agent Ministry will go to: 

“Sanctions” > “Create Against IGA” 

 

 
 

All IGA sanctions will be displayed to PD user.  The Sanction number, Date, Amount, 

Authorization Number and Authorization Date will be displayed in a grid.   
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The user will click the button “Create Sanction” given in the last field of grid of desired 

sanction to view its details. 

 
 

The details of Sanction will be displayed.   

PAO code, DDO Code and Account Head details will be displayed automatically and will 

remain in disabled form.   

 
 
All other fields under “Sanction Header” are to be filled in by PD user. 
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PD will select vendor(s) in respect of whom payment is to be made.  He will enter 

amount and press the button “ADD”. 

 
 

More than one vendor can be added, if required. 
 

 
 

PD user will press the button “CREATE SANCTION”.  A message will be displayed by 
system: 
 
“SANCTION HAS BEEN SAVED SUCCESSFULLY” 
“Do you want to proceed with Payees Details”. 
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PD will proceed with payee details and sanction will be submitted successfully.     
 

After creation of sanction following steps will be followed by PD, DDO 
and users in PAO, as is being done in case of normal sanction: 
 

13. APPROVAL OF IGA SANCTION BY PD  

14. RECEIVING OF SANCTION BY DDO  

15. GENERATION OF BILL BY DDO  

16. RECEIVING OF BILL BY DH IN PAO 

17. PASS/RETURN OF BILL BY DH IN PAO 

18. PASS/RETURN OF BILL BY AAO IN PAO 

19. PASS/RETURN OF BILL BY PAO 

20. DIGITALLY SIGN PAY FILE 

21. DIGITAL SIGN BATCH 
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SURRENDER OF LOA: 

Surrender of LOA could be for complete unutilized amount or for partial unutilized 

amount.  Only those LOAs will appear in the ‘Surrender LOA’ form wherein any 

unspent amount (sanction has not been processed) is available.  Surrender will be done 

LOA wise.  The ‘Surrender LOA’ form will be operated at all the three levels viz DH, AAO 

and PAO in Pr.A.O.   

 

STEPS TO BE FOLLOWED BY AGENT MINISTRY FOR SURRENDER OF 

LOA: 

1. INITIATION OF RETURN OF UNUTILIZED LOA BY DH USER IN PRINCIPAL  

ACCCOUNTS OFFICE 

2. FORWARDING OF ‘RETURN IGA SANCTION’ BY DH TO AAO USER 

3. FORWARDING OF ‘RETURN IGA SANCTION’ BY AAO TO PRAO USER 

4. PASSING OF  SURRENDER REQUEST BY PRAO OF AGENT MINISTRY TO  

              FUNCTIONAL MINISTRY 

 

1. INITIATION OF RETURN OF UNUTILIZED LOA BY DH USER IN PRINCIPAL 

ACCCOUNTS OFFICE 

 

DH user of Principal Accounts Office of the Agent Ministry will go to the option: 

“SANCTIONS” > “INITIATE RETURN IGA” 

 

 

 

All those sanctions for LOAs will appear in the ‘Surrender LOA’ form wherein any 

unspent amount (sanction has not been processed) is available.  The grid of sanction 

will show Sanction Number, Authorization Number, Authorization Date, Functional 
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Controller, IGA Amount, Spent Amount, UnderProcess Amount, Surrender Amount and 

Balance Amount. 

 

DH user has to press the button “Initiate Return” given under the last field of desired 

sanction. 

 

 
 

A screen for “Surrender IGA Amount Details” will appear.  After filling in Letter 

Number, Letter Date, Return Amount and Remarks, DH user will press the button 

“Submit”.   

 

 
 

 

The system will display a message: 

“Record saved successfully”. 
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2. FORWARDING OF ‘RETURN IGA SANCTION’ BY DH TO AAO USER 

 

After initiating the return of LOA Sanction, DH user will go to the option: 

“SANCTIONS” > “MANAGE RETURN IGA” 

 

 
 

A screen for “Return Intra Governmental Authorization Sanctions” will appear 

which will show LOA sanction in respect of which Return has been initiated by DH.   

 

A grid below will show the Sanction Number, Authorization Number, Authorization 

date, Functional Controller, IGA Amount, Spent Amount, Under Process Amount, 

Surrendered Amount, Current Surrender Amount and Balance Amount.  Hyperlinks of 

“Spent Amount” and “Under Process Amount” can be clicked to view the details.   

 

DH user will forward the record to AAO of Principal Accounts office of the Agent 

Ministry by pressing the button “Forward to AAO”. 
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A screen for “Surrender IGA Amount Details” will appear wherein all the fields filled 

in by DH, at the time of initiating the return, will appear. He will press the button 

“Forward”. 

 

 
 

The system will display a message: 

“Surrender Request has been Passed by PrAODealing Hand successfully”. 
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3. FORWARDING OF RETURN IGA SANCTION BY AAO TO PRAO USER 

Now, this LOA sanction will be processed at AAO user level of Principal Accounts Office 

of the Agent Ministry.  For this, he will go to the option: 

“SANCTIONS” > “MANAGE RETURN IGA” 
 

 
 

All LOA sanctions for ‘Surrender Request’, as forwarded by DH, will be displayed.  AAO 

can view the details of sanction by clicking its hyperlink. 

He will press the button “Forward to PrAO” given against the desired sanction.   

 

 
 

A screen for “Surrender IGA Amount Details” showing the Letter Number, Letter Date 

and Return Amount, as entered by DH, will appear in disabled form.  Only the field for 

“Remarks” is in editable form. 

 

AAO user will forward the record to Pr.AO user by pressing the button “Forward”. 
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The system will display a message: 

“Surrender Request has been Passed by PrAOAAO Successfully”. 

 
 

 

4. PASSING OF  SURRENDER REQUEST BY PRAO OF AGENT MINISTRY TO 

FUNCTIONAL MINISTRY 

 

All LOA sanctions for “Surrender Request”, as forwarded by AAO user, will be now 

available for further processing at Pr.A.O. user in Principal Accounts Office of the Agent 

Ministry. For this, Pr.A.O. user will go to the option: 

“SANCTIONS” > “MANAGE RETURN IGA” 

 
 

All LOA sanctions for ‘Surrender Request’, as forwarded by AAO user will be displayed.  

The details of sanction can be viewed by clicking its hyperlink.  Also, the details of 

‘Spent Amount’ and ‘UnderProcess Amount’ can be viewed by clicking their 

respective hyperlinks.   

 

PrAO user of the Agent Ministry will press the button “Forward” given against the 

desired sanction. 
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A screen for “Surrender IGA Amount Details” showing the Letter Number, Letter Date 

and Return Amount, as entered by DH, will appear in disabled form.  Only the field for 

“Remarks” is in editable form. 

 
Pr.A.O user will forward the record by pressing the button “Forward”. 

 
The system will display a message: 

“Surrender Request has been Passed by PrAO Successfully”. 

 

 

Upon acceptance of the surrender request by Pr.A.O. user in Principal Accounts 

office of the Agent Ministry, the budget of the Functional Ministry will be 

increased for the returned amount, and thus will be available for utilization at 

their end. 

 

“This completes the modified procedure for processing of IGA sanction on PFMS”. 

****** 


