
GOVERNMENT OF KERALA 
/ Finance (IT-SF) Department 

CIRCULAR 

No. 112/2018/Fin Dated,'Thiruvananthapuram, 30/11/2018 

Sub:- Finance Department- SPARK PMU General guidelines to be followed by users and also 
for data correction - Reg, 

\ 
Ref: - 1 ) File No. SPK-MG/22/20 17-Fin E-571678 

SPARK software is the Human Resources Management system followed by all State 
Government establishments. A lot o f  errors are being made by users while entering data into 
SPARK probably. It is viewed just as a tool.to process the salary, and not as a Human Resources 
management system. SPARK would now be used for the service books o f  the employees. Utmost 

~ b 6 s h o u l d  be taken by the SPARK users in data enhy level itself. In  this connection, following ' \ instructions.are being issued to be followed by all the DDOriusers o f  SPARK system:- 

1. SPARK PMU wil l  not entertain any data correction without the documents listed 
below. 

2. SPARK PMU wi l l  not do any correction or data entry in software where the DDO 1 
user could change the saqe through any module in SPARK. 

3. Any mistake in data wi l l  make t l i t  calculation also erroneous, and hence all the DDOs 
should check the arithmetic accuracy before e-submitting the bill to treasury and also 
before approving the physical bill to treasury for any discrepancy. 

A l l  Heads o f  the Departments / DDOs are directed to observe these instructions without 
fai I. 

M i n i  V.R. 
Joint Secretary (Finance) 

To 
The Principal Accountant General (A & E/G&SSA) Kerala, Thiruvananthapuram. 
The Accountant General (E&RS Kerala, Thiruvananthapuram. 
The Director o f  Treasuries, T 'ruvananthapuram 
Al l  Heads of Departments. 

/ 
All Sections in Finance Department (through e-office). 
A l l  Departments in Secretariat (through e-office). 
The Nodal Officer, www.finance.kerala.gov.in. 
The Stock file/Office copy. 

Forwarded By order 
P .  



has not been encashcd n i t h  SPARK Code. 
Gross Pay and Net Pay 

I 
. a 

In the case of arrears and surrender (if any 
arrear processed based on surrender) - 

responsibility from DDO is a must 

S1. No. 
1 

EncasJitiient removal 

Revert rclicving after taking part 
salary or transfer procedures for 
taking salary or any claim 

Process 
Cancellation of a processed bil I. 

Letter from I>DO \vliich clcarl!. mcntions the 
Bill control Code. Ciross . Net o f  the bill 

Document(s) Rey uired 
Lettcr fiom t>I>O \~hicti clearly mcntiuns thc 
Bill control Code, Ciross . Net 01' the bill. Non- 
pa~nient Certilicate from treasury that tlie D i l l  

Paqrrient Certificate iron1 treasur!. that tlie Bill 
was encashed \\it11 Sparh Code. Gross and Net 
Pay 
1,cttcr from I>I)O \vliich clearly mentions thc 
Bill control Code. Gross amount . Net amo~~nt  
of tlie bill. Certificate froni treasurj that the Bill 
has not been encashed \\-ith SPARK ('ode. 
Gross and h'et amount of the bill. 

Revert Reliviiig : Letter fro~ti IIDO clearI> 
mentioning . PEN. Old Office and hlistakenly 
~ransl'erred office Name and ne\s oftice \\liere 
tlie eniployee is to be transferred il '  Joined 
niutual consent is also ncedcd 

Name Change 

Promotion cancellati011 (- if salary 
not processed) 

I f  Non Gazetted: 
Request letter ( ~ ( i t h  lianie and PEN ol'the 
clnployee) form the 1)I)O ! I lead of the Offict. 
addressed to Chief Prc!ject Managcr. SPARK. 
Copy of SSLC Book with larest Dated sign and 
seal of DDOI Head of the Oflice. 
) 

Letter froni DDO clearlq nit.ntioiiing the reason 
for which tlie promotion is to be canct.llcd 
n hicti includc details like misting post \vitli 
scale o S  Pay and nlistahenly entered Scale ol' 
Pay. Relevant page oi'the SB 



seal of DDO Head oftlle Of'lice. 

Date o t' hinh change 

i: 

- - 

N1'S arrcar rcco\ cr? dclction 

Paid uplo correcrion because ol 
processing wi t11 I .WX 

]-'art salarj correction dclction 

Prc prc PK salary addition ! updation 

t_ea\'e account correction 

If gazetted 
Copy of Entitlement register form :IGs ol'fice or 
letter from Ags of'ficc clearly ~ncntioning PIIN. 
Vame in Full 
If Non Gazetted : 
Requebt letter (c\ it11 name and I't-Ic ol'the 
:~nplo\ee) t'omi the I)[)(.) ,' t tcad of the Office 
sddressed to Chief Pri)"jcct 1\;2a1lagcr. SPA K K .  
Cop! ot'SSLC Book nith latest Dated sign and 
heal of DDO' Head ol'tlie Oflice. 
Cop! of service book uith latest Ilatcd 4ig1l a1111 
scat of I)I>O!l Icad of the Oft'icc. 

If gazetted 
Cop? of Entitlement register lion1 AGs of'fice or 
tenel- from AG's ofice clea1.1~ ~nent io~~ing PITS. 
Name in  Full and Date of Birth 
Lettcr ti.oni 11110 and a ccstificatc that 
deduction has been done through \ah-y  
Letter from DDO ~ l i i c h  clearlj stale\ the 
reason n h j  the paid upto needs to be corrcctcd 
and thc mistake which has been donc h? tlic 
LISer 

Before sending letter for correcting paid upto. 
LWA should be removed after submitting 
necessary documents 
Letter from DDO with period ,basic pay , DA 
percentage and amount , HRA & CCA 

Copy of LPC - 
1-etter kom IIIIO 

I'cttcr from 1)I)O. proceedings copy of rclc\:tnt 
page oS SF3 n,liich marks hoth Ilies-no11 and its 
removal. 
Letter ii.om DDO \\ ith cop) 01' the relevant payc 
of the SB with a certiticate that the Sh it, that o l  
tlic emplu>ce 'l'lic certificate shoi~ld clcarl) 
nicntion thc Namc of thc ernployce and I'tL 
with latest dated Signature - reason for 
editlcorrection 



Reversion of Pay revision Fixation 

BP change 

~lcsigna~ion adding 

Scale o f Pay change 

Ilcletion of manual drawn entries 

Revoking of retirenlent status 

Leave surrender order as on date 
correction 

Tenl~orark DDO rerristration 
C:hallan updation ( If cliallan 
generated through SPARK) 
Continuoi~s sanction 

Letter from DDO ( if salary /arrears in revised 
scale not encashed) 

IIIlO lcttcr which clcarlj mcntions l3asic pa! 
and last pay c hangc datc 
Copy of the service book page sho\ling the 
relevant changes in basic pay and copy of 
orders (promotion/grade/fixation/increment)). 
In the case of excess drawal, need copy of 
refund challan also 

Request lcttcr froni the DDO i t lead of tlic 
office. It niust contain the name of llesignation 
(number of years for tinie bound higher grade) 
and Scale of pa> and Departinent name. In the 
case of fresh designation rclcvant l'ost c~.eatio~i 
ordcr / Pav revision Order M ith Scale of Pa\, 
Relevant page of SB \lit11 Fixation statetnent 

Letter from DIIO if arrear processed and 
encashed based on this entry responsibility 
letter needed 
Letter from DDO ( option should be enabled 10 
the DDO ) 
1,cttcr from DDO. In the case of Non (ia7cttcd 
officer copy of I,ca\ c surrcndc~. Order cop!, 
which clearly mentions the Au on date 

In the case ol' Gazetted ol'licer copy of A(; slip 
is ncedcd. 
It is not possible to update the data in a PI:N to 
another PEN, Also wc cannot delete a I'kh 
which has been used for generating Salarj. PEN 
\$ill be deleted if a certilicate lion1 I-Iead of tlie 
office that all tlie entries in Sf3 a ~ l d  also in thc 
previous I'KN has been entered in the current 
PEN 
FORb1 needed 
1,ettcr from IIIlO, Cop). of rcniittancc chalan 

TR 1 12 uhich clearly nisntions the period(; 
months).Cop> of last AC; pa). slip (including  he 
Zero slip entry) If C'ontinuous sanctio~l based on 
I ' l i  112 is entered in SPARK another then A(; 
slin is needed 



Bank and hranch adding 

Designation change 

Sub o f i ce  settine 

1 .Bank Name 
'.Branch name 
3.District 
4.Branch Code 
S.IFSC code 
6.Bank Address 
7.Phnne number 
8.Email ID 

Note: I'he above mentioned Hank dctails shoulcl 
be sent from >our banh':; oflicial mail 11) 
Pa> Scalc in SPARK. letter Srom the IIDO 
Flead of the ofticc. ~vhicli wc can print and kccp 
as a record. I t  must contain the nu-rlc of' 
Designation (nunlber of year5 for time bound 
higher grade) and Scale of pa! and Deprtnnient 
nanie (copy of service books relevant pages) 
Folm needed 

I I ( SPARK PMLi rs\.ised slip froni A(; is ~~ccdcd  

2 8 
2 0 

Re\ eking of cleputation 1 Letter from DDO 
ACi slip cc>rrections 1 No correction of AG slip isill be donc b> 

I 

30 

3 1 

7 1 
-) I)I)O i ('ontrolling Ofticcr access 

Removal from Allowance history 

32 

HRA / Treasury c l~a~ ige  

k 

lf saIa1-y has been taken no col-rcction \L i l l  hc 
done froni S1'4KK 1'1,tLII; 

Date of'retirenient correclion. 

Fonn needed 

1 

C'oly of SR with Date 01' Iletiren~ent [)ate ol' 
Si~perannuat ion 

Oftice initiali7ation 

Please nsite ol'fice name esactl! as seen in 
SP:\RE;. 

1:orm ncedcd 

Please ~ncntion the TI KA!C'C'A class in 1 'OK\.l 0 
(lief t'agc 7 of PAY Ii/;VISION 201 3 order). 
There are 3 classes specilied in ]'a> re\ i4ion 
book v i ~  R2  class C'ities ancl above, Other C'itics 

' l ' o ~ n  And Other places. Plcase specif!. in 
M 11ich catcyor!r q our oftice bclorigs to .  



Nc~te: :\I1 C'opj of Ser\.ice Books needs to I ~ r t \ t  certificate that the SL3 is ol' Sri.' S~I--------------- 
- - - - (  PLY: ) \vi tli date sigriaturc of ihc DIIO'l {cad of Oftice. 

r 
I - -  

-7 > Pro~isional emplo!ee leave riccnunr DDQ-letle~ \\.it11 cop? of' r e l e ~ a n t  pngc 01' SH 
setting \ t i ~ h  certilicate and dale 


